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Mission Statement 

The Lewisville-Clemmons Chamber of Commerce 
supports our members to connect, grow, and thrive. 
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1. MEMBER POLICIES 
 
Leads Groups are the heartbeat of the Chamber! The meetings are full of energetic and committed 
professionals who support one another, build connections, make referrals, and foster a sense of 
community within the Chamber’s business community! 
 
Chamber Members who wish to join a Leads Group must be in good standing with the 
Lewisville-Clemmons Chamber of Commerce. 
 
Leads Groups are a no-cost benefit to our members, but there are policies: 
 
1A. Leads Group Meetings 
The Lewisville-Clemmons Chamber of Commerce boasts a robust menu of networking opportunities.  
While subject to change, Leads Group meetings currently include: 

●​ Weekly Groups 
○​ Wednesdays 

■​ Community Connections 
■​ Chamber Connections 
■​ Elevated Connections 

○​ Thursdays 
■​ Lewisville Connections 
■​ Networking Connections 

●​ Monthly Groups (no seats held or attendance requirements) 
○​ Tuesdays 

■​ First Tuesday 
●​ Brewing Connections 
●​ Tasty Tuesday 

 
Meeting Times and Locations are published on the Chamber’s website.   
 
1B. Industry Seats 
Leads Group seats are reserved by industry.  The categories are based on the Membership Directory 
of the Lewisville-Clemmons Chamber of Commerce.  Please note that this directory, and thus, the 
Leads Group seats, are a living, breathing, ever-evolving list.  However, adjustments or changes to 
the seat categories must be approved by the Executive Director. 
 

1B-i. Seat Ownership:   
The seat is owned by the Lewisville-Clemmons Chamber of Commerce and is not for sale.  
The seat is held by the Member (business), not the individual.  While other representatives 
may attend on behalf of the business, a consistent representative will help establish 

 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  

The Leads Group Policy is a living, breathing document and is an extension of the Lewisville-Clemmons Chamber of Commerce Policy Document. 
These policies are considered intellectual property of the Lewisville-Clemmons Chamber of Commerce 

and may not be copied and distributed outside of Chamber Membership.  

https://lewisville-clemmons.com/networking-leads-groups/
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relationships.  For the sake of attendance, the business is counted present, whether the 
regular representative is present or a substitute is sent.  See substitutions policy for full details. 

 
1B-ii. Employment Changes:   
If an individual changes employers, they must re-apply for the seat and their new employer 
must be a member in good standing with the Lewisville-Clemmons Chamber of Commerce. 

 
​ 1B-iii. Joining a Leads Group: 

Leads Group seats are based on industry; membership to a Leads Group must be requested  
via the Member Request Form.  NOTE:  Seat assignment is subject to availability; the  
The application form is time stamped to ensure it is first-come, first-served. 
 
Leads Group members can only represent the category for which they are a group member.  
Participants may only represent the seat they are holding in their scheduled presentations and 
infomercials; what is discussed in a 1:1 meeting is open to any and all services / products 
provided. 
 
Participants should identify one (1) primary seat on the Member Application and ensure  
they “stay in their lane” when it comes to presentations for their seat / category.  This is the 
seat that will be documented in the attendance tracking log.   
 
1B-iv. Seat Divisions:   
Certain categories, including, but not limited to insurance, real estate, promotions, HR, etc., 
may be "divided" into niched seats.  In the event that a seat division is proposed, discretion is 
required and discussions should take place outside of official meeting time and the division 
must be approved by the Executive Director and VP of Networking. (Leads Group Leaders 
should refer to Section 3C for processing a split seat.) 
 
1B-v. Waiting List:   
If a seat is filled, a business may request to be placed on a waiting list, but they must maintain 
membership in order to remain on the waiting list. 

 
1B-vi. Other Variables:   
Chamber Members may hold seats in more than one Leads Groups with the understanding 
that if there are no open seats in another group, and a member is holding 2+, they must be 
willing to forfeit one of the seats so that a similar business may participate. 
 
Members of the Lewisville-Clemmons Chamber of Commerce are expected to utilize courtesy 
and discretion when meeting with Members of our business community, whether at a Leads 
Group meeting, 1:1, or other Chamber-related function.  Chamber members should make 
every effort to be on time for meetings and accordingly, Members should cancel meetings in a 

 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  

The Leads Group Policy is a living, breathing document and is an extension of the Lewisville-Clemmons Chamber of Commerce Policy Document. 
These policies are considered intellectual property of the Lewisville-Clemmons Chamber of Commerce 

and may not be copied and distributed outside of Chamber Membership.  

https://docs.google.com/forms/d/e/1FAIpQLSdq_WNuwHh5hRrgyxYPS44iftmX8WHqmy391El78c7sSIaaGg/viewform?usp=dialog
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timely fashion if they are sick.  Chamber members should not come to the Chamber functions 
if they are sick, nor should they bring sick minors into the Chamber events / meetings.  This is 
a matter of professional courtesy that is likewise extended from Chamber staff to its Members. 

 
If a Chamber member owns multiple businesses and has multiple memberships within the 
Chamber, they may only reserve up to two (2) seats within a single Leads Group. 

 
1C. Code of Conduct 
Members are expected to maintain professional decorum at all times in accordance with the 
Chamber’s policy on professional code of conduct. Members should conduct themselves with 
professionalism in their tone and manner, showing respect to everyone in the group. 
 
In the event of a dispute between Chamber members regarding a Leads Group seat, professional 
diplomacy is expected. The Golden Rule applies: Treat others as you would want to be treated. 
Chamber Members should be respectful and cordial in the event of a seat dispute. In the event that 
the members and the Leads Group Leadership cannot effectively and efficiently resolve the matters, 
the Executive Director and / or VP of Networking may be consulted for mediation.  
 
While members of the Chamber of Commerce and Leads Group Members are certainly not required 
to do business with each other, common courtesy is both expected and required for the privilege of 
using the Leads Group benefits. Failure to do so will result in removal from the group. 
 
1D. Attendance 
Holding a seat in a Lewisville-Clemmons Chamber of Commerce Leads Group is both a responsibility 
and a privilege.  Chamber Members are expected to actively engage in their Leads Group, respect 
the seat they hold, and show respect to other members of the group through consistent attendance 
and punctuality. 
 
Attendance expectations: Members must attend at least 60% of meetings during a rolling quarter and 
may not miss four (4) consecutive weeks.  Those who fail to abide by the policy (which is something 
outlined and explained on the Member Request Form) will forfeit their seat.  Attendance is tracked on 
a weekly basis. 
 
Chamber members may not be counted present if they are not present for at least 45 minutes of the 
meeting.   
 
Late arrival is both distracting and disruptive.  Group members are expected to arrive on time and will 
be marked late if they arrive 10+ minutes after the meeting is called to order.  After three (3) tardies in 
a rolling quarter, a discussion will be scheduled with the member. Excessive tardies may be grounds 
for removal from the Leads Group. 
 

 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  

The Leads Group Policy is a living, breathing document and is an extension of the Lewisville-Clemmons Chamber of Commerce Policy Document. 
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If a member falls out of attendance compliance, they will be removed from the group and group 
communication; they must wait 90 days to reapply for the seat and are subject to seat availability. 
 
In the event that the Chamber hosts an overlapping event, members who participate in the Chamber 
event will not be penalized as absent from their Leads Group. 
 
1E. Substitutions 
If a Chamber Member must be absent, they may send a representative for their business as a 
substitute.  Communication with the group leader of anticipated substitutions is highly encouraged. 
 
In the event that a business does not have employees, they may send a trusted representative or ask 
a fellow member of the group to represent them.  However, it should be noted that substitutions 
should be the exception, not the rule.  Effective May 2026, only one (1) substitution per month will be 
allowed.   
 
Substitutions are reviewed and monitored by the Leads Group Leadership team, with support from 
the VP of Networking and the Executive Director of the Chamber. 
 
1F. Tracking 
In addition to attendance tracking, Leads Groups track three (3) things:  One-to-One Meetings, 
Closed Business, and Referrals.   

 
1F-i. One-to-One (1:1):   
One-to-One meetings with ANY member within the Lewisville-Clemmons Chamber of 
Commerce.  A 1:1 is when a Chamber member makes a deliberate plan to meet another 
Chamber member (usually in person) to discuss both businesses in an effort to learn about 
one another and develop a strong understanding of what each party does, in the anticipated 
hope of becoming referral partners. Running into another Chamber member at a coffee shop 
and saying hello does not count as a 1:1.  However, it can become an impromptu 1:1 if both 
parties agree to sit down together to have some degree of a meaningful conversation. Either 
party who had a 1:1 may report it, but only one should report it.  If the person who reported the 
1:1 is a member of another Chamber Leads Group, they should only report it once. 
 
1F-ii. Closed Business:   
A Closed Business Transaction is when a Chamber member purchases a product or service 
from another Chamber member.  The person who received payment for products / services 
should report it.  If they are members of multiple Chamber Leads Groups, they should only 
report it once.  No dollar amounts should be disclosed. 
 

 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  

The Leads Group Policy is a living, breathing document and is an extension of the Lewisville-Clemmons Chamber of Commerce Policy Document. 
These policies are considered intellectual property of the Lewisville-Clemmons Chamber of Commerce 

and may not be copied and distributed outside of Chamber Membership.  
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1F-iii. Referrals:   
A referral is when a Chamber member purchases a product or service from another Chamber 
member.  The person who made the referral should report it.  If they are members of multiple 
Chamber Leads Groups, they should only report it once. 

 
1G. Social Media and Communication 
The Board of Directors, New Member Ambassadors, Member Engagement Ambassadors, Leads 
Group Leadership, Committees, Volunteers, and / or Members may not create independent social 
media graphics, Videos, GIFs, Reels, or similar on behalf of the Chamber; all social media content 
must be created and approved by the Chamber’s Executive Director or assigned staff. 
 
The Lewisville-Clemmons Chamber of Commerce maintains a presence on Facebook, Instagram, 
and LinkedIn.  The Chamber does not authorize the use of accounts on any other social media 
platform.  Any use of platforms other than those listed are unauthorized and should be reported to the 
Executive Director immediately. 
 
Any social media page or group must originate from the Lewisville-Clemmons Chamber of Commerce 
office, and managed by approved staff.  The Lewisville-Clemmons Chamber of Commerce must 
maintain administrative ownership of any page or group; volunteer leaders, including Board Members 
and Leads Group Leadership may be authorized as moderators upon approval by the Executive 
Director.   
 
Approved social media pages and groups are as follows: 

●​ FACEBOOK: 
○​ Chamber Page:  https://www.facebook.com/LewisvilleClemmonsChamber  
○​ Member Group:  

https://www.facebook.com/groups/lewisvilleclemmonschambermembers  
○​ Community Connections:  https://www.facebook.com/groups/931163682693231 
○​ Chamber Connections:  https://www.facebook.com/groups/5620620111300853 
○​ Elevated Connections:  https://www.facebook.com/groups/2116063205820303 
○​ Lewisville Connections:  https://www.facebook.com/groups/896419986432179 
○​ Networking Connections:  https://www.facebook.com/groups/4511098532482271 

●​ INSTAGRAM:  https://www.instagram.com/lewisvilleclemmonschamber/  
●​ LINKEDIN:  https://www.linkedin.com/company/lewisville-clemmons-chamber-of-commerce/  

 
The Lewisville-Clemmons Chamber of Commerce communicates via the following: 

●​ Website 
●​ Membership Portal 
●​ Email, including Constant Contact 
●​ Texting 
●​ Social Media (Facebook, Instagram, and LinkedIn) 

 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  
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●​ Podcast 

 
The Chamber does not authorize the use of alternative communication platforms, including GroupMe, 
WhatsApp, Discord, or similar.  Any use thereof is done outside of the Chamber’s purview and the 
Chamber is not responsible for any communication – accurate or inaccurate.  Chamber Members 
should rely on authorized communication mediums for accurate Chamber communications and 
information. 
 
See Lewisville-Clemmons Chamber of Commerce Social Media and Apps Policies for full details. 
 
1H. Visitors 
Not-Yet-Members may visit up to three (3) Leads Groups one (1) time in order to “try on” the Chamber 
(for a total of three visits).  Visitors may attend these meetings whether the seat is held or not.  If the 
seat is open, the guest must join the Lewisville-Clemmons Chamber of Commerce prior to requesting 
membership to the Leads Group. 
 
Members of the Lewisville-Clemmons Chamber of Commerce may visit any and all of our Leads 
Groups two (2) times per year.  Chamber Members may attend these meetings whether the seat is 
held or not, though it is considered good practice to recognize the business who owns the seat and 
extend a courtesy recognition to them.  If the seat is open, the Member may apply to hold the seat. 
 
1I. Alcohol Policies 
When alcohol is served at a Chamber event, including Leads Groups: 

●​ Members are expected to maintain professional decorum and drink responsibly.  The Chamber 
is not liable for overconsumption and the consequences thereof. 

●​ Chamber staff are expected to abstain from drinking while working or representing the 
Lewisville-Clemmons Chamber of Commerce.​ ​  

 
1J. Other Policies 
The Chamber is not responsible for products or services offered between members, nor is the 
Chamber responsible for any customer service matters, issues, or disputes. 
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2. LEADER POLICIES 
The Leads Group program is managed by the Executive Director and Director of Membership, 
supported by the Board of Director’s VP of Networking.  Leads Group Leaders are instrumental to the 
success of our Leads Groups!  They must be members in good standing as they play a critical role in 
the overall success of the program and are instrumental in helping our business community build 
strong relationships.   
 
All Leads Group Leaders of the Lewisville-Clemmons Chamber of Commerce have a job description / 
agreement which must be signed by November 30th for the upcoming calendar year of service. 
 
Again, Leads Group Leaders must be Members in good standing with the Chamber of Commerce 
and strong, excellent advocates for the Chamber.  They must adhere to Chamber policies and make 
every effort to attend and support Chamber events.  Leads Group Leaders are expected to maintain a 
professional code of conduct as outlined in the policies document. 
 
2A. Leadership Roles, Selection, and Election Process 
There are three key roles within the Leads Group Leadership Teams: 
 

2A-i. Chair 
The primary role of the Leads Group Chair is to oversee / facilitate meetings according to 
Chamber policies.  A full checklist of responsibilities is found in the Leads Group Policies for 
Group Leaders.    

 
2A-ii. Vice-Chair 
The primary role of the Leads Group Vice-Chair is to support the Chair, provide group 
communication, and schedule presenters.  A full checklist of responsibilities is found in the 
Leads Group Policies for Group Leaders.    

 
2A-iii. Chamber Liaison 
The primary role of the Leads Group Chamber Liaison is to keep track of attendance, referrals, 
closed business, and 1:1 meetings, as well as maintain the weekly tracking log.  A full checklist 
of responsibilities is found in the Leads Group Policies for Group Leaders.    
 
2A-iv. Leadership Selection 
Leads Group Leaders are peer-voted positions, with Chamber staff overseeing the nomination 
and voting process in October and November each year.  Leads Group Leaders are not 
compensated for their time.  
 
Nominated Leads Group Leaders must be approved by the Director of Membership and 
Executive Director of the Lewisville-Clemmons Chamber of Commerce, to ensure their 
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Membership status is compliant with the Chamber policies.  Additionally, candidates for 
leadership should be a member of the group for a minimum of six (6) months in order to be 
considered for leadership.  
 
Leads Group Leadership operates on the calendar year from January - December and 
Leaders may not serve more than two consecutive years in the same position. They may 
re-run for election every two years. 
 
2A-v. Annual Elections Process 
Nominations:  Takes place in October according to the following: 

●​ Chamber staff will visit each Leads Group to discuss the positions and requirements for 
service. Those interested in serving may confidentiality contact Chamber staff for 
discussion and / or to nominate themselves for a role on the Leadership team.  

●​ While members may nominate their peers for leadership, nominations must be accepted 
and agreed to before being added to the ballot.   

●​ Nominations must be finalized by 3rd Friday in October. 
●​ Nominations must be communicated to the group members by the 3rd Tuesday or 

Tuesday that follows the 3rd Friday in October. 
 
Elections:  Takes place in November according to the following: 

●​ Elections will take place the 1st week of November; Chamber staff will create a digital 
ballot for each Leads Group.  Chamber staff will visit each Leads Group to oversee the 
digital vote.   

●​ At the close of the meeting – the voting link will be emailed to the group for those who 
are absent from the Chamber meeting.  Absent members may vote within 48 hours of 
the Leads Group meeting. 

●​ Nominees will be notified of the vote outcome by the Monday following the vote; group 
members will be notified of the vote outcome by the Monday following the vote. 

●​ One vote per organization is accepted.  Duplicate votes will be thrown out, with the first 
submitted ballot being used for calculations. Group members should be a part of the 
group for a minimum of 30 days to be eligible to vote.  Group members must be in good 
standing with the Chamber of Commerce. 

●​ The incoming Leadership team, including those who are elected to serve a second year, 
must sign their Leads Group Leadership agreement no later than November 30th.   

 
Additional Notes:  This is not a role for which to campaign and nominees should simply state 
that they are on the ballot without coercion or prompting members of the group to vote for 
them.  No one should feel pressured to vote for a specific person nor should they be pressured 
to serve.  Members should select and vote according to the persons they feel will best serve 
the group’s needs while following Chamber policy. 
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2B. Leadership Responsibilities 
Leads Group Leaders should be the model of how Leads Group members should behave according 
to the Leads Group Member Policies.   
 
Leads Group Leaders make every effort to attend the biannual Leads Group Leadership meeting.  
Dates are provided at the beginning of the calendar year. 
 
Key responsibilities for the Leads Group Leaders are as follows: 
 

 Chair Vice-Chair Liaison 

Oversee regularly scheduled meetings X Back Up Back Up 

Uphold policies set forth by LCCC and Leadership team X X X 

Delegate, as needed, certain responsibilities to improve the 
group 

X   

Act in the best interest of the LCCC and group members X X X 

Create and maintain a continuous schedule of spotlight 
presentations 

 X  

Send regular communications about group schedules and 
activities, including meeting dates, times, and locations 

 X  

Serve as a primary point of contact with the LCCC   X 

Announce events and communicate Chamber information at the 
Leads Group meetings 

Back up X Back up 

Ensure all members of the group are current Chamber members X X X 

Review all new member applications X X X 

Keep a record of attendance, tardies, and membership list Back up Back up X 

Update the attendance / Open Seats log in Google Drive Back up Back up X 

Track one-on-ones, closed business, and referrals Back up Back up X 

Communicate termination of membership with group and 
Chamber 

  X 
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2C. Leads Group Policies 
It is essential that the Leads Group Leaders follow the Chamber’s Leads Group policies.  While each 
Leads Group follows a similar structure, each group has its own “personality.”  Much of that is 
reflected in the leadership.  Policies include, but are not limited to: 
 

2B-i. Meeting Outline 
​ Each meeting must: 

●​ Start and end on time. 
●​ Provide an opportunity for each member to deliver an infomercial (usually 45 - 60 

seconds). 
●​ A 20-minute spotlight presentation. 

 
2B-ii. Maintain Consistency 
Leads Groups thrive on consistency.  The time and location of Leads Group meetings may not 
be modified, moved, or adjusted without approval from the Executive Director or the Director of 
Membership.  This is a safe-guard to ensure that not-yet-members or visitors of the group can 
know when / where your meetings are held.  Unauthorized changes create confusion for new 
or not-yet-members and reflect poorly on the group and the Chamber. 
 
Similarly, if a Leads Group meeting is canceled outside of the pre-determined holiday 
schedule, the Chamber office must be notified as soon as possible so that the Chamber Staff 
may communicate the change on the Chamber calendar and / or social media. 
 
2B-iii. Not-Yet-Members and Visitors 
We are always excited when guests visit our Chamber and we want to manage expectations 
for everyone.  When a guest or a not-yet-member attends a Leads Group, they should never 
be promised a seat in the group.  Best practices would dictate the following: 

●​ Advise the not-yet-member to join the Chamber or schedule a meeting with the Director 
of Membership to discuss membership and Chamber benefits.  Explain that seats are 
held by industry, and there is a process that starts with Chamber membership. 

●​ Do not promise a seat to a not-yet-member or guest; encourage a visiting, existing 
member to apply for a seat via the Member Request Form, but please do not guarantee 
placement until the form is received and everything has been double checked. 

 
2B-iv. Maintain / Onboard Membership 
Upon receipt of a Member Request Form requesting membership to a Leads Group, the 
Director of Membership will communicate the form with the appropriate leadership team(s).  
The Leads Group Leadership team should review the form and confirm the seat availability.  
They should then contact the new member with instructions on how to begin participation and 
also, add them to the membership log and email list.  See specific processes for onboarding 
members in Section 3. 

 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  

The Leads Group Policy is a living, breathing document and is an extension of the Lewisville-Clemmons Chamber of Commerce Policy Document. 
These policies are considered intellectual property of the Lewisville-Clemmons Chamber of Commerce 

and may not be copied and distributed outside of Chamber Membership.  

https://docs.google.com/forms/d/e/1FAIpQLSdq_WNuwHh5hRrgyxYPS44iftmX8WHqmy391El78c7sSIaaGg/viewform?usp=dialog


 

 

Lewisville-Clemmons Chamber of Commerce 
Leads Group Policies for Members & Leaders 

 
Updated: May 2026 • Page 12 

 
 
2B-v. Leads Group Toolkit 
Leads Group Leaders are provided with online access to the Leads Group Toolkit that includes 
a variety of tools, resources, and suggested scripts for communication.  Leads Group Leaders 
should notify the Executive Director if there are any issues. 
 
2B-vi. Inclement Weather 
The Chamber trusts its members to make responsible choices regarding the safety of 
attending Leads Group Meetings.  If a group of capable adults chooses to meet during 
inclement weather, they assume their own risks and the Chamber is not liable for any issues.  
General Chamber guidelines defer to the WSFCS policies; if they are closed, the meeting may 
be canceled.  Should the meeting be held regardless of WSFCS closings / delays, Members 
should not be penalized if they choose not to attend.   
 
Meetings scheduled during holiday weeks are subject to the group and its leadership team. 

 
2D. Leadership Compliance / Three Strikes Rule 
The Lewisville-Clemmons Chamber of Commerce is a growing organization and with growth, 
consistent leadership and consistent policies are expected and needed.  The Lewisville-Clemmons 
Chamber of Commerce expects compliance and professionalism from its volunteer leaders, and 
effective in 2026, we have a three strikes policy.  Failure to maintain Chamber policies and 
expectations in three or more areas may lead to the forfeit of leadership role(s).  Removed leaders 
may maintain their seat position within a Leads Group unless they become disruptive or divisive 
within the group.   
 
Should a leader be removed from their position, Chamber staff, with support from the VP of 
Networking, will work to replace said position from a pool of willing volunteer candidates. 
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3. PROCESSES & SAMPLE SCRIPTS 
 
3A. Process for Onboarding New Members 

●​ All Chamber members involved in Leads Groups must request to “hold the seat” via the 
Member Request Form.   

●​ The form is automatically sent to the Executive Director and the Director of Membership.  
●​ The Director of Membership will quickly review the Member Request Form and forward it to the 

appropriate Leads Group Leadership team(s). The email will be titled “Leads App” with a 
screenshot of the request. 

●​ Upon receipt of the Member Request Form, the Leadership Team(s) should: 
○​ Double check the confirm seat availability for the new member on the NEW Leads 

Group Attendance and Tracking 
○​ Send a welcome email to the new member, notifying them that they are officially 

approved in the Leads Group and have a specific seat. 
■​ Ensure they are aware of the attendance policies (see sample letter). 
■​ If the Leads Group seat is not available, please send a communication that lets 

them know they will be added to the waiting list (also found on NEW Leads 
Group Attendance and Tracking). 

○​ Add the new member to the appropriate tab in the Leads Group Tracking Form. 
○​ Add the new member to the email communication list. 
○​ NOTE:  The Chamber Staff does not automatically approve requests for Leads Group 

membership, trusting that the Leadership teams have a better understanding of 
openings and week-to-week interest in their groups.  The Leads Group Leadership 
teams are therefore responsible for finalizing the requests from Chamber members who 
wish to join their Leads Groups. 

 
3B. Process for Tracking Attendance 
Each week, the Chamber Liaison should record attendance of Leads Group Members, including subs 
and visitors, as well as track the reported numbers for Referrals, Closed Business Transactions, and 
1:1 Meetings.  Those records are kept in the “NEW Leads Group Attendance and Tracking” document 
found in the “1 - Leads Group Toolkit & Resources” folder. 
 
We have provided a training video for use of the Leads Group Tracking sheet and tools; if there are 
questions, please contact the Executive Director for training. 
 
3C. Process for Splitting Seats 
Chamber seats are based on the Chamber directory and as a general rule, the Chamber is not in 
favor of splitting seats too much, as watering down industries proves to be ineffective for quality 
networking connections.  However, in the event that a shared seat is considered, private 
conversations should be had according to the following process: 
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●​ No one should be promised a seat prior to the application process and especially in the event 

of a potential seat overlap. 
●​ Speak first to the person who has been holding the seat.  Do so privately and confidentially.  

No one should feel pressured to share or split a seat if they are not comfortable doing so.  
Listen and respect their point of view. 

●​ If the person who holds the seat is open to sharing, speak to the second person who is 
interested in joining.  Do so privately and confidentiality, and ensure they understand the 
boundaries of the split. 

●​ If both parties agree, schedule a joint meeting between the two parties to ensure everyone is 
on the same page. 

●​ Notify the Executive Director of the plan so that adjustments to the Open Seats log may be 
made if needed. 

 
3D. Sample Script for Welcoming New Members 
Attending a Leads Group for the first time can be intimidating and scary, especially for those who are 
new to networking.  As the Lewisville-Clemmons Chamber of Commerce is noted for its relational 
nature, hospitality is essential in welcoming new members into our Leads Groups, helping them to 
find a place of belonging and encouraging them to become active, vibrant members of the networking 
community. 
 
Consider the following sample as an example of how to welcome new members to a group. 
 
​ Dear NAME, Thank you for your interest in joining our weekly leads group, NAME OF GROUP.   

We are excited to tell you that we have received your application and you have been 
approved!  Welcome to the group!  We look forward to introducing you as an official member at 
our next meeting which will be on DATE.  Please bring lots of business cards as undoubtedly, 
many in our group will look forward to connecting through a 1:1 meeting with you. 
 
Also, please be sure to stay for a few minutes after the meeting so we can get you on our 
presentation schedule.  We are excited to learn more about you and your business. 
 
Just a quick reminder, though I know you recently agreed to the terms on the application: we 
track attendance each week.  Members of our group are required to be active and engaged for 
60% of the rolling quarter, and cannot miss four weeks in a row.   
 
If there are any issues, we hope you will reach out to our Leadership team for support.  Our 
contact information is: 

●​ Chair Name, Email, Phone # 
●​ Vice Chair Name, Email, Phone # 
●​ Chamber Liaison, Email, Phone # 

 
 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  

The Leads Group Policy is a living, breathing document and is an extension of the Lewisville-Clemmons Chamber of Commerce Policy Document. 
These policies are considered intellectual property of the Lewisville-Clemmons Chamber of Commerce 

and may not be copied and distributed outside of Chamber Membership.  



 

 

Lewisville-Clemmons Chamber of Commerce 
Leads Group Policies for Members & Leaders 

 
Updated: May 2026 • Page 15 

 
​ Again, welcome to NAME OF GROUP.  We look forward to getting to know you in our  

networking community through the Lewisville-Clemmons Chamber of Commerce. 
 
3E. Sample Script for Dropping Out of Compliance Members 
It’s always disappointing to drop an out-of-compliance member.  We want our groups to grow!  We 
don’t want to lose anyone, but sometimes, life happens.  As the Lewisville-Clemmons Chamber of 
Commerce is noted for its relational nature, kindness is essential, especially when we are giving bad 
news.  Afterall, our hope is that anyone who steps away is only gone for a season, not forever.  We 
want to ensure they will feel welcome back when the time is right. 
 
Consider the following samples as examples of how to address and / or how to drop 
out-of-compliance members from a group. 
 

OUT-OF-COMPLIANCE WARNING 
​ Dear NAME, We have really missed you in NAME OF GROUP.  We know you have been  

super busy, and perhaps you haven’t kept track of your recent absences.  Members of our 
group are required to be active and engaged for 60% of the rolling quarter, and cannot miss 
four weeks in a row.  As of right now, you are officially out of compliance.  However, we hope 
this is just a blip and perhaps this gentle reminder will help you get back on track with your 
attendance in NAME OF GROUP.  If your attendance trend continues over the next month, by 
Chamber policy, we will have to drop you from the group and you would miss all the great 
benefits that come with Leads Group membership!  Please let us know if there is something 
going on that perhaps we can help with.  Again, we value you in the group and would miss you 
if you were gone!  Looking forward to hearing from you soon! 
 
OUT-OF-COMPLIANCE DROP 

​ Dear NAME, We have really missed you in NAME OF GROUP.  Most unfortunately, you have  
been out of compliance with your attendance in the group.  As much as we’d love to save your 
seat, per Chamber policy, we must relinquish it and remove you from the group.  You will now 
have to wait 90 days before you can re-apply for the seat.  Until then, we hope you are well 
and your business is going strong.  We hope to see you at other Chamber functions very soon! 

 
3F. Sample Script for Members who are Leaving the Group on their own 
While we want everyone to be in the group for an indefinite period, sometimes life happens and 
someone needs to move on. 
 
Consider the following sample as an example of how to say goodbye to those who are leaving a 
group. 
 
​ Dear NAME, We are so sad to hear you have to step away from NAME OF GROUP.  You have  
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been a valuable part of our weekly networking; we wish you well and hope, when the time is 
right, you will consider re-joining our group. 

 
3G. Sample Script for Moving a Chamber Member to a Waiting List for a Position 
The Lewisville-Clemmons Chamber of Commerce has a robust networking community and with five 
weekly Leads Groups, ample opportunities for those in the business community.  However, some 
seats are more in demand than others and some seats just aren’t open at the right time for every 
Member.  However, we maintain a waiting list for Active Chamber Members; if a Member applies for a 
seat in your group, and the seat is already filled, consider the following sample as an example of how 
to notify someone that they are on the waiting list. 
 
​ Dear NAME, Thank you for your interest in joining our weekly leads group, NAME OF GROUP.   

We have received your application and unfortunately, we do not have a place for you at this 
time.  The seat is currently held by another member, but we have noted your interest and 
added you to the waiting list for our group.  As long as you remain a member in good standing 
with the Lewisville-Clemmons Chamber of Commerce, you will be on the waiting list and 
notified if / when a seat becomes available.  Until then, have you checked out the other Leads 
Groups offered by the Chamber?  Please contact the Chamber office and they can help 
identify possible options for you, as well as help you create a networking plan through other 
Chamber offerings. 
 

3H. Sample Script for Visitors 
When someone visits your group, whether they are a Chamber member checking things out or a 
Not-Yet-Member exploring their options, it’s an exciting time!  And we want to extend warm and 
welcoming hospitality.  Please take a few minutes to follow up with visitors.  If you do not have time, 
please alert the Director of Membership so that the Chamber office can follow up. 
 
Consider the following samples as examples of how to follow up with visitors: 
 

CHAMBER MEMBER 
​ Dear NAME, Thank you so much for visiting us this week at NAME OF GROUP.  We hope you  

were able to make some great new connections!  At this time, the seat is… 
OPEN:  open!  We’d love for you to apply to officially join the group!  Please submit your 
application via the Member Request Form!  Let us know if you have any questions. 

​ ​  
CLOSED: not available at this time.  If you are interested in being added to the waiting 
list, please let us know and we will contact you if / when the seat becomes available. 

 
​ NOT-YET MEMBER 
​ Dear NAME, Thank you so much for visiting us this week at NAME OF GROUP, a Leads  
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Group through the Lewisville-Clemmons Chamber of Commerce.  We hope you were able to 
make some great new connections!  Please feel free to reach out to the Chamber with any 
questions about membership!  Angelia Cornatzer is our Director of Membership and she would 
love to explain the benefits and options available.  Angelia can be reached at 
Angelia@Lewisville-Clemmons.com or 336.970.5100.  Once you are officially a member of the 
Chamber, we would love to help you explore the Chamber’s networking opportunities, or (if the 
seat is open), even join our group!   
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