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Document Purpose:

This Plan outlines the YYY Chapter’s ambassador planning process to support chapter communication and outreach within the YYY professional community.
Document Owner: Director of Communication
Objectives:

1) Communicate chapter events within the Professional Community
2) Increase event attendance through cross networking
3) Hold joint meetings with other professional societies.
4) Sharing of organizational resources and work products

5) Building internal and external professional networks

Supporting Documents:

	Title
	Ownership (typical)
	Review & Approval Resp/Date
	Document

	2009 BOD Bio’s
	Secretary
	BOD/Q1
	Draft in Appendix A

	2009 Corp Contacts
	VP Outreach
	BOD/Q1
	Draft in Appendix B

	2009 Communication Brochure


	Secretary
	BOD/Q1
	Draft in Appendix C

	2009 Communication Presentation (executive 7 slide)
	President
	BOD/Q1
	Draft in Appendix D

	2009 Contact Plan


	VP Outreach
	BOD/Q2
	Draft in Appendix E

	Letter1-2009
	VP Outreach
	BOD/Q1
	Draft in Appendix F

	Letter2-2009
	VP Outreach
	BOD/Q1
	Draft in Appendix F

	Letter2-2009
	VP Outreach
	BOD/Q1
	Draft in Appendix F

	2009 Roundtable Agenda 


	President
	BOD/Q2
	Draft in Appendix G

	2009 Roundtable Plan
	President
	BOD/Q2
	Draft in Appendix H


Tactical Implementation:

The chapter uses formal and informal networking:
a. X-Memberships – Entering into an active member in other professional organization.

b. Advertising in public forums to distribute either the newsletter or a provide link to the YYY Chapter Website.

c. X- Communication -  Opportunities to reach out to other professional organizations
d. Outreach Committee – Will serve as a working group to support and coordinate external chapter communication.

Board Member Responsibility:

	Responsible Individual
	Time Frame
	Tasks

	President
	Quarter 1
	Establish Schedule of Dates, Times, and Locations for all Board of Directors Meetings (BOD) 

	President
	Quarter 1
	Establish a list of Ambassadors to serve as corporate and profession organization sponsors. 

	All officers
	Quarter 1
	Determine who will act as ambassador for each professional organization.

	All officers
	All Quarters
	Discuss chapter topics and serve as ambassador to other organizations.

	All officers
	Quarter 1
	Contact each member at least 1time throughout the year to thank them for being a member of INCOSE and offer to listen to any concerns or improvement ideas that they may have.

	President
	All Quarters
	Serve as central POC for co-sponsored events and meetings.

	Director of Programs
	All quarters
	Find speakers from other organizations the might be of interest ot YYY Chapter

	All officers
	All quarters
	Distribute flyers as broadly as possible

	Appropriate Ambassador
	At joint meeting
	Present awards and speakers gift in recognition of services.

	All officers
	Quarter 4
	Plan Ambassador process for following year

	Outreach Committee
	Quarter 1
	Develop and Review Ambassador Process and support documents


Task Descriptions:
X-Communication: 
1) Sponsor Joint meetings
a. Contact Local organization and share meeting ideas
b. Agree on events and speakers that would interest both organizations.

c. Commit to share meeting costs 

2) Sponsor X-linking of Organizational Websites
3) Distribute event info
a. X-Distribution with other Organization
4) General Communication

The chapter will develop and maintain a contact list of all members.  This list will be reviewed in Quarter 1, of each year and will be maintained in a non-public access area. 

Each of the specified officers will be assigned contact responsibility for a portion of the list as specified below:

	Officer Title
	Responsible for

	President
	25%

	Vice President
	25%

	Secretary
	25%

	Past President
	25%

	
	


As the chapter increases in size and the proportion of members approaches 40 additional officers will be asked to accept communication responsibility. 

Advertise through public Forums:

1) Search local bulleting boards and community websites 
a. Contact webmaster / sponsor for x-linking opportunities
2) Develop Flyers per the Publicity Plan
a. Distribute at Universities 

b. Distribute at other Professional Organization meetings per publicity plan
X- Memberships
a. Leverage your interest in other professional organizations to publicize events of interest to INCOSE members 
b. List your Membership Participation and offer to serve as the POC.

Outreach Committee Responsibilities
	Outreach Committee Members
	Role
	Responsibility

	Member
	Member
	Review and approve docs, Support Outreach

	VP Outreach
	Co-Chair
	Develop process and docs, Support Outreach

	President
	Co-Chair
	Develop process and docs, Support Outreach


Charter: To serve as the YYY INCOSE working group to support and coordinate external chapter communication.

Goal: Expand involvement with member companies. 

(Member = employers of members)

Objective: Increase awareness of relevance that YYY INCOSE can provide to ZZZ engineering community.
Outreach Process Plan:

1) Develop/update brochure for members to use in communicating INCOSE relevance. 

a. Communicates value of membership to individual, manager and senior management.

2) Request management contacts from membership.

a. E-mail current members and enclose brochure and cover letter

b. Cover letter1 request contact info for senior manager who is responsible for SE with org or business unit

c. Follow-up with phone call. A) Thank you or B) What other info is needed to get contact information.

3) Develop Contact Plan 

a. Compare to INCOSE membership list

b. Prioritize contact options

4) Initiate 1st Contact

a. Letter2 (not e-mail)

b. Follow-up with phone call

c. Setup a lunch appointment (30 minutes)

5) Initiate 2nd Contact

a. Meet for lunch. (two board members would be best)

b. Review 7 slide presentation

c. Listen for feedback

i. Ask for how we can provide value

ii. Ask for a company POC

d. Follow-up with thank you letter3

6) Hold roundtable discussion with POC’s

a. Small group (2-3 representatives and board members) at local venue Board Room

b. Review 7 slide presentation (recap only)

c. Ask and Listen for feedback

d. Develop minutes, action plan and distribute.

e. Use as input to ongoing strategic planning

Appendix A
2009 Board Member Bios:

Appendix B 
Corporate Contacts:

	Company
	NameLast
	NameFirst
	Email
	# of Members

	3SL Inc 
	Baumler 
	William 
	
	1

	Abbott Laboratories 
	Stoick 
	Robert 
	
	1

	AgustaWestland 
	Guerrieri Paleotti 
	Luca 
	
	1

	Allen & Associates 
	Allen 
	Frank 
	
	1

	BAE SYSTEMS 
	Lawson 
	James 
	
	1

	Bell Helicopter Textron 
	Williams 
	Jeffery 
	
	1

	Boeing 
	Carson 
	Charlie 
	
	1

	Bridgefarmer & Associates 
	Kahler 
	Danny 
	
	1

	Consultant 
	Ogan 
	Ronald 
	
	1

	D.O.D. Spawarsyscen Charleston 
	Rodenkirch 
	James 
	
	1

	EFW Inc. 
	Langston 
	R. Michael 
	
	2

	Insight Investments
	Chambers 
	Carolyn 
	
	1

	JHA Management Consultants 
	Hurst 
	Jack 
	
	1

	Kasse Initiatives LLC 
	Kasse 
	Tim 
	
	1

	L-3 Comm Integrated Systems 
	Nolan 
	Brooks 
	
	12

	Lockheed Martin Missiles & Fire Control 
	Mori 
	Daniel 
	
	20

	Next Generation Consulting 
	Wade 
	Ronald 
	
	1

	Nokia Corporation 
	Prakash 
	Meena 
	
	1

	Raytheon Company 
	Case 
	Randall 
	
	22

	Rockwell Collins GS 
	Harris 
	Mark 
	
	1

	SBC 
	Whitehead 
	Paul 
	
	1

	SIEMENS L&A PA 
	Swindle 
	Jay 
	
	1

	Small Business Performance 
	Boyer 
	Don 
	
	1

	Southern Methodist University 
	Stracener 
	Jerrell 
	
	2

	Statistical Design Institute 
	Chollar 
	George 
	
	1

	Systems Engineering Associates 
	Brown 
	Phillip 
	
	2

	TechSys Insights LLC 
	Sullivan 
	Ed 
	
	1

	Tecnica Technical & Educational LLC 
	Saenz 
	Luis 
	
	1

	The Boeing Company 
	Boatright 
	Cynthia 
	
	3

	The Coffman Group 
	Coffman 
	Michael 
	
	1

	Trident Research LLC 
	Cardoza 
	Miguel 
	
	1

	UGS Corporation 
	Nallon 
	John 
	
	7

	University of Maryland - 
	Baden 
	Gregory 
	
	1

	University of Texas 
	Hadd 
	Jennifer 
	
	1

	USA Government 
	Lester 
	Alfred 
	
	1


Appendix C

Draft Executive Management Communication Presentation 

Format: 7 pages 
1) What is INCOSE? 

a. History; Relationship to SE

b. Summary Static (tbd)

2) Review of Prior Events (topics, tutorials and meetings) 

a. Here is what you missed…

3) Table of upcoming topics

a. Mapped to Business needs 

b. Mapped to SE Competencies

c. Mapped to SE Certification Requirements

4) Value of NT Membership (Tangible)

a. Ready to use resources (

i. SEBOK, SE Manual, Metrics Primer, Specialized Resource Pool

5) Value of NT Membership (Intangible)

a. Proven benefits 

i. Leadership and/or community service opportunities

ii. networking, 

iii. awareness/influence in engineering standards and methods 

6) Value of INCOSE Membership (CAB level)

a. Tangible benefits

b. Intangible Benefits

i. Visibility

ii. Market leadership / follower ship

iii. What are your competitors doing?

7) Summary with Contact Info

Appendix D

Chapter Brochure

Appendix E

Chapter Contact Plan

Appendix F

Chapter Letter Formats
Appendix G

Chapter Round Table Agenda
Appendix H

Chapter Round Table Plan
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