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CHAPTER 8 

There’s Always Paperwork  
in a Chamber Campaign  

                                                                                K.I.S.S 

In an effort to Keep It Simple, paperwork in the campaign has been kept to a minimum. But you would expect an 
organization of business and professional firms to want to properly account for all resources generated so all sales 
must be documented before any incentives are paid. 

This chapter includes examples of the various forms you will use in the Campaign and tips on completing them. 

                      1… Sponsorship Contract. .................................................................................................. Page 102   

1.....Application for Chamber Membership ......................................................................... Page 103 

2.....Application for Board of Advisors................................................................................   Page 104 

3.....Advertising Contract ...................................................................................................   Page 105 

4.....Business Journal……………………………………………………………..  .................... Page 106 

5.....Trade Contract (Budget & Non-Budget Reduction)………………………… .................. Page 107 

 Enlisting New Member 

The Membership Application . . . must be completed in full. Computing dues based on the formula will ensure 
that all members invest their fair share in the Chamber and qualify you for the next award level that much sooner.  

Membership investments must be paid in full at the time of application. Payment options include check, Discover, 
MasterCard, American Express or Visa. Checks should be made payable to the Northern Kentucky Chamber of 
Commerce. If payment is by credit card, please check the expiration date. 

Complete applications accurately and in full. Most sales in the campaign are based on relationships—
yours. The Chamber wants to ensure that it delivers on what you promise and that begins with getting 
the firm name, contact, address, telephone, e-mail address and fax information correct. 

The Sponsorship Contract . . . must be completed in full, signed and with payment for credit to be earned in the 
Total Resource Development Campaign. Sponsorships can be held with a sign contract by an authorized 
company representative for up to three weeks. Campaign credit is only received with full payment prior to June 
18, 2010 

The Advertising Contract . . . must be completed in full, signed and with payment for credit to be earned in the 
Total Resource Development Campaign. Ads can be held with a sign contract by an authorized company 
representative for up to three weeks. Campaign credit is only received with full payment prior to June 18, 2010 

 

Team Captain (Envelope) Production Report  
Your Production . . . must be turned in each week on Friday by 3:00 p.m. by your  
Team Captain to be eligible for incentive rewards at the Campaign Rally on Tuesday.  
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Board of Advisors 

The Board of Advisors Application . . . must be completed in full and submitted with the additional 
payment bringing the member’s annual dues investment up to $2,500.  

Only the additional amount of dues paid will count in the campaign. 

Example: If a firm’s current dues are $500, payment of an additional $2,000 is required to qualify the 
business and its CEO, owner or senior local representative for membership on the Board of Advisors. 
You will receive credit for the incremental amount—$2,000—in the campaign. 

Since the dues paid by member firms is not published, it will be necessary for you to contact Janice 
Cushman at the Chamber, 859-578-6381, to get the information you will need to complete the Board of 
Advisors application. You will calculate the payment required as follows: 

 

 Board of Advisors 

 Minimum Dues for Board of Advisors1 .................  $2,500 

 Less Current Dues Paid.......................................  $ _____________________  

 Amount Required for Board of Advisors .........  $ _____________________  
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                                                                                                                                 Sponsorship Contract 

 
 
Northern Kentucky Chamber of Commerce 
300 Buttermilk Pike, Suite 330, P. O. Box 17416, Ft. Mitchell KY 41017-0416 
Contact: Janice Cushman, 859 578-6381  Fax 859 578-8802 

Sponsor 

*Company ___________________________________________________________________________  

*Authorized Representative _____________________________________________________________  

*EVENT/PROGRAM CONTACT__________________________________________________________ 

*Address ____________________________________________________________________________  

_____________________________________________  * Direct Phone _________________________  

*City _________________________________________  *State ________  *Zip __________________  

*E-MAIL OF CONTACT_________________________________________________________________ 

 Event 

Name of Event _______________________________________________________________________  

Sponsor Level: ____________________________________________________________________  

Instructions __________________________________________________________________________  

___________________________________________________________________________________  

Amount Received $____________________________________  

Credit Card #________________________________________Exp. date_________________ 

Name on Card (must be complete)_________________________________________________ 

 Sold By 

*Volunteer’s Name ____________________________________________________________________  

*Team ________________________________________________  Date _________________________  

 Approved By 

*Company Representative ______________________________________________________________  

*Campaign Volunteer __________________________________________________________________  

 
*To ensure Event/Program correspondence goes to the correct contact,  

these sections MUST be complete before Sponsor Contract will be accepted. 
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                                                                                                            Board of Advisors Application  
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Northern Kentucky Chamber of Commerce 
300 Buttermilk Pike, Suite 330, P. O. Box 17416, Ft. Mitchell KY 41017-0416 
Contact: Janice Cushman, 859 578-6381  Fax 859  578-8802 
 

 Member 

Company ________________________________________________________________________  

Authorized Representative ___________________________________________________________  

Title or Position in Company _________________________________________________________  

Address _________________________________________________________________________  

________________________________________________________________________________   

City ___________________________________________  State _________  Zip _______________  

Phone _________________________________________  Fax ____________________________  

BOA Company Representative’s e-mail_________________________________________________ 

*Business Description in 25 words or less________________________________________________ 

____________________________________________________________________________________ 
Investment Amount 

 

 Minimum Annual Dues for Board of Advisors  2,500.00* 

 Less Current Dues Paid ................................  $ __________________ 

 Amount Required for Board of Advisors ..  $ __________________ 

Credit Card#______________________________________________ Exp. Date_____________ 

Name on card (must be complete)___________________________________________________ 

 

Sponsored By 

Volunteer’s Name __________________________________________________________________  

Team ________________________________________________  Date ______________________  

 Approved By 

Company Representative ____________________________________________________________  

Member authorizes Chamber to increase the member’s annual investment to $2,500. 
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                                                                                         Contract for Publications, Web Site and Flash 

Northern Kentucky Chamber of Commerce 
300 Buttermilk Pike, Suite 330, P. O. Box 17416, Ft. Mitchell KY 41017-0416 
Contact:  Mark Schenthal 859-578-6383 or Sandy Guile 859-426-3656 Fax 859 578-8802 

 Company 

Company ________________________________________________________________________  

Authorized Representative ___________________________________________________________  

*ADVERTISING CONTACT__________________________________________________________ 

*Address _________________________________________________________________________  

*Direct Phone_____________________________*E-MAIL FOR CONTACT______________________ 

*City _________________________________________  *State ________  *Zip _______________  

Publication/ Web Site/ FLASH 

Circle One:     Business Journal    Legislative Agenda    Annual Dinner Program 

 Full-page  1/2-page          1/4-page        1/8-page  1/16 page          Insert            

Website:   Home page      Business Directory      Calendar page       Menu Bar       E-Flash                    

Length of contract:  Annual       6 months      Monthly        other: describe__________________              

Instructions ______________________________________________________________ _________ 

________________________________________________________________________________  

 Sponsor agrees to provide camera-ready artwork. Price does not include cost of ad design and 
production. 

Amount Received $_________  

Credit Card #________________________________________Exp. date_________________ 

Name on Card (must be complete)_________________________________________________ 

 Sold By 

Volunteer’s Name __________________________________________________________________ 

Team ________________________________________________  Date ______________________  

 Approved By 

Company Representative ____________________________________________________________  

*To ensure correspondence goes to the correct contact, these sections MUST be complete  
before Contract will be accepted. 
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Trade Proposal (Budget & Non-Budget Reduction) 

Northern Kentucky Chamber of Commerce 
300 Buttermilk Pike, Suite 330, P. O. Box 17416, Ft. Mitchell KY 41017-0416 
Contact: Janice Cushman, 859 578-6381  Fax 859 578-8802 

 Trade Out With 

Company ___________________________________________________________________________  

 Direct Budget Reduction Trade  Non-Budget Reduction Trade 

Authorized Representative ______________________________________________________________  

Address ____________________________________________________________________________  

____________________________________________________ Phone_________________________  

City ____________________________________________  State ________  Zip __________________  

 Chamber Will Provide 
 Membership $ ___________   Describe __________________________________   

 Sponsorship $ ___________   Describe __________________________________  

 Advertisement $ ___________   Describe __________________________________   

 Company Will Provide 
Describe the product or service __________________________________________________________  

___________________________________________________________________________________  

Begin Date _____________________  Expiration Date ____________  Value of Trade $__________  

Total Value of Trade $ _________________________    

Additional Information/Restrictions/Blackouts _______________________________________________  

___________________________________________________________________________________  

 Sold By 
Volunteer’s Name ____________________________________________________________________  

Team ________________________________________________  Date_________________________  

 Approved By 
Company Representative _______________________________________________________________  

 
NOTE: The appropriate Membership Application or Sponsorship Contract—completed fully—must be attached to 
this Trade Proposal for credit to be given in the campaign. 
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