Revised 08/25/09


[image: image1.png]TAMPA BAY AREA
CHAPTER

@M

NNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNN




Policies and Procedures Manual

The following statements of policies and procedures have been developed to assist in the operations of the chapter’s activities.  These policies and procedures are not all encompassing nor complete, but shall be constantly changed and updated to reflect changes in conditions or circumstances that influence the day-to-day operations of the Tampa Bay Area Chapter and its members. 

I. CHAPTER MEETINGS

(A)
When planning chapter meetings and functions priority will be given to properties represented by chapter members.

(B) Meetings are generally held on the third Wednesday of each month in the afternoon.  The current meeting format is:

Registration/Networking

11:30 a.m. 
Lunch



Noon 
Education Program 

During Lunch

Adjournment


1:30 p.m.

(C)
The Board may change meeting times to avoid local conflicts and to avoid MPI’s World Education Conference (WEC) and Professional Education Congress (PEC).  The Board may also vote to hold one or two meetings per year as either morning or evening functions in the place of the regular luncheon meeting.

(D)
At least once annually the Southeast Education Conference (SEC) is held.  This serves as that month’s regular meeting.

(E) 
The Board may also vote to offer additional educational courses to the membership.
(F)
Promotional materials may only be distributed at tables during monthly chapter meetings by tables hosts, the sponsoring venue, cash sponsor ($1000 and up) and speakers. 
II. CHAPTER MEETING HOSTS

(A)
As stated in I (A), preference for hosting meetings is given to members.  However, the burden of expressing interest in serving as host is upon the members.

(B)
If a Gold Sponsorship is not secured, then the Host facilities may be paid a negotiated fee per attendee to cover food and beverages.  The current authorized maximum fee per attendee is $15.00 inclusive for lunch, $10 inclusive for breakfast and $25 inclusive for the annual Awards / Installation Gala.  TBAMPI is tax exempt. 
(C)
Host facilities may send Staff attendees to meetings held at their own facility at no charge, provided that TBAMPI is not charged for the attendance.  Host facilities should still RSVP for all attending, so that name badges can be made.

(D) All Contracts that are negotiated for TBAMPI shall have two signatures of approval from the director or VP of the applicable committee, plus one of the following:  the President, President-Elect, or VP of Finance. 
(E)
The Vice President of Education and Director of Strategic Alliances or assigned committee member make all arrangements with the host facility.
III. CHAPTER ATTENDANCE POLICY  

(A)  
All regular members will be admitted to monthly meetings by replying to tampabaympi.org or to the Management Office for their reservation or on a space available basis by noon on the Friday before the meeting.  Current meeting costs: 





Member
Guest

Student

Advance Registration

$30.00 

$40.00

$20.00

Walk-in Registration 

$40.00 

$50.00

$20.00

Board Member


$15.00

The Board may vote to increase the meeting price for special events and Platinum Series speaker meetings. 
(B)  
Complimentary attendance can be extended to those individuals judged by the Board to have provided a measure of publicity that is beneficial to the chapter.  The President, Vice President of Education and/or the Director of Strategic Alliances may also extend complimentary admission in return for program support.  However, the VP of Education and/or the Dir. of Strategic Alliances must advise the Management Office of complimentary admissions 3 days in advance.

(C) 
Prospective members can attend three monthly meetings before a decision must be made as to MPI membership.  The fourth meeting may be attended by bringing a prospective meeting planner with you for that monthly meeting.  This policy began in November 1984. This policy is waived for Annual Retreats, and other special events as voted by the Board.  
(D)  
The Board may extend complimentary attendance to individual members who must pay dues from personal funds under hardship circumstances. This allowance must be approved in advance by the Executive Committee. Each circumstance must be voted on separately. 
IV. JOINT CHAPTER MAGAZINE
(A)
A quarterly magazine will be sent to each member of TBAMPI chapter either in print form or electronically to:

1. Inform members of monthly meetings and locations.
2. Announce new members, new information and educational opportunities.
(B)
Naylor will determine ad prices annually and make these prices known to the membership and prospective advertisers.  

V. MONTHLY MEETINGS

(A)  
Monthly meeting notices will be sent to all chapter members and the current courtesy and media lists.

(B) 
Reservations received without payment and reservations received by telephone will be included in the guarantee to the host facility and the registrant will be billed as a no show if not in attendance at the meeting.

(C)
Advance registration cut-off will be seventy-two (72) hours prior to the meeting.  Any reservations made with-in seventy-two hours (72) of the meeting will be considered a walk-in.

(D)
No-Shows will be billed at the current No-Show rate, which concurs with the advance registration pricing for Member, Student and Non-Member fees.  Individuals with past due accounts will be required to register using a credit card until the account is paid in full.

(E)  
Cancellations must be received twenty-four (24) hours in advance in order to receive a refund or not be billed as a no show.

(F)  
Registration will be set up outside the door to the meeting room for pre-registered and walk-ins.  The Registration Committee will be responsible for these duties with the assistance of the Chapter Administrator.
(G)  
Any individual with a pending membership will be eligible for the member reservation rate.

(H)  
Guarantee procedure:  The Management Office is to report the number of reservations seventy-two (72) hours out to the Vice President of Education & Education Logistics Chair in charge of guarantees.  The Vice President of Education or the Education Logistics Chair will then make guarantee to the host facility, allowing for cancellations and late registrations.  The Management Office should also update the VP of Education & Education Logistics Chair if there is a significant change at twenty-four (24) hours out.

(I)  
Name badges will be provided by the chapter to identify members, and guests.  Officers, Board, Hosts and Speakers will be identified by their name badges and/or ribbons.  Guest badges should be distinguished from member badges.
(J)  
The Member Care Committee will work closely with the Education Committee and Management Office, so that all duties assigned are carried out. 

VI.  
MEMBERSHIP

(A)  
TBAMPI membership policies are the same as MPI membership policies.

(B)  
The Membership Committee is responsible for the annual needs assessment, annual membership campaign, and any additional membership surveys as requested by the Board of Directors. 
(C)  
New member orientations will be held at the discretion of the Board of Directors, preferably with one per quarter.

(D)  
The Management Office maintains records of chapter membership.  Sets of labels and/or selected information from the database may be purchased by members for $75.00 and by non-members for $350.00. 

VII.
Fiduciary Duties / Conflict of Interest

(A).
As members of Meeting Professionals International, we are responsible for ensuring that the meetings industry is held in the highest public regard throughout the world. Our professional conduct impacts this result.  Adherence to Meeting Professional International’s “Policies and Principles of Professionalism” signifies competence, fair dealing and high integrity. 

(B)
As a member of the Tampa Bay Area Chapter of Meeting Professionals International’s Board of Directors or as a committee member, you have various obligations to the Chapter as outlined herein.

1.
Fiduciary Duties

Members of the chapter’s board are corporate directors and have the same legal duties to the Chapter as any other director owes to a corporation.  This means that board members owe a corporate fiduciary duty to the chapter and its membership.  The fiduciary duty is twofold: 1) the duty of loyalty, which prohibits faithlessness and self-dealing; and, 2) the duty of care, which requires the exercise of care that an ordinarily prudent person would follow under similar circumstances.
2. Conflict of Interest

A conflict of interest is defined as an actual or perceived interest by a Board member in an action that results in or has the appearance of resulting in, personal, organizational or professional gain or questionable activities.  The appearance of a conflict of interest can cause embarrassment to the chapter and jeopardize the credibility of the chapter.  

3.
Disclosure

It is the responsibility of each Board Member to immediately disclose in writing to the President of the Chapter the existence or potential of any conflict of interest.  It is important to make the disclosure when the conflict first becomes known.  If you do not become aware of the conflict until after a transaction is concluded, you must still make the disclosure in writing immediately.

4. Action

Board Members who are in a conflict of interest shall absent themselves without comment prior to any discussion or voting in respect of the application or other issue.  However, if such persons must remain in meetings in order to fulfill their administrative responsibilities, they shall not participate in any discussion regarding the application or other issue that has given rise to the conflict of interest.

5. Examples

There are many aspects of the chapter’s operations in which it’s critical to identify potential conflicts of interest and to avoid such conflicts including the following areas:

a. Representation on board of directors

i. Individuals who are employed by the same company where one has supervisory authority over the other.

ii. Members of the same family.

b. Membership equality for all paid events

i. Planner members.

ii. Supplier members.

iii. Student members

c.
Vendor relationships

d.
Financial

e.
Nominations

(C) Adherence to these policies signifies proficiency, fair dealing, and high integrity.  Failure to abide by these policies may subject a member to disciplinary action, removal of office, and or removal of leadership responsibility as determined by the chapter’s bylaws.
VIII.  
PRESIDENT’S & PRESIDENT ELECT’S ATTENDANCE AT THE WEC, SEC, PEC AND COUNCIL OF CHAPTER PRESIDENTS MEETING

(A)  
It is important that the chapter President & President Elect both attend the WEC, SEC AND PEC Conferences as interacting with other chapter leaders is important and valuable to the chapter.

(B)  
Attendance should be provided by the chapter if the following criteria is met:

1. The President’s/President Elect’s company or association will not finance attendance at one or all three of the meetings.

2. The President/President Elect provide a full accounting of expenditures while attending the meetings.  The expenditures include hotel room during dates of convention (including MPI scheduled special meetings for Presidents and President Elects before the official start of the conference), airfare and registration.  The President and President Elect will be responsible for some incidental expenses incurred in conjunction with attendance at these conferences.  A per diem of $25/day will be provided to cover the cost of meals.
3. If TBAMPI is funding the trip it is expected that the President and President Elect attend and participate in all chapter related functions and gatherings during the conference as official representatives of TBAMPI.  Personal and “company” business will only be conducted when not in direct conflict with MPI and TBAMPI related functions. 

4. Sufficient funds must be available/budgeted for this purpose.  

IX.
TONS BOARD
(A)
The Immediate Past President shall assume a two-year position on the TONS Board immediately following their presidency.  If they are unavailable to do so, they will be responsible for finding a suitable replacement to be approved by the Board.
X.  
BOARD MEETINGS

(A)  
Board meetings are generally held the morning of the monthly meeting from 9:00a.m.-11:00a.m., with some exceptions.  Board meeting notices, including agenda and all board reports timely submitted, are sent by the VP of Administration to each Board member (via e-mail) at least 48 hours in advance.  Request to discuss items not on the agenda should be made to the President in advance of the meeting.  Items will be added if time permits.

(B)
Any Board member who cannot attend a Board meeting should advise the President and Vice President of Administration of their reason for missing a meeting in advance so that the President can determine if a quorum is met.  If a quorum is not met the meeting may be rescheduled if necessary.

1. Prior notification constitutes an excused absence.

2. Board members must attend all scheduled board meetings

3. The President or any member of the Executive Committee may ask the Board to vote on the removal of a Board member who misses more than two (2) consecutive meetings or three (3) meetings within a fiscal year, without just cause and/or notice to the President.

(C) 
Minutes of every Board meeting are completed by the Vice President of Administration or designee of the VP of Administration and approved by the President then distributed to all Board members of TBAMPI, the Chapter Administrator and the MPI Chapter Relations Manager.

(D) 
 Officers of TBAMPI are responsible for the job descriptions of their assigned committees.

(E) 
 Regular Board meeting times should be made known to all members and attendance is open with RSVP.
(F)
The Board may invite a Chapter Member serving on the MPI International Board of Directors to participate in Board Meetings.  
XI.  
INCOME, FUND RAISING, USE OF FUNDS

(A)  
The chapter Vice President of Finance handles chapter funds in accordance with the Vice President of Finance job description.

(B)  
The Director of Special Events is responsible for suggesting and carrying out fund raising ideas.  The Board may vote to use funds raised by specific projects for specific purposes, otherwise all funds raised are used for general expenses.
(C)  
Board members may not spend in excess of $25 per volunteer gift or $15 per person for a volunteer recognition event, as long as these expenses are approved and included in the annual operating budget.  

(D)
Disbursements of all funds requires Board approval.  There are general approvals in place for each committee, once the Board has voted for approval of the committee’s budget.  Items outside of that budget need to be voted on separately.  Separate voting is not required for expenses outlined in the chapter’s annual budget (once it is voted on and approved by the Board) and is not required for expenses outlined in the By-Laws and Policies and Procedures.  
(E) Members of TBAMPI who use personal funds to pay approved chapter expenses will be reimbursed by chapter check provided that an Expense Report and receipts are turned in to – and approved by -- the Vice President of Finance. The Vice President of Administration shall serve as back-up to Vice President of Finance.
(F)  
Expenses that exceed the allowable percentage over budgeted amounts will require Board of Directors approval based on the chart below: 
	Range
	Example
	Allowable %
	Overage

	$1 - $100
	$100.00 
	20.00%
	$20.00 

	$101 - $500
	$500.00 
	15.00%
	$75.00 

	$501 - $1,000 
	$1,000.00 
	10.00%
	$100.00 

	$1,001 - $1,500.00
	$1,500.00 
	5.00%
	$75.00 

	$1,5001 +
	$2,000.00 
	2.50%
	$50.00 


(G)
At least once annually the chapter’s goal is to raise funds or use excess funds on hand for a local charity group’s benefit.  The amount of contribution must be voted on.

(H)  
The Board has power to use funds or “trade out” the value of chapter functions and Web site and eFocus ad space in return for administrative or program support services.

(I)
When payment or trade out is being considered for services rendered, every attempt should be made to use TBAMPI members as suppliers.
(J)
When looking for industry suppliers for significant chapter events, a Request for Proposal (RFP) shall be distributed to all supplier members, included in the chapter e-newsletter, announced at chapter meetings and posted on the TBAMPI Web site.
XII.  
PROMOTION AND PUBLICITY

(A)  
The Board will make every attempt to promote the purpose and activities of TBAMPI through local media and industry publications.  A media list is to be maintained by the VP of Communications with copy to Chapter Administrator and key chapter mailings should be sent to those on the list.  The media list will also include MPI’s officers and key staff, local executives in the industry (example, Executive Directors of CVB’s in our geographic area), and Presidents of other Florida Chapters.

(B) Press releases should be sent to the media list to announce all chapter functions with attention being paid to each publication’s deadlines.
(C) Within our chapter, other industry functions may be promoted if determined to be of interest to the membership.  TBAMPI will not promote or publicize events unless they are open to all categories of MPI membership.  The function must be a non-competing (not scheduled within 30 days prior to a major TBAMPI function), significant industry conference.  TBAMPI will include the function on the chapter Web site and in the chapter e-newsletter if the organization agrees to promote TBAMPI functions in return.  TBAMPI will not send an email blast to membership regarding functions outside of TBAMPI. 
(D) Media inquires about TBAMPI’s purpose and/or activities should be directed to the chapter President or to the Board member responsible for handling the event in question.

VI. NOMINATIONS AND ELECTIONS
(A) The Immediate Past President will be the chairperson of the Nominating Committee.  The remaining members of the Nominating Committee shall be appointed by the chairperson, with the approval of the Executive Committee.  The committee shall be comprised of the Immediate Past President (chair), the President Elect and no less than one (1) and no more than five (5) non board members.  The Nominating Committee shall be responsible for administering the nominations and election process.  
(B) 
The committee members shall be appointed in accordance with a timeline for the nominating process agreed upon by the current president and the nominating committee chair.  This timeline will be based upon the needs of the chapter and directions from MPI.

(C) 
Using a Candidate Interest Form, the Nominating Committee shall call for applications from the membership for Directors allowing 30 days for submissions.  The Board of Directors shall consist of the President, President Elect, Immediate Past President, Vice President of Administration, Vice President of Finance, Vice President of Membership, Vice President of Education, Vice President of Communications and no less than six (6) Directors.  The Board shall be composed of planner and supplier members.  The Chapter Administrator shall also be an ex officio member, without vote, of the Board of Directors.

(D) 
Board of Directors Qualifications are:

1. 
Be a member in good standing.

2. Be willing to fulfill the obligations of office, in the capacity indicated.

3. Have a history of involvement, accomplishment and dependable service to MPI or TBAMPI

4. Be willing to contribute time, energy and creativity to the chapter with written consent of your employer

(E)
The nominations committee will electronically submit their recommendation for incoming Board of Directors to all TBAMPI members in good standing (according to the latest membership report from Dallas) in accordance with the nomination process timeline. All responses must be returned to the TBAMPI office within fourteen days of the distribution.  

(F) The elected slate of Officers and Directors will be forwarded to Dallas by the Executive Director on or before March 31.

(G) 
The new Officers and Directors will be installed at the June event.

A copy of Chapter By-Laws and Policies and Procedures manual shall be posted on the TBAMPI website (www.tampabaympi.org) and shall be provided electronically upon request from a member. 
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