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Position:

President

Abstract:

The president is the executive head of the chapter and is looked upon as the local
representative of ISACA by the membership and the community. The president
directs chapter activities and efforts to ensure professional and personal growth
for the membership.

Responsibilities
at a Glance

Major
Responsibilities:

•
•
•
•
•
•
•
•

Execution of policies and decisions of the board
Chair all meetings of the board and the chapter
Appointment of committee chairs and committee members
Planning of chapter goals and activities
Organization of chapter structure
Supervision of budgetary matters
Supervision of certain treasurer responsibilities
Attendance at chapter president’s council meetings, and the association’s
Leadership Conference
• Communication between chapter and International Headquarters

The following are major responsibilities for the office of President:
• Executes the policies and decisions of the chapter board.
• Acts to ensure that chapter board policies are followed.
• Takes executive action in areas where specific policies have not been written
or established.
• Develops annual and long-range chapter goals and objectives for presentation
to and approval by the chapter board.
• Presides over all meetings of the chapter board.
• Works with secretary to ensure meetings are conducted in accordance with
recognized parliamentary procedures.
• Works with secretary to issue agenda for each meeting.
• Organizes chapter structure.
• Develops clear lines of authority and communication.
• Establishes reporting system to keep board and membership apprised of
chapter activities.
• Establishes committees and activities according to chapter bylaws.
• Directs chapter activities and establishes a chapter calendar, including target
dates for task completion.
• Communicates chapter information and concerns to ISACA headquarters.
• Acts as the primary contact with international headquarters.
• Completes and forwards various reports and surveys to international
headquarters as requested.
• Maintains regular contact with ISACA membership department.
• Attends meetings sponsored by International Headquarters as chapter
representative. Brings issues of chapter interest and importance to the
meetings.
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Position:

President

Major
Responsibilities:

(continued)
•
• Builds rapport with other chapter presidents, association officers and
international staff.Appoints committee members, as authorized by chapter
board.
• Works with other chapter officers to identify potential new members and
volunteers.
• Works with treasurer to develop budget.
• Verifies budget process to ensure compliance.
• Cosigns all checks, as specified by chapter bylaws and by chapter board.
• Oversees turnover procedures.
• Ensures all files, records and correspondence are provided to new officers,
directors and chairpersons by all members of the current board in a timely and
complete fashion.
• Advises new officers, directors and chairpersons as needed.

Specific Bylaw
Provisions:

The Bylaws of Research Triangle Chapter (November 1, 1994) prescribe the
duties of Officers and Directors and the parliamentary authority adopted by the
Chapter. Excerpts relative to the office of the Chapter President are:

Article V. Organization and Structure
Section 3: Duties of the Officers and Directors.
A. The Chapter President shall:
• Serve as the Chairman of the Board of Directors and shall, in
addition, be the Chief Executive Officer of the Chapter
• Have supervision, direction, and control of the business and affairs
of the Chapter, subject to the control of the Board of Directors
• Preside at all meetings of the Chapter and the Board
• Be an ex officio member of all committees except the Nominating
Committee
• Represent the Chapter at Regional Presidents Council Meetings.

Article VII. Chapter Committees
Section 1: Standing Committees.
A. The chair-person of any Standing Committee, with the exception
of the Program Committee and the Membership Committee,
shall be appointed by the President and ratified by the Board of
Directors.
Section 2: Other Committees
Other Committees may be appointed by the President whenever deemed
necessary, subject to the approval of the Board of Directors.
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President

Turnover
Considerations:

One factor to a successful administration is an effective transition from one
administration to the next. The following are provided as considerations for this
important planning and communication process:
 Establish a due date for completing turnover procedures.
 Plan a chapter recognition/awards dinner. Ensure all members and firms that
participated in chapter activities throughout the year are appropriately
recognized.
 Coordinate the update of the chapter files with other officers and
directors/chairpersons.
 Update procedures and forms as needed.
 Coordinate the preparation of outstanding items list:
 Invoices with attached documentation and approval to pay
 Facilities contracts in process for the following year’s events
 Seminar or instructor contracts in process for the following year
 All other outstanding items not completed during the chapter year
 Coordinate meeting(s) with current and incoming officers/chairpersons. This
can be accomplished in one meeting or in individual meetings, as deemed
appropriate.
 Review and update chapter inventory list with the chapter treasurer.
 Ensure that all chapter property is transferred to the new officers as required.
 Ensure that the treasurer initiates a change of names, authorized signers and
signature cards for bank accounts.
 Turn over current correspondence file to the new president, and be sure to
include those chapter support items provided by international headquarters
throughout the year. Some of these items are not reproduced on an annual
basis.
 Submit a list of new officers/chairpersons to international headquarters.

Helpful hints:

The following guidance has been provided by International:
• Your primary contact at International Headquarters is the membership
department; however, there are several other association departments with
which you may have contact from time to time.
• There are times when chapter board members are asked to complete forms or
reports and return them to International Headquarters. The following is a
partial list of regular items chapter board members are asked to send to
ISACA International:
• President Chapter officers list
Immediately after elections
• Chapter dues/invoicing information
July
• Chapter activity reports
September
• Treasurer Grouptax returns
February
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Helpful hints:

Past Presidents

President
(Continued)
• Chapter presidents should review the minimum performance guidelines for
chapters. If a chapter experiences significant difficulties in meeting these
performance guidelines, or any other difficulties, it is important that the
chapter president contact international headquarters’ membership department
as soon as possible. Help is available in a variety of forms.
• The chapter president is responsible for ensuring all officers have fulfilled the
required turnover procedures.
One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter as President:
Name
Keith Garrett
Rick Hudon
Michael Bobbitt
Mike Dearing
Nelson White
Jim Shaw
Ben Comer
Ben McLawhorn
Mike Gaynor
Teresa McCauley
Lester Hanes
Jerry Truchinski
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Position:
Responsibilities
at a Glance

Major
Responsibilities:

First Vice President
•
•
•
•
•
•

Assumption of presidential duties, if required
Assistance with presidential responsibilities
Liaison between chapter committees and chapter board
Updating of position descriptions and performance standards as needed
Arrangement of financial records audit
Service as Chairperson to the Programs Committee

The following are major responsibilities for the office of First Vice President:
• Assumes the duties of president when the president is absent.
• Assists president in establishing committees.
• Develops specific, written short-term plans.
• Explores long-range plans with chapter members.
• Ensures the functions of all chapter committees have been defined in writing
and that each committee is staffed with competent, active members.
• Directs and coordinates the administrative activities of standing and select
committees.
• Ensures goals and objectives can be met.
• Ensures performance standards for committees are maintained.
• Approves arrangements made for monthly meetings, seminars and events.
• Manages the development, distribution and tabulation of all program surveys
(i.e., those that identify speakers and areas of educational interest.)
• Reports committee activities for standing and select committees.
• Acts as liaison between committees and chapter board.
• Ensures board policies and decisions are communicated to committee
chairpersons.
• Reviews and updates all position descriptions and performance standards.
• Ensures there are no obsolete, inadequate or incorrect descriptions or
unrealistic standards.
• Assists the president and treasurer in the preparation of the chapter budget.
• Establishes and maintains relationships with other professional associations.
• Attends internationally sponsored meetings for chapter leaders as presidentelect or as designated by the current chapter president.
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Position:

First Vice President

Reporting
Responsibilities:

The chapter vice president is responsible to the president, chapter board and
chapter membership.
Reporting directly to the vice president are as many as five committees and/or
their chairpersons:
• Education committee and/or its chairperson
• Program committee and/or its chairperson
• Arrangements committee and/or its chairperson
• Bylaws committee
note: A smaller chapter may have only one committee and/or one person handling education,
program and arrangements responsibilities. If it is possible, try to attract additional
volunteers. They can definitely contribute to the chapter by assisting with these
responsibilities.

Specific Bylaw
Provisions:

The Bylaws of Research Triangle Chapter (November 1, 1994) prescribe the
duties of Officers and Directors and the parliamentary authority adopted by the
Chapter. Excerpts relative to the office of the Chapter President are:

Article V. Organization and Structure
Section 3: Duties of the Officers and Directors.
B. The First Vice President shall
• Report to the President
• Perform the duties of the President in the event of his/her absence
or disability
• Chair the Program Committee
• Perform other duties as pertain to this office
• Represent the Chapter at Regional Presidents Council Meetings.

Article VII. Chapter Committees
Section 1: Standing Committees.
A. The chair-person of any Standing Committee, with the exception
of the Program Committee and the Membership Committee,
shall be appointed by the President and ratified by the Board of
Directors.
Section 2: Other Committees
Other Committees may be appointed by the President whenever
deemed necessary, subject to the approval of the Board of
Directors.
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Position:

First Vice President

Turnover
Considerations:

One factor to a successful administration is an effective transition from one
administration to the next. The following are provided as considerations for this
important planning and communication process:
 Work with the president to coordinate an update to the chapter files.
 Prepare a list of all outstanding items related to vice presidential duties,
including any facilities contracts in process for coming year.
 Attend turnover meeting as scheduled by president. Turn over all
documentation, procedures manuals, software, inventory, etc. at that meeting.
 If applicable, ensure that your post office box key is transferred to the new
vice president.
 Ensure files are transferred to the new First Vice President.

Helpful hints:

The following guidance has been provided by International:
• There is no specific rule as to how often a vice president needs to meet with
committee chairpersons. Some vice presidents will meet with all
committees/chairpersons at one time; others may discuss committee activities
via telephone or one-on-one meetings.
• The vice president does not need to attend every committee meeting. The vice
president is to provide direction and support when needed. If possible, though,
attempt to attend at least one meeting of each committee during the year.

Past First VPs

One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter as First Vice President:
Name
Chris Garriss
Keith Garrett
Michael Bobbitt
Norm Burtness
Chuck Cole
Britt Wilson
Heidi Everett
Rick Hudon
Bill Hampton
Judy Baker
Ben Comer
Andrew Weniger
Terry Smith
William Alston (Dec.)
Rick Julian
Teresa McCauley
Charlie Stainback
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Position:

Second Vice President

Abstract:

The president is the executive head of the chapter and is looked upon as the local
representative of ISACA by the membership and the community. The president
directs chapter activities and efforts to ensure professional and personal growth
for the membership.

Responsibilities
at a Glance

Major
Responsibilities:

•
•
•
•
•
•

Assumption of presidential duties, if required
Assistance with presidential responsibilities
Liaison between chapter committees and chapter board
Updating of position descriptions and performance standards as needed
Arrangement of financial records audit
Service as Chairperson to the Membership Committee

The following are major responsibilities for the office of First Vice President:
• Assumes the duties of president when the president is absent.
•
• Directs and coordinates the administrative activities of standing and select
committees.
• Ensures goals and objectives can be met.
• Ensures performance standards for committees are maintained.
• Approves arrangements made for monthly meetings, seminars and events.
• Manages the development, distribution and tabulation of all program surveys
(i.e., those that identify speakers and areas of educational interest.)
• Reviews and updates all position descriptions and performance standards.
• Ensures there are no obsolete, inadequate or incorrect descriptions or
unrealistic standards.
• Establishes and maintains relationships with other professional associations.
• Attends internationally sponsored meetings for chapter leaders as presidentelect or as designated by the current chapter president.

Reporting
Responsibilities:

The chapter vice president is responsible to the president, chapter board and
chapter membership.
Reporting directly to the vice president are as many as five committees and/or
their chairpersons:
• Education committee and/or its chairperson
• Program committee and/or its chairperson
• Arrangements committee and/or its chairperson
• Bylaws committee
note: A smaller chapter may have only one committee and/or one person handling education,
program and arrangements responsibilities. If it is possible, try to attract additional
volunteers. They can definitely contribute to the chapter by assisting with these
responsibilities.
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Position:

Second Vice President

Specific Bylaw
Provisions:

The Bylaws of Research Triangle Chapter (November 1, 1994) prescribe the
duties of Officers and Directors and the parliamentary authority adopted by the
Chapter. Excerpts relative to the office of the Chapter President are:

Article V. Organization and Structure
•
•
•
•

Section 3: Duties of the Officers and Directors.
C. The Second Vice President shall
Report to the President
Perform the duties of the President in the event of the absence or disability of
the President and the First Vice President
Chair the Membership Committee
Perform other duties as pertain to this office.

Article VII. Chapter Committees
•
•
•

Section 1.01:Membership Committee
The Chair of the Membership Committee shall:
Be the Second Vice President
Report to the President in that capacity
Be responsible for promoting interest in the Chapter, conducting membership
drives, and recommending applicants for membership.

Turnover
Considerations:

One factor to a successful administration is an effective transition from one
administration to the next. The following are provided as considerations for this
important planning and communication process:
 Work with the president to coordinate an update to the chapter files.
 Prepare a list of all outstanding items related to vice presidential duties,
including any facilities contracts in process for coming year.
 Attend turnover meeting as scheduled by president. Turn over all
documentation, procedures manuals, software, inventory, etc. at that
meeting.
 If applicable, ensure that your post office box key is transferred to the new
vice president.
 Ensure files are transferred to the new First Vice President.

Helpful hints:

The following guidance has been provided by International:
• There is no specific rule as to how often a vice president needs to meet with
committee chairpersons. Some vice presidents will meet with all
committees/chairpersons at one time; others may discuss committee activities
via telephone or one-on-one meetings.
• The vice president does not need to attend every committee meeting. The vice
president is to provide direction and support when needed. If possible, though,
attempt to attend at least one meeting of each committee during the year.
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Position:

Second Vice President

Past First VPs

One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter as Second Vice President:
Name
Randy Keeler
Bob Hull
Mike Saviak
Keith Garrett
Bob Hull
John Levin
Mike Dearing
Jim McDonald
Teresa McCauley
Terry Young
Judy Baker
Tim Phillips
Wendy White
Ben McLawhorn
Dan Panepinto
Tom Williams
Lester Hales
Manny Rojas
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Position:

Secretary

Abstract:

The president is the executive head of the chapter and is looked upon as the local
representative of ISACA by the membership and the community. The president
directs chapter activities and efforts to ensure professional and personal growth
for the membership.

Responsibilities
at a Glance

Major
Responsibilities:

• Maintenance of minutes of all board and chapter meetings
• Maintenance of all chapter records, including attendance records for Board
and chapter meetings
• Maintenance of official documents, including bylaws, charter, incorporate
records, insurance records, official membership list (indicating officers,
directors, and committee chairs), and the corporate seal
• Assumption of presidential duties, in the absence of president and vice
president
• Issuance of meeting notices for board and chapter
• Responsibility for chapter correspondence not assigned to specific committees
• Maintenance of chapter supplies
• Board parliamentarian
Major Responsibilities:
• Acts as parliamentarian for all board and chapter meetings.
• Understands parliamentary procedures, as designated in bylaws.
• Instructs board members and answers questions about correct use of
parliamentary procedure.
• Ensures all meetings are conducted in an orderly and organized manner.
• Calls the roll and records attendance at all board meetings.
• Keeps written minutes of all chapter board meetings and reads minutes of
previous board meetings to
• membership, as necessary.
• Maintains all chapter records, except those specifically assigned to other
officers or committees. Examples of these documents may include, but are
not limited to:
• Meeting minutes
• Bylaws (sometimes assigned to separate committee)
• Charter
• Incorporation records (sometimes assigned to treasurer)
• Insurance records (sometimes assigned to treasurer)
• Official chapter membership list (sometimes assigned to membership
director)
• Corporate seal (if applicable)
• Maintains current-year working file for the chapter.
• Creates files in accordance to chapter policy and procedure.
• Collects appropriate materials from officers, directors and chairpersons.
• Ensures files are accurate and complete.
• Presides over board and chapter meetings in the absence of the president or
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Major
Responsibilities:

vice president.
(continued)
• Receives mail from chapter post office box (if one is established) on regular
basis or as assigned by chapter president.
• Issues meeting notices for all chapter board and other meetings.
• Conducts all chapter correspondence, except that specifically assigned to
others.
• Prepares and mails chapter correspondence in a timely manner.
• Answers chapter correspondence in a timely fashion.
• Works with chapter membership director and/or committee to maintain record
of all officers, board members and general membership.
• Ensures rosters are up-to-date.
• Notifies ISACA membership department of newly elected or appointed
officers or committee chairs.

Reporting
Responsibilities:

The chapter secretary reports to the president and is responsible to the chapter
board and chapter membership.

Specific Bylaw
Provisions:

The Bylaws of Research Triangle Chapter (November 1, 1994) prescribe the
duties of Officers and Directors and the parliamentary authority adopted by the
Chapter. Excerpts relative to the office of the Chapter President are:

Article V. Organization and Structure
Section 3: Duties of the Officers and Directors.
D. The Secretary shall:
• Report to the President
• Take minutes of the meetings of the Chapter Board
• Maintain accurate lists of the membership and attendance records.
• Be responsible for the legal affairs, Chapter reports, and
communications and correspondence pertaining to the Chapter
• Prepare the Chapter history of that term for inclusion in the annual
Chapter Directory

Turnover
Considerations:

One factor to a successful administration is an effective transition from one
administration to the next. The following are provided as considerations for this
important planning and communication process:
 Prepare a list of all outstanding items related to the duties of secretary,
including contracts for printing newsletters, open correspondence, etc.
 Ensure post office box key is transferred to the new secretary, if applicable.
 Submit updated lists of new officers/directors/chairpersons to the
international office.
 Transfer permanent file to the new secretary.
 Attend turnover meeting as scheduled by president. Turn over all
documentation, procedural manuals, software, inventory, etc. at the
meeting.
 Also ensure that mailing labels, stamps, envelopes and stationery are
transferred to the new secretary.
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Past Secretaries

One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter as Secretary:
Name
John Levin
Susan Burch
Peggy Wingate
Britt Wilson
Mike Dearing
Terry Young
Lisa Starling
Teresa McCauley
Pam Gragg
Mary Ann Sides
Kirk Whorf
Dick Adams
Jim Hinson
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Position:

Treasurer

Abstract:

The president is the executive head of the chapter and is looked upon as the local
representative of ISACA by the membership and the community. The president
directs chapter activities and efforts to ensure professional and personal growth
for the membership.

Responsibilities
at a Glance

Major
Responsibilities:

• Maintenance of a balanced financial record, consisting of a general ledger,
checkbook, savings bank book, treasurer’s reports, financial correspondence,
canceled checks, deposit slips, and bills outstanding
• Issuance of payments for all incurred expenses and collection of all funds
owed to the chapter
• Purchase of supplies, including meetings equipment, stationery and office
supplies, gifts and awards
• Maintenance of inventory record of physical equipment owned by chapter
• Preparation of monthly treasurer’s report for board meetings, and a year-end
report for the association
• Assistance with preparation of the budget

The following are major responsibilities for the office of Treasurer:
• Maintains a balanced financial record consisting of the following:
• General ledger
• Checkbook
• Savings account records
• Monthly treasurer’s reports
• Financial correspondence
• Canceled checks (if applicable)
• Deposit slips
• Bills receipted and outstanding
• Follows the financial procedures and guidelines as described in this Chapter
Administration Manual.
• Ensures a complete, clear and balanced audit trail of all chapter financial
transactions for the current and prior years.
• Issues payment of all incurred expenses.
• Ensures there are no unchallenged payments due.
• Collects all funds owed to the chapter.
• Ensures that accounts receivable are billed on time.
• Establishes and maintains a regular collection schedule.
• Recommends fee schedules to chapter board.
• Collects fees for monthly meetings and other chapter activities.
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Position:
Major
Responsibilities:

Treasurer
(continued)
• Purchases and/or authorizes the purchase of supplies, including:
• Meeting equipment rentals
• Stationery and office supplies
• Prizes, favors and awards
• Meeting space expenses/meals/etc.
• Ensures the availability of supplies, gifts or equipment.
• Checks to ensure purchases are being made with president’s/board’s
approval.
• Maintains record of all purchases
• Maintains an inventory of physical equipment owned by the chapter, if
applicable.
• Prepares a regular treasurer’s report for board meetings and the newsletter to
ensure that the board and the membership know the financial position of the
chapter at all times.
• Arranges for insurance, as deemed necessary by board, and provides
recommendations regarding coverage amounts.
• Recommends an investment strategy for chapter’s reserve funds.
• Suggests a minimum amount for reserve funds.
• Presents and, with board approval, initiates plan to build reserves.
• Prepares a chapter year-end report.
• Organizes annual audit of chapter finances and activities for previous year.
• Reviews financial activity to ensure that income and expenses are
adequately supported.
• Reviews chapter activities and management to ensure compliance with
chapter bylaws.
• Establishes and publishes date for completing audit.Assigns
responsibility for audit to member who did not serve as an officer in the
prior or current year. (In some chapters, the treasurer will nominate a
member as auditor and the board must ratify the recommendation.)
• Reports findings to the chapter board.
• Follows up on discrepancies with prior officers and board members and
initiates corrective action, if necessary.
• Assists president with preparation of the annual budget.
• Ensures incorporation fees/licenses are filed on time, as appropriate.
• Investigates tax ID number/tax-exempt status with local authorities.
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Position:

Treasurer

Specific Bylaw
Provisions:

The Bylaws of Research Triangle Chapter (November 1, 1994) prescribe the
duties of Officers and Directors and the parliamentary authority adopted by the
Chapter. Excerpts relative to the office of the Chapter President are:

Article V. Organization and Structure
Section 3: Duties of the Officers and Directors.
E. The Treasurer shall
• Report to the President
• Be custodian of Chapter funds
• Receive all moneys and disburse funds only upon sanction of the
Chapter Board, or the Chapter membership
• Maintain books and financial records of the Chapter
• Remit dues to the Association as required
• Submit a written report to the Board of Directors and to the
membership in such form and frequency as the Board may direct,
and the governmental agencies as required by law
• Submit books and records for audit when required
• File any and all tax forms required.
• Be bondable and subsequently, should apply for bond at the
direction of the Board of Directors. If the bond option is not
exercised, the depository statement shall be sent to the Secretary
for a reasonableness review of expenditures for the Chapter. The
Secretary will then forward the statement to the Treasurer for
reconciliation.
• Perform other duties as pertain to this office

Reporting
Responsibilities:

The treasurer reports directly to the president, and is responsible to the chapter
board and, of course, the chapter membership. The audit chairperson/committee
reports to the treasurer.

Turnover
Considerations:

One factor to a successful administration is an effective transition from one
administration to the next. The following are provided as considerations for this
important planning and communication process:
 Work with the president to update chapter inventory records and perform
physical inventory. The results of the physical inventory should be
compared to the beginning inventory and all discrepancies investigated.
 Prepare a list of all outstanding items related to the duties of treasurer,
including unpaid invoices.
 Ensure that each invoice has appropriate documentation and approvals.
 Initiate a change of names, authorized signers, and signature cards for bank
accounts and post office boxes. Coordinate the update with the president
and with other officers.
 Transfer file to the new treasurer.
 Attend turnover meeting as scheduled by president. Turn over all financial
records, including the checkbook, check register, financial statements,
software, awards, etc.
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Position:

Treasurer

Helpful hints:

The following guidance has been provided by International:
• Financial procedures and guidelines can be found in this Chapter
Administration Manual. The chapter may have an established method for
preparing budgets. Check the chapter’s file for details.
• Information is also provided in this manual on incorporation and insurance.
• Following this section you will find a copy of the results from a chapter
revenue survey conducted by ISACA. This benchmarking information should
provide useful to you in assessing your chapter’s programs.

Past Treasurer

One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter as Treasurer:
Name
Kathy Green
Michelle Wicker
Peggy Lindgren
Michael Bobbitt
Chuck Cole
Martin Vernon
Mike Dearing
Charlie Hinnant
Judy Baker
Wendy White
Kirk Whorf
Charlie Stainback
Jim Shaw
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Position:

Director

Abstract:

The purpose of the chapter board is to provide for continuous governance of the
chapter.

Responsibilities
at a Glance

• Management of business of the chapter as defined in chapter bylaws
• Establishment of broad chapter policy for all activities
• Approval of long-range objectives and programs
• Approval of new programs proposed by various committees or officers
• Providing updates to membership on board actions
• Approval of chapter budget and revisions of budget throughout fiscal year
• Appointment of CISA coordinator, web master, and academic liaison.

Major
Responsibilities:

•

•
•
•
•

•
•

Specific Bylaw
Provisions:

Manage the affairs of the chapter in accordance with chapter and association
bylaws. Each board member is responsible for reading and understanding
bylaws and procedural manuals upon election to ensure that chapter activities
are carried out appropriately.
Establish and implement chapter policies.
Devise and/or implement a long-range plan and determine short-term chapter
objectives. The objectives shall focus on increasing services to the profession,
the community and the chapter membership.
Approve new programs and activities proposed by committees, officers and
members.
Keep the membership informed about the success of chapter and association
activities and board activities. This can be accomplished by publishing
summaries in the monthly chapter newsletter or via verbal reports at regular
meetings.
Approve chapter budget as well as revisions during fiscal year.
Appoint non-elected board volunteers and committee members as permitted in
chapter bylaws.

The Bylaws of Research Triangle Chapter (November 1, 1994) prescribe the
duties of Officers and Directors and the parliamentary authority adopted by the
Chapter. Excerpts relative to the office of the Chapter President are:

Article V. Organization and Structure
•
•
•

•

Section 3: Duties of the Officers and Directors.
G. The Directors shall
Supervise the affairs and conduct the business of the Chapter between
business meetings
Make recommendations to the membership
Be subject to the orders of the membership
Perform the duties prescribed in these bylaws and the parliamentary authority
adopted by the Chapter have the authority to expend funds allocated in the
approved budget
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Position:
Turnover
Considerations:

Director






Helpful hints:

Well-documented transition procedures will be greatly appreciated by
future chapter officers. Significant items include meeting records,
inventory lists, chapter bylaws, charter information, tax identification
numbers, calendars of future activities, documents from the association,
correspondence files, a summary of past year’s accomplishments, major
chapter issues, articles of incorporation, incorporation renewal information,
chapter planning documents, financial records and a list of incomplete
projects. If possible, the outgoing board should plan at least a few future
chapter meetings or activities so that incoming officers can become
familiar with the process in a more gradual fashion.
In most chapters, the turnover process begins at the meeting where chapter
board elections take place. All turnover procedures should be completed by
a specified date to ensure that new officers/chairpersons can begin planning
for the next chapter year. A formal installation ceremony for new chapter
officers is recommended, and all new officers should complete the
willingness to serve and conflict of interest documents (samples follow).
It is vital that either the outgoing chapter president or the incoming chapter
president provide a list of new officers to international headquarters as
soon as the new officers have been identified.

• The success of ISACA chapters is dependent upon the leadership of the
volunteer officers and committees.
• Because of the volatile nature of the information systems audit profession, it
is not unusual for a chapter to lose key members due to career changes or
relocation. This can have an adverse effect on the chapter if there are no
qualified replacement volunteers.
• In order to keep chapter leadership viable, it is recommended that chapters
establish programs to ensure ongoing development of new leadership.
This should include a planned development program to advance chapter
officers and committee members in a manner that provides experience in
the various areas of chapter operations. This will provide chapter
membership with experience or exposure to all areas of chapter
operations, and thus a supply of members to provide leadership to the
chapter.
• A leadership development program should include active recruiting of
quality and energetic members to positions where they can demonstrate
their skills while learning how the chapter is structured and operates.
• It is important that the nominating committee carefully identify members
who are demonstrating the traits needed for chapter leadership in order to
place them in progressively more responsible positions.
• A chapter’s situation may vary, and the two-year guideline may be too short
for small chapters, and may be excessive in large chapters that have an
abundance of qualified leadership. Chapters, of course, should use their
discretion when deciding upon appropriate term limits.
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Position:

Audit & Nominations

Major
Responsibilities:

• Audits the accounts and financial records of the chapter in accordance with
sound accounting practices.
• Reviews the results of the audit with the chapter treasurer.
• Submits a report of audit results to the chapter board and president.
• Presents results of the audit at a regular chapter meeting.
• Reviews the format and procedures of the audit report and recommends any
necessary changes.
• Recommends changes to the chapter’s accounting and/or auditing
procedures to ensure the best possible system.
• Obtains the chapter’s accounts and financial records for annual review.
• Reviews all records for accuracy and completeness.
• Submits a written report to the president on the audit findings.
• Keeps the treasurer and the board informed of progress and concerns.
Provides them with a copy of all reports and correspondence.
• Presents findings of the audit during a regular chapter meeting.
• Analyzes the accounting system to ensure it is compatible with the latest
accounting techniques and any pertinent government regulations, and
submits any necessary recommendations to the treasurer and chapter
board.
• Reviews all records of conferences and seminars sponsored by the chapter
and reports on the same.

Reporting
Responsibilities:

The audit committee reports to the treasurer and provides reports, as requested, to
the chapter board and membership.

Specific Bylaw
Provisions:

The Bylaws of Research Triangle Chapter (November 1, 1994) prescribe the
duties of Officers and Directors and the parliamentary authority adopted by the
Chapter. Excerpts relative to the office of the Chapter President are:

Article V. Organization and Structure
•
•

•

Section 3: Duties of the Officers and Directors.
SECTION 1.03:AUDIT AND NOMINATING COMMITTEE
The Chair of the Audit and Nominating Committee shall:
Report to the President
Be responsible for auditing the Chapter books within three months after the
fiscal year end or at the change of the Treasurer or other officers with
fiduciary responsibilities, whether the change be by election or vacancy
Be responsible for soliciting and making suggestions for likely candidates for
the next slate of Officers and Board of Directors as directed in Article VI
Section 1
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Audit & Nominations





Past Chairpersons

Prepare list of all outstanding items.
Attend turnover meeting as scheduled by the president. Turn over all
documentation, procedures manuals, software, inventory, etc. at the
meeting.
Transfer copy of the permanent files to the new audit committee
chairperson.

One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter as Audit Chairperson:
Name
Rick Hudon
Susan Burch
Randy Keeler
Mike Saviak
Keith Garrett
Ronald Murphy
Jim Shaw
Britt Wilson
Jim McDonald
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Position:

CISA Coordinator

Abstract:

One of the most important and successful of the association’s professional
activities is the Certified Information Systems Auditor (CISA) program.
Association chapters have a responsibility and a vested interest in supporting
CISA-related activities. For this reason, each chapter should appoint a member in
good standing as CISA coordinator, to play a key role in chapter CISA activities.
Each year, an updated CISA Coordinator’s Handbook is sent to all chapter CISA
coordinators. The handbook is the primary source of reference for the individual
assuming this role. The CISA coordinator is the source of promotion and
information on the CISA program for the members of the chapter and for others
who are interested in the program. The CISA coordinator must become
knowledgeable with the CISA program in order to answer questions or refer
people to the proper source.

Responsibilities
at a Glance

• Coordinate planning and chapter training, if any, relative to the annual CISA
exam.

Major
Responsibilities:

The following are major responsibilities for the office of CISA Coordinator:
• Knows and understands the CISA program and its policies.
• Maintains thorough understanding of material covered in the CISA
Coordinator’s Handbook. Copies of this book are sent annually by ISACA’s
certification department.
• Encourages questions about CISA program at each chapter meeting.
• Contacts ISACA certification department at the international headquarters
when detailed answers to questions are required.
• Assists candidates in preparing for the CISA examination and helps
administer the exam.
• Ensures a supply of exam registration materials are available at each chapter
meeting.
• Assesses need for formal CISA review course.
• Acts as, or appoints, a CISA review course coordinator/instructor.
• Maintains a library of CISA exam preparation materials, if the chapter so
chooses.
• Provides logistic support to CISA examination candidates (i.e., maps of exam
site location).
• Recognizes members that pass the CISA examination and/or obtain CISA
certification at a chapter meeting.
• Assists members who have passed CISA exam with application for
certification.
• Orders CISA certification pins for newly certified CISAs and presents pins at
chapter meeting.
• Delivers recognition information to newsletter editor for inclusion in chapter
newsletter.
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Position:

CISA Coordinator

Major
Responsibilities:

(continued)
• Promotes CISA Continuing Education Policy.
• Works with education and/or programs committee(s) to ensure programs and
seminars meet CISA requirements.
• Ensures attendance at educational activities is properly recorded and retained
in accordance with the Continuing Education Policy.
• Works with education and/or programs committee(s) to obtain approval from
local board of education for CPA continuing professional education (CPE)
credits.
• Explains policy to newly certified and continuing CISAs, as needed.
• Works with chapter president and membership director/committee to promote
CPE credits as a benefit of becoming an officer.
• Ensures letters or certificates are issued for educational
offerings/opportunities.
• Publicizes the CISA program within and outside chapter.
• Publishes articles regularly about the CISA program in the chapter newsletter,
and, where possible, in local publications and college/university
newspapers/newsletters.
• Identifies and recommends chapter members and other local professionals for
CISA program support tasks locally and internationally. This includes
publishing information regarding the CISA Item Writer program in
newsletters and identifying potential item writer candidates.
• Presents the CISA program to other (non-ISACA) local organizations, via
newsletter or meeting presentation.

Reporting
Responsibilities:

The CISA coordinator reports to the president and is responsible to the chapter
board and chapter membership.

Specific Bylaw
Provisions:

The Bylaws of Research Triangle Chapter (November 1, 1994) do not prescribe
the duties of the CISA Coordinator

Turnover
Considerations:

One factor to a successful administration is an effective transition from one
administration to the next. The following are provided as considerations for this
important planning and communication process:
 Re-read CISA review materials and update them as deemed appropriate
based on results of the CISA review class.
 Attend turnover meeting as scheduled by the president. Turn over all
documentation, procedure manuals, software, inventory, etc. at the
meeting.
 Transfer copy of the permanent file to the new CISA coordinator (or to the
president, if a CISA coordinator has not yet been identified).
 Notify the certification department at ISACA headquarters of the new
CISA coordinator. Call +1.847.253.1545 ext. 471 or ext. 474, or send

an e-mail to certification@isaca.org.
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Position:
Helpful hints:

Past CISA
Coordinators

CISA Coordinator
• Detailed information about CISA is located in your CISA Coordinator’s
Manual and in the CISA Continuing Education Policy Manual, which are
issued annually by the certification department. If you cannot locate your
current copy, contact the ISACA certification department at the International
headquarters.
• If you cannot find an answer to a question in your CISA Coordinator’s
Manual, please refer the member to the certification department at ISACA
international headquarters.
• A supply of exam registration materials for the entire chapter is sent in
October to the CISA coordinator or chapter president. Members are not
mailed materials directly. These brochures are entitled the CISA Exam
Bulletin of Information.
• CISA pins can be ordered from the ISACA Bookstore. When ordering,
include a list of CISAs who are to receive pins so the International
Headquarters can verify certification.
One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter:
Name
Stacy Thomas
Heidi Everett
Terry Young
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Position:

Webmaster

Responsibilities
at a Glance

The Webmaster is responsible for coordinating, planning, and implementing the
overall web development for ISACA-RTC. The volunteer is guided by policies
and directives issued by the Chapter Board of Directors and guidance from
ISACA., but exercises considerable independent judgment in accomplishing the
work and developing new web services for the organization.
• Meeting with the Board to continue development of the site.
• Coding HTML
• Working with the Chapter Board and volunteers to develop
"home page" graphics that are also web friendly. Creating
graphics for lower level pages.
• Meeting with the Chapter Board to determine where the website
is going.
• Keeping up to date on web technologies.
• Working with the Internet Service Provider.
• Writing technical user guides, etc to document the procedures
necessary.
• Keeping all departments up-to-date on what they can do on the web and
where their departments should go.
One factor to a successful administration is an effective transition from one
administration to the next. The following are provided as considerations for this
important planning and communication process:
 Software and
 Web site code
 Relevant procedures and documentation
 Contact information

Major
Responsibilities:

Turnover
Considerations:

Past Webmasters

One of the best ways to grow in your position is the guidance of others who have
previously served in this capacity. The following individuals have served the
Research Triangle Chapter as Webmaster:
Name
Rick Hudon
Stacy Thomas
Mike Dearing
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