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EAST RAND CHAMBER OF COMMERCE AND INDUSTRY AND 

MUNICIPAL TRADE BOARD OPERATIONS MANUAL
“A CHAMBER AND TRADE BOARD MANAGEMENT GUIDE”

Definitions as per Wikipedia
A Chamber of Commerce and Industry or Board of Trade is a form of business network, for example, a local organisation of businesses whose goal is to further the interests of companies. Business owners in towns, cities and districts form these local societies to advocate on behalf of the business community. Local businesses are members, and they elect a board of directors or executive council to set policy for the chamber or board. The board or committee then hires a President, CEO or Executive Director, plus staffing appropriate to the size, to run the organisation.
In this management guide;

The Chamber of commerce and industry is; The East Rand Chamber of Commerce and Industry (ERCOC)

The board of trade is; Municipal Boards of Trade to be established in each town on the East Rand
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FOREWORD
Like most other institutions in South Africa today, The East Rand Chamber of Commerce and Industry (ERCOC), as a chamber movemen,t has to adapt to a rapidly changing environment. There is change in the broader political and socio-economic environments, and organised business itself is undergoing fundamental change. There is an increasing need for business associations, including Chambers of commerce, to become more business and member oriented in their approach.

Under several focus areas, attention is given to improving skills, installing new technology, assessing member needs and developing capacity. This manual is issued as part of the ERCOC strategy to assist in building its own ability to meet the challenges of the new environment.

The purpose of the manual is to serve as a guide and a source of reference in the employment of a service provider (secretariat) such as Chamberlink and its services providing departments as well as a guide for Municipal Trade board managers. 
It is foreseen that many new developments, such as those taking place in the area of Black economic empowerment (BEE), Occupational Health and Safety (OHS) Electronic marketing and Arbitration facilities will necessitate the employment of expertise not generally found within the staff of a Chamber. Hence the employment of Chamberlink and all municipal trade boards to provide such knowledge for their own risk. 
The extreme concentration on the provision of services as well as the logistical problems of a membership base over a vast area such as the East Rand (Ekurhuleni) should never cause ERCOC to lose its identity as a chamber. Therefore each municipal area within the East Rand (Ekurhuleni) are serviced by a Trade board, complete with its own executive committee elected from within the immediate municipal borders as well as a trade board manager and Secretary. 
The integrated structure of ERCOC, Municipal Trade Boards and Chamberlink is sometimes difficult to separate and should be seen as one subdivided entity, fulfilling the roles of;

1. ERCOC 

Chamber
2. Trade Boards

Municipal Trade Boards
3. Chamberlink

Service provider

4. Litigation………...Litigating to correct the wrongs of government

Please note that the masculine gender has been used throughout the manual for practical purposes only and should not be construed as discriminating against the many women already or potentially active in the chamber.
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CHAPTER 1

THE CHAMBER OF COMMERCE MOVEMENT
1.
Historical Background

Chambers of commerce and industry and Trade boards exist in all towns of Western industrialised countries and many other parts of the world. Their long history, preceded by the rise of the Venetian maritime traders and the Hanseatic League, can be traced back to 1599 when the term "chamber of commerce" appeared for the first time in Marseilles, France. Following royal decrees in 1701 and 1702, Chambers were established throughout France and after the French Revolution, throughout Western Europe. The French example influenced some neighbouring countries during the Napoleonic era but was always adapted to national conditions.


Today Chambers of commerce and trade boards in the West differ widely in structure and functions. The significant difference springs from the application of either private law or public law to the establishment and operation of the Chambers. On most of the European continent, the public law system applies. In Britain, and other countries influenced by British tradition, as well as the Nordic countries, private law applies.

2.
The Public Law and Private Law Systems


Under the public law-system, Chambers are set up by the State on the basis of national legislation and membership is obligatory for all sectors of business. Chambers are therefore truly representative and need not concern themselves with membership recruitment to increase their income. These chambers are well funded and well staffed and are able to provide a wide range of services, including specific economic functions which otherwise would have had to be provided by the State. These chambers are, however, subject to supervision by the State and their annual accounts subject to State audit.


Chambers established under private law are non-profit organisations with voluntary membership. Income is derived largely from membership subscriptions, supplemented by non-dues income. A greater effort is therefore required in respect of membership recruitment and income generation. Lack of representativeness and resources is common problems.


The two types of Chambers differ in their priorities, which depend on the needs of their particular country or region and on the availability of funds and staff, but they do have a common purpose, namely to defend the interests of their members and the economy as a whole.

3.
The Economic Basis of the Chamber Movement

Western Europe's system of Chambers of commerce has developed under an economic order that is based on the initiative of the individual private entrepreneur and on his capacity for innovation and competition, which he exercises within a specific legislative framework. Under this order business, people are compelled to co-operate on issues of common interest.


Chambers of commerce represents the common interests of groups of business people. They therefore also represent, by implication, the interests of the national economy in general and differ in that respect from professional, trade and sectorial associations.


The objective of defending the common interest of all economic sectors precludes a chamber from taking up particular interests. It must consider from a conventional viewpoint all sectors and all sizes of business enterprises affected by regulatory measures. That is why chambers of commerce, whether of public or private law status, perform such an essential role in the modern State - they must reconcile divergent economic interests to the advantage of all. To reflect the representative nature of chambers the name "chamber of commerce" was widely changed to "chamber of commerce and industry" at the beginning of the twentieth century.


A chamber of commerce cannot fulfil its objectives unless it is independent of the State. It should not be an extension of government policy but must have the independence necessary to put forward the opinions and interests of the business community. The notion of autonomy implies that a chamber must be able to elect its own officers, appoint its own staff and be financially independent.

4.
The Chamber Movement on the East Rand (Ekurhuleni)

Chambers have as members a broad cross-section of the business community such as wholesalers, retailers, manufacturers, service providers and financial institutions. They address a wide range of local and regional issues of importance to their members and achieve their aims by representing members’ vis-à-vis governmental and other official bodies and by providing specialist services.


Individual chambers and their members become involved at national level through affiliation to an umbrella organisation. Three umbrella organisations represent specific sectors of the business community, namely the Small Business Initiative (SBI) and the South African Chamber of commerce and Industry (SACCI) and these umbrella organisations, also referred to as multi-sectoral organisations, co-operate in various ways in the interest of business as a whole. At local level, chambers or Trade Boards affiliated to the SBI also co-operate with chambers affiliated to SACCI

There are a large number of other types of business associations and employers’ organisations in South Africa, ranging from huge organisations like the Chamber of Mines and the Steel and Engineering Industries Federation of South Africa to smaller employer organisations focusing purely on collective bargaining and labour issues. These organisations are referred to as sectorial organisations. There are also numerous trade, manufacturing and professional associations and institutes in South Africa.


These other business associations and institutes are not part of the chamber movement as such, but it is a universal characteristic of the chamber movement that chambers co-operate and collaborate with these organisations in the interest of the wider business community.

5.
Establishment  a board of trade

A  board of trade is established in a town, city or Area for one or more of the following reason:-


To assess and evaluate the needs of the local business community, especially regarding the demand for services to small business at a reasonable cost, such as BBBEE consultation, Electronic Marketing, Website development and hosting and training courses.



to monitor development at local level. 



To mobilise business opinion on local and national issues.



to exert a positive influence on the environment in which business operates and help prospective members grow their businesses.



to Toomote and encourage the pursuit of a high standard of business ethics.



To disseminate information that is useful to the business fraternity.



To create opportunities for improving business skills. 



To extend business contacts locally, regionally and nationally, and to allow individual business-people to share in the provincial and national business decision-making processes.



to uphold the market economy and private enterprise system.



to be "the voice of business" - a binding force combining the skills and influences of men and women engaged in business in one form or another.


In practice, there would have to be a person or a core group of people who will take the lead in actually establishing a chamber or a board of trade.  Sometimes there is already some or other business association in place that decides to convert into a full-blown chamber of commerce. It is not the core objective of an umbrella organisation, such as the SBI’s policy to actively establish chambers - a chamber or a board of trade must be born out of a local need and driven by people who know the circumstances and the environment intimately.  However, the Umbrella organisation’s assistance can be called upon for the provision of guidance and information.


The vital ingredients of a successful chamber are members and services, and following from these, finances.  The founders of a chamber should be convinced that a sufficient number of members could be recruited to form a viable chamber, that adequate services can be provided to retain these members, and that enough finances can be raised through membership subscriptions, to enable the chamber to meet its legal and administrative obligations. The Employment of a secretariat, as well as a service provider who will full fill these duties, go a long way to solve these problems. One such service provider is Chamberlink who provides all the required functions for its profit and loss. ERCOC owes its very existence to Chamberlink who made it possible to grow from 29 members in 2004 to 560 members in 2019.

Due to the logistical difficulties of membership networking within ERCOC and because such networking is crucial, it was decided to establish a Municipal Board of trade in every municipality within the Ekurhuleni Metro council.

It was decided that a Trade board manager is appointed and enumerated by Chamberlink.  Such a manager will perform the following duties.

· Announce the formation of the Board of trade to the local media, local government, the wider business community and other business organisations.

· To call a  Board of trade formation meeting with existing meeting and elect an Executive Committee as well as appoint the  Board of trade manager to attend ERCOC meetings 

· To fix an early date for the first networking event such as golf-days, annual prestige events and other informative evenings as might be required
· It would be essential for the Board of trade manager to compile a business plan capturing the tasks above and charting its way forward.


CHAPTER 2


THE EAST RAND CHAMBER OF COMMERCE AND INDUSTRY
ERCOC

1.
Role and functions

The East Rand Chamber of Commerce and Industry (ERCOC) is the largest SBI Affiliated Chamber and came into being in January 2004 with the merging of the Alberton chamber of Commerce and Industry and the Germiston Chamber of commerce and Industries.  All the Alberton Chamber members did not accept this merger, and the East Rand Chamber of Commerce and Industry (ERCOC) emerged. ERCOC is registered in terms of the Companies Act as an association, not for gain.


The underlying mission of ERCOC is to be "the voice of business" to create an environment in which the East Rand economy and its people can flourish and provide a high level of valuable services to its constituent members.


In terms of its guiding principles, ERCOC strives to be recognised as the market leader among organised business in South Africa. Its primary goal is to maximise the role of the private sector firstly by optimising the representational function of the chamber movement and secondly by providing business support and services through its service provider Chamberlink


On the East Rand, ERCOC is the sole SBI Affiliated Chamber who is certified to issue certificates of origin as well as Certificates of Authenticity. This system is an international customs facilitation certificates required by exporters from South Africa

As will be seen later from the range of social networks operating within Gauteng and South Africa, ERCOC represents the interests of its members on a vast variety of issues and provide information and expertise on some essential national and international subjects (see box below). Authors of these manuals and charters are specialists in their respective fields and are drawn from the ranks of members across the country and Chamberlink staff.



Government consults the SBI frequently on issues that affect business, including proposed legislation. Meetings with Cabinet are held, and interviews with officials take place regularly. ERCOC in its affiliation with the SBI as a member of Business Unity South Africa (BUSA), BUSA, in turn, is a member of the International Organisation of Employers and represents South African employers in the International Labour Organisation. BUSA is the official business representative organisations. 

2.
Membership

ERCOC membership is based on monthly contributions and unlike other business forums, should a member not pay its monthly membership fee, be it willfully or by default, the membership is ended immediately, and the name of the member company is removed from the membership list. Therefor quoted membership amounts are current to last month’s paid debit order list.

In its representational role and the provision of various services, ERCOC has to accommodate the needs of its Board of trade. They are therefore represented in all the decision-making structures of ERCOC. It is this widely spread and diverse membership base, which enables ERCOC to represent the business community in its widest sense and not only certain sections thereof.

3.
Management

Chamberlink as the service provider of ERCOC has a permanent staff of about 27, headed by the Chief Executive Officer.  They are responsible for running the day-to-day affairs of ERCOC and are divided into some departments: BEE consultancy, labour consultation, Website development and hosting, membership sales and marketing as well as administration and Commercial Arbitration. 

Management of ERCOC is vested in the ERCOC Council, which may delegate specific functions to the office-bearers.  The Council must meet not less than four times per year.  The office-bearers usually meet once per month.


The Council consists of 16 members and is representative of all Board of trades, with Board of trade constituting the majority of members, as follows:



President

1



Vice President

1



Past president

1



Treasurer

1



Chief Executive Officer

1



Alberton  Board of trade 

1


Boksburg  Board of trade

1



Germiston  Board of trade

1


Edenvale  Board of trade

1



Kempton park  Board of trade

1



Springs  Board of trade

1



Benoni  Board of trade

1



Brakpan  Board of trade

1



Bedfordview  Board of trade

1


Nigel  Board of trade

1


Vaal  Board of trade

1



TOTAL

16

The following office bearers are elected from among the wider ERCOC membership namely the president, past president and the vice president and the rest usually come from the ranks of the Board of trade and direct members.  It is customary for a vice-president to become president.  The president holds the position for a year and then becomes past-president for another year.  The treasurer is from the ranks of the service provider Chamberlink as well as the CEO, and Chamberlink remunerates both.
4.
Convention and Council

The highest decision-making body of ERCOC is the annual Convention which is usually held during October of each year, rotating between the main centres. Mayors and senior municipal officials attend the Convention and participate in the debates.


Decisions, which have been taken at Board of trade congresses, if of local importance, may be considered at the annual Convention for a final decision on action to be taken.  Main policy decisions are usually made in the form of motions, which have to be proposed and seconded and, if necessary, voted upon.  The matter is then followed up in various ways, such as through personal visits to the mayors concerned or a submission to the relevant authorities.


 Boards of trade are encouraged to send as many members as possible to attend conventions as this gives them an opportunity of observing how ERCOC operates and how decision-making takes place. A chance to network with other business delegates is provided, and a panel of high profile local and national speakers participate in the programme.


While motions and other proceedings of a more public nature are dealt with in what is known as the "open" session of the Convention, there is also a so-called "domestic" session where internal matters are discussed.  The office-bearers for the following year also assume office at the Convention.


A registration fee is payable to ERCOC in respect of each delegate who attends the Convention.  The amount is such as to enable all members to participate without imposing too much of a financial burden.


The ERCOC Council is constituted in the same way as the Convention and meets between Conventions (usually mid-year) to review progress and decide on policy where required.  This usually is not such a big event as Convention, and no registration fee is payable.

5.
Voting Rights of  Board of trade

The voting rights of the Board of trade are set out in ERCOC's Constitution and various Rules framed thereunder.


5.1
The Annual Convention


 Boards of trade are collectively entitled to exercise a maximum of 100 votes at meetings of the annual Convention and are at all times guaranteed a minimum of 75% of all the votes that may be cast.  




Copies of a schedule of Board of trade' voting rights are made available at the Convention.


5.2
 Board of trade Congresses and ERCOC Council Elections


 Board of trade allocated to Municipal boundaries and geographic regions will elect chamber representatives who serve on the ERCOC Council.  



5.2.1
Election of ERCOC Council Members



 Board of trade in the respective municipal areas are collectively entitled to nominate or elect a total of 16 representatives to serve on the ERCOC Council.




One Council member per Board of trade may be nominated or elected so that each region shall be entitled to one Council representative.





All nominated or elected Council members assume office after the annual Convention following their nomination or election, and, in the interests of continuity, serve for a two-year term, half of such members retiring each year but being eligible for a further two-year term.

6.
The ERCOC Committee System

6.1
Introduction


A crucial element in the operations of ERCOC, particularly in its lobbying and representational role, is its extensive committee system. The committee system also reflects the diversity of interests of ERCOC members.



The following standing committees, with a brief description of each, are presently in operation:-



(i)
International Trade



The East Rand’s entry, under the SBI’s banner into the global market has to be achieved within a framework of adherence to the rules and regulations of world trade, i.e. those stipulated by the World Trade Organisation (WTO) and the Customs Cooperation Council (CCC). The implications for South African companies are that they are being exposed to global competition while at the same time having to contend with expedient reduction of tariff protection. The Board of Trade and Customs Affairs Committee presently deals with a wide range of issues that affects the local, manufacturing industry. In this respect, the Committee has to form a good working relationship with the Department of Trade and Industry, the Department of Finance, the Board on Tariffs and Trade and South African Revenue Service. East Rand companies, trading in the global market have not only succeeded in increasing exports to their traditional markets but have also managed to develop trade in previously non-traditional markets. The International Trade Committee under the SBI banner is actively involved in promoting and influencing the debate on the improvement of the export incentive dispensation available to exporters and in striving for improved market access for South African manufacturers. It is envisaged that the Committee will be actively involved in deliberations surrounding the formalisation of Industrial Development Zones (IDZs) that are intended as designated manufacturing areas with a definite export focus.



(ii)
Distribution and Marketing Committee




The Distribution and Marketing Committee addresses a range of issues affecting manufacturing, distribution and retailing. Much of the Committee's work focuses on legislative issues, national and provincial, that affect the conduct of business such as liquor licensing, labelling, consumer protection, advertising coupons and related competitions, street trading, credit, etc. Through the auspices of the Committee, ERCOC’s annual Christmas Sales Forecast is conducted. 



(iii)
Economic Affairs Committee



The Economic Affairs Committee addresses macro-economic policy issues. Specific policy issues are also dealt with and invariably arise as a result of legislative enactments or government proposals on economic policy, for example, the GEAR and particular aspects of its implementation such as the abolition of exchange control, privatisation, competition, black economic empowerment, corporate governance and restructuring of the Public Sector.



(iv)
Industrial Affairs Committee



The Industrial Affairs Committee serves as a conduit for information and reaction to the Department of Trade and Industry's policies. These issues include the Sector-based Cluster studies, Spatial Development Initiatives (SDI's), Industrial Development Zones (IDZ's), as well as some supply-side measures aimed at making South African industrialists more competitive.




Also, the Committee is concerned with macro-economic issues which impact on manufacturing and industrial activities, as well as micro issues such as productivity in the workplace.

(vi) Information Technology Working Group

The IT Working Group deals with numerous issues impacting on the manner in which companies deal with electronic communications, social networks and transactions, the way in which e-mail is received, sent, stored and retrieved, black empowerment and skills development within the IT industry, the Acts governing the use of IT and the development and management of electronic databases. The IT working group interfaces with some IT associations, service providers and telecommunications organisations.


(vii)
Labour Affairs and Social Policy Committee




This Committee deals with all issues related to the labour market and the world of work. It covers labour legislation, industrial relations, conditions of service, international labour standards, education and training, affirmative action, housing, healthcare, AIDS, immigration, public holidays, etc., in fact, all issues that impact on the relationship between employers and employees.


(viii)
Legislation Committee



The prime functions of the Legislation Committee are to:




(a)
monitor, and formulate comments and submissions on draft legislation directly or indirectly affecting business, to:





*
Parliamentary Portfolio and Select Committees;





*
Government Departments, and





*
The South African Law Commission;




(b)
provide, when required, legal expertise to other ERCOC Standing Committees;  and




(c)
maintain ongoing contact and liaison with professional bodies such as the Association of Law Societies and the Council of South African Bankers on legal and related matters affecting business.




(d)
To achieve and create a Constitutional correct free market environment while creating a prosperous and favourable business atmosphere.



(e)
To litigate and to correct the wrongs of the government such as:-
· Determining a cut of date for BEE

· Determining a cut of date for Affirmative Action

· Opposing asset expropriation without compensation.

· Establishing a fixed cost of R30,000.00 to oppose land-grabbing. 



(ix)

Security Committee



The prime functions of the Security Committee are:




(a)
to be proactive as a national forum for the exchange of information on corruption prevention;




(b)
to assist in creating and maintaining a secure climate on the East Rand so that regular business activity can take place;




(c)
to monitor security legislation that may affect business interests;  and




(d)
to serve as the coordinating agent of the Business Watch system countrywide.



(x)
Small Business Committee




The Small Business Committee has significant participation from the Board of trade throughout the region. The Committee deals with issues which impact on the activities and promotion of small business - ranging from access to finance to the legal and regulatory environment.



(xi)
Taxation Committee



The Taxation Committee concerns itself with the dynamic tax and regulatory environment; the annual budget; the restructuring of the South African Revenue Service and variously proposed ad hoc levies. The Committee has active participation from a broad spectrum of members and can be described as a proactive committee.



(xii)
Transport Committee



The Transport Committee concerns itself with the entire logistics chain - domestic, regional and international for the movement of goods - covering all modes - rail, road, air and sea, containerisation, port operations, intermodal competition and infrastructure. The objective of the Committee is to make it possible for goods to be moved as efficiently and cost-effectively as possible and for people to be able to travel with minimum inconvenience.



(xiii)
Travel and Tourism Committee



The Travel and Tourism Committee considers and makes recommendations on issues which facilitate and promote the growth of tourism in South Africa such as infrastructural requirements including transport, specifically aviation and taxis, allowances for tourism, visas and foreign exchange.




Members of the Travel and Tourism Committee are drawn from traditional tourism linked organisations and others such as banks, which are essential service providers, but not solely tourist orientated.



ERCOC professional staff members, also known as portfolio managers, act as secretaries for these committees.  They work in close collaboration with the chairmen of committees to set agendas and to determine the work programme of the committees.


6.2
 Board of trade and the ERCOC committees



Every Board of trade will have a representative on each of these standing committees, either as an active attending member or as a corresponding member.  This representative can then be tasked to provide the link between the ERCOC committee and the Board of trade, or at least those Boards of trade members who have an interest in the subject matter.



In practice, this is not always possible, particularly in a smaller Board of trade, and in these cases, the Board of trade should identify those issues of most significant concern to its members, and ensure representation on those committees.



 Board of trade should note the facility of corresponding members - it is not a requirement that committee members attend meetings.  If a chamber has a keen interest in a particular topic, it is also possible to arrange for a telephonic, or Skype link-up during a committee meeting.


6.3.
The role of ERCOC Committees


The committee system provides the mechanism for ERCOC to obtain the input of members to adequately represent their interests in the various national decision-making bodies, to enable the East Rand to be heard.



The following more specific roles of committees can be identified:



(i)
Expert role



It is not possible for the small full-time staff of ERCOC to be experts in all the functions falling within its broad scope of interest. The best experts in many fields are employees of Chamberlink, and its services divisions and their expertise is available to ERCOC and Municipal Boards of trade and the other membership 



(ii)
Information processing role



A committee constitutes a forum of interested and expert people who receive information from various sources. The data thus received needs to be interpreted, considered and acted upon where required. Another role of committees as information processors is the facility to gather and distribute information on a targeted basis. This is an essential facility given the need to improve the effectiveness of two-way communication within the chamber movement.



(iii)
Educational role



Through participation in selected committees and by receiving processed and sifted information, members are made aware of important issues and are provided with an opportunity to gain insight into matters of a complex nature.  Board of trade and member companies benefit in that they can expose selected staff members to the broader business environment.



(iv)
Networking role



Committees provide an opportunity for members to make personal contact with other members and to share experiences and knowledge.



(v)
Member participation



The committee system provides an opportunity for members to participate directly in matters that affect them, either personally or by correspondence via the internet. 


(vi)
Planning and control mechanism



Committees are part of the system of checks and balances within ERCOC. They provide members and the  Board of trade movement as a whole with the facility to give direction to the ERCOC secretariat chamberlink and to monitor ERCOC's activities,


(vii)
Mandating and caucus structure



Committees are essential mandating structures for ERCOC, whether acting as a "sounding board" on members' views for the secretariat or obtaining a formal mandate for purposes of making submissions, etc. Representatives on the numerous outside bodies on which ERCOC is represented similarly need a specific forum or "caucus" within ERCOC to enable them to fulfil their representational role properly.



(viii)
Communication



The committee system is an essential component of ERCOC's communications infrastructure. Committees provide the mechanism for targeted communication with groupings of members or with people within member organisations who are interested in and can contribute to the broader mission of ERCOC. 



From the above, it is clear that the committee system provides many benefits for both members and the ERCOC secretariat. It would, in fact, not be possible for ERCOC to operate without an effective and efficient system of "committees".


6.4
Categories and Method of Operation of Committees


The different categories of "committees" in ERCOC and their method of operation can be summarised as follows:-



(i)
Standing Committees




In terms of the ERCOC constitution, standing committees are established and disbanded on the authority of the ERCOC Council. The Council appoints the chairmen and vice-chairmen of standing committees for two years, subject to re-appointment in certain circumstances.




Standing committees meet regularly (electronically or in person) throughout the year to continually monitor a certain policy environment. Membership of these committees is usually generalist (e.g. not all members of the Economic Affairs committee need be economists). Standing committees have a comprehensive and representative membership, enabling such committees to formulate formal ERCOC policy, subject to approval by the ERCOC Council where necessary.




Typically, standing committees have a core of members who physically attend meetings as well as a relatively large number of corresponding members from all membership categories across the country to facilitate mandating and communication.



(ii)
Working groups



Working groups only meet when required to address particular and specialised areas within a broader policy area. Consequently, membership of working groups is generally confined to specialists or professionals. Working groups usually are not able to authorise ERCOC policy as they fall under the tutelage of a policy formulating standing committee within the discipline concerned.




Given the nature of working groups, there is no need for corresponding members. Working groups have a core number of permanent specialist members. Members of a working group constitute a resource for the secretariat to draw on when highly specialised input is required. Working groups can also serve as a caucus for representatives on specialist outside bodies.



(iii)
Task teams



Task teams operate only under the direction and control of a standing committee or, if necessary, at the instigation of the ERCOC secretariat after proper consultation. The purpose of task teams is to undertake and complete a particular task within a broader policy area where after they would disband. By their very nature, task teams comprise specialist members and meet strictly as required to fulfil their task.




Multi-disciplinary task teams, comprising specialists from various standing committees or working groups, are formed to address more complex policy issues. Under all circumstances, policies, guidelines, etc. compiled by task teams are subject to approval by representative standing committees or the ERCOC Council, in the absence of a standing committee.

7.
Communication

The objectives of communication in ERCOC are firstly, to inform members of important events and issues, secondly to educate members on complex issues with which they may not be familiar and thirdly to promote two-way communication between ERCOC and its members.  These objectives are achieved through some formal and informal communication mechanisms.


(i)
Publications


"The Chamber Bulletin" is an electronic, internally produced commercial publication containing articles of a more general nature and in a broader range of topics of both business and public interest. This popular monthly publication contains an ERCOC view on relevant and topical issues. 



ERCOC’s Newsletter is also published monthly and circulated to the membership database. It reports on field activities, policy matters and other internal processes that took place during the month.



The ERCOC secretariat in cooperation with the SBI issues a wide range of information circulars, submissions, reports, news flashes, memorandums and notices on the specialised topics addressed by ERCOC and the SBI on behalf of members.  These documents are usually circulated to all members, in the different  Board of trade, who can decide how to use the information received.  More targeted distribution of data from ERCOC takes place through the committee system where communication is directed only at committee members.  Board of trade also receive copies of all relevant documentation about the ERCOC annual Convention and mid-year Council meetings.



The ERCOC publication "Who's who in ERCOC" gives details of the ERCOC staff and their area of responsibility - a detailed alphabetical listing of all issues being addressed by ERCOC and who deals with them, is given.  An Electronic booklet containing details of all  Board of trade, national associations and members of the ERCOC Council is also available.



The ERCOC annual report is usually published during October each year and provides a broad overview of activities over the past year.


(ii)
Electronic communication


ERCOC is using the Internet as part of its communication system with members. The ERCOC Internet Web-page (www.chamberofcommerce.org.za) is updated regularly to reflect ERCOC’s opinion on issues formulated by its executive staff and standing committees. Newsflashes sent to all members on the newsflash list are displayed on the site for a limited time. The "Who’s who" list gives the direct telephone numbers and other contact details for every member of the ERCOC staff as well as that of the office-bearers.



The e-mail transmission is rapidly replacing faxing, since it is not reliant on the availability of a telephone line to the recipient, and it can be simultaneously sent to multiple destinations.  It can also be downloaded and perused at the recipient's convenience.




ERCOC will provide full phone support and advice to the Board of trade and members on Internet matters and will visit the Board of trade when requested to attend to technical problems. 


(iii)
Personal contact



Apart from the more formal methods of communication, Board of trade and members generally can contact the ERCOC staff by telephone, skype or e-mail, to discuss problems or obtain advice directly.  Liaison Executives on the ERCOC staff visit Board of trade regularly to give information about issues ERCOC is busy with at any point in time, and to find out what problem Board of trade may be experiencing. 



An ERCOC forum dedicated to the needs of Board of trade officials (as opposed to office-bearers and members) is the so-called “Board of trade Managers’ Meetings".  These meetings are held about four times a year and are designed to bring the full-time staff of ERCOC and Board of trade together to discuss matters of mutual concern.


(iv)
Social Media relations


ERCOC maintains good relations with all social media Platforms and is regularly called upon to comment on matters of area importance in the press and on radio and television. Media releases are issued regularly to reflect the views of the business community in an endeavour to influence public opinion and decision makers. Supplements on ERCOC also appear regularly in important East Rand newspapers.


- - - - - - oOo - - - - - - 


CHAPTER 3


 BOARD OF TRADE ORGANISATION AND STRUCTURE
The organisation and structure of a Board of trade are set out in detail in its constitution. It usually comprises an executive, some elected office-bearers, a Board of trade manager, secretary and other committees

1.
The  Board of Trade Executive Committee


1.1
Composition


The general members of a Board of trade should elect a president, at least one vice-president, a secretary/treasurer and additional members, to form an Executive Committee that will be responsible for managing the affairs of the Board of trade.



The size of a particular Board of trade will largely determine the size of the Executive Committee. The elemental composition will be defined in the management manual of the Board of trade that would have been adopted at the formation of the Board of trade.



A well-organised Executive Committee will have a vice-president (possibly a senior or first vice) to gain experience for at least one year of service, and then to serve as president for a year, followed by a year as an active immediate past-president.  After that he will continue possibly on a more selective basis in an ex officio capacity on the Executive Committee, with probably greater involvement in the Board of Trade activities. Presidents can be re-elected for further terms of office but for a Board of trade to remain active. It is not advisable for a president to serve for more than two years.


1.2
Duties and Meetings of the Executive Committee



The duties and powers of the Executive Committee are as laid down in the Board of trade management manual.  In handling the affairs of the Board of trade, the Executive Committee should meet formally at least once a month but to expedite the day-to-day functions of the Board of trade, it may be advisable for the officers of the Executive Committee (president, vice-presidents, secretary and treasurer) to meet informally at the discretion of the president.  In addition, a short meeting of the officers prior to a full Executive Committee meeting, to consider the agenda and attend to policy matters, can usually benefit the meeting.



The Executive Committee plays a pivotal role in the affairs of a Board of trade and success or failure is often a function of the leadership role played by the Executive Committee.  Apart from its legal duties, the Executive Committee can play an important role in involving members and in recruiting new members.


1.3
Involving members


The success and progress of any Board of trade are primarily dependent on the degree of involvement and participation of its members.  The Executive Committee, and in particular the CEO, must endeavour at all times to involve the maximum number of members and not do everything themselves.



Individuals will not readily come forward and offer their services, but such persons will seldom refuse to become involved if tactfully approached by the president or other members of the Executive Committee. The biggest reason why people don't volunteer is that no one asked them to.



In accordance with the needs of the Board of trade, the Executive Committee can establish committees or task forces to handle specific essential aspects of Board of trade activities, thereby providing a further opportunity for membership involvement.


1.4
Communications



It is the responsibility of the Executive Committee to give constant attention to ways and means of local networking with members, of creating a common interest in the  Board of trade and of offering members the opportunity of greater involvement through awareness.



Representation on outside bodies by Board of trade members who have particular expertise, involvement and interest with report-back to the Executive Committee provides another useful form of improving communications and involving all members.



A substantial amount of up-to-date and valuable information flows regularly from ERCOC in written and electronic format. Many Board of trade may not have the staff to read, analyse and disseminate this information.  It is suggested that the business interests, expertise, knowledge, training and involvement of each Board of trade member be obtained and recorded on a database and that ERCOC circulars and reports be distributed among a selection of members by their interest.  They can then study the information, report to the Executive Committee where necessary and, most importantly submit their views to ERCOC for consideration. This procedure will involve the Board of trade members in that which affects them and will result in a more active Board of trade.

2.
Duties and Responsibilities of Office-Bearers

Apart from the general duties of the Executive Committee as outlined above, office-bearers as such have particular responsibilities.  These are usually described in the Board of trade's management manual.


2.1
 Board of trade President


The president is accountable to the Board of Trade Executive Committee and is responsible for the welfare of the Board of trade. He should ensure that the Board of trade at all times acts in a responsible manner and by its management manual and that the Board of trade remains a viable association.



More specifically the president should:



(i)
Act as chairman at all  Board of trade functions and meetings, which are not explicitly having an appointed chairman;



(ii)
At meetings, act as an active chairman to give all those present a fair hearing and be impartial in the deliberations.  He should explain, clarify, elaborate and summarise while endeavouring to avoid direct involvement on sensitive issues, but should participate in any voting that may be called for;



(iii)
He should not allow forceful members of the Executive Committee, or any other committee, to dominate or "hog" the meeting;



(iv)
Unless extraordinary circumstances apply, he shall, where necessary, use his casting vote;



(v)
He should be fully prepared for each meeting by being aware of the contents of the agenda, of the contents of previous minutes, and the relationship between the minutes and the agenda.   He should not permit discussion of matters arising from the minutes in cases where these are covered by items appearing on the agenda;



(vi)
He should act as the mouthpiece of the  Board of trade in all matters of communication with the media and outside authorities. He should wherever possible, obtain information and views that will prepare him for constructive and factual comment should he be approached for a statement.



(vii)
He should delegate authority and duties to his vice-presidents and members of the Executive Committee to retain interest, commitment, involvement and continuity;



(viii)
He should encourage participation in Board of trade affairs and activities by the maximum number of Board of trade members and office-bearers;



(ix)
As far as possible, he should gain knowledge and experience of the  Board of trade movement and ERCOC activities and functions in order to do justice to their aims and objectives and to promote the work of the movement as a whole.

 
2.2
 Board of trade Vice-President


The vice-president shall act for the president during the latter's absence. It is therefore incumbent upon him to be fully conversant with the duties and responsibilities of the president. 


2.3
 Board of trade Treasurer


The treasurer is responsible for the management of the Board of trade's finances and the control of the  Board of trade's assets.  He is accountable to the Executive Committee.



More specifically, the treasurer should:-



(i)
Prepare and submit an annual budget;



(ii)
Recommend the members' subscription rates annually based on the budget;



(iii)
Recommend corrective action in respect of unfavourable variances against budget;



(iv)
Authorise payments of accounts against purchases that were previously authorised by the Executive Committee;



(v)
Periodically give attention to Board of trade investments and recommend new investments where advisable;


2.4
Executive Committee Members


The members of the Executive Committee are elected to represent the general membership of the Board of trade.



An Executive Committee member should:



(i)
Attend as many Executive Committee meetings as possible;



(ii)
Prepare for such meetings by referring to the minutes of the previous meeting and studying the agenda for the forthcoming session.  This will enable him to make meaningful contributions to the deliberations at the meeting;



(iii)
Assist the president through enthusiastic contributions at meetings, in the expression of views and new ideas and in submitting suggestions and matters for future consideration;



(iv)
Make a special effort to find out how the  Board of trade movement operates, what it achieves, what it offers, and then contribute towards its further development and promotion;



(v)
Keep in contact with as many of the Board of trade members as possible and encourage them to become more active and involved in the Board of trade affairs;



(vi)
Share the advantages and benefits that he will gain through active participation in Board of trade affairs. He should consciously use what he gains personally to the benefit of his Board of trade and its members, his business and his community;



(vii)
There is a special duty on members of the Executive Committee to represent the Board of trade on public forums and not to rely on the Board of trade staff for this function.


2.5
Immediate Past President


The management manual of a particular Board of trade may determine and define the role of the immediate past president.  He may automatically or voluntarily or by appointment serve on the Executive Committee.  



His previous experience and knowledge of the Board of trade affairs will be invaluable to the new Executive Committee and his Board of trade, and he should endeavour to support both to the best of his ability.



In general, an immediate past president should:



(i)
Offer his services wherever he believes he can be of assistance within his  Board of trade and the  Board of trade movement;



(ii)
Guide the deliberations at meetings but be careful not to interfere with the duties and responsibilities of the incoming office bearers;



(iii)
Decide on his specific objective in the Board of trade movement to maintain his interest and involvement. Greater involvement in standing committees, in ERCOC affairs or Board of trade representations, may provide the answer to this possible problem;



(iv)
Decide whether short-term or long-term involvement is what he desires and adjust his activities accordingly. The simpler solution is often to decide on continued business as an ordinary Executive Committee member with the object of either seeking re-election at a future date or awaiting developments concerning involvement in a slightly different sphere of activity.

3.
Duties and Responsibilities of the Secretary

The following are some of the essential responsibilities of a Board of trade secretary:


(i)
The secretary is the vital point of contact for members, local authorities, the general public and members of the press.  He is the source of information for members. 


(ii)
If there is a Board of trade office, members should be encouraged to call in, to study the documents, news sheets, catalogues and circulars that are received by the Board of trade.


(iii)
Deal promptly with incoming mail, sorting that which requires action from that which is informative. The secretary should make sure that the most competent person in the Board of trade organisation deals with the former.  Pass the informative correspondence to those members who may be interested in the subject matters.


(iv)
 Board of trade members wants to know what is happening.  Keep them informed.  Use circulars, newsletters, copies of news sheets, copies of specific information sheets and if necessary, contact members by telephone.


(v)
Ensure that meetings are held by the management manual requirements, in respect of chairmanship, attendance and quorum.


(vi)
Try to make contact with secretaries of neighbouring and other Boards of trade to compare notes and to find out how they operate.  The ERCOC Chamber Managers' meetings provide an excellent opportunity to compare notes with others.


(vii)
The secretary is responsible for most, if not all, of the Board of trade functions and meetings.  Plan these carefully and systematically and make notes of what has to be done and by whom.


(viii)
Meetings can be spoilt by chairmen's neglect of minutes and agendas.  Should the chairman fall into this category, help him to improve by providing a specially prepared chairman's agenda (also known as "chairman's notes").  This will take him through the procedures step by step, and result in an orderly and productive meeting.


(ix)
Make and retain contact with the local press.  Keep them informed of Board of trade activities and invite them to attend the Board of trade functions.  They will welcome such contact and provide the Board of trade with valuable publicity.


(x)
Where information can be obtained from new businesses that have been established, the secretary should send such businesses a letter of welcome and invite them to join the Board of trade.  


(xi)
It is the responsibility of Board of trade secretaries to ensure that ERCOC is notified every month of any additions, deletions and changes of address, Executive Committee and office bearers.


The administrative management of a Board of trade is dealt with in more detail in Chapter 4.

4.
Committees, Working Groups and Task Groups

The  Board of Trade Executive Committee as "governing body" of each  Board of trade can decide what additional committees, working groups or task groups are required to handle more effectively the total business of the  Board of trade (see the chapter on ERCOC for a discussion of the differences between committees, working groups and task groups).


When they operate well, committees accurately sense the environment, process information and provide valuable guidance to the Board of trade. Each Board of trade will have to decide for itself in which areas or on which topics it needs to establish committees. Each committee finally found must, however, have a clear mission, facilitate the activities of the Board of trade and be aligned with the Board of trade's goals and objectives.  Board of trade committees are ideal places for members of diverse interests to consolidate and unify their thinking as they work together.


Critical to the success of every committee is a useful chair. Appointments to that position should take into account the purpose of the committee, the incumbent's required expertise and the diversity of the Board of trade's membership. Chairpersons of committees should have excellent communications skills, be open-minded and willing to listen and lead without dominating. Useful chairs facilitate rather than drive committees to complete their work.


Where sufficient support and interest exists, committees can be formed to coincide with specific portfolios of ERCOC standing committees.  Relevant correspondence from ERCOC can be directed to these committee chairmen who could, in turn, serve on and report to the  Board of Trade Executive Committee.  They could become corresponding and if possible active members of the ERCOC standing committees.


Any  Board of trade member is eligible to serve on an ERCOC standing committee as either a participating member or as a corresponding member.  The latter usually applies where distance makes it difficult for the member to attend meetings. It is common practice for  Board of trade to nominate members to serve on ERCOC committees officially.


It is not the intention that standing committee members should become such for their benefit only, but that they should become involved on behalf of their respective  Board of trade and their businesses.


Apart from the usual duties and responsibilities of any committee member, an ERCOC standing committee member should:


(i)
Keep his home  Board of trade Executive Committee fully advised of the activities of the standing committee;


(ii)
Endeavour to stimulate the interest of other  Board of trade members of similar interest and involvement to the degree where a committee can be established within the  Board of trade to deal with the portfolio of the particular ERCOC standing committee;


(iii)
Obtain the views and opinions of his Board of trade and its members on any matter of importance that is being dealt with by the ERCOC standing committee;


(iv)
Use the consensus of his Board of trade on any specific matter in his representations to the standing committee;


(v)
Regularly report back to his Board of trade and their interested members on decisions and developments concerning specific items that were considered;


(vi)
Make himself thoroughly familiar with the activities of the standing committee on which he serves and contributes to their deliberations either through direct attendance or through correspondence;


(vii)
Plan continuity of representation by his Board of trade on the specific standing committee.


- - - - - - oOo - - - - - - 


CHAPTER 5

COMMUNICATION
1.
Introduction

For a  Board of trade to be effective it must be known - not only to the authorities and officials it has to deal with but also to its members, potential members, the media, the local community and the public at large. Members derive benefits from the Board of trade communications efforts while impetus is at the same time given to the Board of trade activities.


The essence of communication is the conveying of information to inform, remind or influence. It is, however, a vast field indeed and the tools of communication often overlap with other aspects of Boards of trade services and membership marketing.

	PRIVATE 

Some conventional communication / Marketing  tools
ADVERTISING
PROMOTION        
PUBLICITY
 Internet Videos
 Shows and exhibitions
 Press releases

 Podcasts                                     Webinars                                    live Seminars
 Email projects                          
 Breakfast events                         Electronic bulletin


 Conventions
                           Annual reports                           
 Magazines

  Board of trade ties, 


 SMS Marketing
   calendars, etc.


 Social media marketing
 Award presentations

 Digital Marketing 
 Personal selling 
  Landing pages

 Member visits




 Telephone sales



	

	


It is not difficult to measure the success of internet marketing and communications programmes, although some aspects have to be addressed before embarking on any such programme Analytical software such as Google analytics will provide an accurate report of statistics. 
2.
Developing an effective communications programme

Irrespective of whether an advertising campaign or an information programme is embarked upon, or whether a new project is going to be launched, a few important, necessary steps have to be followed. The measure of detail of each stage will depend on the complexity of the planned programme or activity.


The first step is to identify the target audience or audiences. They may be individuals, groups or the general public and in the Board of trade, the context could be, for instance, potential members, members, the local community or the local authority. The target audience will influence the  Board of trade's decisions on what is to be said, how it is to be told when it is to be said, where it is to be published and who is to say it. Before setting objectives, it is essential to know as much as possible about the audience's needs, attitudes, preferences and other characteristics.


The second step is to determine the communications objective. There are a number of goals a Board of trade may wish to pursue such as creating more awareness of the Board of trade, selling membership, informing or educating members, promoting a new service, inviting the public to attend a special function or wishing to inform the public or the authorities of the Board of Trade's position on some important policy matter.

The third step is to design the message. This will be dependent on the audience and the desired response from the audience. Circumstances will determine what to say, how to say it and who should say it. This step amounts to formulating some a benefit or reason why the audience should think or do something. For instance, a company should be convinced that  Board of trade membership will benefit its business, a member should feel it necessary to read the  Board of trade's newsletter because it will provide him with useful information, the newspaper should publish the  Board of trade's press releases because they contain important news for the local population, etc.


The fourth step involves selecting a communication channel, i.e. one of the communication tools already identified. An important consideration in selecting an appropriate mechanism is whether the communication should be one-way, without personal contact or feedback, or two-way where personal interaction and feedback will take place. This will be very much dependent on the audience, the communications objective, the desired response from the recipient and the financial means available.


A final aspect of developing an effective communications programme is the availability of finance. The cost of any means of communication must be financially supportable and worthwhile in terms of its objectives. The Board of trade's resources and budget are important considerations in this regard. Resources refer not only to financial resources but also to the expertise available, either from a full-time information officer, outside knowledge or the effort that members themselves are willing to contribute. The budget should be used both to monitor expenditure and to re-allocate 


Resources in the light of costs and results. Results do not necessarily mean a pile of favourable press clippings but rather the actions of the audience taken as part of the objectives of the communications programme.


It is not possible to give detailed attention to all the possible communication tools, but a few which are of particular relevance for Boards of trade will be discussed.

	PRIVATE 

The seven C's of communication
1.
Credibility   Communication starts with a climate of belief. This climate is built by performance on the part of the institution, reflecting an earnest desire to serve the receiver.

2.
Context    A communications program must square with the realities of its environment. The context must confirm, not contradict, the message.

3.
Content  The message must have meaning for the receiver and 


Relevance for his situation. The content determines the audience.

4.
Clarity   The message must be put in simple terms. Words must mean the same to the receiver as to the sender.

5.
Continuity and consistency Repetition - with a variation - contributes to both factual and attitude learning.

6.
Channels Established channels of communication should be used - channels that the receiver uses and respects. Creating new ones is difficult.

7.
The capability of audiences Communications is most effective when they require the least effort on the part of the recipient. This involves factors of availability, habits, reading ability and knowledge.


3.
Social Media Relations

Publicity via social media is one of the most efficient ways of getting a  Board of trade's message across to the public, provided the news needs of the various social media platforms can be identified, and the information supplied tailored accordingly. The public is always interested in printed news from the local Board of trade of chamber, mainly if it is newsworthy, tightly written and well presented. From time to time it is possible to place material on radio and television, but such occasions are rare. The new dispensation regarding commercial and community radio such as Radio East Rand in Springs should, however, provide more opportunities in this regard. Podcasts are also very popular.

(i)
Press releases on social media


Press releases can cover all aspects of a Board of trade's work: seminars, appointments, services, issues being taken up with the authorities, etc. They should be issued whenever there is a genuine item of news to be disseminated, but the technique should not be over-used. Too many releases containing little real news will tend to make readers disregard future releases.



(ii)
News Conferences



The news or press conference is another media relation’s technique, which can provide valuable exposure for a Board of trade's ideas. When is a news conference justified? The best practical answer is "seldom". Generally, only important controversial matters make suitable material for a news conference. When contemplating a news conference, the  Board of trade should ask whether the event or news really merits a meeting or whether a press release would not do just as well.



If it is decided to continue with a news conference, the following aspects should be considered:-




Who should be invited? Usually, it would be local media, but if the event or news is of national importance, then national media and representatives from the news agencies should also be invited. A detailed notice or invitation should be sent out in advance with follow-up telephone calls the day before the event.




Decide on the venue. This should be as convenient as possible for attending journalists and have all the necessary facilities required for the event, such as telephones, a private interview room and space for equipment.




The Board of trade should have as host an office-bearer or official to function as a spokesperson. The necessary experts, depending on the topic, should also be on hand. All members of the Board of trade team attending the conference should be briefed in advance on the questions that will most likely be put.




Kits containing information (and photographs if necessary) about the event or news item should be handed out, preferably at the beginning when there is time to examine them.


(iii)
The media interview


An interview may be initiated either by a reporter or by the Board of trade itself. Whoever initiates the interview has the responsibility of submitting, even if only informally, an advance outline of the information sought or to be given. It is also best that all parties agree in advance to the rules under which the source of information provided will be identified. Sometimes the Board of trade may want information to be used only as a background to a story, or confidential information not to be released at all.



Keep the following in mind:-




Make sure to find out what kind of interview it will be, how long it will last, what areas will be covered, who the audience will be and why you have been approached.




Prepare by anticipating the questions you are likely to be asked and work out suitable answers. Check new facts, figures and developments. Be prepared to make a few telling points, say two or three, very well. Before the interview ask the interviewer what the first question will be and prepare well for that.




Keep calm during the interview and get your main points across as early as possible. Keep the language simple and straightforward. Understand what the interviewer is trying to achieve. 

4.
Publications

There is a vast range of communication tools that would fall under this heading, making it a popular choice for even the smallest Board of trade to consider. Publications of various kinds, in fact, constitute an essential component of the range of services a Board of trade provides typically to its members.


(i)
Newsletters, blogs and bulletins



The key to a successful  Board of trade’s electronic newsletter is the assembly of the most exciting and readable selection of news for the reader. This task is more difficult than it sounds. The checklist below contains some of the fundamental questions a  Board of trade should ask in planning a newsletter:-




What is the basic concept of the publication? What are its aims and functions within the  Board of trade?




What will the essential message to readers be, i.e. what is the editorial plan?




Who is the target reader or subscriber?




How will the publication help him? What concrete benefits will he realise from reading it?




What is the competition and what can the exclusive newsletter offer?




Does the electronic publication need a question-and-answer feature?




Should tables and graphs be used?




What are the sources of information? How can they be developed and new ones created?



It is essential to produce a trial issue or issues for internal use - and criticism - before the electronic publication is launched.



There are usually three sources of information for a  Board of trade E-newsletter. Personal contacts of the editor or person putting the newsletter together, the  Board of trade itself and already published material. ERCOC publications referred to elsewhere are a useful source of information to supplement the Board of trade-specific news. What news to post will depend on the editorial policy and the needs of readers.



The design of an E-newsletter should include a distinctive logotype, probably that of the  Board of trade itself, while the masthead should carry the name of the newsletter, the name of the  Board of trade, the volume number and issue date. Information should be displayed in the simplest possible way, with sufficient white space left between paragraphs and in the margins. Do not be over-elaborate; one of the strengths of a newsletter is its simple, graphic approach.



The primary question arises of whether readers should pay for the E-newsletter or not. Most  Board of trade members will probably consider an E-newsletter part of the service of the  Board of trade, and an easy solution is to include any "subscription" to the E-newsletter in regular membership dues.



Once it is launched an E-newsletter can serve as a valuable tool for advertising the  Board of trade's other services and publications, both to members, non-members and potential members. The fact that non-members receive an E-newsletter free of charge may be considered an investment in good relations and promotion of the  Board of Trade.


(iii)
Blogs


The Internet is full of Blogs put out by everybody, many of them containing much of the same information on the same subject. A blog does offer several advantages over other types of publications and an opportunity to establish superiority in the field of the writer. However, consideration and thorough research and planning as well as using the correct keywords are most important. Remember “Content is King”

(iv)
 Board of trade directories


An official directory is one of the most important, if not the most important, services that a  Board of trade can provide. A directory is more than a simple list of members. It presents to various audiences the official face of the  Board of trade, and it is, therefore, essential that it is even more of a prestige publication than the magazine, newsletter or any other publication. It should be planned with great care, and every effort should be made to make it look as attractive and professional as possible, given the financial resources available.



A directory should contain at least a listing of members, their product or service speciality, contact details and names of senior management. It should preferably provide an overview of the business climate of the town and region concerned and details of  Board of trade services and office-bearers. Such a summary should be factual and tightly written to keep costs down.



As with other  Board of trade publications, the question of whether the directory should carry advertising is of primary importance. If the budget is tight, advertising revenue will be a welcome addition to cash flow. Most  Boards of trade will probably not be in a position to produce a quality directory without advertising revenue. Care should be taken, however, that the list is not swamped by advertisement.


(v)
Ad hoc branding


As with the newsletter and other publications, ad-hoc branding should maintain the  Board of trade's corporate identity. The logotype, graphics and colours used should ensure instant recognition of its origin.



An essential ad-hoc branding is a video or Electronic flyers on the  Board of trade itself and the benefits of membership. This need not be revised every month but must be carefully edited and produced to provide maximum information.



Ad hoc E-Flyers can be issued to describe new legislation or can report on events run by the  Board of trade or organised by others, such as trade fairs and exhibitionsons.



A newsletter aims at providing necessary information on a wide variety of topics. It does not lend itself for in-depth coverage of specialised issues. More substantial publications may have to be used for this purpose, e.g. a E-books on how to export, a guide to new labour legislation, etc. These kinds of electronic publications need specialist technical input and a simple and clear writing style.

5.
Functions and special events

A  Board of trade throughout a year usually holds various kinds of functions. These provide excellent opportunities to promote the  Board of trade and provide an additional service to members. There are some aspects regarding functions that need consideration from a communications point of view.


(i)
Working with speakers


Good speaker selection is vital to give members the kind of presentation they need and expect. Here are a few guidelines for working with speakers:-




Select important and exciting topics.




Get to know or check the speaker's capabilities, including the type of presentation for which he or she is best suited - seminar, lunch, after-dinner or opening address. Professional speakers can be arranged through specialised agencies, but this is expensive.




Communicate with speakers before, during and after presentations.




Provide the speaker with sufficient information before the time.  They not only need details of the occasion and venue but also need to understand the audience, how many they are likely to be addressing and the audience make-up.




Verify the speaker's specifications or requirements regarding room set up and audiovisual equipment. Check that everything works.




Obtain copies of C.V.'s and of presentations before the time where appropriate.




Make your speakers feel valued by giving them personalised attention - this will further inspire an excellent presentation. An appropriate gift afterwards is always appreciated.


(ii)
Creating opportunities for publicity



A  Board of trade can create opportunities for publicity at functions and at the same time motivate members to work towards the Board of trade objectives. The rewards for receiving an award are both intangible (prestige, personal satisfaction, etc.) and real (a prize of some sort to the recipient and spin-off benefits to the  Board of trade). Examples of this kind of activity are as follows:-




Recognising members who actively recruit new members, either on their own or as part of a membership recruitment campaign;




Members with long and active service in the  Board of trade may be awarded honorary a life-membership;




Full-time staff who have completed long service or who have achieved academic success, etc. may be specially recognised;




A "business person of the year" or similar type competition can be held and the winner suitably recognised.



Award ceremonies and functions ought to be dignified and flawlessly arranged. Nothing degrades an honour more than its presentation in a slipshod manner.
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To summarise all functions of communication should be aimed at achieving the above by using the methods sumsrised at the bottom of the diagram.


- - - - oOo - - - - 

 
CHAPTER 6


SERVICES
1.
Introduction

The Services provided by Chamberlink to ERCOC is clearly defined in the Service contract of Chamberlink as well as in the members manual of ERCOC 

Some of the factors that were taken into account when it was decided what services to provide include the following:-


(i)
An identifiable demand for the service.


(ii)
Specialised are be of undeniable quality.


(iii)
Chamberlink Staff has the required expertise to provide the services.


(iv)
Full control of these services is retained to protect ERCOC’s interest and to ensure quality control.


2.
The Marketing of Services


A service is any activity or benefit that one party can offer to another that is mostly intangible and does not result in the ownership of anything.


Services have four characteristics that must be considered when designing chamber marketing programs:-



Intangibility: Services cannot be seen, tasted, felt, heard or smelled before they are bought. The buyer or member has to have faith in the service provider.  The Boards of trade and Ercoc, assisted by Chamberlink, therefore, increase the service's tangibility and reality and emphasise the benefits of the service rather than just describing its features.



Inseparability:  A service is inseparable from its source. Chamberlink, therefore, employs dedicated, professional and competent staff within its own services providing departments. 


Variability:  The Board of trade, being serviced by Chamberlink therefore, has unlimited good personnel selection and training and continuously monitor customer satisfaction through surveys, suggestion schemes and complaint systems.



Perishability:  Services cannot be stored.  Board of trade must, therefore, be prepared to deal with fluctuating demand by using part-time employees or introducing differential pricing structures, where appropriate.

3.
Common  Board of trade Services



The following (in alphabetical order) are some of the more popular services that are offered by ERCOC to members and sometimes also to non-members for a fee:-



(ii)
Advertising



Advertising at reasonable prices is accepted from members or non-members for insertion in electronic  Board of trade newsletters or electronic Chamber bulletin. Email, SMS, social media campaigns have become so inexpensive that advertising through these media has become very attractive. 



Advertising space can also be made available at a price on websites for important  Board of trade functions.  This could also, for example, be provided on tickets or programmes for a social or sports event.


(iii)
Alternative dispute resolution


Conciliation, mediation and arbitration have become viable and attractive alternatives to costly and lengthy court proceedings in 



many cases. ERCOC and chamber  Board of trade are in a position to refer members to THE EAST RAND COMMERCIAL ARBITRATION BOARD see Annexure A for more details.


(iv)
Business services



With the emphasis on the development of small and medium-sized businesses, it is essential that ERCOC provide supporting services to such emerging markets, who may need:



*
Secretarial services.



*
Internet Marketing services.



*
Web hosting and E-mail services.



*
Boardroom and training facilities.



This provides the  Board of trade with an opportunity to generate additional income as these are typical services that could be charged for and which could also be provided to non-members.


(v)
Buying



Commercially produced buyers' guides and directories can be made available to members on   Boards of trade websites. Many  Board of trade produce classified lists of their membership for use within their community and to encourage buying from local members and sources 



(viii)
Directories



 Boards of trade and Ercoc websites will display a handy search engine namely Datadex This search engine currently lists 100K plus entries categorised in towns and business sectors. https://datadex.chamberlink.co.za/ is making it easy for members and friends of the chamber or Boards of Trade to find each other. This search engine is frequently updated and kept current with the latest correct information.

(ix)
Certificates of Origin


 Board of trade issue documentary evidence of the origin of goods exported from South Africa and for a variety of other export documentation - e.g. packing lists, commercial invoices as required by overseas buyers and foreign customs authorities. This service is provided under the authority of ERCOC by the provisions of international conventions. The authority imposes obligations on ERCOC, and upon  Board of trade, officers authorised to sign such evidence.  Boards of trade, therefore, issue certificates of origin according to uniform national procedures laid down by ERCOC. Accreditation by ERCOC is thus imperative to issue a certificate of origin.


(x)
Code of Ethics



Boards of trade have a code of ethics of which copies are available from their websites to be downloaded by their members for display within their places of business.  This provides a means of indicating to the public that the company concerned is a member of ERCOC and the public can be assured of integrity and excellent service.  This does give that particular business an enhanced status.



Also, the ERCOC membership certificates are displayed, which advertise the fact that the business concerned is a member of ERCOC as well as a member of the local Board of Trade

(xi)
Functions Organising



 The Board of trade with full-time staff have the ability and expertise to organise business functions.  Such a service is usually available to members who do not have the necessary resources to make their own arrangements.  The tasks in question could include seminars, conferences, meetings, interviewing sessions, cocktail parties, social gatherings, dinners, luncheons, sports meetings, etc.


(xii)
Hall and Venue for functions:



Individual businesses or groups of companies will from time to time require a venue for a business function. The Board of trade can assist in this respect, by having available an appropriate venue or know of a facility to hire on behalf of their members.


(xiv)
Information Services



With the increasing complexity of the labour environment in South Africa ERCOC provides a very specialised information service on industrial relations advisory service to their range of services.  Where full-time staff is not available, an outside consultant can be contracted on a retainer basis to provide this service.


(xvi)
Letters of Introduction


The international nature of the  Board of trade movement and the excellent overseas contacts that are available to ERCOC and local  Boards of trade provide a ready means whereby the Board of trade can issue letters of introduction to their members who are proceeding overseas on business.  The supply is not only to national offices of  Board of trade in the countries that are being visited but also to specific cities and towns where contact is required with the local  Board of trade.


(xvii)
Luncheon and Dinner meetings



An outstanding service that the Board of trade can provide to their members is an opportunity to meet fellow business people and in particular newcomers to the local business community.  In addition, members also require the chance of making the acquaintance of their local authority, provincial and government officials, and office-bearers of other local associations.



These networking needs can well be met through  Board of trade arranging breakfasts, luncheons and dinners for their members and visitors.  Such meetings often provide the opportunity for inviting a local dignitary or another guest to address members on a subject matter which is of general interest.


(xx)
Overseas Trade



Through its import, export and foreign trade expertise and contacts, ERCOC and individual  Boards of trade can assist their members with information and guidance in respect of overseas trade matters.   This would include aspects such as import duties, levies and restrictions, export incentives and opportunities, trade enquiries from overseas, sources of supply of specific commodities by overseas manufacturers and suppliers, names and addresses of overseas business contacts and arranging meetings with specific business organisations.



ERCOC maintains close contact with government authorities and trade commissioners, with joint  Board of trade of commerce and with the International  Board of trade of Commerce.


(xxii)
Seminars, Webinars and workshops



The organising of seminars, webinars and workshops for the benefit of their members is a regular activity of a Board of trade.  It is normal, if circumstances permit, also to offer attendance to non-members of the  Board of trade and in this manner provide an additional service to the business community.  The subject matter should be topical and educational and the cost to members more favourable than that applying to commercially organised seminars.  It is customary to charge non-members a higher fee.  To be successful workshops have to be correctly and attractively publicised and advertised.  The event itself must be well organised and a comfortable venue and other facilities provided. The advantage of a webinar is that it is free of charge and available to patrons that could not attend the live presentation.

(xxiii) Secretarial Services



ERCOC and Boards of trade, which have the necessary facilities and resources, provide secretarial services to other bodies and associations.  This represents a helpful manner in which to generate additional income and to make better use of existing resources. These services are typically provided to trade associations, employer organisations and industrial councils, but there is nothing stopping Boards of trade providing this service to various smaller local organisations.



The Board of trade is refunded for actual costs and receives a fee for services rendered. Experience suggests that this fee is generally set too low for the work involved. Some system will have to be introduced to keep track of all direct expenses, e.g. use of fax and mail facilities, and to calculate the value of time spent providing the service, e.g. time in meetings, doing the books, etc.


(xxviii)  Trade enquiries



ERCOC and individual Boards of trade regularly receive local, and overseas trade enquiries and relevant information are then distributed to the Boards of trade members through the mediums of WhatsApp and SMS messages.  Individual Boards of trade and ERCOC can also deal with specific trade enquiries received from members.  Such services are ideally suited for the Internet.


(xxix)
Trade Fairs



 Board of trade can organise and participate in trade fairs to the advantage of their members who can be offered exhibition facilities at preferential rates.  A well-organised trade fair can also bring financial rewards to the Board of trade involved.

4.
The Representational Role of  Board of trade

The representational role of a Board of trade, while often undervalued by members, is, in reality, a core activity of the Board of trade movement.  This role of Boards of trade should also be "sold" to members so that the value of this service is fully appreciated.  The following specific activities are essential: -


(i)
Local Authority


The success of a Board of trade is closely related to the Board of trade's involvement with their local authority.  Close liaison with local authority officials and office-bearers and local government departments can be of great value and benefit to the business community and therefore to the Board of trade members.  Apart from informal contact Boards of trade use various forms of formal liaison with their local authorities.


(ii)
Metro, Provincial and Central Government


 Boards of trade are urged to establish contact and liaise with local members of metro and provincial legislatures and of Parliament.  Various Boards of trade structures have developed in response to South Africa's new constitutional dispensation, in particular, the new Metro councils. Boards of trade will have to use all available opportunities to influence provincial and national legislation in their particular province. In this regard affiliation to ERCOC, SBI and Sakeliga will remain crucial as it will be almost impossible for any local organisation, on its own, to influence new legislation effectively.


(iii)
Education and Training


People in business often, in their capacity, give of their service to local educational authorities.  Business should where possible participate in the policy making and the administration of schools and post-matric education and training institutions.   Boards of trade are therefore encouraged to obtain representation on the governing bodies of such educational institutions as technical colleges, Technicon’s, universities and in-service training centres.



Business knowledge and experience is invaluable to such institutions, and business-people can ensure that the education provided is in accordance with the needs of commerce and industry.



 Boards of trade should also explore the provision of essential business and management training, especially amongst the ranks of emerging black business.


(iv)
Community involvement



 Boards of trade are established to promote the business interests of their members and do not typically become involved in charitable and promotional work which is not of a business nature.  Involvement in particular community activities such as job creation programs, the provision of low-cost housing, support for educational institutions, small business development and involvement on police-community forums and Business Watch can, however, often be to the benefit of the Board of trade, its members and the local community.  Activities of this nature should enhance the levels of acceptability and credibility of the Boards of trade in the community concerned and therefore make the representational role more effective.


(vi)
Provincial Congresses



Various ERCOC provincial congresses are held in provinces throughout the year.  Although they are ERCOC congresses, they are in reality organised by and for the Board of trade in the region or province concerned.  An opportunity is provided to address ERCOC affairs, regional economic development issues, and to receive reports from representatives on regional boards and committees.  It is also customary for the region's or province's representative on the ERCOC Council to be elected at provincial congresses.  It is essential for local Boards of trade to support these regional congresses in every way possible, especially by ensuring good attendance by members.


- - - - - oOo - - - - -


CHAPTER 7


MEMBERSHIP MARKETING
1.
Introduction

The success of the Board of trade movement is directly dependent on the strength and composition of the Board of trade membership. The aspect of board membership recruitment and retention is too often not given the attention it deserves.  Usually, it is only the businessman looking for direct benefits such as BEE, OHS and other direct services that will of his own accord seek a Board of trade or Chamber membership.  For the rest, direct contact and an invitation to join the Chamber / Board of trade is essential.  The marketing function of ERCOC and Boards of trade membership, however, will be implemented by Chamberlink with assistance from al its subdivisions, such as Hublink (internet Marketing) Chamlabour, Cenfed BEE and Chamtaining. Of course, mouth-to-mouth marketing amongst members is compelling positive or negative, and to achieve and maintain this powerful tool Hublink will periodically launch Influencer marketing projects. 

Retention of membership is naturally also a most important function of  The Board of trade management and Chamberlink. This involves the provision of services to members, the involvement of members in  Board of trade activities, the improving of communications in order that members are fully aware of the aims and objectives of the  Board of trade and ERCOC, what it achieves, what it can offer and what benefits flow from  Board of trade membership.


The higher the  Board of trade membership the more representative will be the voice of the Chamber movement and the higher the power will be behind collective action by the  Board of trade and or Chamber.  Growth in membership will naturally also provide financial benefits, which will be directed at the improvement of services as well as new services to members.


It is also of the utmost importance that  Board of trade membership reflects the demographic profile of the local business community - only then can  Board of trade and ERCOC claim to be the representative "Voice of Business".

2.
Recruitment

In order to succeed, recruitment, or more correctly membership marketing by Chamberlink, must be done on a systematic and continuous basis.  A survey of the prospects, statistical data on membership changes, the state of the economy, the growth factors in a particular region, the registration of new companies and some new business licences issued and the liquidation of existing companies all provide useful statistics from which a recruitment strategy are developed.  Chamberlink has been very successful in expanding the membership of ERCOC, but the input of municipal The Boards of trade is essential. Without the required networking and membership gatherings of members, the growth will be limited, and  The Board of trade will have to explore the sources of useful information in their particular area, e.g. local authority, regional council, etc.


The strategy may involve periodic planned recruitment campaigns, but it is an activity that needs continuous attention. Social networks such as LinkedIn, Facebook and others have become extremely important, and Chamberlink provides this service backed by a strong inbound electronic marketing division, Hublink

Direct Email campaigns whereby a carefully worded Email with a letter from ERCOC attached, is sent to business houses and businesspeople who are not members of ERCOC.  They are invited to join ERCOC or to make contact in order that an executive marketing member of ERCOC (Chamberlink) may visit them or they are invited to attend a function where they will have the opportunity of meeting fellow members of ERCOC and the relevant Board of trade. 




A further possibility is for the  Board of trade to arrange a social function, perhaps in the form of a cocktail party, to which they invite members of the local business community. The function gives the opportunity to introduce non-members to fellow people in business, to influential personalities and Board of trade members and to endeavour to persuade them to join the  Board of trade. The social network LinkedIn is excellent in introductions between members and non-members.


Careful consideration must be given when and how to use the techniques above to establish which are the most appropriate in given circumstances.


4.
Attention to New Members



Once a prospect has excepted membership, it is essential that contact is made and maintained with that member until the entity is fully absorbed into the activities of the Chamber and the  Board of trade. Routine correspondence will naturally be emailed to the new member but also letters, by the president, should welcome him and he or she should be invited to attend a specific function.  At that function, the new member should be given the opportunity of meeting fellow members and thereby be encouraged to become an integral part of the  Board of trade. A new member should, in other words, receive some form of induction into the Chamber and the Board of trade.

5.
Meetings and functions for Members



General meetings or Webinars with the members may be held monthly, quarterly or half-yearly and are intended as a means of keeping members informed of progress and achievements and in an endeavour to obtain better members' involvement in Chamber and  Board of trade affairs.  An important aspect of general meetings is to use these where appropriate to report back on some of the vital Board of trade or Chamber activities, including ERCOC Council meetings, regional congresses, SBI national conventions and special meetings with authorities, including members of Parliament and members of Provincial legislatures



The most important meeting for ERCOC is the Annual General Meeting.  The holding of the AGM is obligatory in accordance with the Constitution, to elect office-bearers, consider and adopt the president's and financial reports, appoint auditors and consider amendments to management manual.  ERCOC will make the AGM a highlight of all annual activities.



In addition to formal meetings, social and business functions are an essential aspect of the Board of trade activities. Some of the more popular get-togethers that are organised by the Board of trade include:-




 Boards of trade luncheons - monthly, bi-monthly or quarterly - with a very short president's report and possibly an address by a local or visiting businessman or public figure.



 Board of trade social hour - monthly, or bi-monthly gatherings, after work in the premises of one of the  Board of trade members (foyers, display rooms, board rooms, warehouses) for drinks and snacks and a short five to ten-minute address by a local dignitary on a subject matter of local interest.




 Board of trade Cocktail parties for members and their partners, business associates and guests.



Golf days - organised annually - for members and guests and possibly including members from neighbouring  Board of trade or opposition chambers

6.
Member resignations


Resignations should, where possible, be followed up to retain the company as a member.  The reason for departure should, in any case, be noted to enable the  Board of trade / Chamber / Chamberlink to take appropriate corrective action - it is possible that certain problem areas may be uncovered.


The keeping of membership statistics, particularly regarding membership turnover, (gains and losses) will be a useful aid in monitoring membership performance.


ANNEXURE A

THE EAST RAND COMMERCIAL ARBITRATION BOARD (ERCAB)
Conciliation, mediation and arbitration have become viable and attractive dispute resolution alternatives to costly and lengthy court proceedings in many cases. Experience has taught that disputes will be settled quickly where a neutral and competent adjudicator or mediator becomes involved early in the arbitration process. Such neutrals can get to the issues directly and ensure the parties address themselves to the relevant points. A disciplined approach and a quick resolution of a dispute not only saves costs but can also preserve, rather than destroy, relationships.

The purpose of the East Rand Commercial Arbitration Board (ERCAB) is to provide such an effective system of dispute resolution on the East Rand, comparable to that of established institutes of similar kind abroad and in South Africa.

ERCAB is a joint venture founded by leading members of the advocates, in-house lawyers and the association of arbitrators in conjunction with ERCOC. ERCAB is a section 21 company (an association not for gain), and its directorate is drawn from its founding members. The organisation is based in Nigel but offers its services on the East Rand and nationally.
Arbitrators and mediators are drawn from ERCAB panels, which include retired judges, senior and junior advocates, attorneys, accountants, engineers, architects and leading business people. Parties to a broad range of commercial disputes can select the arbitrator/mediator of their choice or leave the selection to ERCAB.

An immediate appeal procedure is available which will enable decisions to be reconsidered by an Appeal Board should the parties so wish. Special facilities are available to cater for small disputes on a cost-effective basis.

ERCAB also wish to promote a conciliation, mediation and arbitration culture on the East Rand and will provide training on the techniques of dispute identification and management on request.

The Chief Executive Officer of ERCAB is Lindie van der Walt, and she can be reached on Tel. (011) 814-7111; Fax: (083) 2692492. Email lindie@arbitratioboard.co.za  The postal address is 2 Station road, Nigel. 1491


�





National outside bodies to which ERCOC is connected through service providers:





The Independent Regulatory Board for Auditors (IRBA)


The East Rand Commercial Arbitration Board 


Business Partners 


Business Unity South Africa (BUSA)


Affiliated member to the AHI employers' organisation established and registered with the department of labour in 2001.


Access to representation of ERCOC members to the East Rand Commercial arbitration Board


Manuals of expertise


Introduction for health and safety for Business


National Guide for BEE


Ultimate BBBEE Guide for businesses on the East Rand


Occupational H&S Checklist for Businesses on East Rand 


Guide to Staff Training & Development for Businesses on East Rand


Guide to a harmonious workforce on the East Rand





















