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1. Purpose

The purpose of the International Council of Systems Engineering Washington Metro Area (INCOSE-WMA) 2011 Operating Plan (OPLAN) is to lay out the plan for Chapter operations for the period January 1, 2011 – December 31, 2011 consistent with the INCOSE-WMA Strategic Plan 2011-2013, and also identify ‘stretch’ goals for possible achievement in this year.  If these stretch goals cannot be achieved in the year of this plan, they should be considered for operational goals for next year’s Operating Plan.  In addition to specifying the key operational functions and activities for the WMA Chapter, this Operating Plan will also identify Measures of Performance (MOPs) – where appropriate – based on INCOSE’s “Keys to Effective Chapters Including Procedures for Awards and Recognition, Edition for 2010, Version 1.3”.  The OPLAN will identify activities, functions, responsibilities, and the operating budget.  
1.1. Background

Strategic and Operational Planning have been recognized by the INCOSE organization as a key factor in the success of Chapter organizations.  Recognition of effective Strategic and Operational Planning is a key function for gaining points towards the INCOSE Circle Award.  INCOSE has been promoting the Circle Awards for many years, but recent submissions by INCOSE Chapters and efforts by new leadership to improve Chapter performance for the betterment of INCOSE overall have led to renewed emphasis on Chapter planning.  This includes award of Circle Awards points for Chapter Strategic Planning/Training, and generation of  Strategic, Operating, Communications, and Membership Plans.  The Strategic Plan identifies strategic goals for the chapter across the key areas.  The INCOSE-WMA Strategic Plan lays out a multi-year strategy for the INCOSE-WMA Chapter that aligns with the Vision, Mission, Goals and Strategic Initiatives of the INCOSE organization, with a notional plan for when and how the INCOSE-WMA strategic plans will be realized.  A brief synopsis of the INCOSE Vision, Mission and Goals are provided herein for reference.
INCOSE Vision:  To be the world's recognized authority on Systems Engineering (SE).
INCOSE Mission:  Share, promote and advance the best of systems engineering from across the globe for the benefit of humanity and the planet.
INCOSE Goals:
1. To provide a focal point for dissemination of systems engineering knowledge.
2. To promote international collaboration in systems engineering practice, education, and research.
3. To assure the establishment of competitive, scalable professional standards in the practice of systems engineering.
4. To improve the professional status of all persons engaged in the practice of systems engineering.
5. To encourage governmental and industrial support for research and educational programs that will improve the systems engineering process and its practice.
INCOSE Strategic Initiatives:  SE Vision, SE Certification, SE Handbook, IPAL, Guide to SE Body of Knowledge when used together have potential to improve the ability of stakeholders to understand and use SE to improve outcomes.
In prior years, the INCOSE-WMA Chapter has developed some of the recommended planning documents but not necessarily consistent with this new emphasis on top-down planning coming from the INCOSE leadership.  Historical documents were reviewed and considered in formulating the 2011 OPLAN; they are referenced in Section 1.2.  It is the intent of the INCOSE-WMA Chapter to have specific Communications, Membership, Ambassador, and Program Development Plans captured as stand-alone Addendums to the OPLAN.  
1.2. Applicable Documents

The following documents are cited within this document and are included here for reference.

	Doc Title
	Revision
	Date
	Source Ref

	Keys to Effective Chapters Including Procedures for Awards and Recognition, Edition for 2010
	1.3
	31 March 2010
	INCOSE connect site – Chapter publications

	INCOSE-WMA Strategic Plan
	1.0
	7 Apr 2011
	INCOSE-WMA website – Chapter Documents

	INCOSE-WMA Operating Plan 2009
	Draft
	March 2009
	INCOSE-WMA Connect website – Chapter Documents

	INCOSE-WMA Ambassador Plan
	1.0
	5 May 2010
	INCOSE-WMA Connect website – Chapter Documents

	INCOSE-WMA Bylaws
	29 Apr 2009
	Apr 2009
	INCOSE-WMA Connect website – Chapter Documents

	INCOSE-WMA Constitution
	29 Apr 2009
	Apr 2009
	INCOSE-WMA Connect website – Chapter Documents


1.3. Operating Plan Context
The section provides the context for the OPLAN activities, function and budget.

1.3.1. INCOSE-WMA Fiscal Year
The INCOSE-WMA aligns with the INCOSE organization fiscal year which operates under a calendar year basis.  This plan covers the operating year of January 1, 2011 through December 31, 2011.
1.3.2. INCOSE-WMA Chapter Leadership

Consistent with the INCOSE-WMA Bylaws and Constitution, the WMA Board of Directors (BOD) consists of the following elected positions: President, Vice-President\President-Elect, Secretary, Treasurer, Past President, Programs Committee Chairperson, Communications Committee Chairperson and two Directors at Large.  The BOD has the option to appoint/hire administrative staff to perform certain functions for the board, as agreed upon by the Board.  Certain responsibilities and functions for each role are specifically called out in the Constitution.  The Strategic Plan outlines the functions and responsibilities for the Chapter Leadership consistent with the Chapter’s strategic goals.  It is important to note that the Constitution is silent on the specific role/functions to be performed by the Directors At Large; thus, an important part of the strategic and operational planning process is jointly determining the role these officers should play in the chapter. This OPLAN identifies the current year roles/responsibilities and functions in Section 2.0. 
In addition to the elected leadership positions, the BOD may decide to establish\disestablish committees and/or volunteer roles to help manage the business of the Chapter.  At the time this document was written, there were no standing formally established Committees or Volunteer roles; however, it is the intent of the BOD to establish Committees and/or Volunteer roles in this Operating Year which may or may not continue into subsequent years, depending on Chapter needs. (Some of these are proposed by the INCOSE-WMA Chapter Bylaws. These include: Membership, Programs, Communications, Bylaws, and Audit). Committees and Volunteer roles will also be addressed in Section 2.0.

1.4. Document Organization and Configuration Control
This section identifies the OPLAN organization and content.  The OPLAN itself is a product of the Chapter Leadership, with primary responsibility for generation resting with the Vice-President\President-elect, and content supplied by other BOD members. Thus, approval of the plan will be by a Chapter BOD vote, and once approved, the change log will reflect the approval date and the final OPLAN will be posted to the INCOSE-WMA Chapter website.
The document content includes:

	Section 1:
	Purpose, Background, Applicable Documents, Chapter Leadership, Document Organization and, Configuration Control



	Section 2:
	Chapter Leadership Roles, Functions, Responsibilities; Chapter Committees; and Volunteer Roles



	Section 3: 
	Circle Awards and Chapter Functions and Activities, and Measures of Performance (MOPs) (as applicable) to include:

· Strategic and Operational Planning

· Chapter/BOD Operations Management

· Chapter Budget and Financial Management

· Chapter Meetings/Presentations and Tutorials

· Chapter Communications

· Chapter Membership
· Chapter Outreach (Academic Partnerships,  Commercial Partnerships, Association Partnerships, Community)

· Chapter Engagement (participation in INCOSE organization)



	Appendices
	A – Chapter Leadership Contact Information

B – Circle Awards Criteria

C – 2011 Operating Budget



	Addendum A
	Communications Plan (to include Social Media – web communications; Publicity planning; and the Ambassador Program)


	Addendum B
	Membership Plan (Membership Growth (to include involvement) and Retention)


	Addendum C
	Ambassador Plan (training, participating organizations, methods for communication, and assessment)


	Addendum D
	Program Development Plan (methods for determining topics/speakers for meetings/tutorials; and Facilities plan)


This document will be reviewed in draft form by all BOD members and appointed leads and comments reviewed/adjudicated to develop the final document.  The final version will be presented to all voting members of the board for approval at a BOD meeting or via electronic vote, whichever is directed by the Chapter President. The final document will be identified consistent with the INCOSE-WMA Chapter Configuration Management Plan (TBD001).  Any proposed updates or revisions to the plan will also be consistent with that plan.  The final baselined version of the plan will be posted to the INCOSE-Connect INCOSE-WMA website, and a copy of the baselined version will be uploaded to the INCOSE Circle Awards Connect website per the awards submission guidelines.  Additionally, a copy of the final baselined version , along with the INCOSE-WMA Strategic Plan, will be posted to the INCOSE-WMA public-facing site for member review/information.
2. INCOSE-WMA Chapter Roles and Responsibilities

As noted in Section 1, the INCOSE-WMA Chapter Leadership is established in the Chapter Constitution.  The make-up can be changed, and additional roles, committees, etc. can be added to the Leadership Team, however, to add a voting leadership position requires a change to the Constitution and Bylaws as prescribed therein.  INCOSE-WMA is a very large chapter, one of the largest in the INCOSE Federation of Chapters; as of this writing the Chapter member list numbers over 850.  However, participation in actual Chapter activities ebbs and flows.  This leadership team is energized to change the level of participation in the next year, but, ironically, cannot do it without additional participation by Chapter Member Volunteers to man/staff committees and help the Leadership Team to achieve our short-term and long-term goals.  Publishing this document when final will help to communicate to the membership how they can participate, where we need participation, and how their efforts can and will be recognized.  

Appendix A of this document provides the current elected Leadership Team as well as some key volunteers who have already stepped up and agreed to take on some specific responsibilities.  At a very high level, the Leadership Team is responsible for:
1. 2011 President: (Kevin Weinstein)


· Coordinate all activities of the Chapter

· Preside at Chapter and BOD Meetings

· Coordinate WMA meeting and activity schedules with related Chapters 

· Work with INCOSE and Region V directors to coordinate WMA activities as necessary

· Verify 2011 Chapter Calendar of Events and prepare meeting agendas in coordination with the Programs Committee chairman, the BOD, and the other members of the chapter, as appropriate
· Recommend to the BOD the chairman (traditionally the Past President) and members of the Nominations and Elections Committee

· Represent the INCOSE-WMA Chapter to INCOSE representatives at the Regional, National and International Levels 

· Creation of related SOPs
· Write President’s column for WMA newsletter and contribute other content to newsletter, as desired

Note: The President serves in office for one year as Vice-President\President-elect, one year as President, and one year as Past President for a total term in office of three years.  Due to an unexpected vacancy in the VP\Pres-elect slot in the 2010 year, an election was held in Fall 2010 to replace both the VP\Pres-elect and President, as VP would have been President in 2011 year.  Thus, Mr. Weinstein is effectively serving a 2 year term as he was voted in as the new President for 2011. He will be Past President in 2012.

2. 2011 Vice President\President-Elect: (Laurie Nasta)

· Maintain, update, and interpret this Chapter Operating Plan
· Identify, assign/action Chapter leadership (and committee staff/volunteers) and solicit input from Chapter Members with responsibility for specific INCOSE Circle Awards items.  Track progress towards achievement of required “proof”, and working with Chapter Secretary capture items in appropriate Chapter repository for later collation and compilation into Circle Awards submission
· Oversee the implementation of the INCOSE-WMA Chapter Awards Program
· Work with the Membership Committee Chairman on membership drives and WMA member services

· Assist the WMA President with all activities as needed

· Creation of related SOPs

· Contribute content to the newsletter

Note: The President serves in office for one year as Vice-President\President-elect, one year as President, and one year as Past President for a total term in office of three years.  Due to an unexpected vacancy in the VP\Pres-elect slot in the 2010 year, an election was held in Fall 2010 to replace both the VP\Pres-elect and President, as VP would have been President in 2011 year.  Thus, Ms. Nasta is serving a full three year term through 2013; next year she will be President, and in 2013 she will be Past President.  Thus, Fall 2011 elections will require the election of a new VP\Pres-elect starting in 2012.
3. 2011 Past-President: (Steven Dam)

· Verify CY 2011 Secretary’s and FY 2011 Treasurer’s Reports

· Support the execution of the 2011 Operating Plan

· Oversee the Fall Chapter election activities

· Oversee Bylaws/Constitution update revisions

· Coordinate Activities with the George Mason University (GMU) (and other) Student Chapters and related Chapters
· Creation of related SOPs 

· Contribute content to the newsletter

Note: The President serves in office for one year as Vice-President\President-elect, one year as President, and one year as Past President for a total term in office of three years.  Thus, this is Mr. Dam’s last year in office.  Thus, Fall 2011 elections will require the election of a new VP\Pres-elect starting in 2012.
4. 2011 Treasurer: (Eileen Moore)

· Develop CY 2011 Budget based on inputs from officers and insert final 2011 Operating Budget into this final Operating Plan, and develop 2012-13 budget projections/estimates based on Chapter Strategic Plan
· Prepare monthly reports on income and expenses against the budget and report status at monthly BOD meetings

· Prepare the annual financial report to INCOSE headquarters and work with the Audit Committee

· Pay all bills for WMA

· Act as point of contact for all WMA events for disbursement and receipt of monies, including deposits for events, and provision of funds to other officers for supplies to support Chapter activities
· Maintain the INCOSE-WMA tax exempt information, and supply it (as required) to vendors to ensure Chapter purchases are not taxed
· Creation of related SOPs
· Contribute content to the newsletter

Note: The Treasurer serves in office for two years; Ms. Moore was elected to office in the Fall 2010, and her term expires in Fall 2012. Thus, Fall 2012 elections will require the election of a new Treasurer.

5. 2011 Secretary: (Paul Montgomery)

· Prepare minutes and action items of all 2011 Board of Directors and Chapter meetings, and distribute to WMA BOD members via email and post on the INCOSE Connect website for WMA
· Act as official Recording Secretary for the Circle Awards submission (working with VP oversight) and ensure records are maintained on chapter website and/or INCOSE connect site as they are collected to develop evidence file for Circle Awards submission

· Create/maintain an archive and file of all meeting minutes and permanent records, to include all Board decisions (In conjunction with Webmaster – TBD003)
· Establish and maintain the history of the chapter for use by the BOD and other committees

· Advise the WMA Board of Directors of required administrative actions and reports and maintain required administrative reports

· Originate all official INCOSE-WMA Chapter correspondence (e.g., thank-you notes, recognition letters, etc.)
· Collect and distribute mail designated for WMA; ensure post office box checked for mail each month 

· Draft all official correspondence with INCOSE at the Regional, National and International Levels 
· Document and maintain CY Schedule as part of Minutes (inputs supplied by BOD members and/or Committee Chairs)
· Creation of related SOPs

· Contribute content to the newsletter

Note: The Secretary serves in office for two years; Mr. Montgomery was elected to office in the Fall 2009, and his term expires in Fall 2011. Thus, Fall 2011 elections will require the election of a new Secretary.

6. 2011 Programs Committee Chairperson: (Jana Taylor) (Rosie Posadas – backup and Tutorial Lead)
· Develop and document the Program Development Plan for the Chapter to include planning of all Programs and Tutorials for the INCOSE Operating Year (and projections half-way into next Operating Year) 
· Develops Programs and Tutorials budget input for Treasurer
· Develops and documents Facilities requirements/plans consistent with Programs and Tutorials, and captures in Program Development Plan 

· Coordinates all logistics associated with monthly chapter meetings, in particular preparing publicity, arranging for speakers, food, performing speaker introductions at meeting, and gathering feedback and metrics data on chapter meetings
· Coordinates all logistics associated with tutorials, in particular preparing publicity, preparing tutorial materials (if required), obtaining Tutorial presenters, ordering/providing food at event, performing instructor introductions at meeting and gathering feedback and metrics data on tutorial performance

· Manages all other program-related activities of a special, technical, or social nature not specifically assigned to other committees

· Creation of Chapter Meeting and Tutorial related SOPs

· Contribute content to the newsletter
Note: The Programs Committee Chairperson serves in office for two years; Ms. Taylor was elected to office in the Fall 2010, and her term expires in Fall 2012. Thus, Fall 2012 elections will require the election of a new Programs Committee Chairperson.
7. 2011 Communications Committee Chairperson: (Chris Ritter)
· Manages and maintains all communications tools,  to include but not be limited to, Chapter Website, INCOSE Connect website, presence on other Social Media sites, and updating/maintain the Chapter e-mail reflectors (for BOD and for membership at large)
· Coordinate the production of the monthly newsletter, and publish to Chapter Website and announce availability to membership
· Publish/broadcast Meeting, Tutorial and other Event reminders, to include important INCOSE.org notices
· Develop Communications Plan (Addendum A to Operating Plan) to include Website Plan, Publicity Plan
· Coordinate implementation of the Chapter Ambassador Plan (Ambassador Program Lead designated by Chapter President)
· Recruitment and oversight of Communication Committee volunteers

· Creation of Communications related SOPs

· Contribute content to the newsletter

Note: The Communications Committee Chairperson serves in office for two years; Mr. Ritter was elected to office in the Fall 2009, and his term expires in Fall 2011. Thus, Fall 2011 elections will require the election of a new Communications Committee Chairperson.
8. 2011 Director-at-Large: (Matt Dismer)) 
· Tasks assigned by the President or President-Elect

· Contribute content to the newsletter

Note: There are two INCOSE-WMA Directors-at-Large serving staggered two year terms. Ms. Nasta vacated the Director-At-Large role at the end of 2010, and Mr. Dismer was elected to a two year term beginning in 2011.   Thus, Fall 2012 elections will require the election of a new Director-At-Large.
9. 2011 Director at Large (Edward Ghafari)
· Tasks assigned by the President or President-Elect

· Contribute content to the newsletter

Note: There are two INCOSE-WMA Directors-at-Large serving staggered two year terms. Mr. Ghafari was elected to his Director-At-Large role in 2009, thus his term expires at the end of 2011.   Thus, Fall 2011 elections will require the election of a new Director-At-Large.

10.  2011 Membership Committee Chairperson (Kristine Hejna)
· Creation of the Membership Plan and Strategy with input from BOD
· Development and conduct of Membership Survey and interpretation of results
· Work with Ambassador Program Lead to facilitate that program and assist with the effectiveness assessment 
· Preparation of New member packages and/or any associated new or potential new member correspondence
· Working with Communications Committee Chairperson to ensure new member data is captured in Chapter Newsletters
· Recruitment and oversight of membership volunteers
· Creation of membership related SOPs
· Contribute content to the newsletter
Note: This position is NOT an elected BOD position; the position was created to fulfill a vital function for the Chapter, and is made through an appointment by the Chapter President which is affirmed by the BOD by vote. 
11.  2011 Ambassador Program Lead (Steve Mosier)
· Create/Contribute to the development and approval of the Ambassador Plan
· Develop Ambassador Program Training Materials 
· Recruit and retain member Ambassadors; maintain Ambassador roster and POC data
· Work with Communications Committee Chairperson and Programs Committee Chairperson to establish communications optempo to support distribution of information to Ambassador representatives for broad distribution across their organization
· Work with BOD to identify metrics which demonstrate effectiveness of the Ambassador Program
· Solicit annual input from Ambassadors representing member companies/organization on needs from the Chapter
· Conduct annual assessment of Ambassador program effectiveness and present results to BOD
· Creation of Ambassador Program related SOPs

· Contribute content to the newsletter
2.1. Standing Committees

Standing Committees include committees that are required to maintain specific tasks called for in the Bylaws\Constitution
2.1.1. Elections Committee
· Purpose:  To establish a slate of officers (refer to section 2.0) to run in the Fall elections.

· Activities:  Putting out call prior to elections for nominations. Preparing the Slate of Officers and voting materials to include candidate bios, issuing voting survey, monitoring voting results and sending reminders (as required); and formally providing committee’s certified results to the BOD at a formal BOD meeting to approve election results.  

· Schedule:

· Call for Nominations: 3 months in advance of Fall elections 

· Obtain all Candidate Bios and Prepare Ballot: 2 months in advance of elections

· Issue Ballot – Voting Survey: October
· Collect Results/Send Reminders/Close Ballot: 

· Present Certified Results to BOD for Approval: Last BOD Meeting of CY.

· New Officers Sworn in by BOD: 1st Chapter Meeting of new CY.

2.1.2. Audit Committee
· Purpose:  To perform an Audit of the Chapter’s financial reporting.

· Activities:  TBD001  

· Schedule: TBD001  
2.1.3. Constitution/Bylaws Committee
· Purpose:  To perform a formal review and update of the Chapter’s Constitution and Bylaws.  According to the current approved Chapter Constitution and Bylaws, approved in 2009, the Constitution and Bylaws are updated on a four year cycle which would mean that the next scheduled update of these documents would be in April 2013; however, as this is a very time intensive and laborious process and the vote on documents requires a 2/3rds majority of membership for approval, it is advisable to begin standing up committee and planning detailed schedule of activities within the last 3 months prior to the year documents are to be updated.  Also, the Constitution and Bylaws can be updated out of cycle if the BOD or another member proposes to make changes/amendments to the approved documents.  If such a request is made, the nominal timelines proposed herein for the 2013 update cycle could be used to develop an appropriate schedule. 

· Activities:  The Committee presides over the review/release of the documents to the BOD for review/update recommendations.  They consolidate the inputs and present back to the board for a complete review, adjudicating any and all comments with the reviewers.  They produce a final draft of the updated documents for BOD approval. Once approved they release the final BOD approved set of documents to the Chapter Membership for review/approval consistent with the timelines in the current Bylaws/Constitution.  Once voting has closed, they present voting results to BOD for final certification/validation at a BOD meeting; once BOD certifies/verifies vote results, the final version is issued and posted to the Chapter website for all members to see and use.   Schedule: Distribute current version* to BOD members for markup/proposed updates: 6 months prior to date for new version
· Receive/adjudicate markup/change proposals with BOD: 5 months prior to date for new version
· Finalize proposed changes, and prepare draft membership review/vote message/vote communication:  4.5 months prior to date for new version
· Release review/vote message communication: 3 months prior to date for new version 
· Receive/adjudicate member comments with BOD: 3 months – 1 month prior to date for new version
· Finalize and submit to BOD for ratification of vote results: BOD meeting immediately prior to date for new version
(Note:  If an out-of-cycle change proposal is submitted, this timeline may be nominally followed or may be accelerated at least in terms of the original consideration.  The INCOSE-WMA CMP will address change proposals to baselined chapter documents.)
2.2. Volunteer Opportunities

Additional Committees are needed to support Chapter Leadership in carrying out their roles and responsibilities as outlined in this OPLAN.  These include:

· Membership Committee with the following Subgroups:
· Retention

· Growth

· New Member Outreach

· Communications Committee with the following Subgroups:
· Chapter Website
· Social Media (establishment/maintenance)

· Publicity/Marketing

· Chapter Newsletter

· Chapter Awards Committee

· Ambassador Program 
The BOD and Committee leads will proactively seek to staff these committee roles with member volunteers throughout the Operating Year.
2.3. Administrative Staff

As noted in Section 1.0, the Constitution permits the President to retain Administrative Staff to support the business of the Chapter.  At the time of this writing, there are no hired staff supporting the BOD.  However, a Chapter organizational goal is to hire a Part-time Administrative Assistant to support the Chapter during this year.  As of this writing, a job description has been drafted and submitted to the BOD for review and a budget line item has been created.  This part-time position will be paid by monthly stipend, be an independent contractor, and the chapter will file the appropriate tax paperwork as required by IRS regulations.  

The job requisition will be posted to appropriate job boards for candidate resumes with a closing date for submission.  The President or his designee(s) will evaluate the candidate resumes and/or conduct interviews.  The preferred candidate will be presented for a vote at a BOD meeting.  

The individual will be under the direct administration of the Chapter President but other members of the BOD will be able to request support from the staff person with President concurrence.  The President will mediate any conflicts in requests for support or concerns regarding performance.  All members of the BOD will be involved in evaluating the staff members’ performance on 6 and 12 month schedule from date of hire.  BOD will consider pay increases, bonuses, and/or other incentives as a function of the annual budget exercise.  
3. INCOSE-WMA Chapter Functions and Activities

This Section provides an overall description of the INCOSE-WMA Chapter Functions and Activities.  Functional Areas (FA) have been broken down in a manner that makes sense for this Chapter; each FA directly relates to the specific Functional Areas addressed as components of the Circle Award. In addition, each FA has been crosswalked against  the “Keys to Effective Chapters” (Section 1 of the INCOSE Keys to Effective Chapters Handbook, Ver 1.3, 31 Mar 2010) and the Circle Award criteria provided for Calendar Year 2011.  (The detailed criteria for the Circle Award is provided in Appendix B to this document.) Finally, each section has identified deliverables/outputs for each FA, and provides proposed MOPs (where appropriate) generally based around due date for determining if performance has met Chapter strategic and/or operating goals.
Before getting into the specific Chapter Plans for 2011, it is important to note that it is the overarching goal of the INCOSE-WMA Board of Directors to achieve the maximum points for the GOLD Circle Award.  (Award categories, methods and other details are in the Handbook previously referenced.)   A brief excerpt from the Handbook is provided here for context.

The minimum threshold for the Circle awards is:

Bronze Circle
2,500 points

Silver Circle
5,000 points

Gold Circle
8,000 points

Gold requires a minimum number of points for Gold Circle, shown in the following table.

	CIRCLE AWARDS POINT SUMMARY

	Item
	Maximum Points
	Percent
	Min for Gold

	Section 1. Planning
	1,000
	5.1%
	   600

	Section 2. Activities
	3,000
	15.4%
	1,000

	Section 3. Communications
	2,500
	12.8%
	1,000

	Section 4. Membership
	3,000
	15.4%
	   500

	Section 5. Technical
	2,500
	12.8%
	   500

	Section 6. Outreach
	2,500
	12.8%
	   500

	Section 7. INCOSE Support
	2,000
	10.3%
	   250

	Section 8. Operations
	1,500
	7.7%
	   500

	Section 9. Subjective 
	1,500
	7.7%
	       0

	Total for All Areas
	19,500
	100%
	8,000


This follows with the INCOSE-WMA Chapter tradition of having won the GOLD circle award for many years.  This is a proud tradition, one this BOD strives to uphold, and consistently improve upon by increasing total points.  Ideally, being the largest Chapter we would like to be pacesetters, examples in the larger INCOSE community on best practices, best ideas.  In short, we would like to be a Chapter that others strive to emulate and desire to work with.  But to achieve this goal requires even more out of our Leadership Team and our Members.  This document will identify our plans and ‘stretch goals’ for this year, and by communicating our plans to our members we hope to embolden them to step forward and help us in our “Chapter Continuous Improvement Program (CCIP)” for this year and years to come. 
The following Functional Areas (FAs) will be addressed in individual sections:
· Strategic and Operational Planning

· Chapter/BOD Operations Management

· Chapter Budget and Financial Management

· Chapter Meetings/Presentations and Tutorials

· Chapter Communications

· Chapter Membership

· Chapter Outreach (Academic Partnerships,  Commercial Partnerships, Association Partnerships, Community)

· Chapter Engagement (participation in INCOSE organization)

To develop this section, the INCOSE-WMA leadership team engaged in a strategic planning/leadership training session in early March 2011 as requested by the INCOSE President.  The President facilitated this working session using the INCOSE best practice guidance to assess the overall Chapter Strengths, Weaknesses, Opportunities and Threats (SWOT), along with proposed goals and objectives. The results are captured in the Strategic Plan.  The specific functions and activities relative to this Operating Year are included in the following sections.  
3.1. Strategic and Operational Planning

The INCOSE-WMA BOD met in early February 2011 to conduct leadership training, and to outline the requirements for the strategic and operational planning exercise for this year.  This included identifying budget inputs to the Treasurer so that an operational budget could be created.  The Chapter President has established the operational goal for all required plans to be finalized by the required CY11 INCOSE submission date of 12 Apr 11 to achieve maximum points per the INCOSE Circle Award criteria.  This plan does not include an Operational Master Schedule; we attribute this to overcoming significant challenges in the prior year with having a consistent Programs Committee Chairperson, and following out more standard best practices. With the establishment of SOPs, and maturing of Chapter processes, we believe we may be able to create an Operational Master Schedule as a goal for next operating year. 
	FA Description:  This functional activity includes performing the long-term and current year planning for the INCOSE chapter organization.  This activity needs to be done by the leadership team, not just one or two officers but should be led/facilitated by the President/Vice-President since they are accountable for the chapter’s performance in the long and near term.  The activity includes performing a Strengths, Weaknesses, Opportunities and Threats analysis to help shape strategic and long term goals. It also assigns Primary and Supporting responsibility(ies), and aligns the FA with associated Circle Award criteria.  Outputs include overarching governance documents and formal planning documents.

	FA Responsibility:  President & Vice President (in conjunction with Leadership Team) – note: subordinate plans for Communications and Membership will be addressed under their respective FAs.


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections 1.1; 1.1.1; 1.1.2; 1.1.2.1; 1.1.2.2; 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.1.4
Aligns with Circle Award Criteria 1A, 1B, 1C

Deliverables/Outputs:
	Item


	Responsibility
	Due Date/MOP

	Leadership Training Deck and Delivery (1A)
	President
	End of CY 1st Qtr (March 31)

	Strategic Plan (1B)
	President
	End of CY 1st Qtr (March 31)

	Operating Plan (to include CY Schedule, CY Budget) (to include Chapter Budget, Addendum A - Communications Plan, Addendum B- Membership Plan, Addendum C – Ambassador Plan, and Addendum D – Program Development Plan). (1C)

	Vice President/President-Elect

and Secretary/Treasurer

(subordinate plans addressed in associated sections with responsibility assignments)
	End of CY 1st Qtr (March 31)

	Deliverables RASI Chart
	Vice President/President-Elect


	30 Apr 2011

	Chapter Master Schedule
	President
	TBD003

	Budget Inputs
	President/VP
	End of CY 1st Qtr (March 31)

	WMA Constitution
	VP & Constitution/Bylaws Committee
	Not due this year

	WMA Bylaws
	VP & Constitution/Bylaws Committee
	Not due this year


3.2. Chapter/BOD Operations Management

The 2011 INCOSE-WMA BOD is a cohesive group; many of the current leadership have been engaged in chapter operations for an extended time. This year we did have new BOD members join the team so the leadership training in February proved particularly useful. Some of the deliverables noted are items that were already being created; a key difference in this operating plan is assigning due dates to establish a performance baseline.  Additionally, consistent with the 2010 ‘best chapters’ guidance, the leadership team has committed to develop Standard Operating Procedures (SOPs) this operating year as a “best practice” for this chapter and to help with succession planning/elections and new board leadership indoctrination .
	FA Description:  This activity involves the chapter operations activities to include the planning and conduct of Board of Directors meetings, and the recording of the meeting notes and action items. It also includes setting due dates for all action items, following up with actionees to get latest status prior to next meeting, and ensuring that AIs are addressed at each board meeting.  It includes setting up a BOD Meetings Calendar, and sending or setting up reminders to BOD members for meetings. It also includes calling any special meetings for urgent actions requiring board decisions or electronic board votes via email; and, includes operating Standard Operating Procedures (SOPs) for BOD Operations Management functions.

	FA Responsibility:  President (Primary-setting) and Chapter Secretary (minutes/AIs), other subordinate responsibilities as noted below.


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections1.2; 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.1.2.8; 1.1.2.9; 1.8; 
Aligns with Chapter Circle Award Sections:  2A-2E, 8A-8L
Deliverables/Outputs:

	Item


	Responsibility
	Due Date/MOPs

	BOD Meeting Calendar/Schedule 
	President
	TBD004*

	BOD Meeting Agendas

	President (with input from BOD)
	2 days prior to each BOD meeting

	BOD Meeting Minutes (8D)

	Secretary
	· Draft 5 days after BOD meeting

· Final (for electronic vote) 7 days after BOD meeting (post to chapter website after approval)

	BOD Meeting Action Items/Action Item Tracking System**
	Secretary
	· Included with Draft Minutes 5 days after BOD Meeting

· Final included with Final Minutes at Approval

· Status Update required at subsequent BOD Meeting; send out status update coincident with BOD Agenda 2 days prior to BOD meeting

	BOD Biographies (8A)
	All BOD members
	Initial: Post to website by 12 Apr 11

Subsequent:  Post to website NLT 30 prior to election and NLT 10 days following BOD installation

	Chapter Configuration Management Plan
	Vice President
	30 April 2011

	BOD Meeting Standard Operating Procedure (SOP)
	President/Secretary
	31 Dec 11 or earlier

	Elections SOP (Succession Planning)
	Election Committee Chairperson
	TBD005

	Audit SOP
	Treasurer (or his designee)
	TBD006

	Bylaws/Constitution Revision SOP
	Vice-President (or his designee)
	TBD007

	Budget Inputs
	Pres/VP/Past-Pres/Secy
	31 March 11 or earlier

	Chapter Review Plan***

	TBD008 
	TBD008

	Pictures of Chapter Logo displayed at Monthly Meeting (8E) – need 10
	Programs Committee Chairperson or designee
	31 Dec 2011


* The normal practice has been for the Chapter President to send out a survey of available dates for the next BOD meeting to fall in the last week of the month or first week of the next month. By consensus a date is chosen, and the meeting is held that day. The President plans to continue this practice this year.
** An Action Tracking tool was proposed for use by Chapter Secy at March BOD Planning Session. Use of the tool is a ‘stretch goal’ for this operating year.  When implemented, the proposed MOPs may change.

***Future goal/objective state. This is described as a best practice in Chapter Operations, but requires more operational maturity – to include functioning SOPs – and a more well-defined CCIP. 
3.3. Chapter Budget and Financial Management

The INCOSE-WMA had a new Treasurer this year but transition was eased because the 2011 President was the former Treasurer and was able to help considerably with the transition of responsibilities and information. The February planning session enabled the Treasurer to work on and establish the 2011 Operating Budget which is provided as Appendix C to this document.  The Treasurer will use that final budget and input/feedback from monthly financial reports to formulate forecast for future year budgets.
	FA Description:  This activity includes developing the operating and outyear budget for Chapter operations, functions and activities; the creation of a Standard Operating Procedure for Financial Management; conducting the financial affairs of the chapter to include banking transactions, contributions, investments (as applicable), etc. It also includes making disbursements to other BOD members per budget for chapter operations, and making disbursements to vendors or others to which the Chapter has a financial obligation.  As a tax-exempt organization, it also includes ensuring that status is communicated to vendors prior to transactions, and supplying the supporting documentation as requested. 

	FA Responsibility:  Treasurer (Primary) & President (Supporting)


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections: 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.8
Aligns with Chapter Circle Award Sections:  2A-2E; 8A-8L
Deliverables/Outputs:

	Item


	Responsibility
	Due Date/MOPs

	CY Operating Budget (include in Operating Plan)
	Treasurer
	End of CY 1st Qtr (March 31)

	Monthly Financial Report
	Treasurer
	· Draft to BOD members with Agenda, 2 days prior to BOD meeting
· Final (approved by BOD) with final minutes; submit to Chapter Secy 1 day prior to final minutes due date

	Financial Planning SOP
	Treasurer
	31 Dec 11 or earlier

	Proposed Budget for 2012-13
	Treasurer
	1 Dec 11 or earlier

	Audited Chapter CY Financial Report
	Treasurer
	As Required by INCOSE organization


3.4. Chapter Meetings/Presentations and Tutorials

The 2010 operating year presented a number of continuity challenges with our Programs Committee Chairperson.  Many of the BOD members had to pitch in and work out programs and tutorials to get through the 2010 year, and planning for the start of this year also proved a bit of a challenge. However, with a new BOD member in place and a great supporting Deputy (for Tutorials) we are off to an excellent start and have almost all programs and tutorials tentatively planned.  Details on this plan will be included in the Program Development Plan.  Also, a key goal we have had is to begin webcasting our chapter meeting presentations to remote locations.  At our February planning meeting, we committed to webcasting this operational year, budgeted for necessary technical equipment, and have already begun making arrangements with willing partners to facilitate achieving this goal before mid-year.   We are also pleased to have secured a Chapter Meeting featuring the INCOSE President-elect John Thomas for our May meeting. 
	FA Description: This activity includes setting up the Chapter Meetings and Tutorials for the Operating Year, and developing the calendar as far forward into subsequent years as possible.  It includes obtaining all of the necessary biographical information on the presenter for meeting or tutorial, providing a brief synopsis of meeting/tutorial scope, and facilitating the meeting/tutorial at the event.  Facilitation includes providing the speaker bio/presentation or tutorial information to the Communications Committee Chairperson to post to Chapter Website and perform other publicity functions; introducing the speaker at the meeting/tutorial; ensuring all logistics are planned and executed correctly for the meeting/tutorial; and collecting satisfaction metrics. 

	FA Responsibility:  Programs Committee Chairperson(s)


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections: 1.1.2.3; 1.1.2.4; 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.2; 1.8
Aligns with Chapter Circle Award Sections:  2A-2E; 8A-8L
Deliverables/Outputs:

	Item


	Responsibility
	Due Date/MOPs

	Program Development Plan/Schedule (to include Facilities Plan) (Note: covers Programs and Tutorials)
	Programs Committee Chairperson
	Draft: 31 Mar 11 or earlier

Final:12 Apr 11

	Chapter Meeting SOP
	Programs Committee Chairperson (or his designee)
	31 Dec 11 or earlier

	Chapter Tutorial SOP
	Programs Committee Chairperson (or his designee)
	31 Dec 11 or earlier

	Budget Inputs
	Programs Committee Chairperson (or his designee)
	NLT 31 Mar 11

	Chapter Monthly Meeting Speaker Bio and Abstract (2A)
	Programs Committee Chairperson (or his designee)
	NLT 10 days prior to event (preferably 30 days prior or more)

	Chapter Presentation (2A)
	Programs Committee Chairperson (or his designee)
	Post to website NLT 5 days after presentation given

	Tutorial Presenter Bio and Abstract (2B)
	Programs Committee Chairperson (or his designee)
	NLT 10 days prior to event (preferably 30 days prior or more)

	Chapter Tutorial Attendance Record (2B)
	Programs Committee Chairperson (or his designee)
	Provide to Vice-President/Secy for awards credit NLT 30 days after tutorial

	Seminar or Mini-Conference (2C)
	TBR001
	TBR001

	Regional Conference Materials (2E)
	TBD009
	TBD009

	Speaker letters of appreciation (8H) – need 12
	President/Secretary or Programs Committee Chairperson
	At event to be presented with token of appreciation


3.5. Chapter Communications

The program/tutorial challenges we experienced in 2010 spilled over into the communications tasks; i.e., the Chapter Communications Chairperson was heavily involved in addressing our programs/tutorial activities and some of our planned, proposed improvements to our communications tools could not be fully achieved.  With new Programs leadership, the Communications Committee Chairperson plans to make additional enhancements to the Chapter website and activate our involvement in other Social Media outlets. Our proposed deliverables (requirements and baseline design documents) include some ‘best practices’ (and good Systems Engineering) that will help our leadership team with overall management and operations of the website and will help with continuity and succession planning. While we had an Ambassador Plan last year, some of the award criteria elements were not addressed in that plan so we plan to try and improve the scope and implementation in this operational year to meet the requirements.  Additional details are identified in the Communications Plan and Ambassador Plan provided as Addendum A and B, respectively, to this OPLAN. 

	FA Description:  The Chapter Communications responsibility is absolutely critical to the core operations of the Chapter. As such, it involves the management and administration of all activities that involve formal communications with INCOSE (w/exception of chapter formal correspondence which falls to Secretary, and Circle Awards), and includes the management, update and administration of access to the Chapter website, use of other social media outlets (e.g. Linked-In, Facebook), creation, update and maintenance of any Chapter publicity materials (in conjunction with Ambassador Program), creation and distribution of Chapter Newsletters, maintenance of chapter related mailing lists, and direct email communications to chapter (e.g., announcements, other communications such as votes or survey calls).

	FA Responsibility:  Communications Committee Chairperson (assisted by Ambassador Program members) (This is a very labor intensive activity, and will rely heavily on a possible deputy and/or significant volunteer assistance).


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections: 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.1.5; 1.1.5.1; 1.1.5.2; 1.1.5.3; 1.3; 1.4; 1.5;1.6; 1.7; 1.8

Aligns with Chapter Circle Award Sections:  1D; 1E; 3A-3D; 4A-4H; 6A-6F; 7A-7I; 8A-8L

Deliverables/Outputs:

	Item


	Responsibility
	Due Date/MOPs

	Communications Plan (1D)
	Communications Committee Chairperson
	 Draft: 31 Mar 11 or earlier

Final:12 Apr 11

	*Website Plan  (1D)
	Communications Committee Chairperson (or his designee)
	Draft: 31 Mar 11 or earlier

Final:12 Apr 11

	*Publicity Plan  (3C)
	Communications Committee Chairperson (or his designee)
	Draft: 31 Mar 11 or earlier

Final:12 Apr 11

	Ambassador Plan (part of OPLAN) (1D/3D)
	Ambassador Plan Lead
	Draft: 31 Mar 11 or earlier

Final:12 Apr 11

	Website Requirements/ 
Capabilities Document
	Communications Committee Chairperson (or his designee)
	Initial: 15 May 11

Subsequent: NLT 30 days after change proposal implemented

	Website Baseline Description Document
	Communications Committee Chairperson(or his designee)
	Initial: 15 May 11
Subsequent: NLT 30 days after change proposal implemented

	Chapter Website SOP for O&M (3A)
	Communications Committee Chairperson (or his designee)
	31 Dec 11 or earlier

	Budget Inputs
	Communications Committee Chairperson
	31 Mar 11 or earlier

	Chapter Newsletter – need 12 (500 word min)
	Communications Committee Chairperson or designee (with contributions from BOD)
	First week of month


*May be part of Comms Plan
3.6. Chapter Membership

Chapter Membership is a vital FA as it feeds chapter operations in many ways – financial, as a source of programs/tutorials, and many of our outreach and engagement activities.  Several years back we had a Membership Chair but many of the ‘best practices’ now promoted in the Chapters guidance did not exist at that time.  Our chapter has been without leadership in this vital FA for at least the past two years.  We are happy that we have identified a member to take ownership of this important FA.  Many ideas and plans were suggested and contemplated at our February planning meeting, and the new Membership Committee Chairperson intends to move out in implementing most of these this year, especially the creation of a new Member Packet.  Additional plans are identified in the Membership Recruiting and Retention Plan provided as Addendum C to this OPLAN. 

	FA Description: This includes developing a Membership Growth and Retention Plan as part of the Chapter’s Operating Plan, and evolving the plan to address strategic goals over time. It includes establishing a Membership Committee to take on various goals and objectives outlined in the plan (e.g., a New Member package) to include growing current membership base, getting greater participation from existing members, and retaining members.  It also includes addressing ways to ‘convert’ student members to permanent members after they leave school.  The plan should also include the development of measures/metrics to track progress against goals.  

	FA Responsibility:  Membership Committee Chairperson


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections: 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.1.3; 1.1.5.1; 1.1.5.2; 1.1.5.3;  1.4; 1.6; 1.8

Aligns with Chapter Circle Award Sections:  1D; 1E; 4A-4H; 6A-6F; 8A-8L

Deliverables/Outputs:

	Item


	Responsibility
	Due Date/MOPs

	Membership Recruiting and Retention Plan (1E)
	Membership Committee Chairperson
	Draft: 31 Mar 11 or earlier

Final:12 Apr 11

	Annual Membership Survey (4C)
	Membership Committee Chairperson
	Initial: 30 Apr 11

Subsequent: 28 Feb 

	Chapter Recruitment Package (4A)
	Membership Committee Chairperson
	30 May 2011 or earlier

	Membership SOP
	Membership Committee Chairperson
	31 Dec 11 or earlier

	Budget Inputs
	Membership Committee Chairperson
	31 Mar 11 or earlier


3.7. Chapter Outreach (Academic Partnerships, Commercial Partnerships, Association Partnerships, Community)

The best practices guidance and the Circle Awards criteria have provided much better guidance and expectations for Chapters on fulfillment of these requirements.  While we have addressed some of the areas in the past, the board is proactively trying to find more ways to achieve the goals of this FA.  We have already re-invigorated our involvement with the George Mason University (GMU) Systems Engineering Student Chapter and are working closely with their faculty advisor (who is also an INCOSE-WMA member) to find more ways we can contribute to their chapter.  We also plan to begin more proactive recognition of member’s participation by implementing the Chapter’s new Awards program this year, and also to begin more formal recognition of member’s contributions and certification achievement. We are examining other opportunities (such as joint meetings) where we can make a difference to the academic, civic, and other related communities.
	FA Description: This activity includes: Outreach, Support/Mentoring and Participation in joint activities with one or more SE Student Chapters at local universities; it involves Outreach and Support for associated Academic training opportunities supportive of INCOSE SE certification/continuing education; gaining greater participation from Commercial Industry partners in SE education;  Outreach and Coordination with related professional associations or other INCOSE Chapters for joint events/activities; and, lastly opportunities to support Engineering Community events (e.g., Engineering Week) with Chapter members.

	FA Responsibility:  Past-President and others as assigned by Chapter President


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections: 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.2; 1.4; 1.5; 1.6; 1.7; 1.8

Aligns with Chapter Circle Award Sections:  4A-4H, 5A-5F; 6A-6F; 7A-7I; 8A-8L
Deliverables/Outputs:

	Item


	Responsibility
	Due Date/MOPs

	Chapter Outreach Plan*
	TBD009
	TBD009

	Awards Program SOP
	Vice-President (or his designee)
	31 Dec 11 or earlier

	MOU template for SE Student Chapters
	Past-President
	Initial: 30 Apr 11



	Budget Inputs
	BOD
	31 Mar 11 or earlier

	SE Article to non-INCOSE entity (not Ltr to Editor) (5B)
	Any Chapter Member
	N/A

	SE Project (Product and/or Report)for non-corporate or civic community organization (6B)
	Any Chapter Member
	N/A

	SE Activity/ Presentation for college/pre-college, or K-12 school/ education institution (6C)
	Any Chapter Member
	N/A

	Speaker Presentation to career day, civic activity, other tech society, non-INCOSE conference or seminar (6E)
	Any Chapter Member
	N/A

	Presentation to a non-represented company/org in current INCOSE Chapter (6F)
	BOD or designee
	N/A

	Award Certificate/Letter of Recognition (8I)
	President/Secretary
	As specified by Awards SOP

	Letter of Recognition to a Support Organization (8J)
	President/Secretary
	As requested

	Public Relations Letters to Employers (e.g. recognize BOD member contributions, INCOSE awardees, other accomplishments) (8K)
	President/Secretary
	As requested

	Annual List of Chapter Members achieving ESEP, CSEP, or ASEP certification or recertification (8L)
	President or designee
	31 Dec 11


*Future goal/objective state. This requires more operational maturity and more detail plans then could be developed for this OPLAN.
3.8. Chapter Engagement (participation in INCOSE organization)

The best practices guidance and the Circle Awards criteria have provided much better guidance and expectations for Chapters on fulfillment of these requirements.  While we have addressed some of the areas in the past, the board is proactively trying to find more ways to achieve the goals of this FA.   We have anecdotal evidence that suggests many of our members are actually performing many of the INCOSE support activities but we lack specific knowledge such that we can achieve credit.  We have plans for specific outreach activities by the Chapter President and others to help in the collection of this information.  We had a number of Chapter members attend the INCOSE International Workshop in January, and expect to have good participation for the June INCOSE International Symposium.  We are examining other opportunities (such as joint meetings, etc.) where we can make a difference to the larger INCOSE organization.
	FA Description: This activity includes encouraging Chapter member participation in INCOSE organization activities, and ensuring that those chapter members who perform activities that benefit the larger INCOSE community (e.g., submitting articles to journals, presenting at conferences, etc.) are captured for Circle Awards and to also share through our chapter communication channels with the chapter community and student chapter(s) to achieve the goals of sharing SE knowledge and experience.  It also includes activities associated with promoting the INCOSE certification program at all levels within and external to the Chapter. 

	FA Responsibility:  President (lead) but all BOD members can support; member participation is also critical.


Aligns with INCOSE Keys to Effective Chapters Handbook, Ver 1.3 : Sections: 1.1.2.5; 1.1.2.6; 1.1.2.7; 1.4; 1.5; 1.6; 1.7; 1.8

Aligns with Chapter Circle Award Sections:  4A-4H, 5A-5F; 6A-6F; 7A-7I; 8A-8L

Deliverables/Outputs:

	Item


	Responsibility
	Due Date/MOPs

	Chapter Engagement Plan*
	TBD010
	TBD010

	Budget Inputs
	BOD
	31 Mar 11 or earlier

	Refereed INCOSE JOURNAL article (5A)
	Any Chapter Member
	N/A

	Technical Papers for Symposium or Seminar (sponsored or co-sponsored by INCOSE) (5C)
	Any Chapter Member
	N/A

	INCOSE authorized and approved technical product (5F)
	Any Chapter Member
	N/A

	Presentation to another INCOSE Chapter (7B)
	Any Chapter Member
	N/A

	Published INSIGHT articles (7C)
	Any Chapter Member
	N/A

	List of INCOSE International Workshop attendees (7E)
	President
	30 Apr 11 or earlier

	List of INCOSE International Symposium attendees (7D)
	President
	31 Aug 11 or earlier

	Proof of Donation to INCOSE Foundation, Scholarship Fund and/or Engineers Week (7F)
	Past-President
	N/A

	Proof of Donation to another INCOSE Chapter (7G)
	President
	N/A

	Nomination for INCOSE award (Founder, Fellow, Service) (7H)
	President or designee
	N/A

	Proof of Attendance at Chapters Committee Meeting at IW and IS (8B, 8C)
	Attendee
	NLT 60 days after event


*Future goal/objective state. This requires more operational maturity and more detail plans then could be developed for this OPLAN.
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INCOSE WMA CHAPTER LEADERSHIP – CONTACT INFORMATION

APPENDIX B

INCOSE CIRCLE AWARD CRITERIA

	1. PLANNING

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	1A Leadership Orientation: by Member Board representative via  web meeting or in person, or via self-study presentation
	50 pts per Chapter officer completing the training
	200
	To achieve full points the Chapter must provide attendance list substantiated by Member Board representative providing the training, or evidence of self-study completion (such as a certified list of names and date training completed).

	1B Strategic plan: aligned with INCOSE vision, mission and goals (see "Reference" worksheet tab). The plan can be a section in a comprehensive planning document.
	Submission deadlines
200 pts -  15 April 
100 pts -  15 May 
  50 pts - after 15       June
	200
	To achieve full points the Chapter must provide documented long range vision/mission/goals, aligned with those of INCOSE, and supported by strategies to achieve them.

To achieve credit, the Chapter must provide evidence (such as document signature page) that the initial written plan was developed by the Chapter Leadership team (provide names of involved team members including at least 3 officers).


1C Operating plan: implements the Strategic plan providing specific activities, responsible person(s), schedules and budget. 


Submission deadlines


200 pts -  15 April 


100 pts -  15 May 


To achieve full points the Chapter must provide documentation of major activity areas with specific goals identified in advance, who is responsible, top level schedule and anticipated budget.

	To achieve credit, the Chapter must provide evidence (such as document signature page) that the initial written plan was developed by the Leadership team (provide names of involved team members including at least 3 officers).

	1D Communications plan: (To include website plans, publicity plan and Ambassador/Promoter plan).

The Communications plan can be part of a comprehensive planning document.
	a) 50 pts for website plans
b) 50 pts for publicity plans
c) 50 pts for Ambassador plans

1) 100% if submitted by 15 April  
2)   50% if submitted by 15 May
3)   25% after 15 June
	150
	To achieve full points the Chapter must provide documentation, developed before execution, showing: 
   1) key audiences (members, prospects, companies, etc),
   2) means of communications to be used for each audience (personal contact, Ambassadors/ Promoters, email, web, INCOSE Connect, newsletters, etc), 
   3) frequency planned for communication to each audience
   4) who is responsible for communication to each audience 

(Event announcements are in addition to website and newsletters.) 

	1E Membership recruiting and retention plan.

The Membership recruiting and retention plan can be part of a comprehensive planning document.
	a) 100 pts for recruiting plans
b) 100 pts for member retention plan
c)   50 pts for process to capture reasons for non-renewals

1) 100% if submitted by 15 April 
2)   50% if submitted in 15 May 
3)   25%  submitted after 15 June
	250
	To achieve full points the Chapter must provide documentation, developed before execution, showing: 
1) recruitment program,
2) renewal program, 
3) a process to capture reasons for non-renewals

	Summary for PLANNING
	
	1,000
	


	2. ACTIVITIES

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	2A Conduct Chapter meeting with featured speaker, or Chapter event*.

*Chapter event examples: an all-Chapter planning meeting, technical tour, social or networking meeting. 
	100 pts per event
	1,200
	To achieve full points, provide explicit tangible documentation in the form of event flyers or emails for each meeting, a past meeting table/page on the website, or a yearly summary in a newsletter where each meeting is specifically identified. Each event/meeting can be counted only once throughout this form.

	2B Organize and conduct a local tutorial (an event 3-8 hours in length with one topic).
	Per day basis
1) 3-4 hr   is 100 pts
2) 5-8 hrs is 200 pts
	1,200
	To achieve full points a tutorial event must be: 
   1) organized by the Chapter and be a minimum of 3 hrs  
   2)  documented by an event flyer, email announcement, table of events, or newsletter

Tutorial means a single event and single topic within a single Chapter from 3 to 8 hours. Tutorial cannot be counted under other events.
Feedback/evaluation from attendees can be listed in Section 9 for additional points.

	2C Organize and conduct a local seminar or mini conference. 

Mini-Conference is an event spanning 1-1.5 days on one (or more) topics with multiple speakers, panels, tutorials, and exhibits.
	400 pts for min 

     6 hr day
200 pts for 3-5 hr partial day
	1,600
	To achieve full points a seminar event must: 
     1) span a minimum of 1 day, 6+ hrs
         a) A preceding or subsequent partial day can receive 1/2 points if at least 3 hrs of events
     2) have at least two of the following: multiple speakers, panels, tutorials, exhibits
     3) be documented by an event flyer/ newsletter or a copy of the proceedings.

	2D Organize and conduct a regional conference.

Regional conference is a multi-day, multi-track event including speakers, panels, tutorials, and exhibits.
	1000 pts for minimum 6 hr day
  500 pts for 3-5 hr partial day
	2,000
	To achieve full points Chapters must participate in:
   1) planning, 
   2) financial support, 
   3) committee work or technical review tasks, and 
   4) support conference operation.  

Regional conference is more than 1 day long and includes at least three of the following: multiple speakers, multiple topics, panels, tutorials, exhibits 
 
A preceding or subsequent partial day can receive 1/2 points if there are at least 3 hrs of events

The Regional conference must be documented with a conference flyer or proceedings. 

	2E  Chapter support for an International Symposium
	up to 1000 pts depending on involvement
	1,000
	To achieve full points the Chapter must participate in:
   1) planning, 
   2) financial support, 
   3) committee work or technical review tasks, and 
   4) support IS operation. 

	Summary for ACTIVITIES
	
	3,000
	


	3. COMMUNICATIONS

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	3A Maintain an active Chapter website for Chapter communications.
	1) 200 pts if website updated at least every other month 
2) 100 pts for current officers contact info
3) 100 pts for upcoming events
4) 100 pts for INCOSE link

Extra points can be submitted in section 9 for separate website on INCOSE Connect, and an active Wiki site.
	500
	To achieve full points the Chapter must provide an updated Web Site address with direct links identified to show:
   1) Website updated at least every other month  (home page captured periodically for evidence),
   2) Current list/contact information for Chapter leadership team,
   3) Announcements for upcoming Chapter events, and
   4) Link to www.INCOSE.org 

	3B Publish and distribute a Chapter newsletter.

Newsletter must be more than just event announcements.
	100 pts per newsletter
	1,200
	To achieve full points provide evidence that: 
   1) Chapter newsletters were provided to members in either hard copy or electronic format, and
    2) each newsletter is at least 500 words in length (not including address, Chapter officers, editor's name and distribution) providing info such as public relations and advance notice of Chapter activities, relevant technical activities, reports from events, highlights of INCOSE resources, and general information about Chapter membership.

	3C Implement the Chapter publicity portion of the Communications Plan (see 1D). 

The objective is to broadcast event announcements and reminders (separate from newsletter and website), and promote the Chapter. Formally evaluate progress at least once after initial plan.  
	1) 25 pts for each event publicized to planned audiences
2) 50 pts max for one overall progress evaluation
	300
	To achieve full points the Chapter must provide:
   1) Copies of each announcement, indicating when each was sent relative to event
   2) Minutes of meeting (e.g. BoD meeting) where progress to publicity plan was evaluated. 

	3D Create and maintain an “Ambassador/Promoter” program by implementing the Ambassador/Promoter portion of the Communications Plan (see 1D).  

Enlist, train (e.g. on-line pdf) and maintain contact with organization representatives (companies, societies, schools, etc) whose role is to promote INCOSE by personal contact and distribution of Chapter announcements in their organization. Formally evaluate progress at least once after initial plan. 
	1) 50 pts per organization or society 
2) 50 pts max for one overall progress evaluation
	500
	To achieve full points the Chapter must provide: 
   1) List of Ambassadors/Promoters and their organizations, 
   2) Copy of Ambassador/Promoter training/ orientation materials,
   3) List of those trained, 
   4) Copies of communications to Ambassadors/Promoters, 
   5) Some indication of feedback from Ambassadors'/Promoter's promotion activities, and
   6) Report or minutes of meeting where the Ambassador/Promoter effectiveness was evaluated.

	Summary for COMMUNICATIONS
	
	2,300
	


	4. MEMBERSHIP

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	4A Develop and distribute a Chapter recruitment package planned in 1E and made available to guests at all Chapter events.
	1) 125 pts for developing package
2)   25 pts for each Chapter event package was available for distribution
	250
	To achieve full points the Chapter must provide: 
   1) A copy of recruitment package distributed, or list of contents if using standard INCOSE materials. 
         a) In either case, it must also contain information about the local Chapter, including contact info. 
   2) Identify the number of events the package was available and estimate number of packages actually distributed.

	4B  Implement the member retention/ renewal program planned in 1E
	1) 100 pts for renewal reminder
2) 100 pts for contacts with non-renewals
3) 100 pts for collecting feedback for non-renewals
	300
	To achieve full points the Chapter must provide: 
   1) Copy of reminder to renew, 
   2) Description of the process used for contacting non-renewals and evidence of implementation; i.e. copy of an e-mail, letter, list of calls made, etc., and 
   3) Summary of feedback from non-renewals, with number of feedbacks received.

	4C Survey Chapter members to aid setting Chapter direction and addressing member desires. 
Survey should address Chapter and INCOSE-level concerns.
	1) 100 pts for conducting survey
2)   75 pts for publishing results
3)   75 pts for analyzing results
	250
	To achieve full points the Chapter must provide: 
   1) A copy of the survey (to verify objectives),  
   2) A copy of the results, and
   3) A copy of the analysis of results.

	4D  Publish name and brief introductory information such as areas of SE interest, hobbies, or company of each new member (subject to the new member's preference) in the Chapter newsletter or on the chapter website
	25 pts max per newsletter 
   - 10 pts per newsletter for just list of names 
   - 25 pts for names with other info
	300
	To achieve full points the Chapter must provide:
   1) Acknowledgement of new members by publishing as a minimum name, some info (subject to the new member's preference), and month joined, and 
   2) A copy of the newsletter with section related to the new member information identified or link to info on website

	4E Chapter successfully recruits a new International INCOSE Corporate Advisory Board member. 

Note: this is not local corporate sponsors such as is done in Europe.
	250 pts each new member
	1000
	To achieve full points the Chapter must provide a letter/e-mail from INCOSE International confirming successful registration of the new CAB member. 

Note: this may have to be requested by the Chapter.

	4F Chapter and CAB companies, through their representatives, work actively together. 
	200 pts per CAB company
	400
	To achieve full points the Chapter must provide documentation indicating interaction on plans and/or activities between the Chapter and CAB with positive results. 

	4G Chapter successfully recruits a new local INCOSE corporate sponsor (such as is done in Europe).
	150 pts each
	450
	To achieve full points the Chapter must provide a letter/e-mail from new sponsoring company

	4H Start or support a student division at a university.
	250 pts each student division 

Note: limit one per university
	1,000
	To achieve full points the Chapter must provide:
   1) A list of student officers  (Must be a separate organization not just of list of students in the Chapter), and 
   2) Proof of Chapter involvement with the student division (Newsletter, Event Flyer, or Student Chapter Bylaws)

	Summary for MEMBERSHIP
	
	3,000
	


	5.TECHNICAL

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	5A Refereed article (excluding letters to the editor or notices) published in INCOSE Journal.
	200 pts per article
	600
	To achieve full points for the article the Chapter must provide a full reference for the article or a copy of the article. 

Note: This excludes letters to the editor, advertisements or notices.

	5B Article on systems engineering published/presented in journals or magazines of a non-INCOSE entity. (excluding letters to the editor or notices)
	200 pts per article
	800
	To achieve full points for the article the Chapter must provide a full reference for the article or a copy of the article. 

Note: This excludes letters to the editor, advertisements or notices.

	5C Technical papers presented by members in a symposium or seminar sponsored or co-sponsored by INCOSE. 

Note: Points for participation in technical panels can be entered in Section 9
	100 pts per paper
	500
	To achieve full points for the technical paper the Chapter must provide a full reference for the article or a copy of the article. 

Note: This excludes letters to the editor, advertisements or notices.

	5D Chapter members participate in an INCOSE International technical group. 
(Interest Group or Working Group that meets at the International Workshop)
	100-500 pts per person per group
   1)   50 pts for active participation 
   2) 200 pts for Chair
   3) 100 pts subordinate Co-Chair.  
   4) 200 pts each If equal Co-Chairs in lieu of a chair and Co-Chair
   5) 250-500 pts for Significant Effort
	1,000
	To achieve full points the Chapter must provide member name, their Working/Interest Group, and role:
   1) Active participation via one or more of the following:
       a)  in-person at meetings (IW or IS)
       b)  via web/telecon meetings
       c) discussion boards/forums/email 
       d) participation in producing/reviewing products of WG
   2) Chair and subordinate or equal Co-Chair should be documented on WG website: provide link. 

Significant Effort points require Letter from Technical Board chair.
Participation in Technical Board, Member Board, BoD or appointed positions by these groups does not qualify for any points

	5E  Chapter members participate in a local technical group (Interest Group or Working Group) 
	100-200 pts per person per group
   1)   50 pts for active participation.
   2) 200 pts for Chair.
   3) 100 pts subordinate Co-Chair.  
   4) 200 pts each If equal Co-Chairs in lieu of a Chair and Co-Chair.
	500
	  

	5F  Chapter produces an INCOSE authorized and approved technical product with international benefit
	1000 pts per product
	2000
	To achieve full points for a technical product:
   1) The product must be developed by the Chapter, not an international Working Group),
   2) The product must be approved by the Technical Board as an INCOSE product,
   3) Provide a copy of the approval (board meeting minutes, e-mail), and 
   4) Product is completed and accepted by the board.

To achieve partial points for working a multi-year technical product: 
   a) The product must be approved by the Technical Board as an INCOSE product, 
   b) Provide a copy of the approval (board meeting minutes, e-mail), and 
   c) Provide a copy of the milestone schedule for working on the product.

NOTE: A technical product must be approved in accordance with INCOSE guidelines.

	Summary for TECHNICAL
	
	2,500
	


	6. OUTREACH

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	6A  Participate in a joint meeting with another professional society (other than INCOSE) where systems engineering is explicitly explained and/or promoted
	100 pts per society
	400
	To achieve full points for a joint event, the Chapter must provide an event flyer/announcement, joint meeting agenda, or Chapter newsletter where event is described.

	6B  Perform a systems engineering-related project (with resulting product/report) to assist a non-corporate community or civic organization. 

Example - free consulting for philanthropy) Assisting university or college acceptable if product/report resulted.
	1000 pts per project
	1,000
	To achieve full points for a SE related community project the Chapter must provide: 
   1)  cost-free consulting services that explicitly use systems engineering principles to the benefit of the community at large,  
   2) An abstract detailing the engineering activity performed and resulting product/report, and 
   3) A thank you letter from a representative of the benefiting entity. 

	6C  Host or be a significant participant in a systems engineering activity/presentation for pre-college/college individuals. For K-12, community colleges, trade schools. Can be broader than just Systems Engineering. 
This includes significant involvement in events like robotics competitions up through college.
	1) 250 pts for hosting; 
2) 125 pts for significant participation (e.g. more than one judge) for each event.
	500
	To achieve full points for hosting a pre-college activity/ presentation the Chapter must provide: 
   1) Financial or services support, 
   2) A copy of the newsletter/flyer documenting the activity or event, and
   3) An estimate of the total hours invested by Chapter members.  (Points may also be awarded for extensive participation in an event of 4 hours or more). 

Examples that qualify for this category include high school career days, science fairs, ZOOM, Robotics competition, Future City and US First etc.  College level competitions such as robotics could qualify depending on type and extent of documented involvement.

	6D  Join and participate in local engineering club/council of technical societies such as high school science clubs, robotics clubs, IEEE, Women in Engineering, etc. 
	200 pts per club/association
	200
	To achieve full points, the Chapter must provide: 
   1) A description of the participation, and
   2) The participation must be at the Chapter level not the individual (i.e. the Chapter joins a regional or national engineering council that represents multiple professional  organizations.)

	6E  Provide unpaid speaker to universities, career days, civic organizations, other technical societies, or non INCOSE sponsored conferences or seminars. 
	100 pts per event
	1000
	To achieve full points the Chapter must provide:
   1) An unpaid speaker, 
   2) Documentation of the event through a letter from the organization or other documentation referencing Chapter support, and
   3) A brief summary of the event including the names of members involved in each event.

	6F  Officer or representative makes INCOSE presentation to executive in previously un-represented (in local membership) organization.
	100 pts per organization
	500
	To achieve full points the Chapter must provide:
   1) a copy of the presentation, and
   2) and contact information for presenter(s) and audience

	Summary for OUTREACH
	
	2,500
	


	7. INCOSE SUPPORT

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	7A  Work with another INCOSE Chapter on a joint event or provide assistance to another Chapter.
	100 pts per chapter per event
	400
	To achieve full points the Chapter must provide an event flyer or equivalent documentation including:
   1)  description of the type of event or collaboration, 
   2) the date of the event, and 
   3) the Chapters involved in the event. (International Symposium work excluded, except for proposal effort.)

	7B  Provide unpaid speaker to other INCOSE Chapters.
	100 pts per event
	500
	To achieve full points the Chapter must provide an event flyer or equivalent documentation including: 
   1)  description of the type of event,
   2) the date of the event, and 
   3) the Chapters involved in the event.

	7C  Articles (excluding letters to the editor, notices, and Chapter summaries) published in INSIGHT.
	200 pts per article
	600
	Full reference to article

	7D  Chapter members attend INCOSE International Symposium.
	75 pts per attendee
	750
	List of Chapter attendees

	7E  Chapter member attends INCOSE International Workshop.
	75 pts per attendee
	750
	List of Chapter attendees

	7F  Chapter donates to INCOSE Foundation, Scholarship Fund, & Engineers Week.  

Note: Individual member contributions also can be counted.
	50 pts per $100
	500
	To achieve full points the Chapter must provide a Chapter newsletter, e-mail or equivalent documentation that:
   1) Acknowledges the donation , and
   2) Acknowledges the amount of the donation, or a copy of the cancelled check.

Note: Donations to be included in this section include: National Engineers Week;  the INCOSE Foundation and INCOSE Scholarship Fund.

	7G  Chapter donates to another INCOSE Chapter. 

Note: Individual member contributions also can be counted.
	50 per $100
	500
	To achieve full points the Chapter must provide a Chapter newsletter, e-mail or equivalent documentation that:
   1) Acknowledges the donation, and 
   2) Acknowledges the amount of the donation, or a copy of the cancelled check.

	7H  Submit nominee for individual INCOSE award (Founder, Fellow, and Service).
	100 pts per nomination
	300
	To achieve full points the Chapter must provide a copy of nomination letter that was forwarded to INCOSE International, or at least the name if the letter is confidential. 

	7I  Participate in the Chapter Awards Review process prior to the IW session, or serve on the Chapter Awards Committee and attend the final review sessions at the IW.
	1) 100 pts per individual for pre-IW reviews; 
2) 100 pts for at least 50% participation in reviews at IW in person or via web meeting; 
3) 200 pts Chair or equal Co-Chairs
	400
	To achieve full points the Chapter must provide an acknowledgement from Award Committee Chair/Co Chair or Member Board for level of participation.

	Summary for INCOSE SUPPORT
	
	2,000
	


	8. OPERATIONS

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	8A  Provide biographical sketches of nominees for Chapter offices and provide  ballots to members 30 days prior to close of the election.
	50 pts
	50
	To achieve full points the Chapter must provide a copy of ballot which includes biography of each candidate provided at time of election. The bio can be on a website if the link is included with the ballot.

	8B  Chapter President or representative attends Chapters Committee meeting at International Workshop.
	75 pts
	75
	Name of representative

	8C  Chapter President or representative attends Chapters Committee meeting at International Symposium.
	75 pts
	75
	Name of representative

	8D  Conduct separate board meeting for Chapter leadership.
	100 pts per meeting
	600
	To achieve full points the Chapter must provide copy of the Meeting minutes or other evidence that meeting was held

	8E  Display or exhibit physical or electronic Chapter banner at Chapter events that includes Chapter and INCOSE logos.
	10 pts per event
	100
	To achieve full points the Chapter must provide:
   1) for canvas banner/ Chapter poster used, provide picture or description.
   2) If electronic banner, provide file
   3) Identify events where banner was used

	8F  Maintain and announce a schedule of Chapter events at least 3 months in advance.
	50 pts
	50
	To achieve full points the Chapter must provide the Chapter newsletters, announcements, and/or captured & dated pages from website showing 3 months advance notice throughout the year.

	8G  Prepare annual awards packet and submit to Chapter Awards Committee (via posting on the Awards website) no later than Sunday Jan 9, 2011
	1) 100 pts for submitting on time
2) additional points based on following the submittal guidelines
	250
	Submission confirmed by Chapter Awards Committee. Points may be adjusted by Awards Committee for clarity and if submitted late. Reminder of points awarded for understandable submittal which meets the format requirements.  This is to improve quality to provide incentive for improved submissions but limit impact.

	8H  Present certificates/letters/ tokens of appreciation to speakers.
	25 pts per item presented
	300
	To achieve full points the Chapter must provide: 
   1) An example or photo or description of the certificate/letter/token, and  
   2) List of recipients and topic presented.

	8I  Present formal awards to members for outstanding service or achievement
	100 pts per award
	200
	To achieve full points the Chapter must provide: 
1) An example or photo or description of the award 
2) List of recipients and 
3) Why they received the award

	8J  Present certificates/letters/ tokens of appreciation to local supporting organizations. Must be a public acknowledgement.
	50 pts per item presented
	250
	To achieve full points the Chapter must provide: 
   1) An example or photo or description of the certificate/letter/token, and   
   2) List of recipients

	8K  Send public relations letters to employers recognizing new Chapter officers, recipients of INCOSE awards, appointments, or other accomplishments of Chapter members.
	25 pts per letter
	300
	To achieve full points the Chapter must provide: 
   1) An example of the recognition letter, and 
   2) List of recipients.

	8L  Chapter members who have achieved INCOSE certification:
ASEP
CSEP 
ESEP
	ASEP: 50 pts per member
CSEP: 75 pts per member
ESEP: 100 pts per member
	500
	To achieve full points the Chapter must provide evidence of certification while a Chapter member. 

As 2010 is the initial year for this section, credit can be claimed for certifications earned prior to 2010 in Section 9 Subjective if certification was earned while a member of the reporting chapter. Hereafter it will be limited to those who achieved certification in the reporting year.

	Summary for OPERATIONS
	
	1,500
	


	9. SUBJECTIVE

	Activity/Product Description
	Points
per Activity
	Maximum Points
	Required Documentation for Verification

	Recognition of other noteworthy Chapter efforts not covered above.

Examples include but are not limited to:
   1) National Engineers Week Teach-Ins - 100 pts per event [Encouraged, but pts will not exceed 500 including 6E]
   2) Additional Donations - 50 pts per $100 [Encouraged, but pts will not exceed 1000 pts including 7F and 7G] 
   3) Special Project - 100 - 1000 pts [Depending on documented level of effort compared to other Chapter activities]
   4) Student Award Program - 100 - 400 pts depending on documented level of effort
   5) Active Connect website and/or Wiki - 100-300 pts depending on extent and use
   6) Use of social networking as active communication tool - 100-200 pts depending on use
   7) Current Chapter members that have achieved ASEP, CSEP, ESEP 25 points each Maximum (500 points) (this item valid for 2010 only)
	Discretionary
	 
	To achieve full points the Chapter must provide:
1) Description of other noteworthy Chapter efforts with evidence sufficient for verification by an independent reviewer, and 
2) Claimed points for each effort, considering comparable efforts above. 
 
NOTE: Do not repeat effort listed in the categories above.

	Summary for SUBJECTIVE
	
	1,500
	


APPENDIX C
2011 OPERATING BUDGET
INCOSE-WMA
2011 Operating Budget

Approved: 11 Apr 11

	EXPENSE ITEMS
	
	
	
	

	Item
	Budgeted ($)
	Actual
	Delta
	Notes

	Awards
	 $       1,200.00 
	 
	 
	 

	Chapter Membership in other organizations
	$100 
	 
	 
	 

	Conference Attendence (Receptions)
	 $       1,500.00 
	 $      1,432.18 
	 
	INCOSE IW Reception

	Electronics
	 $       3,500.00 
	 $      2,367.18 
	 
	 

	Leadership Development
	 $       5,000.00 
	 $      1,841.59 
	 
	President attending IW 

	Meetings (Board)
	 $           600.00 
	 $          370.31 
	 
	 

	Meetings (Chapter)
	 $     12,000.00 
	 $      1,850.80 
	 
	 

	Meetings (Speaker Gifts)
	 $           250.00 
	 
	 
	 

	President's Discretionary Fund
	 $       2,000.00 
	 
	 
	 

	Receptions
	 $       4,000.00 
	 
	 
	 

	Survey Monkey
	 $           240.00 
	 $            79.80 
	 
	 

	Tutorial (F&B)
	 $       1,400.00 
	 $            87.50 
	 
	 

	Tutorial (Printing)
	 $       2,800.00 
	 $          291.68 
	 
	 

	Tutorial (Speaker Fees)
	 $       5,600.00 
	 $          500.00 
	 
	 

	Website Hosting
	 $           600.00 
	 
	 
	 

	Total baseline
	 $     28,550.00 
	 
	 
	 

	2011 Investment
	 $     12,240.00 
	 
	 
	 

	2011 Budget
	 $     40,790.00 
	 $      8,821.04 
	 
	 

	
	
	
	
	

	
	
	
	
	

	INCOME ITEMS
	
	
	
	

	Item
	Budgeted ($)
	Actual
	Delta
	

	Meetings 
	 $       9,000.00 
	 
	 
	

	Tutorial 
	 $       6,300.00 
	 
	 
	

	Membership
	 $     16,800.00 
	 $      7,505.00 
	 
	

	Total
	 $     32,100.00 
	 
	 
	

	 
	 
	 
	 
	

	Net Surplus (loss)
	 $     (8,690.00)
	 
	
	

	 
	
	
	
	

	Highlighted items are investment in 2011 (above income)
	
	
	

	to improve services to members and expand membership of the chapter
	
	


	Detailed Events
	Spent
	Income

	Tutorial #1
	 $           879.18 
	 

	Tutorial #2
	 
	 

	Tutorial #3
	 
	 

	Tutorial #4
	 
	 

	Tutorial #5
	 
	 

	Tutorial #6
	 
	 

	Tutorial #7
	 
	 

	Meeting #1
	 $           806.87 
	 

	Meeting #2
	 $       1,043.93 
	 

	Meeting #3
	 
	 

	Meeting #4
	 
	 

	Meeting #5
	 
	 

	Meeting #6
	 
	 

	Meeting #7
	 
	 

	Meeting #8
	 
	 

	Meeting #9
	 
	 

	Meeting #10
	 
	 

	Membership Dues
	 
	 

	 
	 
	 

	Total
	 
	 



