EXECUTIVE COMMITTEE OF THE BOARD OF GOVERNORS POSITION DESCRIPTIONS

CHAIR AND CHIEF ELECTED OFFICER

General Responsibilities:

Charged with the duty of initiating, directing and carrying out activities and projects in furtherance
of the purposes recited in the bylaws, as may be consistent with policies established by the Board
of Governors.

Ex-officio member of the BOMA Foundation Board of Directors.

Exercises leadership in the motivation of other officers, board members, committee members,
staff and membership; identifies potential association leaders.

Primary spokesperson for the association to the media, legislative bodies, partnering and related
organizations, and the pubilic.

Assumes primary responsibility for the orientation and training of the chair elect.
Works directly with the President and COO.

Specific Duties:

Presides at and attends meetings of the membership, of the Board of Governors, and Executive
Committee of the Board of Governors. Coordinates agenda material with President and COO.

The Chair and Chief Elected Officer shall make an annual report on the performance of the
strategic business plan to the membership showing the condition of the affairs of the association.

Represents the association as the primary representative at industry conferences and at local
association meetings and regional conferences and with potential corporate sponsors.

Appoints all committee chairs and vice chairs in consultation with the executive staff, while
working with committee chairs and staff liaisons to outline the purpose and duties of these bodies
in context with the strategic plan. Participates as an ex-officio member of all committees, councils,
and task forces, and as primary liaison to the National Advisory Council. Serves as a member of
the Executive Committee, Finance Committee.

Supports and defends policies and programs adopted by the Board of Governors and Executive
Committee of the Board of Governors.

Assesses and manages disclosed conflicts of interest, consulting with other designated officers as
necessary.

Abide by BOMA'’s anti-trust, conflict of interest, and other policies.

Authority:

To carry out and/or delegate the above duties within the provisions of the bylaws, and as directed by the
Board of Governors.

Commitment:

To attend the Annual Conference and Winter Business Meeting and spring and fall planning meeting in
Washington, D.C. and participate in virtual meetings as needed.

Expense Policy:

Travel expenses to the Annual Conference, Winter Business Meeting, spring, and fall meetings
will be paid by the association, as will the registration fee for the Annual Conference and Winter
Business meeting.

Expenses for approved travel representing the Association will also be paid by the association. In
addition, once an officer’s term has expired, he/she will continue to receive complimentary
registration for the Winter Business Meeting and the Annual Conference for life.
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EXECUTIVE COMMITTEE OF THE BOARD OF GOVERNORS POSITION DESCRIPTIONS

CHAIR-ELECT

General Responsibilities:

e To understudy the Chair and to fully participate in the programs and conferences, as directed by
the Chair, that will enable him or her to fully prepare to assume the office of Chair and Chief
Elected Officer.

e Ex-officio member of the BOMA Foundation Board of Directors.
Specific Duties:

e To actively assist the Chair in identifying and recruiting individuals to build the leadership team,
while identifying committee chairs, vice chairs and other leaders to appoint for his/her leadership
team at the conclusion of the term of office.

e To actively work with volunteer leaders and staff in the reporting and development of membership
recruiting and retention activities.

e To fully understand the organizational structure, bylaws, and governance, and participate in those
internal and external meetings that will fully prepare the individual to assume the role of Chair and
Chief Elected Officer.

e To attend all Officer, Executive Committee, Board of Governors and other meetings as requested
by the Chair.

e Act as officer liaison to the National Associate Member Council, and officer representative to
other groups as designated by the Chair.

e Help establish policy and direction for the association within the parameters of the strategic plan
and play an active role in pursuing additional financial resources (sponsorships) for BOMA.

o To represent the association before BOMA groups and industry conferences, as designated by
the Chair.

e Assumes primary responsibility for the orientation and training of the Vice Chair in concert with
the President and Chief Operating Officer.

e Acts as a spokesperson for the association before legislative bodies, the media, and industry
groups, as directed by the Chair and Chief Elected Officer.

o [f for any reason the Chair cannot serve, the Chair-Elect shall serve as Chair and Chief Elected
Officer for the unexpired portion of that term.

e Abide by BOMA'’s anti-trust, conflict of interest, and other policies.

e All other duties as assigned by the Board of Governors and/or the Chair.
Authority:
To carry out and/or delegate the above duties within the provisions of the bylaws.
Commitment:

To attend the Annual Conference and Winter Business Meeting and spring and fall planning meeting in
Washington, D.C. and participate in virtual meetings as needed.

Expense Policy:

e Travel expenses to the Annual Conference, Winter Business Meeting, spring, and fall meetings
will be paid by the association, as will the registration fee for the Annual Conference and Winter
Business meeting.

e Expenses for approved travel representing the Association will also be paid by the association in
compliance with BOMA International’s Travel & Expense policy. In addition, once an officer’s term
has expired, he/she will continue to receive complimentary registration for the Winter Business
Meeting and the Annual Conference for life.
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EXECUTIVE COMMITTEE OF THE BOARD OF GOVERNORS POSITION DESCRIPTIONS

VICE CHAIR

General Responsibilities:

e Concentrates primarily on the membership activities of the association while preparing to assume
the position of Chair-Elect.

e Ex-officio member of the BOMA Foundation Board of Directors.

Specific Duties:

e To become thoroughly familiar with the organizational structure, bylaws, governance structure,
committee appointment and board election processes, the programs and activities of the
association, and the strategic plan.

e Become thoroughly familiar with working relationships with governing bodies,
committees/councils/task forces and other volunteers, and the BOMA International staff.

e Prepares to assume the office through active mentorship and observation of the chair-elect’s
duties and responsibilities.

e Attend all BOMA International Officer, Executive Committee, Board of Governors, and other
meetings as requested by the Chair and Chief Elected Officer.

e To actively participate in efforts to attract sponsors and other forms of non-dues financial support
for BOMA.

o To identify potential future association leaders.

e To participate in forums within BOMA that he/she has not participated in before to expand
knowledge and experience of the association.

e Serve as chair, of the Workforce Development committee and chair, vice chair, or member of
other committees or task forces, as requested by the Chair and Chief Elected Officer.

o Abide by BOMA's anti-trust, conflict of interest, and other policies.

e All other duties as assigned by the Board of Governors and/or the Chair.

Authority:
To carry out and/or delegate the above duties within the provisions of the bylaws.
Commitment:

To attend the Annual Conference and Winter Business Meeting and spring and fall planning meeting in
Washington, D.C. and participate in virtual meetings as needed.

Expense Policy:

e Travel expenses to the Annual Conference, Winter Business Meeting, spring, and fall meetings
will be paid by the association, as will the registration fee for the Annual Conference and Winter
Business meeting.

e Expenses for approved travel representing the Association will also be paid by the association in
compliance with BOMA International’s Travel & Expense policy. In addition, once an officer’s term
has expired, he/she will continue to receive complimentary registration for the Winter Business
Meeting and the Annual Conference for life.
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EXECUTIVE COMMITTEE OF THE BOARD OF GOVERNORS POSITION DESCRIPTIONS

SECRETARY/TREASURER

General Responsibilities:

To direct the proper accounting of receipts, disbursements, and investments, and the deposit of
all monies and other valuable effects in the name and to the credit of BOMA in depositories
designated by the Executive Committee of the Board of Governors.

To ensure notice is given of meetings of the membership and that the proceedings of such
meetings are recorded.

Ex-officio member of the BOMA Foundation Board of Directors.

Specific Duties:

To discharge the duties of Secretary and Treasurer, and to be ex-officio Secretary of the Board of
Governors and of the Executive Committee of the Board of Governors.

To render accounts of the financial position of the association before regularly scheduled
meetings of the Executive Committee and Board of Governors.

To serve as chair of the Finance Committee, member of the Audit Committee, member of the
Executive Committee of the Board of Directors and as Treasurer of the BOMA Foundation.

To oversee the preparation and distribution of the annual audit to be performed by an external
audit firm.

To oversee the investment policies of the association, while suggesting any changes to existing
policies as needed.

To direct the preparation of the annual business plan and budget in support of the strategic plan,
ensuring the document circulates to the Board of Governors 30 days prior to the meeting at the
Winter Business Meeting.

Ensure the regular communications of the financial statements of BOMA.

Oversee the development and maintenance of policies and procedures for the smooth operation
of the association.

To identify potential future association leaders.
Abide by BOMA'’s anti-trust, conflict of interest, and other policies.

All other duties as assigned by the Board of Governors and/or the Chair.

Authority:

To carry out and/or delegate the above duties to the Executive Office for routine operational duties as
he/she deems appropriate.

Commitment:

To attend the Annual Conference and Winter Business Meeting and spring and fall planning meeting in
Washington, D.C. and participate in virtual meetings as needed.

Expense Policy:

Travel expenses to the Annual Conference, Winter Business Meeting, spring, and fall meetings
will be paid by the association, as will the registration fee for the Annual Conference and Winter
Business meeting.

Expenses for approved travel representing the Association will also be paid by the association in
compliance with BOMA International’s Travel & Expense policy. In addition, once an officer’s term
has expired, he/she will continue to receive complimentary registration for the Winter Business
Meeting and the Annual Conference for life.
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EXECUTIVE COMMITTEE OF THE BOARD OF GOVERNORS POSITION DESCRIPTIONS

NON-OFFICER MEMBER

General Responsibility:

To set organizational direction, ensure there are the necessary resources to accomplish goals, and
provide oversight on business plan performance to ensure the desired outcomes are being achieved.

Specific Duties:

e Ensure effective organizational planning by actively participating in the strategic planning
discussions including developing and approving the Annual Strategic Business Plan, while
providing proper financial oversight.

o Determine, monitor, and strengthen the Association’s programs and services.

e Participate in fundraising, sponsoring and PAC activities, including contributing and raising funds
and identifying sources of revenue.

e Actively engage and support the leadership team (Officers, committee leadership and senior staff)
and mentor the future leaders of the Association. Act as a liaison to committees as assigned.

e Attend and represent BOMA at industry meetings to develop an understanding of members’
needs and wants and help identify opportunities.

e Perform the fiduciary responsibilities of duty of care by being prepared, duty of loyalty to maintain
a focus on BOMA International’s best interest, duty of obedience to comply with rules and
regulations (c(6)), duty of foresight to make sure we are focused on our future success and be an
ambassador; advocate for policies and initiatives that support boma international’s goals and
objectives.

e Communicate the value of the Association and its programs and services to enhance its standing
and effectiveness both internally and externally.

o Work in partnership with professional staff in accomplishing goals and objectives.

o Represent BOMA International between each major meeting at appropriate local association and
industry events to help build relationships and our brand.

o Abide by BOMA's anti-trust, conflict of interest, and other policies.

e All other duties as assigned by the Board of Governors and/or the Chair.

Authority:

To carry out the above according to the provisions and limitations of the bylaws, and laws pertaining to
501(c)(6) non-profit trade associations, while representing the Board of Governors between major
meetings.

Commitment:

To attend the Annual Conference and Winter Business Meeting and spring and fall planning meeting in
Washington, D.C. and participate in virtual meetings as needed.

Expense Policy:

o Travel expenses to the spring and fall meetings will be paid for by the association. Expenses for
approved travel representing the Association will also be paid by the association in compliance
with BOMA International’s Travel & Expense policy.

e Registration, travel and hotel expenses for the Annual Conference and Winter Business Meeting
will be the responsibility of the Executive Committee member.
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