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Overview 
 

 
Our RMC President Elect, Kristin Hutton, had a primary focus on leadership 
development for our Chapter.  She did not take this lightly.  She visited with all the 
committee chairs and attended a committee meeting for each.  When she had a handle on 
all the committees and their purposes she developed and wrote a one-page “Chapter 
Leadership Development Opportunities” (formerly known as Committee Descriptions).  
This was used by our Table Hosts at monthly meetings; Leadership Council; Orientation 
Packet; and for speaking engagements at colleges, etc. to help membership growth and 
participation. 
 
In addition, Kristin instructed our Chapter Administrator and our Recruiting Team to 
send to her all new members names and contact information.  She would personally 
contact all new members to find out their interest and encourage them to get involved at 
some level. 
 
With the Leadership Council, Membership and Chapter Administrator communicating 
and funneling all these names to her, Kristin then developed and wrote the Leadership 
Development Committee Policies and Procedures which included the Purpose; 
Objectives; Committee Activities; and outlined the Tracking Process that she was using.  
The tracking device (excel program) was emailed out to the BOD and committee chairs 
on a regular basis and contained all the information to get that person involved 
immediately.  It was colored coded to make it easy to know those individuals that were 
desiring certain committee affiliations and those that had no preference and those that had 
already joined a committee. 
 
 



 
 

MPI RMC Leadership Development Committee  
 

Policies & Procedures 
 
 
 

Purpose 
 
To promote leadership development opportunities and benefits to chapter members.  
 
Objective 
 
To act as a catalyst and conduit for all members to be connected to chapter leadership 
opportunities.  Be a resource for chapter leaders to fulfill their committee human resource 
needs. 
 
 
Committee Activities 
 

• Develop and execute process for volunteer tracking, distributing and reporting 
status 

• Conduct Leadership Development Orientation prior to selected monthly meetings 
• Coordinate &/or present “Featured Committee” at each monthly meeting 
• Monthly meeting Q&A to answer member questions in regard to chapter 

involvement  
• Volunteer Leader of the Month – recognized @ monthly meeting, on website, 

newsletter article, etc. 
• Leadership Development Seminar – half day session to educate members on LD 

opportunities within the chapter, on BOD level & International 
• Work with PDSG on round table meeting – facilitate discussion on LD 
• LD (committee) recruiting/networking event – coordinate with Special Events 
• Communication 

o Newsletter article on committee or featured leader 
o Website – member testimonial 

• Volunteer recognition 
o Work with Membership team on appreciation event 
o Send a recognition letter to volunteer’s direct report (with member’s 

approval) 
 
 
 
 
 
 



 

updated10/16/2006 

 
 
Name:           Date:        
 
Company Name:       
 
Address:       
 
Phone:           Email:       
________________________________________________________________________ 
Please list how you have been involved with MPI since you became a member? 
(Committees, Board, Sponsorship)    
Rocky Mountain Chapter-       
International-       
Other Chapters-       
 
 
I would like someone from MPI Rocky Mountain Chapter to contact me about ways 
to get involved with the Chapter Yes    No     
 
 
I would like more information on sponsorship opportunities with MPI Rocky 
Mountain Chapter  Yes    No    
 
 
What particular skills would you like to develop (budgeting, public speaking, 
written communication, marketing, etc)?        
 
 
How has being a member of Meeting Professionals International impacted your 
life?      
 
 
Please send the completed form to: 
(Contact Info here) 



 
 
 
 
 
 
 
 
LD Tracking Process 
 

• LD Chair provides a current Leadership Development Interest Form for 
distribution 

o Website 
o All meetings & events 
o Dir. Of Recruiting 
o Registration Email blast for LD recruiting event 
o New member packets 
o Emailed to individual members on request 

• Forms to be returned to LD Chair  
• LD Chair responds to members acknowledging receipt of form & brief 

explanation of process 
• LD Chair updates Volunteer Tracking Form & sends out to BOD monthly (form 

is color coded to identify new additions or need for follow up) 
• Board members are responsible for reporting back any placed committee 

members to LD Chair so the Volunteer Tracking Form can be updated 
• LD committee members call tracked members quarterly to check on their status 

and ensure they have been contacted and placed.  Once a member is active on a 
committee the LD committee will note that on the tracking form and does not 
need to follow up with that individual any longer.  
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