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Introduction
About International Institute of Business Analysis
International Institute of Business Analysis (IIBA) was formed in October 2003, and is the
independent non-profit professional association serving the growing field of business analysis. If
you are responsible for requirements management, systems analysis, business analysis,
requirements analysis, project management or consulting, or if you are involved in analysis for
systems, business or process improvements, IIBA® can help you perform your job better.
The purpose of IIBA is to be the world’s leading association for business analysis professionals.
Our mission is to develop and maintain standards for the practice of business analysis and for
the certification of its practitioners.
This purpose cannot be fulfilled without the chapters. Chapters advance the mission and
objectives of IIBA by promoting professional standards and practices at the local level. Ongoing
professional development is a key benefit to membership and is supported at the chapter level
through activities, meetings, and sponsorship of educational programs. Chapters provide value
to their members in several ways, including:


Professional development



Knowledge sharing



Networking



Best practices and standards



Study groups for business analysis certification
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Purpose of the Chapter Policy Manual
The Chapter Policy Manual is provided for the use of chapters as a guide and
instruction manual for establishing their chapter policies and procedures. The intent
behind the manual is to provide a set of parameters by which the chapters will be
organized and governed. A certain amount of leeway is available to the chapters since
they must follow local regulations for professional organizations. Therefore, these
guidelines are limited to those items that are best handled through specified
procedures, either to provide consistency among the chapters, to protect the chapters
from conflict with the principles and intent of the parent organization, or to ensure that
chapters can be identified as a part of IIBA as a whole. The manual is a work in
progress, and regular changes and updates will be sent out as we create the policies.
The current version of this manual is available on the members-only chapter resource
page of the IIBA website. It is located off the main chapter page on our website at
https://www10.iiba.org/AM/Template.cfm?Section=Chapter_Resources&Template=/Members
Only.cfm&NavMenuID=795&ContentID=6922&DirectListComboInd=D
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Related Documents
IIBA Corporate Identity Standards Manual
This standards manual was developed to guide the creation of products and marketing
and communications materials for International Institute of Business Analysis (IIBA).
Compliance to the standards described in this manual ensures that the distinct brand
identity of IIBA is maintained and that a uniform image is presented. The standards
manual contains the following information:
 IIBA Logo Usage
 IIBA Chapter Logos
 IIBA Member Logo
 Endorsed Education Provider(EEP™) Logo
 Certified Business Analysis Professional™ (CBAP®) Logo
 Trademarks
 Color Palette
 Corporate Fonts
 Image
http://www.iiba.org/imis15/IIBA/About_IIBA/Corporate_Identity_and_Trademark_
Policy/IIBA_Website/About_IIBA/Corporate_Identity_and_Trademark_Policy.asp
x?hkey=d50b3d21-1d38-459d-9fa1-b7f0dbdf3f53

IIBA Chapter Start-up Kit
This collection of documents provides guidance, templates, and procedures for
launching a new IIBA chapter.
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Structure of the Chapter Policy Manual
The IIBA Chapter Policy Manual is designed to provide a set of guidelines for the
formation and operation of IIBA chapters. The manual is organized in the following
manner.

Part I – Chapter Formation, Development and Growth
The first part of the manual is structured to define practices chapters need to implement
at specific maturity levels, from early chapter formation to a mature self-sustaining
chapter. Therefore, chapter leaders can direct their attention to only those areas that
are of importance during key developmental stages (see Exhibit 1 – IIBA Chapter
Maturity Model):
1. Early Chapter Formation, when the focus is on determining the level of interest
and regional compliance issues.
2. Chapter Start-up, when the focus is on recruiting members and volunteers and
establishing the new organization.
3. Chapter Development, focusing on implementing basic operational practices.
4. Chapter Growth, when the focus is on expanding the chapter membership and
sponsorship, and institutionalizing chapter processes so that it is sustainable as
leadership roles change.
5. Chapter Maturity, focusing on continuous improvement and change
management.
Note: We do not intend that this model is prescriptive in areas of local requirements,
since local or regional rules may dictate otherwise, e.g. incorporation may need to occur
in an earlier phase due to chapter-specific liability issues; the not-for-profit status may
not exist in an area.

Part II - Chapter Policies
This part of the document provides policies and guidelines that apply across maturity
levels, including:
 Legal status
 Membership
 Sponsorship
 Voting Procedures
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Figure 1 : IIBA Chapter Maturity Model
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IIBA Governance and Support for Chapters
The chapter governance and support structure was restructured in 2008 in an effort to
better meet the needs of IIBA chapters (see Exhibit 2 – IIBA Chapter Governance and
Support Organization).

Figure 2: IIBA Chapter Governance and Support Organization

The mission of the chapter oversight committees, the Chapter Governance Committee
and Chapter Council, is described below. In addition, new Chapter Council Committees
were launched to provide support for chapters as they traverse through stages of
chapter maturity, and the Regional Forums were maintained and enhanced to manage
region-specific issues and concerns and to coordinate regional professional
development events.

Chapter Governance Committee Mission


Oversees and supports development and sustainment of chapters
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Oversees the Chapter Council structure
Manages chapters succession planning and sustainability
Acts as the custodian for chapter value proposition
Manages issues and risks associated with governance of chapters

Chapter Council Mission







Assist chapters in establishing, developing and sustaining themselves
Represent the interest of chapters to the international body
Define the operating policies and procedures of chapters
Provide ongoing reporting on chapter activities and progress
Inform chapters about activities that are conducted at the international level
Oversee and participate in Chapter Council sub-committees
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Chapter Formation, Start-up, Development and Growth
These guidelines are provided for chapters to help them traverse from early chapter
formation to a stable and self-sustaining professional organization.

Early Chapter Formation
To start a new IIBA Chapter in your community, refer to the Chapter FAQ website >
“How do I start a chapter in my area?” for a link to the “Application for IIBA Chapter Start
up” form.
http://www.iiba.org/imis15/IIBA/Chapters/FAQs/IIBA_Website/Chapters_Pages/FAQs.as
px?hkey=f4c049a1-00af-46b6-9344-7b8adab2a821#ChapterStartUp
Once approved, the Chapter Development Manager will arrangee for a 30 minute phone
conversation to discuss the process of starting a chapter. The discussion will cover:
 Other chapter activities in your area.
 The list of registered IIBA members in your community so you can invite them to
participate in the early formation and chapter start-up.
 The requirements of forming a new IIBA chapter.

Chapter Start-up
Upon completion of the early chapter formation activities, the following actions are required to
become a chartered IIBA chapter. Note: Although the activities appear to be sequential, they
may be performed iteratively, and each chapter will adapt the sequence to regional and cultural
norms.
1.

Conduct Initial Start-up Activities

2.

Conduct Chapter Kick-off

3.

Determine Chapter Compliance Requirements based on local rules and regulations

4.

Complete IIBA Chapter Documentation

5.

Create the Organization

6.

Request IIBA Chapter Charter

7.

Launch the Chapter
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Conduct Initial Start-up Activities
The initial start-up activities are designed to prepare for the chapter kick-off meeting and provide
the guidelines, tools and templates to form a new IIBA chapter.

Preparation for Chapter Kick-off
When advised that you are ready to conduct your chapter kick-off meeting (at chapter@iiba.org
), IIBA will provide you with:


The Chapter Start-up Kit to help guide you through the required steps to become a
chartered IIBA chapter. (The Chapter Start-up Kit contents are described below.)



Website support and email functionality from the IIBA main website, www.iiba.org. Your
chapter will receive its own city posting on the Chapter page, plus a direct link to your
new IIBA email address. IIBA will set up website access and email addresses. If the
chapter has someone to act as an email administrator, IIBA gives the chapter access to
create and manage emails for their chapter.



Assistance in scheduling a speaker for your kick-off meeting.



An up-to-date list of registered IIBA members in your region to invite them to your
chapter kick-off event

In addition, you will be asked to participate in the Chapter Council Chapter Start-up Committee
to help you through the process of launching a new IIBA chapter.
Your chapter will:


Create a kick-off meeting invitation for distribution to the IIBA global network



Upload the invitation to the newly formed chapter web page.

Chapter Start-up Kit
The Chapter Start-up Kit is provided to the principal initiator(s) who intends to kick-off a new
IIBA chapter. The kit contains start-up forms and templates to help you plan and execute the
chapter kick-off and charter submission activities. The Chapter Start-up Kit contents are
explained below.

Welcome Letter
The welcome letter emphasizes the importance of members and chapters to the success of IIBA
and provides an overview of the goals of IIBA and the methods it uses to achieve these goals.

Sample Kick-off Meeting Invitation and Agenda
A sample kick-off meeting invitation and agenda is included in the Chapter Start-up Kit.

Chapter Policy Manual
This Chapter Policy Manual guides new chapters through the activities necessary to launch a
new IIBA chapter, as well as policies and guidelines for developing and maturing the chapter.
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Chapter Start-up Checklist
The checklist contains the list of items that need to be completed to become a chartered chapter
of IIBA.

Chapter Petition Form
This is the form used to request official recognition as an IIBA chapter. It requires the signature
of 50 IIBA members.

IIBA Bylaw
IIBA provides a copy of its current bylaw to help you determine the necessary elements of a
bylaw for a professional organization. You will need to create your own chapter bylaws to reflect
regional rules and regulations regarding professional organizations. Bylaws for your chapters
must also be consistent with IIBA bylaws, articles of incorporation, IIBA policies and your local
laws.

Chapter Elections Reporting Status Form
A form is provided to formally document the election of chapter Board members / officers.

Chapter Affiliation Agreement
This document is the contract between your chapter and the international IIBA organization.

Committee Terms of Reference Template
This is a template for documenting the chapter committee charters.
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Conduct a Chapter Kick-off
Conduct a kick-off meeting to announce your intentions of forming a new IIBA chapter in your
community, to enlist volunteers, and to recruit IIBA members. .
Encourage prospective members (chapter members must be members of the IIBA International
body) to support your initiative by having some of the members volunteer for acting board
positions. At this event, a member of the IIBA Senior Leadership Team (SLT) will present
(either in person, via web meeting, or conference call) a 30-minute presentation on the benefits
of being an IIBA and chapter member.
Engage local business or organization to sponsor the kick-off event. Sponsorship support can
include providing funding for items such as drinks and snacks, prizes and giveaways, facilities,
or any in-kind services necessary to support the event.1

1

IIBA holds Commercial General Liability (CGL) insurance which provides coverage for your events once you are a
chartered chapter. For coverage for your kick-off event, we suggest you ask the sponsor to provide the CGL
coverage.
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Determine Chapter Compliance Requirements
The volunteers identified at the kick-off meeting work together to complete the documentation
required by IIBA to become a chartered chapter. When completing the documentation, two
compliance issues must be considered: regional regulations and the IIBA bylaw.

Regional Regulations
IIBA and its chapters are a professional association or business league. Therefore, IIBA
chapters need to comply with the rules and regulations in their region with regard to
establishing a new professional organization. Investigate regulations for establishing a new
professional organization in your region before the kick-off event to help facilitate discussion.
Consult with someone who is licensed as a legal counsel to fully understand local
requirements. See Chapter Policy section – Legal Status for a detailed description of legal
requirements for professional organizations. Understanding local rules will help you determine
when and how to:


Apply the local standards to form the organization



Recruit a set of directors



Conduct the chapter kick-off



Draft the bylaws



Sign up members2



Ratify the bylaws



Hold elections

IIBA Bylaws
Bylaws are the basic rules adopted by an organization that regulate its affairs and the behavior
of its members. IIBA has drafted and approved its bylaws, and all chapters must have their
bylaws in place before they can become a chartered chapter of IIBA. As a chartered chapter of
IIBA, chapter bylaws need to be an extension of the IIBA bylaw.
Refer to the specific governing bylaw for chapters as described in the IIBA Bylaw (Article 6). This governs the overall relationship between each
chapter and IIBA. The link to the IIBA Bylaw is:
http://www.iiba.org/imis15/IIBA/About_IIBA/Mission_Vision_and_Bylaws/IIBA_Website/About_IIBA/IIBA_Mission_and_Bylaws.aspx?hkey
=96001cf1-448b-4417-8083-4ee87093978d

2

Chapter members must already be IIBA members in good standing.
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Complete IIBA Chapter Documentation
The documentation is described in detail below. Templates and forms can be found in the
Chapter Start-up Kit.

Chapter Petition Form
This is your official request to IIBA to charter your chapter. It requires the signature of at least 50
IIBA members to be considered. If you have interested participants who are not IIBA members,
please advise them to visit www.iiba.org to register as an IIBA member. The petition must
contain actual signatures, (i.e., no electronic signatures will be accepted).
The petition also documents the name under which your chapter will be recorded. Your chapter
name is the main identifier and differentiator from other chapters and will be used for legal
purposes, such as registration with your country’s government agencies and with your bank account.

Signed Chapter Affiliation Agreement
The Chapter Affiliation Agreement articulates and formalizes the relationship between the
chapter and IIBA. This document also contains the license agreements for the use of the IIBA
logo and the chapter logo. Email chapter@iiba.org to determine specific customization
information for your chapter’s affiliation agreement (e.g. Chapter Marks). It is to be signed by the
chapter president and one other chapter board member.

Chapter Bylaws
The chapter is governed by its set of unique bylaws which must be in compliance with the
overall IIBA Bylaw. The link to the IIBA Bylaw is provided below;
http://www.iiba.org/imis15/IIBA/About_IIBA/Mission_Vision_and_Bylaws/IIBA_Website/About_II
BA/IIBA_Mission_and_Bylaws.aspx?hkey=96001cf1-448b-4417-8083-4ee87093978d . The
chapter bylaws expand and build on the IIBA Bylaw to cover the unique operating environment
your chapter will have within its area of jurisdiction. Each chapter can have additional rules and
processes that apply to only their chapter, provided they do not conflict with the IIBA Bylaw,
regulations imposed by the local and federal governing authorities, the Chapter Affiliation
Agreement, or the policies outlined in this manual.
Your chapter bylaws will be used for legal registration with your local and federal governing
authorities and should be written to require minimal modification over time. Chapter processes
and procedures are separate from the legal chapter documents and provide additional structure
and rules.

Completed Chapter Elections Reporting Status Form
The Chapter Elections Reporting Status Form documents the Board of Directors’ election. The
form includes the names of Board members and their contact information (e.g., email address,
phone number) and the mailing address for IIBA to send the check for the start-up funds.
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Completed Chapter Start-up Checklist
The checklist provides the list of activities and required documents to be submitted to IIBA to
become a charted chapter.
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Formalize the Organization
Formalize the chapter as an organization through the following activities.3

Recruit Members and Collect Membership Dues
The interim Treasurer invites non-members to join the chapter, collects membership dues,
typically before, during or after the organizational meeting (per local custom) where the chapter
bylaws have been ratified and the petition signed. Individuals must be members of IIBA before
joining the chapter and participating in the election of the Board for the chapter. Anyone who
wants to join the chapter needs to provide identification (e.g. photo ID such as a driver’s license
or passport, and his/her IIBA Membership Card or an email confirming their membership, since
it takes six to eight weeks to receive their membership kit). See Chapter Policy section –
Membership for a detailed description of membership policies
Chapters must charge membership fees, and to structure fees to ensure non-members of IIBA
are not advantaged over chapter members, (e.g., always use a non-member fee for any session
your chapter holds even if the session is free for paid members of the chapter). These funds go
directly to the local chapter to fund its events and to cover basic expenses. Chapter
membership fees may range from $20 to $50 USD per year.

Elect Chapter Board of Directors
Each chapter must elect a Board of Directors for the chapter. All candidates for office must be
IIBA members. IIBA recommends that the number of directors be an odd number and of a
manageable size for the anticipated geographic scope of the chapter. The number of directors
shall be specified in the bylaws.
Specific Board positions may also be named Officers. Rules, positions and guidelines for the
election of the Board and Officers are provided in Chapter Policy section of this manual. The
roles and responsibilities of the Board member officer positions shall be described in the chapter
bylaws.
Examples of Officer positions include:








President
Secretary
Treasurer
Vice President (VP) Marketing and Communications
VP Professional Development
VP Membership
VP Sponsorship

The Board positions / Officers will be elected by majority vote of chapter members in attendance
at the organizational event and thereafter at the chapter’s Annual General Meeting (AGM). Only
3

The protocol used regarding the order of the steps to create the organization should be dictated by your regional
regulations. Each jurisdiction will have its own set of laws, regulations and customs to guide these activities.
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people who have demonstrated that they are an IIBA member and have paid their chapter dues
may vote in the election. The directors/officers typically serve two-year terms of office,
staggered so that approximately half of the Board are elected each year and half stay to provide
continuity. As the chapter increases its membership, the duties and responsibilities for each of
the officers will expand and additional committees may need to be formed.
See Chapter Policy section – Voting Procedures for a detailed discussion of election policies.

Ratify the Chapter Bylaws
IIBA members in attendance at the organizational meeting review the chapter bylaws and vote
to ratify them. Two thirds of the IIBA members in attendance (the quorum) are required to pass
the bylaws.
Information about the proposals to be voted on (e.g., the chapter bylaw and petition) should be
provided to the members and potential members prior to the meeting. For new bylaws,
proposed changes should be provided to the members no later than 15 days before the vote. All
eligible members are permitted to vote. An eligible member is a member in good standing, one
that has paid their IIBA and chapter dues, and is not under disciplinary action.

Sign the Petition
Fifty (50) IIBA members must sign the petition for the right to become a chapter of IIBA.
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Request IIBA Chapter Charter
Submit all required documentation to IIBA chapter@iiba.org to petition for the chapter charter.
IIBA will review the documents that are submitted for completeness to ensure that the chapter
has fulfilled all requirements. Please allow four to six weeks for approval after submission of the
chapter documents to IIBA.
When approved, your chapter will be assigned a Charter.
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Launch the Chapter
Once IIBA has reviewed the chapter formation documents and determines the package is
complete, the chapter can be officially launched.

IIBA Support for Chapter Launch
Several IIBA support activities occur upon approval of the new chapter:


IIBA will send the chapter its charter, a welcome letter, and initial seed money to help
fund early chapter development activities.



The new chapter will be asked to identify a delegate to participate in two groups of the
Chapter Council:



o

The Chapter Development Committee: this committee will provide support to the
chapter to implement basic operational practices (see Chapter Development
section of this manual).

o

The appropriate Regional Forum: an IIBA Regional Director holds periodic
meetings to manage region-specific concerns and coordinate regional
professional development events.

The chapter may also be asked to continue participation in the Chapter Start-up
Committee to serve as an advisor and mentor to new chapters that are in start-up mode.

Chapter Launch Meeting
The chapter launch meeting is intended to celebrate your official recognition by IIBA. It is also
an opportunity to introduce the new Board of Directors and any sponsors to your chapter
members.
IIBA recommends that the next chapter event be announced during this meeting to maintain
momentum. Schedule presentations on topics relevant to IIBA and business analysts, such as
the Business Analysis Body of Knowledge® (BABOK®) or Certified Business Analysis
Professional™ (CBAP®) certification.

Basic Operational Practices
The Chapter Development Committee will provide support to help the chapter implement basic
operational practices. Chapters should focus on accurate record keeping and data management
for:


Membership information



Financial data

Chapter Sponsorship
IIBA recommends that you seek out local sponsors for your chapter. The Sponsorship program
is defined by the chapter and revenue goes directly to the local chapter. See page 52 for more
information on chapter sponsors.
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Chapter Committees
Chapters depend on the efforts of volunteers to operate. To make the work of running a chapter
more productive, chapters should establish a set of standing committees to manage the
operations of the chapter. Descriptions of standing committees and their responsibilities should
be documented in the chapter bylaws.
Recommended committees include those listed below. See Appendix 3: Committee Terms of
Reference Template for more information. Other committees can be established based on the
unique needs of the chapter.


Executive Committee (serves as the chapter Board of Directors)



Membership Committee



Compliance Committee



Events Committee



Communications Committee

The roles and responsibilities of each chapter committee should be clearly defined in writing.
This promotes understanding of who is in the group, what they aim to achieve, and how they
intend to go about doing it. See the Chapter Start-up Kit for a Committee Terms of Reference
Template, a detailed template of what such a committee charter or definition document might
include. Your chapter should customize this format to best match your group's specific
requirements.
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Chapter Development
The following guidelines apply once a chapter is chartered. Implementation of these practices
will establish the foundation for the operational effectiveness of the chapter. The practices that
are included in this section include chapter:
1.

Record Keeping and Reporting

2.

Financial Operations and Reporting

3.

Chapter Website Standards Policy

4.

Marketing and Communications

5.

Professional Development
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Record Keeping and Reporting
IIBA chapters should capture accurate records of all of their activities. See Article V of the
Affiliation Agreement for details about the information that is required to be maintained and
reported. The Affiliation Agreement also requires a chapter to submit an annual written report
summarizing its budget, programs, activities, and operations. IIBA will send a template to all
chapters at the end of each calendar year. Direct any record keeping and reporting questions to
chapter@iiba.org
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Financial Operations and Reporting
The chapter Board of Directors has a fiduciary responsibility to manage the chapter financial
records.

Financial Reporting
Chapters are required to submit end-of-the year financial reporting to IIBA on or before Feb 15th
of the following year. Please see separate zip document entitled Chapter Reporting Forms.

Chapter Insurance
Commercial General Liability (CGL) insurance
IIBA and most chartered Chapters have Commercial General Liability (CGL). If proof of
coverage is required for a chapter event, please contact chapter@iiba.org and submit the
following;
 Chapter name
 The event name, location, date and time (e.g. if you are at a trade show or a meeting
room where the venue asks you for proof of insurance)
Directors & Officers (D&O) Liability insurance
Most chartered Chapters are covered under the IIBA Directors and Officers (D&O) Policy. To
confirm if your chapter is covered under IIBA insurance please contact chapter@iiba.org.
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Auditing Procedures
IIBA will collect the end-of-the-year reports and archive the documents. IIBA will conduct an
audit of a sampling of the financial reports to ensure chapter’s compliance to basic financial
accounting practices.

Non-Member Fees
Since chapter dues are a major source of funding, chapters are encouraged to require nonmembers to pay a nominal fee (or a fee that is larger than a member fee) for attending chapter
events. Chapters should try to recruit members from among the visitors to chapter meetings and
events.

Fund Raising
Chapters raise funds through a variety of sources to support chapter activities. Chapters should
strive to be self-supporting.

Chapter Funding Sources
This list contains some of the sources for chapter funds.







Initial seed money from the corporate IIBA funds
Chapter membership dues
Chapter sponsor contributions
Fees for chapter meetings
Fees for chapter-sponsored professional development events
Advertising on the chapter website or in the chapter newsletter

Chapter Funding Requirements
This list contains some needs of the chapter, but is not fully inclusive:









General office needs (printing, office supplies, etc.).
Legal and Accounting / Audit Fees
Meeting location and other meeting needs (food, A/V needs, etc.)
Special Events
o Down payments or other upfront fees for event space and speakers
o

Gifts for guest speakers

o

Credit Card transaction fees

Marketing and Communication
Legal registration costs
Travel and conference fees for Board members
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Chapter Website Standards Policy
The purpose of the International Institute of Business Analysis (“IIBA”) Chapter Website
Standards Policy is to protect and support the IIBA brand by ensuring chapters comply with the
IIBA brand standards as outlined in the IIBA Corporate Identity Standards Manual .
The IIBA brand is the image the association presents to the public. Chapter websites must be in
compliance with the look and feel of the IIBA brand to ensure IIBA presents a consistent brand
image to the international business community.
The chapter charter granted by the Chapter Affiliation Agreement gives the chapter a license to
use certain trademarks owned by IIBA. These IIBA trademarks represent essential elements of
the IIBA brand. The following policies ensure the IIBA brand is protected.
Standards
Compliance with the IIBA corporate identity standard regarding the website color, the IIBA logo
and the IIBA chapter logos is mandatory. Refer to the IIBA Corporate Identity Standards
Manual, available on the Chapter Resource page.
All chapter websites must include a link to the “Trademark Policy” found on the main IIBA
website. Downloaded PDFs or copies of the policy posted on the individual chapter site are not
permitted. This will ensure that chapters always have access to the most recent version of the
policy and the IIBA Corporate Identity Standards Manual.
The IIBA Logo
The IIBA logo with tagline, pictured here, is included in the template for Joomla websites.

This logo must appear in a prominent position on each website page as outlined in the IIBA
Corporate Identity Standards Manual. Changes may not be made to the logo, and the logo
cannot be removed from its position in the upper left hand corner on the approved chapter
template.
Chapter Logo
Chapters will have two choices on how to identify their chapter name on their website:
1. Chapters may use their chapter logo as outlined in the IIBA Corporate Identity Standards
Manual. No changes can be made to the logo; or,
2. The chapter’s name is identified in the Chapter Affiliation Agreement and Chapter Charter,
and this is the name that the chapter must use on their website. Chapters can include the name
of the chapter in the following formats, written in Arial, the approved IIBA online font:

© International Institute of Business Analysis 2009
®
IIBA Chapter Policy Manual, Version 5.0 May 2012

31





“City/State IIBA Chapter” – Example: “Hartford, CT IIBA Chapter”
“City or Region, Province or State IIBA Chapter” – Example: “South Saskatchewan IIBA
Chapter”
“City IIBA Chapter” where listing city/state or city/province is redundant – Example: Colorado
Springs IIBA Chapter”

“IIBA Chapter” needs to remain in English, but the actual chapter name can be included in the
local language.
To access the IIBA logos, visit the Chapter Resource page on the IIBA website.
The IIBA Brand
All chapter websites must comply with IIBA branding standards as outlined in the IIBA
Corporate Identity Standards Manual.


Colors – Chapters must use the colors as provided in the template. No changes can be
made to the template.



Font – The approved font for websites is Arial. For chapters with Joomla websites, use the
fonts available in the template. No changes can be made to the template.



Key Messaging – Individual chapter websites can develop their own taglines to promote
their chapter and local area, as long as they are not attributed to the international body of
IIBA. IIBA is currently developing a series of key messages and taglines that chapters can
use to promote themselves and the international organization. See the IIBA Corporate
Identity Standards Manual.



Photos – IIBA recognizes that our chapters are located in different regions throughout the
world with their own unique characteristics. Chapters can use photos to enhance the
personality of their particular country or region. IIBA reserves the right to audit chapter
websites and can ask a chapter to remove any imagery that does not appropriately
represent the IIBA brand or the professionalism of the organization.

Chapter Website Templates
The Joomla content management system (CMS) offers one approved template. Changes to the
templates are not permitted. All new chapters after January 1, 2009 must use the Joomla CMS
and be hosted on the approved IIBA web hosting provider.
If chapters wish to add pages and/or content that are not currently part of the approved
template, they can do so as long as they comply with the alignment of the layout and photos of
the approved template, and do not alter the layout in any way. This will depend on the length of
words used in menu items—the shorter the better.
Copyright Issues
The chapter will ensure that its website will not breach the intellectual property rights of IIBA or
any third party. The chapter is responsible for obtaining the requisite permissions from owners
of such intellectual property prior to using intellectual property, such as photographs, graphics,
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music or text. All IIBA chapters are required to respect and protect trademarks and intellectual
property owned by IIBA. Failure to obtain permission to use any copyrighted material may result
in removal of the chapter’s website or other remedy provided in the Chapter Affiliation
Agreement or Chapter Website Liability Waiver Agreement.
Plug-ins
As IIBA is responsible for our servers and international websites, it is necessary to protect the
overall functionality. While Joomla offers many useful plug-ins, some are not stable and may
introduce problems such as slower processing time on our servers, bugs, spyware, crosswebsite problems, accessibility by hackers and more, any of which could jeopardize both the
main international and individual chapter websites. For that reason, it is necessary for all plugins to be approved by the IIBA IT department.
For a list of approved plug-ins, please see the Chapter Resources page. This list will be updated
as new plug-ins are approved.
If there is a plug-in you wish to use on your site, please contact chapter@iiba.org.
Privacy
A privacy policy has been provided by IIBA. The privacy policy on the chapter websites must
appear on the home page as a link to the policy on the international IIBA website, to ensure the
most current policy is accessible.
The privacy policy provides that members opt-out of communication with the chapter by default.
Chapter members must opt-in to receive communications from the chapters. Chapters with
existing communications such as mailings are required to add an option on each communication
for the recipient to opt-out by sending a message back and requesting to be taken off the
distribution list.
Privacy statements on chapter websites must comply with local government privacy laws of the
jurisdiction of the chapter. Each chapter will need to check with local authorities for privacy
statements in use. If there are specific local laws over and above those listed in the approved
IIBA privacy policy, these must be provided on the chapter website, and the chapter must
comply with such local government laws.
Language
For chapters in areas where a language other than English is primary, chapters are permitted to
post their content in their native language. Contact information for the chapter must also be
posted in English in order to enable representatives from the international body of IIBA and
other chapters to contact the chapter if necessary.
Official IIBA taglines and key messages may not be translated.
Main Page
The home page of the chapter website must inform the site visitor that to join the IIBA Chapter,
they must be a member of IIBA. The home page must include the message “To join this
chapter, you must be a member of IIBA.” A link to the membership section on the www.iiba.org
must be provided
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hthttp://www.iiba.org/imis15/IIBA/Membership/IIBA_Website/Membership/Membership.aspx?hk
ey=5d0e22ee-02e0-49c7-b5fe-ae3e54a9143b
The IIBA logo in the upper left corner must be a hyperlink to the international website
(www.iiba.org).
Board Contact Info
The names and titles of chapter Board members must be present on the website and, at a
minimum, a valid email address for the chapter must be provided. This information must also be
posted in English. Responses to communication must be within three to five business days.
Updates should be made to the Board contact information anytime the Board has changed
leadership or a Board member has new contact information. These updates must also be
provided to the IIBA® Chapter Council at chapter@iiba.org – please be sure to include the name
of your chapter in the subject line of your email.
Bylaws
Chapter bylaws must be available on the chapter website, and should be accessible to
everyone. This can be done by making a PDF document available for download, or by posting
them on a webpage.
Events
Event information must be posted on the website to include:
 Notice of next meeting
 Topic
 Directions or a link to access directions
 Past meeting information including sponsor and/or speaker
 Entrance fees
A list of future meeting dates should be provided on the website, even if a program has not been
finalized. The bio of the speaker and presentation are optional but recommended (not all
speakers will provide the presentation due to company proprietary restrictions).
Sponsorship
Sponsorship must be recognized on the chapter website as per the contractual agreement
between the chapter and sponsor. Chapters may include the Meeting Patron on the
Sponsorship page as well as the event page by specifying the meeting that was sponsored.
Site Map
Chapter websites must provide a site map. A site map is a standard function of the website
application.
Committee Contact Information
Each chapter committee must provide valid contact information on the chapter’s website. To
reduce the amount of spam, chapters may elect to provide contact information other than email
addresses for communications with committees.
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Elections
Use of the website to post election information (e.g. candidates, details, time and date) is
permitted. Information presented should be in accordance with the chapter election policy found
in the Chapter Policy Manual on the IIBA website.
Membership
Each chapter website is required to provide a membership page which includes appropriate
content such as member benefits, details on how to become a member, membership dues and
the requirement that to join the chapter, an individual must be an IIBA member (this must
appear on the chapter website home page as outlined above). Links to the membership page on
the international website are mandatory.

http://www.iiba.org/imis15/IIBA/Membership/IIBA_Website/Membership/Membership.aspx?hk
ey=5d0e22ee-02e0-49c7-b5fe-ae3e54a9143b
Chapter Developed Sites
As of May 1, 2009, any chapters that are already self-hosted and have purchased, developed
and are maintaining their own website must comply with the IIBA Chapter Website Standards
Policy and the Trademark Usage Guidelines outlined in the IIBA Corporate Identity Standards
Manual. They must also sign a legal agreement that states the chapter is solely responsible for
its own website, and that IIBA will not be held responsible, financially or otherwise, should there
be problems with the website or hosting provider.
Chapter websites developed by the chapters must be linked from www.iiba.org by an interim
webpage with contact information for the chapter on the interim page. The chapter is
encouraged to also include information about the next event on the interim page.
Payment Acceptance for Chapter Developed Sites
A chapter may use electronic means to collect dues and other charges. The chapter must
ensure the website content is PCI DSS compliant and that the site meets the standards as
required by the contract with the card acceptance provider. The chapter is responsible for all
card acceptance provider charges.
When selecting a site hosting provider, ensure they are PCI DSS compliant. If the website is
hosted by IIBA, the service is provided by a PCI DSS compliant provider. More details are found
on PCI DSS security standards are available on the PCI Security Standards Council website at
https://www.pcisecuritystandards.org/.
Responsibility
The chapter President has the responsibility for ensuring compliance with the Chapter Website
Standards Policy.
Audit Process
Chapter websites will be audited periodically for compliance with IIBA website policies. If
compliance issues are found, the chapter will be notified of the non-compliance items and will
have 30 days to comply or to provide an explanation with a request for extension. Noncompliance to the website policies may result in termination of the chapter’s website
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functionality, or any other remedy provided in the Chapter Affiliation Agreement or Chapter
Website Liability Waiver Agreement.
Site Reinstatement
Chapters who have had their website shut down must petition the Vice President, Chapters to
reinstate the site. Petitions submitted must include a statement addressing non-compliant items
and the remediation provided to demonstrate that the website is compliant with this Policy, the
IIBA Trademark Usage Guidelines, and the IIBA Corporate Identity Standards Manual.
Changes to Chapter Website Standards Policy
IIBA reserves the right to update and revise the Chapter Website Standards Policy, as required.
When changes are made to the policy, chapters will be notified. All chapters will be required to
comply with any and all policy changes, regardless of the platform they are using to host their
website.
Effective Date of Policy
The Chapter Website Standards Policy takes effect as of November 1, 2009. Your chapter has
until this date to ensure your website is in compliance with the points in this document, the IIBA
Trademark Usage Guidelines, and the IIBA Corporate Identity Standards Manual.
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Marketing and Communication
This section provides guidelines for marketing and communicating the benefits and services offered
by your chapter of IIBA.
You will want to develop the following:


Mission Statement



Membership Value Statement



Sponsorship Value Statement

Mission Statement:
Chapters are encouraged to create their own mission statement. The mission statement on the
main IIBA website can be used as a starting point. The chapter mission statement should reflect the
main points in the IIBA mission statement, and chapters can add their own local objectives.
Chapters should publish their mission statement on their website. Some chapters have developed a
Chapter Brochure to be distributed at general meetings or via email communications. You can
incorporate your mission statement in the main part of the brochure.
Membership Value Statement:
A list of “Membership Benefits” can be found on the IIBA website at the following link:
http://www.iiba.org/imis15/IIBA/Membership/Membership_Benefits/IIBA_Website/Membership/Mem
bership_Benefits.aspx?hkey=bd9fa976-baaf-4e2e-a65f-905b7168bbfd . Chapters can incorporate
these benefits into the information on their own website and in chapter brochures, and may want to
add a few benefits of their own.
Here are some ideas for providing added value to your members. Chapters are welcome and
encouraged to add to this list by submitting ideas to share with other chapters.

1.

Create special pre-printed name tags and lanyards for members to wear at regular
meetings.

2.

Provide members with the opportunity to use the IIBA chapter name on business cards
and in emails, etc.

3.

Create a Group for your chapter in the IIBA Community Network.
http://community.iiba.org/welcome.htm

4.

Provide Meeting Minutes and reference documents to members via their members-only
site. This can include tools and templates that are shared in monthly general meetings.

5.

Promote the many IIBA members-only benefits including discounts on the CBAP® exam,
free webinars, monthly newsletter, monthly Quick Tips for Better Business Analysis ebulletin – see the link above for a list of benefits.

6.

Promote the business analysis profession to potential members by hosting a “New
Members Night” or opening up presentations to non-members and charging a fee.
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7.

Create a Speakers Bureau, whereby the chapter can do presentations for members,
have access to speakers on a particular topic, or have speakers available to present the
IIBA organization and local chapter to companies and organizations, or at conferences
and other events.

8.

Provide a BABOK® Guide Study Group for IIBA members. You should charge for nonmembers.

9.

Provide access to the various vendors who participate in monthly general meetings.

10.

Consider the types of companies you select as Chapter Sponsors. For example, if you
have employment agencies as sponsors, your members will have access to these
resources.

11.

Share links and information provided for pertinent sites among members at monthly
general meetings and on your chapter website.

12.

Review various BA tools at monthly general meetings.

13.

Encourage local companies to post jobs on the IIBA Career Center. This gives your local
members access to BA positions, and can also earn revenue for your chapter.

14.

See the IIBA website for sources of CBAP® preparation materials and vendors.

Sponsorship Value Statement:
You can create a Value Statement for your sponsors that will give them a list of the benefits that
can be realized by being a sponsor for your chapter.


Access to the most involved local Business Analyst population



A vehicle to distribute flyers, brochures and catalogs



Opportunity to network with local Chapter Leaders



Opportunity to present to the local chapter and show value of their products or services.



Include the Sponsor’s link on the chapter website.

Guidelines and Standards for Marketing Collateral:
Any Marketing Collateral that is developed by the chapters must follow the guidelines as written in
the IIBA Corporate Identity Standards Manual (see Related Documents section above).
Chapter Marketing Collateral:
Some ideas for collateral you may want to create and distribute can include:


Chapter Business Cards (template available on the chapter resource page)



Chapter Business Card magnets



Launch Announcement Cards – business card size for folks to distribute to colleagues



Launch Brochure



Special Events Flyer or Brochure



General Meeting Flyer
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Chapter Membership Brochure



Monthly Meeting Flyer



Pens with Chapter Name and website address



Chapter Newsletter

Distribution of Marketing Collateral:
Some vehicles for distribution include:
Email:


Each month send emails to your members and potential members with your monthly
meeting flyer attached.



Be sure to include your Sponsors on flyers and in brochure distributions, and ask the
Sponsor to post these materials on their websites.



Send a General Meeting Flyer or Brochure to your members, potential members and
Sponsors



o

Include the normal time and place for your general meetings.

o

Ask them to post in their place of business.

o

Ask them to distribute to anyone they think would be interested.

Special Event Flyers or Brochures

Hand-outs at General Meetings:


Chapter business cards



Membership lanyards and name tags



Chapter business card sized magnets



General flyers



Special event announcement flyers or brochures



Door prizes from Sponsors

Chapter Website Postings:


General Meeting announcements and RSVP options



Special event flyers and brochures



List General Meeting topics and presenters



Sponsor logo’s and links

Community and Corporate Distribution Vehicles (local Newspaper, Corporate newsletters,
etc.):
o

Send notices of local chapter meetings and other events to the business events
section of your local newspaper and other related business websites.
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o

Post IIBA news releases on local chapter websites and distribute to local media to
generate interest in your chapter and the association.
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Professional Development
Training/Professional Seminars and Programs
This policy clarifies the position of IIBA position on training programs and seminars held or
hosted by chapters.


No chapter may create and market a training program for business analysis.



Chapters are not permitted to participate in the certification process (e.g., creating the
certification program, reviewing and approving applications, delivering training or
administering the examination).



Chapters may run study groups that are designed to allow information sharing. These
groups must not promise to prepare the participants to pass the certification exam. Fees
for participating in these study groups should differ for members and non-members.



Chapters may host training sessions or learning events provided by Endorsed Education
Providers (EEP™). Chapters are not to favor one training vendor over another. The
presentation must be standard material that is available to the public, but in this instance
is held at a venue provided by the chapter. Learning events include training classes,
seminars, or workshops.



Board members who are also training vendors may not participate in the selection
process if their organization is one of the vendors being considered.



Any IIBA member who participated in any way in the development of the IIBA
certification exam may not participate in any learning event at the chapter level.



In all cases, any member of a chapter must allow the request of any training or
education provider to be heard by the selection committee. In no instance may a
member, be it a Board member or committee member, refuse to allow a training or
education vendor a fair hearing by the selection committee. A sponsor shall not dictate
the training policy for the chapter and shall not participate in the selection committee,
even if they may be a member of the chapter and IIBA.



It is at the discretion of the chapter to charge or not charge admission to learning events.

VP, Professional Development for Chapters
These guiding principles have been provided by the IIBA Professional Development Vice
President to guide the chapters when planning training programs and seminars. Chapter Heads
of Professional Development are expected to:


Provide and encourage exposure to BA best practices, the Business Analysis Body of
Knowledge® (BABOK®) and technology awareness.



Encourage networking and define subjects of interest to the community



Form study teams for Certified Business Analysis Professional™ (CBAP®) preparation.



Work closely with IIBA, VP Professional Development and attend and periodically chair
the monthly meeting for all chapter Professional Development VPs.
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Provide input to the IIBA VP Professional Development on new or enhanced products
and service ideas (e.g., business analysis events, recommendations for the book store,
nominating speakers).



Address any concerns related to gaps in training and capabilities not available today to
the BA community.



Assist the IIBA VP Professional Development with the identification of potential
education providers in the region.



Collect and share learnings on:
o

Courses attended with feedback on the quality of the course and whether it met
BABOK® standards.

o

Projects worked on, experience reports and BA success stories.
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Chapter Growth
The following guidelines apply once a chapter has implemented basic operational processes.
Implementation of these practices will ensure the chapter is healthy and growing, and is self
sustaining. The practices that are included in this section include:
1.

Membership and Sponsorship Campaigns

2.

Succession planning

3.

Governance
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Membership and Sponsorship Campaigns
Chapters are encouraged to conduct annual membership and sponsorship campaigns. It is
helpful to establish standing committees to plan and execute the recruitment campaigns. Look
on the IIBA Community Site, Chapters Helping Chapters Section for best practices from
chapters who have been successful in launching such efforts.
See the Chapter Policy section for membership and sponsorship policies.
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Succession Planning
“…an organization that gives ongoing attention to talent-focused
succession planning can be more nimble and flexible, having the skills and
capacity at hand to meet whatever challenges may arise. In turn, the
executive’s job becomes more “doable” because leadership is shared.
Finally, succession planning can both energize and reassure a board by
providing the occasion for high-level strategy development and
demonstrating that staff leadership is broadly shared and backed up.”
Tim Wolfred,
Building Leaderful Organizations, Succession Planning for Non-Profits
http://www.aecf.org/~/media/Pubs/Other/B/BuildingLeaderfulOrganizations
SuccessionPlann/Building%20Leaderful%20Organizations.pdf
Chapter Board members are responsible for succession planning. Succession planning helps
ensure the chapter’s long-term stability and sustainability and involves periodically reviewing
key volunteers who are supporting the chapter and identifying several candidates to serve as
“backups” for each Board position. This will minimize disruption to the chapter when an
individual steps down from his/her Board or committee position.
A succession plan clearly sets out the factors to be taken into account and the process to be
followed to replace key positions. The chapter should develop and execute a succession plan to
ensure the chapters continued success and viability. You will need to be prepared to nominate
individuals to take over responsibilities when:




The term of office for an individual has expired.
A Board member is unable or unwilling to continue his/her role within the chapter.
A Board member is moving to another position and different set of responsibilities that
precludes his/her ability to continue in the chapter leadership role.
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Governance
IIBA is a federally-incorporated not-for-profit association with head offices in Toronto, Canada.
Our association is governed by the Canada Corporations Act and our bylaw. Our letters patent
(articles of incorporation) were issued by the Minister of Industry (Industry Canada) on April 18,
2006.

Chapter Governance
IIBA chapters are governed by the regulations that are in place in the region of origin, as well as
the chapter bylaws. The relationship between the chapter and IIBA is a contract represented by
the Affiliation Agreement. Chapter Board members/officers must implement appropriate
governance practices to ensure compliance with regional regulations and the chapter bylaw
stipulations.
The guidelines and policies outlined within this manual also impose compliance requirements on
IIBA chapters. Reference the section entitled: IIBA Governance and Support for Chapters in the
introduction to this manual for a discussion of the IIBA governance structure.

Not-For-Profit Status
Not-for-profit status means that IIBA and chapters adhere to the following principles:


IIBA is composed of members and does not have shareholders.



Our members cannot receive any financial or other gains, and IIBA does not distribute its
profits.



IIBA powers are limited to what is written into its purpose or objectives. These are
contained in the IIBA Bylaw.



IIBA carries on activities primarily for the benefit of our members, and is supported by
our members through fees and other fee-for-service programs and activities.



IIBA works together with its chapters worldwide to ensure that they are organized in
such a way as to maintain non-profit status in accordance with local laws and
regulations.

Chapter Programs and Activities
Both at the international and chapter levels, IIBA programs and activities are designed to
promote the role of the business analysis professional throughout the world. Some key chapter
activities include:


Sponsoring professional development and study groups to understand the Business
Analysis Body of Knowledge® (BABOK®).



Encouraging the certification of its members through the Certified Business Analysis
Professional™ (CBAP®) designation. Note: IIBA is the only organization that may confer
a Certified Business Analysis Professional™ (CBAP®) designation to qualified business
analysis professionals.



Providing opportunities for local member networking.
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Sponsoring professional development through an IIBA Endorsed Education Provider
(EEPTM). Note: IIBA is the only organization that may designate a training vendor or
other company as an IIBA Endorsed Education Provider (EEPTM). IIBA does not provide
educational services or training to any individual or organization. Chapters may not
indicate preference for any training vendor.



The use of IIBA trademarks by any individual, chapter or corporation is limited to those
uses described in the IIBA Trademark Usage Policy.
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Chapter Policies
This section provides information regarding IIBA policy regarding several key chapter
processes, including:


Legal status



Membership



Sponsorship



Voting Procedures
o

Chapter Officer Elections

o

Voting on Proposals
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Legal Status
Chapters must complete appropriate registration and periodic reporting to their local and federal
governments. During early chapter formation activities, the acting chapter officers are advised
by IIBA to conduct research and consult with an attorney to understand the legal requirements
in the local region of origination. The chapter officers must ensure the chapter is in compliance
with regulatory requirements and must inform IIBA of the status of their registration and any
government numbers assigned, etc. Once the chapter has been chartered and has
implemented basic operational practices, the elected officers should revisit the organization’s
legal status to make sure they understand the regulations that apply to the chapter if the legal
status of the chapter is appropriate for the country/region of operation.

Professional Associations / Business Leagues
IIBA and its chapters are a professional association or business league. Chapters should set
themselves up as not-for-profit under the legislation of their local government. Chapters should
not set themselves up as a charity.

Tax Reporting
Recommendations for tax filing for your chapter:
Because each jurisdiction is different, we recommend you contact your local tax authority and/or
accountant.
Refer to the IRS website http://www.irs.gov/ for further information.
We do encourage chapters to become incorporated.

Incorporation
Chapters should determine the appropriate legal status within their country/region that will
protect the officers of the organization from liability.
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Membership
In order to sustain itself, chapters need robust processes to recruit and retain members. In
addition, chapters are required to maintain accurate and up to date membership information.

IIBA Membership Policy
Membership in IIBA is open to any person interested in the declared purposes of the
association. A person seeking membership will be accepted as a member of IIBA upon
submission, receipt, acceptance and processing of the required application materials, fees and
assessments. Member rights include, but are not limited to, the opportunity to vote on IIBA
matters and to hold elected or appointed office.
To become a member of IIBA, applicants must complete the online application form and pay the
annual fee. Membership fees are non-transferable, non-refundable, and subject to change at
membership renewal time. Upon expiry of membership term, a member must pay the renewal
fee to continue as a member in good standing. A member will be notified by email when his/her
membership renewal is due.
IIBA is committed to ensuring the rights of the privacy of its members. The IIBA Privacy Policy is
consistent with the Canadian Personal Information Protection and Electronic Documents Act
("PIPEDA").

Membership Guidelines
Some definitions appear below to help discuss IIBA membership.

■

IIBA Member

A person who has paid dues to IIBA, but has not joined a
local chapter.

IIBA Chapter Member

A person who has paid dues to IIBA and has joined a
local chapter.

Member in Good Standing

A person who is current on dues to IIBA and the local
chapter (if applicable) and is not under disciplinary action
from the chapter or IIBA.

First Chapter

The initial chapter an IIBA member joins.

Additional Chapter

A second (or more) chapter where an IIBA member has
paid dues (if applicable) and attends meetings.

Visiting Member

An IIBA member who attends one or more meetings of a
chapter but has not joined the chapter.

Guest or Non-member

A person who is a not a member of IIBA.

Invited Guest

No fees payable

© International Institute of Business Analysis 2009
®
IIBA Chapter Policy Manual, Version 5.0 May 2012

50

Membership in Multiple Chapters
A member of IIBA may be a member of more than one chapter, providing the member pays
dues (where charged) to all chapters joined. A member of IIBA, who is a member in good
standing of a chapter, will be permitted to attend occasional meetings of another chapter as a
visiting member without being required to pay dues to the additional chapter.

Visiting Members
Each chapter will be permitted to create and enforce a rule regarding the number of meetings a
visiting member may attend without being requested to pay dues to the additional chapter. The
recommendation is that a person be contacted about joining the chapter after attending the
second meeting. The chapter may request that the IIBA member pay membership dues or
continue to be charged the non-member rate for attending meetings at the additional chapter.
A visiting member will be granted privileges to attend presentations and join discussions of the
visited chapter, but will not be permitted voting rights at the chapter.
A member of IIBA who is a member in good standing of an IIBA chapter, and attends an
occasional meeting at another chapter will be responsible for any and all meeting fees of the
visited chapter for the meetings he/she attends. Such visiting member will be charged the same
rate as non-members of the visited chapter.
The visiting member will NOT be responsible for any dues, surcharges or other monetary
requirements of the visited chapter that are not directly related to the meeting or activities
he/she attends.

Transferring Membership
A chapter member, who requests in writing to transfer to another chapter, will not have the dues
paid to the current chapter (if any) transferred to the new chapter.
The member will be considered a member of the new chapter immediately upon receipt of the
written notice, unless another date is specified in the notice.
If the dues of the new chapter are more than those of the current chapter, the member and the
treasurer of the new chapter may come to an arrangement for the member to pay additional
monies to the new chapter to offset the difference in dues from the original chapter.
A member who participates at an occasional meeting of another chapter will be governed by the
rules of the visited chapter when the member attends the meeting.

Committee Membership
A member of IIBA who is a member in good standing of more than one IIBA chapter may
participate on a committee of the additional chapter except for the membership / elections /
nomination committee.
A member of IIBA who is a member in good standing of more than one IIBA chapter may NOT
chair a committee in the additional chapter.
A member of IIBA who is a member in good standing of more than one IIBA chapter may NOT
hold office in the additional chapter.
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Non-members
A non-member of IIBA may attend a meeting of an IIBA Chapter, except a Chapter Board
meeting, an Executive Board meeting or the business portion of the AGM (where required by
local regulations). If there is a meeting fee, the non-member will be charged the non-member
rate for the meeting.
A non-member of IIBA who attends multiple meetings of a chapter will be invited to join the
chapter, but will not be required to join.


A non-member will be permitted to participate in discussions at chapter meetings.



A non-member will NOT be permitted to sit on a committee of a chapter.



A non-member will NOT be permitted to run for, or hold office in a chapter.



A non-member will NOT be permitted to vote on any points of order or elections.



A non-member will be excluded from all Chapter Board meetings, Executive Board meetings, and the business portion of the
AGM (where required by local regulation).



A non-member will be responsible for any and all fees charged for the meeting or activities at meetings he attends.

The IIBA Chapter should consider contacting the non-member about joining IIBA after attending
his/her second chapter meeting. The chapter should develop policies with respect to the number
of meetings a person may attend at the chapter before being asked to join IIBA.

Privacy Policy
Privacy of IIBA members’ personal information is critical, both by law and by good business
practice. The following model policy is provided for use by the chapter. It should be included in
the chapter information and given to members. Chapters must keep a record of members’ opt-in
choices and comply with those choices. This policy applies to all information collected about
members, including addresses, telephone numbers, email addresses, etc. Use of such
information is limited to providing chapter information, such as notices for meetings, meeting
minutes, renewal notices, and information about elections and other chapter events unless the
member chooses to receive other communications. Reference Attachment II – Sample Privacy
Statement.
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Sponsorship
Types of Sponsorship
It is up to the chapter to define its chapter sponsorship program. Many chapters have adopted a
two level program:





Premier Chapter Sponsor(s)
For an organization(s) or individual(s) that is considered to be the chapter’s
premier sponsor(s) for all primary activities of the chapter.
Chapter Patrons
For organizations or individuals that provide the chapter with additional services or inkind support (e.g., host meetings or special events, donate materials or services) and
can receive benefits determined by the chapter. A Chapter can have multiple Chapter
Patrons.

Sponsorship Benefits
Examples of benefits for Premiere Chapter Sponsor(s) and Chapter Patrons:









Visibility on the chapter website with a link to the company’s web site.
Time during each meeting allowing the sponsor for to give a brief announcement about
their company, or specific recognition of the sponsor/patron from the podium, along with
a brief mention of the sponsor’s/patron’s company.
Time to present at one meeting per year. Topic to be reviewed and approved by the
Board of Directors.
Information about the sponsor included on all meeting invites and other communication
to membership.
Information about the sponsor included on materials and invitations relating to the
specific event or item provided. (For example, brochures can include the logo of the
company that provided the printing services.)
Sponsor logo included on chapter signage.
Discounted chapter membership fee for all employees of the sponsoring firm or a
determined number of associates of the sponsor. IIBA membership fees are not
included.

Sponsorship Contracts
Contracts cannot be entered into until the chapter is chartered by IIBA. However, a sponsor can
support the start-up of the chapter through an informal agreement. The chapter should include
the list of sponsors in its petition to form the chapter. The contract must be co-signed by one or
more of IIBA Board.

Selecting Your Sponsors
The chapter sponsors should be relevant to the business analysis community and
interested in promoting the role of the Business Analyst. The Board of Directors is
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responsible for selecting Chapter Sponsor(s) and Chapter Patrons. No sponsor
may dictate or restrict content or participation of any organization.

Sponsorship Agreement
See Attachment III – Sample Premier Chapter Sponsor Agreement
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Voting Procedures
Quorum and Votes Required
Votes during a chapter’s lifetime can be as mundane as the executive deciding whether or not
to have a particular presentation shown at a chapter meeting, or as complex as obtaining
ratification from the members to move forward to institute and amend bylaws. The rules around
quorum and number of votes vary depending on the type of question under consideration. In all
cases, quorum and number of votes required must be publicized before the election and/or vote
occurs.
Quorum and/or the number of votes required to pass a motion or elect an officer should be
outlined and documented in the chapter bylaw and policies for particular meeting types (e.g.
Board meetings, Annual General Meeting) and particular decision types


Quorum represents the minimum number of individuals (usually chapter members)
present or participating in a particular vote or decision.



When quorum is met, the results of the vote are considered valid and the matter in
question is resolved based on the results.



The number of votes required to pass the item may vary depending on the protocols
established by the chapter bylaw. Examples include 51% of all votes cast from the total
chapter membership, 51% of the votes cast of the total quorum recorded for the meeting
or question, two-thirds of quorum, two-thirds of the total chapter members.



Define a process to handle a tie vote. For example: the Chair of the Board or the
President may cast an additional vote in order to break a tie.
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Chapter Officer Elections
The following guidelines are intended to provide a method for electing chapter officers. Also
refer to Attachment I – Board of Directors Job Descriptions.

Establish an Election Committee
The Election Committee is typically limited to three to five members unless the slate of
nominees is large enough to require additional personnel to perform the necessary functions of
nomination and election process. Committee members may not include a person running for
election themselves. The Election Committee should prepare a slate of nominees for the
positions that are up for election, determine the eligibility and willingness of each nominee to
stand for election, and conduct the election process.

Following are recommendations for the establishing and conducting an Election
Committee.


Chair should be the Past President of the chapter.



In the case of a Forming Chapter, the Chairperson of the Election Committee will be
appointed by the Forming Board of Directors.



If an Established Chapter does not yet have a Past President, or the Past President is
running for another office, the Board of Directors shall appoint the Chairperson of the
Election Committee.



The Chairperson and the Members of the Election Committee must be Members in
Good Standing of IIBA and the chapter.



The Chairperson of the Election Committee shall recruit additional committee members
from the chapter membership as needed.



No member of the Election Committee may be included in the slate of nominees.



If a member of the Election Committee is nominated and accepts the nomination, that
member must resign from the Election Committee.



If a member resigns from the Election Committee to run for office, the Chairperson of the
Committee may recruit an additional member of the chapter to fill the vacated position if
necessary.



The Chairperson and the Members of the Election Committee must abide by the Bylaws
of IIBA and the Chapter.

Nominations
Chapter members should be given an opportunity to nominate others or themselves. The
Election Committee should contact all nominees to ensure their willingness to stand for election,
and to serve if elected. During this contact, the committee member should explain the duties of
the position and the expected time commitment.
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Note: Committee members should be especially careful when explaining
the expectations of the position to members who did not self-nominate.

Nomination and Evaluation of Candidates
The Election Committee shall establish a petition process for the receipt of nominations from
both the chapter members and the Board of Directors. At a minimum, the petition process
should specify the time frame during which nominations will be accepted, the method of
submission of nominations, and the acceptable format(s) for the nominations.


The Election Committee shall provide sufficient notice to the chapter members of the
established petition process and the positions open for election in accordance with the
chapter bylaws.



The Election Committee will work with the Chairperson of the Membership Committee
and/or the IIBA Membership Services Committee to determine that the nominee is a
member in good standing of both IIBA and the chapter.



A nominee may run for one, and only one, position. A member who is nominated for
more than one position must decide which position to run for and notify the Election
Committee by the end of the nomination period.



Having determined the eligibility of the nominees, the Election Committee will confirm
with the nominees their willingness to hold a position on the Board of Directors.

Publicizing the Candidates
The Election Committee should publish the list of candidates on the chapter website, with a
short biography of each candidate, including such information as a brief work history, vision for
the organization and qualifications of the candidate for the position.


It is recommended that the list of candidates be published no later than 15 days before
the election.



The Election Committee should also send this information to the members using the
standard communications method (e.g., email, website )



The candidate biographies should be available at the Elections Meeting for review by the
membership.



At the Elections Meeting, the candidates should be given a few minutes to speak,
preferably after the ballots have been distributed.

Election Process
The Election Committee will establish a method of providing candidate information to the
chapter members at least 15 days prior to the Annual General Meeting (AGM).


Elections shall be conducted during the annual general meeting of the chapter. The
Election Committee will determine eligible voters (show photo ID and proof of current
membership), issue ballots, and supervise the voting.



If there is any doubt as to whether an attendee at the meeting is a member in good
standing and entitled to vote, the Elections Committee will accept that person’s ballot,
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mark it with the person’s name and set it aside in a separate envelope. The next
business day, the Election Committee will confirm the person’s eligibility. If the person is
determined eligible to vote, the ballot will be added to the initial count. If not eligible, the
ballot will be marked not eligible and held in the separate envelope.


In the instance of doubt of eligibility, the results of the election will be designated as
tentative when announced at the meeting and a final confirmation will be released to the
members within five (5) business days, by the standard communications means.



The Election Committee will count the total ballots to ensure that there is a quorum
before counting the individual votes. They will then count the votes for each eligible
position, determine a winner in accordance with the chapter bylaws, and announce the
results.



All ballots must be preserved until after the next chapter meeting to ensure that any
challenges can be addressed.



Ballots are to be sealed in an envelope upon which is written the date of the election and
which is signed across the sealed flap by the election tabulators. The sealed envelope
should be retained in the chapter files.

Members in Good Standing
At the Elections meeting, ballots should be distributed to members in good standing only. The
following are suggestions for ensuring that only Members in Good Standing receive ballots:


Distribute ballots at sign in. Only distribute ballots to eligible voting members.



Note: If a member loses a ballot, you take the risk of an ineligible ballot being returned
for voting.



Identify eligible voting members with a logo on the name tags at sign in. Distribute the
ballots to only those members just before the election.



Distribute ballots by name, checking off eligible members from a roster as they receive
their ballots.



Have members return their ballots individually, and check off the names on a list of
eligible voters.



Identify any members that have returned absentee ballots on the list. These members
should not be given a ballot at the meeting unless the originally returned ballot is voided.

Absentee Ballots
Note that any absentee ballots must be returned in order to be included in the count. This
generally means by the night before elections so that they can be brought to the election for
counting. When addressing absentee ballots, it is critical that members be advised of the cutoff for receipt of the ballot in order for it to be included in the election count.

Ballots
All votes that are not a yes/no must be taken by written ballot. Yes/No votes (such as approval
of bylaw changes or sponsorship) may be taken by show of hands, provided that there are at
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least two people counting the votes, the counts agree, and eligible voters can be identified
easily. Show of hands vote tallies must be recorded in the minutes of the meeting. Additional
guidelines include:


An initial count of the number of eligible voters in attendance must be taken to ensure
that the number of ballots returned represents a quorum.



Ballots should be returned to a central point before counting, folded or turned face down,
to ensure secrecy is maintained.



The votes should be counted by multiple tabulators. Three counters is the recommended
number. The tallies must agree before a result can be announced.



Should there be a challenge to the election results, the chapter may request a recount
by a team of three members of the chapter who were not on the election committee or
on the ballot. If the recount is performed by members of the chapter, the member who
enters the challenge may attend the recount.
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Voting on Proposals
Information about the proposals to be voted on is to be provided to the members and potential
members as soon as possible before the meeting. For new/changed bylaws, the proposed
changes are to be provided to the members no later than 15 days before the vote. All eligible
members are permitted to vote. An eligible member is a member in good standing, one that is
current on IIBA and chapter dues, and is not under disciplinary action. Two-thirds of the people
who are IIBA members attending (the quorum) are required to support the question.

IIBA recommends that Chapters purchase “Robert’s Rules of Order” book
for more information on Elections and running a volunteer Board.
Robert's Rules Of Order Newly Revised
http://www.iiba.org/imis15/IIBA/Professional_Development/IIBA_Bookstore/IIBA_Website/Pr
ofessional_Development/IIBA_Bookstore.aspx?hkey=d70f4b3e-93e4-4f37-a4dd-a31731c2db1e
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Attachment I – Board of Directors Job Descriptions
Board of Directors Job Descriptions
The following job descriptions are provided for your use, and are to be reviewed and refined as
dictated by the chapter’s local norms and customs.

Position: Board Member
Authority and Responsibility
The Board of Directors is the legal authority for the Chapter. As a member of the Board, a
Director acts in a position of trust for the organization and is responsible for the effective
governance of the organization

Requirements
Requirements of Board membership include:


Commitment to the work of IIBA



Knowledge and skills in one or more areas of Board governance: policy, finance,
programs, personnel, and advocacy



Willingness to serve on committees



Attendance at Board meetings



Attendance at meetings of assigned committees



Attendance at the AGMs



Attendance at membership meetings



Support of special events



Support of, and participation in, special events

Term
Directors are elected by the membership at the AGM. Directors serve for a two-year term.
Directors may be released at the end of the elected term by resigning, or according to the
chapter bylaws.

General Duties
A Director is fully informed on organizational matters, and participates in the Board’s deliberations and decisions in matters of policy,
finance, programs, personnel and advocacy. A Director must:



Approve, where appropriate, policy and other recommendations received from the Board
or its standing committees



Monitor all Board policies



Review the bylaws and policy manual, and recommend bylaw changes to the
membership
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Review the Board’s structure, approve changes and prepare necessary bylaw
amendments



Participate in the development of the chapter’s organizational plans and annual review



Approve the chapter’s budget



Support and participate in evaluating Director performance



Assist in developing and maintaining positive relations among the Board, committees
and the community to enhance the chapter’s mission

Evaluation
A Director’s performance is evaluated annually based on the performance of assigned Board requirements and duties.

Review Date and Approval Date
The Board Member Job Descriptions are reviewed annually by the President. Recommended changes are presented to the Board.
Approval Date: ________________________________
Review Date:

________________________________

Duties for the President


Provide leadership to the Board of Directors of the local chapter



Ensure the board adheres to its bylaws and constitution



Prepare the Board’s agenda with input from the Board Members



Chair Board meetings



Encourage Board Members to participate in meetings and activities
o

Keep the Board’s discussion on topic by summarizing issues

o

Keep the Board’s activities focused on the organization’s mission



Evaluate the effectiveness of the Board’s decision making process



Appoint committee chairpersons



Orient Board Members and committee chairpersons to the Board



Serve as ex officio member of committees and attends their meetings as required



Ensure there is a process to evaluate the effectiveness of Board Members using
measurable criteria



Recognize Board Members’ contributions to the Board’s work



Act as one of the signing officers for disbursements checks and other official documents



Play a leading role in supporting special events



Promote the organization’s purpose in the community and to the media



Prepare a report for the AGM
o

Ensure programs and services are implemented
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o

Ensure that the Board governs as well as manages programs and services

Duties for the Secretary


Serve on the Board
o

Maintain copies of the organization’s bylaws and the Board’s policy statements

o

Maintain lists of Board Members, committees and General Membership



Notify Board Members of meetings



Take official meeting minutes



Record Board attendance



Ensure there is quorum at meetings
o

Record all motions and decisions of meetings

o

Record all corrections to minutes



Sign Board minutes and corrections to attest to their accuracy



Maintain copies of minutes of Board and committee meetings’



Distribute copies of minutes promptly



Conduct general Board correspondence including receiving, reading, distributing



Maintain records of all Board correspondence



Sign official documents of the organization as required



File the annual return, amendments to the bylaws and other incorporating documents
with the Corporate Registry



Ensure members are notified of General Meetings



Chair Board meetings in the absence of the President



Orient the new Secretary

Duties of Treasurer


Serve on the Board



Give regular reports to the Board on the financial state of the organization



Keep financial reports on file and orient the new Treasurer



Act as signing officer with the President for checks and other documents
o

Manage the day-to-day financial affairs of the Board

o

Manage the accounting of the funds of the organization, its budget and
expenditures



Keep full and accurate accounts of all organizational receipts and disbursements



Receive and bank all monies due to the organization
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Disburse all monies as directed by the Board



File necessary financial reports, tax reports and audits



Ensure compliance with local and corporate fiduciary responsibilities

Duties of the Past President


Support the current President



Chair the Nominating Committee for recruitment of new Board Members
o

Assist with Board recruitment and orientation to the Board

o

Assist with Board training



Chair special events



Provide historical continuity about the Board’s activities

Duties of Vice President(s)


Act in the absence of the President



Learn duties of the President and keep informed on key issues



Act as a signing officer for checks and other documents and orient the new Vice
President



Chair a major committee



Develop, update and incorporate recommended changes from the Board to the terms of
reference and mandate of the committee



Recruit an appropriate number of committee members to carry out the mandate, and
orient members to the committee’s mandate and position in the organization



Call committee meetings and develop agendas with the input of the members



Chair committee meetings and report the committee’s progress to the Board



Encourage members to participate



Keep discussions on topic by summarizing issues



Guide the committee through its meetings to fulfill the committee’s purpose



Recognize each member’s contribution to the committee’s work



Delegate appropriate tasks to individual committee members



Submit recommendations to the Board for approval



Plan and evaluate the committee’s work with the help of the members



Ensure meeting minutes and other relevant information are recorded and filed
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Attachment II – Sample Privacy Policy
Our Commitment to Privacy
Your privacy is important to the <your chapter name> IIBA Chapter.

The Information We Collect:
This notice applies to all information collected or submitted to the <your chapter name> IIBA Chapter:

Name
Email address
Phone number
Organization
Company location information

The Way We Use Information:
We use the information you provide about yourself only to communicate with you about upcoming <your chapter name> chapter meetings
and events, for normal chapter communication and to determine company representation.
Our main communication method is email. In all email communication from the <your chapter name> IIBA Chapter board the Blind Copy
(BCC) field is used to protect your email address from being distributed.
We never use or share the personally identifiable information provided to us in ways unrelated to the ones described above unless we have
heard from you that you wish to opt-into information sharing (see Opt-in Options).

Opt-in Options
The <your chapter name> IIBA Chapter may partner with vendors to provide teaching opportunities, tool training/demonstrations, speaking
engagements, etc. In some cases, these vendors may request membership names and email addresses. The chapter will only provide member
information if the member has given us permission to do so.
Some companies and members may want to communicate job opportunities to the <your chapter name> IIBA Chapter membership. The
chapter will only communicate job opportunities to the members who wish to receive this information.

How You Can Update or Correct Your Information
Member lists will always be accessible at chapter meetings so that you can review the information we have about you. During meetings,
you can identify errors and provide the correct or revised information to the VP of Membership Services. You may also email the chapter at
membership@<your chapter email>.theIIBA.org to revise your information.

How to Contact Us
Should you have other questions or concerns about these privacy policies, please send us an email at info@<your chapter
email>.theiiba.org. You can also use the form below to submit changes to your contact information.

Name
Email address
Phone number
Organization
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Company Location (i.e. Downtown,
suburb name etc.)
Are you willing to share your name and
email address with any vendor the
chapter partners with for teaching
opportunities, tool
training/demonstrations, speaking
engagements, etc.?

Yes / No

(No is Default)

Are you interested in receiving emails
from the chapter regarding job
opportunities?

Yes / No

(No is Default)
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Attachment III – Sample Premier Chapter Sponsor Agreement
This agreement is being entered into between the _________________ IIBA Chapter and _________________________ on
_________________ and is in effect for one year. The annual fee for sponsorship is $3,000USD, with the full amount given to the chapter.
As a Premier Chapter Sponsor, your benefits include:

Community visibility on the chapter’s site as a committed supporter with a link to
your company’s website.
Time will be provided during each meeting allowing a representative from your
company to give a brief announcement about your company or specific
recognition will be given by the meeting facilitator.
You have the opportunity to present at one meeting per year. The topic is to be
reviewed and approved by the Board of Directors.
Premier Chapter Sponsor’s name or logo will be included on all meeting invitations
and other communications to membership.
All chapter signage will include the Premier Chapter Sponsor’s logo.
First Name

MI

Job Title

Last Name
Organization Name

Mailing Address
Street Address Line 1
Street Address Line 2
City, Province/State, Postal/Zip
Code Country
Phone E-mail (Registration
confirmation will be sent to this.)
Fax Number
Payment may be made as follows (please check one):

Check - Please make
payable to IIBA and send to:

Chapter Contact Name Address City,
Province/State, Postal/Zip Code

Optional - Please send me an
invoice.
Signature and Date
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Attachment IV – USA Legal Requirements
All U.S. chapters should register as a not-for-profit business league (501 c 6 status) when
requesting their Employer Identification Number (EIN), issued by the federal government to
businesses for tax purposes from the Internal Revenue Service.

Business Leagues
For your convenience, the following information about business leagues is from the Internal
Revenue Service, United States Department of the Treasury, accessed September 2008:
http://www.irs.gov/charities/nonprofits/article/0,,id=96107,00.html.
Section 501(c)(6) of the Internal Revenue Code provides for the exemption of business
leagues, chambers of commerce, real estate boards, boards of trade, and professional
football leagues, which are not organized for profit and no part of the net earnings of which
inures to the benefit of any private shareholder or individual.
A business league is an association of persons having some common business interest, the
purpose of which is to promote such common interest and not to engage in a regular
business of a kind ordinarily carried on for profit. Trade associations and professional
associations are business leagues. To be exempt, a business league's activities must be
devoted to improving business conditions of one or more lines of business as distinguished
from performing particular services for individual persons. No part of a business league's net
earnings may inure to the benefit of any private shareholder or individual and it may not be
organized for profit to engage in an activity ordinarily carried on for profit (even if the
business is operated on a cooperative basis or produces only enough income to be selfsustaining). The term line of business generally refers either to an entire industry or to all
components of an industry within a geographic area. It does not include a group composed
of businesses that market a particular brand within an industry.
Chambers of commerce and boards of trade are organizations of the same general type as
business leagues. They direct their efforts at promoting the common economic interests of
all commercial enterprises in a trade or community, however.

Application for Recognition of Exemption
The following information about applying for exempt status is from the Internal Revenue
Service, United States Department of the Treasury, accessed September 2008:
http://www.irs.gov/charities/article/0,,id=96122,00.html.
Organizations applying for recognition of exemption under a provision other than section
501(c)(3) generally use Form 1024. The application must be complete and accompanied by
the appropriate user fee. See the IRS website for a step-by-step review of what an
organization needs to know and to do in order to apply for recognition by the IRS of taxexempt status. The organization should also request an employer identification number,
even if it does not have any employees. See Form SS-4, Application for Employer
Identification Number, and its instructions to learn how to obtain an EIN. You may also
obtain an EIN via telephone, by calling 1-800-829-4933, or by applying online.
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A tax-exempt organization must make available for public inspection its approved
application for recognition of exemption with all supporting documents available and its last
three annual information returns. The organization must provide copies of these documents
upon request without charge (other than a reasonable fee for reproduction and copying
costs). Penalties are provided for failure to comply with these requirements. For more
information, see the final regulations published in the IRS Bulletin 1999-17.

Incorporation
U.S. chapters are advised to incorporate as soon as financially viable. Incorporation will help to
limit the liability of the elected board and officers of the chapters.

Tax Reporting
All U.S. chapters must apply for an Employer Identification Number (EIN) from the Internal
Revenue Service using form SS-4 (available from the home page of the IRS website:
www.irs.gov ). Chapters should indicate that they are non-profit and their incorporation status. It
is not possible to cover U.S. chapters under IIBA tax-exempt status, since IIBA is a foreign
organization incorporated in Canada.
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