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Today’s students. Tomorrow’s business professionals.

State Advisor Planning Guide

Instructions:

Please use the calendar on the following page for your National Center communications planning.  The deadlines for all forms (and the National Staff member to whom each should be sent) are also listed under their respective months on the FORMS DEADLINES pages following the calendar.  Turn to the appropriate month’s section to find the forms that you need to complete and send to the National Center for that month.

Purpose and Role of the State Association Advisory Council
The State Association Advisory Council (SAAC) is a support group of Business Professionals of America, Inc. comprised of the state advisor from each chartered state association. The national association looks to SAAC for leadership and assistance in helping promote the ideals and objections of our association. SAAC members not only are responsible for directing the activities for their respective state associations, but they are to help facilitate the participation of the local chapters from their state in national events and activities. SAAC is a valuable resource to the national organization and will work cohesively with all other support groups of Business Professionals of America, Inc.

As indicated in the Policies & Procedures Manual, the purpose of the State Association Advisory Council is as follows:

1. Serve as a liaison between state associations, Board of Trustees and National Staff.

2. Promote enthusiasm, communication and cooperation among state associations, and other CTSOs.

3. Promote the mission, vision and goals of the national organization.

4. Provide input to the Board of Trustees and National Staff regarding national programs and activities affecting state associations.

5. Provide written evaluations of the National Leadership Conference along with suggestions for improvement to the national staff and a copy to the Board of Trustees.

6. Support and facilitate the implementation of programs, policies and activities as established by Business Professionals of America.

7. Collaborate with CEAC, other support groups and special committees to improve programs.

Specific activities related to each statement are listed below. This is not an all inclusive list and may change as the strategic plan evolves. 

Serve as a liaison between state associations, Board of Trustees and National Staff
· Attend SAAC meetings

· Share information received from and about National BPA with local chapter advisors in their respective state

· Participate in two-way communication and open dialogue between the state association advisory boards and the National Center and Board of Trustees

· Provide formal recommendations to offer suggestions for improvements for the national organization

· Provide information on current educational trends

· Provide information to Board of Trustees regarding changes/concerns that affect their respective state associations

Promote enthusiasm, communication and cooperation among state associations, and other CTSOs
· Communicate, cooperate and collaborate with other CTSOs at the state and national levels

· Communicate the importance of student organization operation between states and between local chapters to the development of the career minded student

· Foster a collaborative (non-competitive) working relationship with other CTSOs

· Provide suggested solutions to problems within the organization

· Exchange best practices and resources with other state advisors and the National Center staff

· Coordinate combined activities with other CTSOs, when feasible

Promote the mission, vision and goals of the national organization
· Serve as an ambassador for BPA within the organization and business and industry

· Provide general support and work cohesively with National Center staff

· Represent the organization at state education and professional development conferences

· Provide information on member accomplishments to National BPA for publication

· Assist with marketing the organization to businesses for sponsorships

· Coordinate advertising and marketing in newspapers, magazines, trade journals and other related publications

· Promote the organization to key stakeholders (members, advisors, potential chapters, parents, legislators, etc.)

Provide input to the Board of Trustees and National Staff regarding national programs and activities affecting state associations
· Gather information via surveys from members (positive and constructive feedback) and relay information in written form to the Board of Trustees and National Staff

· Share information about state association operations with the Board of Trustees and National Staff

· Share information regarding state funding and state association membership requirements to Board of Trustees and National Staff

· Share information regarding activities and management issues with other state advisors as appropriate

· Participate in two-way communication between the state association and the Board of Trustees and National Staff

Provide written evaluations of the National Leadership Conference along with suggestions for improvement to the national staff and a copy to the Board of Trustees
· Obtain information from members in order to prepare written evaluations regarding the NLC

· Complete written NLC surveys as requested by National Staff

· Use the online recommendation system for submitting positive and constructive feedback regarding the NLC

· Participate in a collective NLC evaluation review from SAAC as a whole during summer SAAC meeting

· Highlight positive accomplishments and share success information with National Staff

Support and facilitate the implementation of programs, policies and activities as established by Business Professionals of America
· Acquire knowledge and support national initiatives

· Provide high quality programs, conferences, and activities

· Obtain buy-in from stakeholders regarding BPA’s programs, policies, and activities

· Serve as the manager of the state association

· Uphold the rules of organization

Collaborate with CEAC, other support groups and special committees to improve programs

· Participate in effective two-way communication between the various support groups, committees, and task forces within the organization

· Facilitate maintaining and the link between content of events and logistics of events
· Provide support to CEAC as needed

· Arrange and send representation from each state association to the summer CEAC meeting
· Facilitate gathering information and feedback from the local advisors in order to help prepare the CEAC representative for the summer CEAC meeting

2011-2012 Calendar 
Business Professionals of America
	Date
	August 2011
	Date
	September 2011

	26
	State Conference Dates Request Form 
	9
	National Officer Travel Requests

	26
	Review all Outstanding invoices
	9
	State Verification Form

	26
	Membership Registration System Opens
	9
	Suggested Authors/Competitive Events

	
	
	30
	Review Membership Registration System


	Date
	October 2011
	Date
	November 2011

	28
	State Officer Contact List
	1
	Fall Membership Early Registration Deadline

	28
	Review Membership Registration System
	15
	Deadline to apply for National Virtual Competitions 

	TBD
	National Alumni Meeting
	17-19
	ACTE National Convention-St. Louis

	
	
	25
	Review Membership Registration System


	Date
	December 2011
	Date
	January 2012

	9
	Review Membership Registration System
	2-7
	National Officer Meeting-Chicago, IL

	
	
	13
	National Officer Travel Requests

	
	
	30
	Review Membership Registration System


	Date
	February 2012
	Date
	March 2012

	15
	Final Membership Deadline
	15
	Ambassador Awards/Special Recognition Awards

	15
	Review Conference Registration System: SAAC Update as Needed
	26
	Pre-Submission Deadline for all National Non-Virtual Competitive Events

	15
	National Virtual Competition Materials Due
	30
	NLC State Officer Breakfast Reservations

	24
	NLC Registration Opens Online
	30
	Review Outstanding Membership Invoices

	27
	Review Outstanding Membership Invoices
	
	


	Date
	April 2012
	Date
	May 2012

	1
	NLC Hotel Registration Closes/NLC Competitive Event Registration Closes/Early NLC Registration Fee Deadline
	31
	Review ALL Outstanding Invoices

	1 
	National Officer Candidate Materials Due
	
	

	1
	Submit CEAC Rep Updates to National Center
	
	

	3-7
	NBEA National Convention-Boston, MA
	
	

	6
	Late NLC Conference Registration Deadline
	
	

	25-29
	National Leadership Conference-Chicago, IL
	
	

	30
	Review ALL Outstanding Invoices
	
	


	Date
	June 2012
	Date
	July 2012

	1
	Summer Meeting Agenda Item Request
	1
	SAAC: Update State Membership Dues/Contact Information Membership Registration Administrative Site 

	15
	Review ALL Outstanding Invoices
	16-21
	National Summer Advisory Meeting-Orlando, FL

	
	
	30
	Review ALL Outstanding Invoices

	
	
	TBD
	National Officer Training Meeting-Columbus,OH


Deadline Dates for Forms

	Items to be submitted
	Aug
	Sept
	Oct
	Jan
	Mar
	Apr
	Jun
	Jul
	Submit to

	State Conference Dates Request Form
	26
	
	
	
	
	
	
	
	Direct. of Member Services & Events

	Suggested Authors/Competitive Events
	
	9
	
	
	
	
	
	
	Direct. of Education

	National Officer Travel Requests
	
	9
	
	13
	
	
	
	
	National Officer Coordinator

	State Verification Form
	
	9
	
	
	
	
	
	
	Direct. of Education

	State Officer Contact List
	
	
	28
	
	
	
	
	
	Direct. of Member Services & Events

	NLC State Officer Breakfast
	
	
	
	
	30
	
	
	
	Direct. of Member Services & Events

	National Officer Candidate Materials
	
	
	
	
	
	1
	
	
	National Officer Coordinator

	Summer Meeting Agenda Item Request Form
	
	
	
	
	
	
	1
	
	SAAC Chair


AUGUST

Due this month

· State Conference Dates Request Form

· Review all outstanding invoices

· Membership Registration System Opens

State Conference Dates Request Form

Please provide the following information regarding all state conferences for Business Professionals of America for the coming school year.

State Advisor
     





State
     
Division
     
Fall Leadership Conference


Date:       

City:      

Facility:     
State Leadership Conference


Date:     

City:     

Facility:     
Other Leadership Conferences—Name of Conference:
     

Date:     

City:     

Facility:     
Other Leadership Conferences—Name of Conference:
     

Date:     

City:     

Facility:     
When are your state officers elected? (Complete only if changed since last year.)  If they have already been elected, please attach a list of their names and officer positions.     
Due By: August 26, 2011
To:

Director of Member Services & Events
Email:

sgfroerer@bpa.org

SEPTEMBER
Due this month
· National Officer Travel Request Forms

· State Verification Form
· Suggested Authors/Competitive Events
· Review Membership Registration System

NATIONAL OFFICER TRAVEL REQUEST FORM
This form should be completed and forwarded to National Officer Coordinator no later than September 9, 2011, for fall engagements and January 13, 2012, for spring engagements.  Later requests are subject to previous scheduling.

National Officer Requested (Name &  Title)     
NOTE:
Providing the national officer’s schedule and officer travel guidelines permit, you will receive your requested officer.  However, we reserve the right to suggest other officers for your approval.
Activity:     
Dates:     
Hotel & Location:     
Officer Arrival Date:     Needed By:          FORMCHECKBOX 
AM     FORMCHECKBOX 
PM

Officer Departure Date:      After:              FORMCHECKBOX 
AM     FORMCHECKBOX 
PM

Assuming air travel, how will the officer be transported to and from the airport?

     
Where and to whom should the officer report upon arrival?

     
Telephone number(s) where you may be reached if the officer encounters travel difficulty.

Office (include area code)                        Cell (include area code)      
The National Center will make transportation arrangements unless you specify differently.

Describe any special transportation instruction.

     
Housing

7. Is overnight housing required?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

7. Will you make reservations?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

Person/hotel where officer will be staying:     


Phone Number (include area code):      
Expenses

The following items must be provided by the requesting state: Meals, Transportation, Lodging 
Activities/Responsibilities of the officer

In order for the National Center to prepare the officer for your activity, please supply as much of the requested information as possible.

DATE
EVENTS
SUGGESTED TOPICS
TIME LIMITS
AUDIENCE
NOTE:
If you have any questions, please feel free to call the National Center.

Signature of person requesting officer



Date
Please provide the name and phone number of the officer’s contact person if different than the person completing this form.

Name:     
Phone number (include area code):     
Due By: September 9, 2011
Email:
swheeler@bpa.org


SUGGESTED AUTHORS FOR COMPETITIVE EVENTS

Please submit possible editors for the Business Professionals of America Workplace Skills Assessment Program.
	Competitive Event
	Name
	School
	School Address
	Phone

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Due by: 
September 9, 2011
To:

Director of Education
Email:

dcoffman@bpa.org

STATE VERIFICATION OF DISTRIBUTION OF

COMPETITIVE EVENTS

I understand that BPA National and State Competitive Events materials may not be sold, copied, reproduced or distributed by any method, with out the express written consent of BPA.  All requests must be submitted to the Director of Education.  The only exception is the use of these materials by individuals authorized by BPA to conduct the BPA Workplace Skills Assessment Program in Regional and State Competition.  Any other use or distribution of these materials is illegal.  Regional Competitive Events materials may be distributed according to state policy.    

_______________________________
__________
____________          __________

State Advisor Signature


State

Division
          Date

ATTENTION:
Please understand that access information for the download of tests will not be provided until we have this completed form on file.

Postmark by:
September 9, 2011
To:

Director of Education
Fax:

614-895-1165

Email:

dcoffman@bpa.org

OCTOBER

Due this month
· State Officer Contact List

· Review Membership Registration System
· National Alumni Fall Meeting
Business Professionals of America

State Officer Contact List

State                 Division       

Name of Individual Submitting Form      

	Office
	Name
	Address
	City
	State
	Zip
	Phone
	Email
	Yr. of Graduation

	President


	
	
	
	
	
	
	
	

	VP


	
	
	
	
	
	
	
	

	Secretary


	
	
	
	
	
	
	
	

	Treasurer


	
	
	
	
	
	
	
	

	Historian


	
	
	
	
	
	
	
	

	Parliamentarian

	
	
	
	
	
	
	
	

	Other


	
	
	
	
	
	
	
	


Due by:
October 28, 2011
To:

Director of Member Services & Events

Email:             sgfroerer@bpa.org

NOVEMBER

                Due this month
· Review Membership Registration System

· Fall Membership Early Registration Deadline

DECEMBER

           Due this month
· Review Membership Registration System
· ACTE-Las Vegas, NV

JANUARY

              Due this month

· National Officer Travel Request Forms

· Review Membership Registration System
· National Officer Meeting-Chicago, IL
NATIONAL OFFICER TRAVEL REQUEST FORM
This form should be completed and forwarded to National Officer Coordinator no later than September 9, 2011, for fall engagements and January 13, 2012, for spring engagements.  Later requests are subject to previous scheduling.

National Officer Requested (Name &  Title)     
NOTE:
Providing the national officer’s schedule and officer travel guidelines permit, you will receive your requested officer.  However, we reserve the right to suggest other officers for your approval.
Activity:     
Dates:     
Hotel & Location:     
Officer Arrival Date:     Needed By:          FORMCHECKBOX 
AM     FORMCHECKBOX 
PM

Officer Departure Date:      After:              FORMCHECKBOX 
AM     FORMCHECKBOX 
PM

Assuming air travel, how will the officer be transported to and from the airport?

     
Where and to whom should the officer report upon arrival?

     
Telephone number(s) where you may be reached if the officer encounters travel difficulty.

Office (include area code)                        Cell (include area code)      
The National Center will make transportation arrangements unless you specify differently.

Describe any special transportation instruction.

     
Housing

Is overnight housing required?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

Will you make reservations?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

Person/hotel where officer will be staying:     
Phone Number (include area code):      
Expenses

The following items must be provided by the requesting state: Meals, Transportation, Lodging 

Activities/Responsibilities of the officer

In order for the National Center to prepare the officer for your activity, please supply as much of the requested information as possible.

DATE
EVENTS
SUGGESTED TOPICS
TIME LIMITS
AUDIENCE
NOTE:
If you have any questions, please feel free to call the National Center.

Signature of person requesting officer



Date
Please provide the name and phone number of the officer’s contact person if different than the person completing this form.

Name:     
Phone number (include area code):     
Postmark By: January 13, 2012
TO:
         National Officer Coordinator
Email:
           swheeler@bpa.org
 FEBRUARY

         Due this month
· Membership Registration Deadline
· Review Outstanding Membership Invoices
· Review Conference Registration System
· Conference Registration System Opens
MARCH

            Due this month

· Ambassador Awards/Special Recognition Awards 

· NLC State Officer Breakfast Reservations

· Review outstanding membership invoices
· Pre-submission deadline for all National Non-Virtual Competitive Events

Business Professionals of America

State Officer Breakfast
Six state officers and one state advisor may attend the State Officer Breakfast without charge.  Additional officers and state advisors may attend for $30 each.

State      
Division:      
	Officer
	Name

	President
	

	Vice President
	

	Secretary
	

	Treasurer
	

	Historian
	

	Parliamentarian
	

	Other
	

	Other
	

	Other
	


State Advisor(s) Attending:      
Signature:________________________________________________________

Enclosed is our check in the amount of $      for additional officers/state advisors.

Postmark by:  March 30, 2012
Return to:
Director of Member Services & Events

Email:
            sgfroerer@bpa.org

APRIL
            Due this month

· National Officer Candidate Materials/Application
· NLC Registration Deadlines
· Review all outstanding invoices
· NBEA Conference-New Orleans, LA
· National Leadership Conference-Chicago, IL

MAY

Due this month

· Review all outstanding invoices

JUNE

Due this month
· SAAC Summer Meeting Agenda Request
· Review all outstanding invoices

SAAC Agenda Item Request

Please jot below those items you would like to see added to the SAAC Agenda for the 2012 Summer Meeting.

1.      
2.      
3.      
4.      
5.      
6.      
7.      
8.      
9.      
10.      

Postmark by: June 1, 2012



Return to: 
klawson@bpa.org



Attn: SAAC Chair

JULY

              Due this month
· State Membership Information Form
· Review all outstanding invoices
· National Summer Advisory Meeting (CEAC, SAAC, BOT)-Orlando, FL
· National Officer Training-Columbus, OH
2012-2013 State Membership Information Form
Please respond to the following:

A. 
State dues
       
B.
Please indicate your state deadline.
     
C.
Check here if you are enclosing a list of new/prospective names and we will make sure that they get the first mailing.
 FORMCHECKBOX 



Submitted by 

Name
     




State
     



Division
     


Date
     
Due by: 
July 1, 2012
To:

Director of Member Services & Events

Email:

sgfroerer@bpa.org
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