
Meeting Professionals International

WestField Chapter

POLICY MANUAL

NAME AND LOCATION
1. The name of this organization is Meeting Professionals International-WestField Chapter.

2. The geographical areas covered by the chapter shall include Westchester County, NY and Fairfield County, CT and any additional adjoining areas as defined by MPI International.

3. The official address of the WestField Chapter shall be PO Box 577 Yorktown Heights, NY 10598. (5/04).  For Express Mail (FedEx, etc.) purposes address is Meeting Professionals International - WestField MPI c/o Jody Mastro, CMP Chapter Administrator, 1675 Central Avenue, Yorktown Heights, NY 10598.

OBJECTIVES
1. The objectives of the chapter shall be the same as set forth in the Chapter Leadership Plan. [4/09] Make our members successful by building connections to: Knowledge/Ideas, Relationships and Marketplaces.
2. Additional goals may be set at the beginning of each chapter year by the incoming board of directors.

MEMBERSHIP
1. Membership qualifications, classification, resignation, transfer, and removal are as defined by MPI, except that student members do not qualify for service on the chapter board of directors unless appointed by the chapter president.  

2. All members must agree to abide by the MPI Principles of Professionalism. 

3. Membership shall be in the name of the individual, not the organization.  This was changed on the International level in 8/03. See mpiwc.org for further details on transfer policy. 

4. An individual may only be a primary member of one chapter, but may pay an additional fee to be placed on another chapter mailing list if that is the chapters practice. Any member may attend another chapter’s meeting.

5. MPI dues-paying member from another chapter may join the WestField Chapter as an affiliate member for a fiscal yearly (July-June) fee of $75.00.  This is prorated in thirds of the year if a person joins as an affiliate mid year (Nov-June $50.00, March- June $25.00) [2/03].  This affiliate member shall receive full member benefits with the exception of serving on the Board of Directors, and voting.  Voting privileges are given to the members at their primary chapter only – not at their affiliate chapter(s).  [4/09]  

6. Any member of MPI shall be allowed to attend all chapter membership meetings at the member fee.  No restrictions on the number of meetings a member can attend shall be imposed.  The proof of membership shall be confirmation by Membership via the current membership roster.  [4/09].  Any member attending a meeting at a chapter will adhere to the reservation and cancellation policy of the chapter. 

8. Change of address/contact information needs to be done on both the Chapter level and International level.  Both can be handled online.  For the chapter an email can be sent chapadmin@mpiwc.org with old and new information. For MPI International visit www.mpiweb.org and click on Profile Update.  It is the member’s responsibility to keep their contact information current and to let both the local chapter and International know of any changes.  

MEMBERSHIP SERVICES
1. For members in need of MPI membership renewal assistance, financial support or registration to monthly meetings and social events or scholarships to MPI Meet Different, MPI WEC, or the CMP or CMM certifications will be directed by membership and the Board to the 2009-2010 Bailout Program on our website.  The member will fill out the request which will be directed via email to Jody and then sent to the appropriate Bailout Committee member for review.  The Bailout committee will determine the financial disbursement and communicate the request for funds to the VP of Finance, Chapter Administrator and the VP of Leadership Development. [SM 7/09] Funds are distributed on a first-come first-serve basis and capped at the budgeted amount for the fiscal year. [4/09]  Leadership Development will contact the member regarding their committee involvement. [SM 7/09]

2. The WestField Job Bank is free member service-maintaining a list of available jobs and resumes of job seekers on our website.  The service is available to WestField members and affiliates only.  [SM 7/09]

3. On a monthly basis the Chapter Administrator will divide up the membership list and assign board members to groups of approximately 10-12 members/affiliates for our phone tree.  The people to call will vary month to month so each board member will contact the entire membership over the course of the year.  The purpose of the tree is to remind members of upcoming programs, spot-check our database (let Chapter Admin. know of any changes) and check on ‘how we are doing’- any needs or concerns the members have will be funneled back to the board at the next meeting.  

DUES AND REGISTRATION FEES

1. There is a member and non-member registration fee for each monthly educational meeting.  Currently the member fee is $60.00 (advance registration is $50.00).  
Non–member rate is $70.00 (advance registration is $60.00). [Fees increased by $5.00 8/02; increased $10.00 7/04.] Possible changes to be discussed with board for 09-10.
2. A meeting package is offered for designated educational programs per fiscal year. A discount is offered for this subscription.  The pricing will be outlined based on the number of programs in the package and is only available for primary and affiliate Chapter members.  The pricing will reflect the benefit of getting 1 (one) registration fee complimentary.  Members must still pre-register for the meeting.  [rev. 5/07] Package redemption and subscribers are tracked by the Chapter Administrator.  The package does not apply to regularly scheduled special events or social functions. Discussed by membership and education teams to possible change.
3. The Past Presidents Passport entitles all past presidents to a discounted rate of $30 for monthly educational programs.  Special and Social events will be charged at the regular registration rate [3/09].   Please note – the President’s Reception is combined with the September educational program [rev. 7/06]).  The option for Past President’s Passport is included on applicable registration forms, which are setup and maintained by the Chapter Administrator.
4. Advanced registration is made via our chapter website by the deadline indicated in the event details for each event. [3/09] Any reservation made after the indicated date/time will not be considered as “pre-registered”. [3/09] No shows will be billed.

5. Advanced registration fees must be paid prior to the meeting via check or 

credit card.  We currently accept MasterCard, Visa, American Express and Discover.

6. Cancellations must be received by the Friday prior to an event unless otherwise stated in the event policy for that event in order to receive a refund.  Cancellations after the designated date/time will not be refunded. [3/09]  

7. Delinquency on chapter fees shall prevent participation in chapter functions and/or meetings until the delinquency is cleared.  Chapter fees shall be defined as dues meeting charges, newsletter advertising, or any other outstanding debt to the WestField Chapter.  Outstanding fees must be paid to the chapter within 30 days of receipt.  After 30 days the bill will be considered delinquent.

MEETINGS AND SPECIAL EVENTS
1. Seven (7) regular monthly educational meetings and a minimum of three (3) special events will be held, with a suggestion that they be held during the held the second 

week of the month (Wednesday or Thursday). [4/09]  The awards ceremony shall be held in June and shall include the installation of officers, presentation of annual awards, and state of the chapter.

2. The SAP team will source in conjunction with [4/09] of the Education and Special Events Committees venues that are current chapter members. If there is not an available or qualifying venue, then those committees may source with non-chapter-member venues. [3/09]

3. The host facility will be paid $30.00 per person for education and $35 for special events [special events changed 4/09], inclusive to offset the related hotel costs and basic audiovisual costs (lectern, stage, and lavaliere microphone) [increased from $20.00 7/04].  If A/V needs exceed basic needs noted above (ie: screen, LCD projector, etc.) that the facility cannot compensate, the Chapter will use sponsorship dollars, or in-kind service to offset these charges.  Deviations will be discussed and approved at board meetings. [4/09]
4. The meeting notice shall be emailed to the member 30 days prior to the meeting for education programs and 45 days prior for special events [4/09].  Our website features information on all upcoming events. www.mpiwc.org [04/09]  .  Reminders are posted on the Chapter website that is available to the entire membership, event reminders will be communicated through our Weekly News prior to each meeting/event. (JM/B/June 09)

5. The Chapter currently uses admin e Solutions as our online registration partner. Our agreement with admin e Solutions is an annual document, can be cancelled at any time as long as it is 60-days prior to renewal date. [04/09] The “member directory” [04/09], registration forms and meeting and event invitations are created and maintained by the Chapter Administrator.

6. The Board of Directors may cancel or postpone any regular meeting or annual meeting for cause.  If the annual meeting is postponed, provision must be made to hold it within 30 days from postponement. [put in wording from bylaws]
7. In the winter months, the President makes the final call the day of the meeting (afternoon before for breakfast programs) to cancel or postpone due to inclement weather.  If cancellation/postponement occurs, this information will be posted on our website and calls/emails will be made to all registered attendees by the Chapter Administrator and Board Members. [4/09]

8. At the annual meeting or special meeting for members, a quorum shall consist of 15% of the membership.

9. Non-members are limited to two regular meetings as guests, after which they must join to continue attending.  Guests such as spouses or friends not involved in the industry do not fall into this category. [remove 4/09? Checking with Membership] 
10. Non-member industry attendee names and addresses will be recorded and added to the prospective mailing list.

11. MPI members will be given the first right of refusal when holding an MPI function before soliciting outside sources, unless there are no present members who are capable of performing or fulfilling the need.

12. Meeting notices shall be sent to the general membership not less than 30 days prior for educational events and 45 days prior for social/networking events.  (JM/B/June 09) Paper invitations are not mailed to any member, including those without an email address as our website features information on all upcoming events - www.mpiwc.org.  Reminders are posted on the Chapter website that is available to the entire membership, event reminders will be communicated through our Weekly News prior to each meeting/event. (JM/B/June 09)

NEWSLETTER

1. The newsletter shall be the official vehicle for disseminating information to our membership.

2. The newsletter shall include advertising at rates that are posted on our website.  www.mpiwc.org
3. Advertising is not limited to members of MPI.

4. Periodically we will offer special promotional discounts to new member advertisers (20% of member rates.)

5. The reservation and art deadlines can be found on our website under the Partnerships-Ad Rates and Schedule section.  Copy deadlines are typically ten days before press.

6. All newsletter copy will be used at the discretion of the editor.  In general, releases will usually not be printed in full, nor will we highlight people or events not involved in some way with our chapter or our membership.

7. Text to advertising ratios 60:40.

8. MPIWC reserves the right to refuse advertising that does not reflect MPIWC standards. 
9. All advertising trade outs made between MPIWC and a supplier must be approved by the Board and must go through the proper procedures. [remove falls under current SAP program]
DIRECTORY
1. The directory will be an online version-no print version as of July 2003.  It will be updated on a monthly basis by the Chapter Administer to include new members, transfers in and out, dropped members and any changes in member record information that has been received in the past 30 days.

2. The directory will contain the name, affiliation, address and phone number, and email address of all members, the list of officers and committee chairs, and the name and address of the WestField Chapter administrative offices.  

CHARITABLE PROGRAMS

1. Charitable programs will be reviewed and approved for Chapter support each year by the Board of Directors.

2. The WestField Chapter encourages support of the MPI Foundation.  Support will be determined annually by the Board of Directors. [4/09]
3. The WestField Chapter will hold an annual classic (event TBD based on needs analysis and suggestions from Special Events committee) [EM 7/09] during the summer months.  The proceeds are to be allocated to internal chapter educational needs and charitable organizations as the chapter sees fit. [remove 4/09]

FINANCES
1. Only the VP Finance [rev. 7/06] may sign contracts on behalf of (as agent for) the MPI WestField Chapter  for function space or any other Chapter needs. Signature should read:  Jane Doe, on behalf of MPI, WestField Chapter.
2. All expenditures must be submitted first to the VP [4/09] for approval, then forwarded to the VP Finance who will then submit it to the Chapter Administrator for payments. [7/04].  Receipts need to be attached.  A properly completed Check Request Form is to be used for this procedure.  Rush requests need approval from a member of the Executive Board.
3. All funds for deposit should be sent to the Chapter Administrator.  No cash should be sent through the mail.  
ADMINISTRATION

1. Mailing labels of chapter members will be available on a one-use rental basis at $150.00 for members and $250.00 for non-members.  We reserve the right to review and approve the material being mailed.

2. Annual certification of chapter bonding offered by international headquarters is necessary.  The Chapter Administrator will facilitate the completion of this form in conjunction with the President.  As of March 2009, this process has been discontinued per input from our Chapter Business Manager.  [3/09].
3. Attendance and billing reconciliation sheets will are developed by the Chapter Administrator and sent to the VP Finance and Education Department within 7 days of each program. [4/09]
4. A copy of the Chapter Administrative contract for the WestField Chapter is available for review – please contact the President or VP of Finance. This contract is reviewed and renewed annually. An annual review will be completed by the Chapter President prior to contract renewal. [4/09]
5. A board member is required to verbally communicate to the President for each and every absence from a board meeting.  At the conclusion of three absences, this issue comes before the board for discussion.

Attendance at retreats is strongly advised. [4/09]
CHAPTER LEADERSHIP AND COMMITTEES 
1. A copy of all committees’ responsibilities can be found under the Leadership section of the website under Job Descriptions.

2. It is the responsibility of the Director(s) to set up committees as best suited for their area (appoint Chair(s) as needed).  Committee membership is available to any member in good standing, including affiliates. [4/09]

3. Any member of the chapter and MPI, in good standing, other than a student or affiliate member, shall be eligible for nomination and election to any elective office.  In addition, the Chapter will follow the official Chapter succession planning guidelines. (added 6/09)

4. The Immediate Past President will serve on the Chapter Leadership Development Committee.

5. In addition to the duties described in the Chapter Bylaws, the Vice President of Membership shall also oversee any member assistance or member service programs as well as overall member satisfaction surveys. 

6. Chapter Directors serve a suggested two year term and can be re-elected for the same position for one additional term.  

AWARDS
1.   On a monthly basis the Leadership team submits names of members for consideration as Above and Beyond Recipients (formerly MVM) [3/09]. These are individuals who have gone above and beyond in their support of their Chapter.  The recipient(s) will be announced at the monthly meeting, receive a letter and certificate from the President, be listed in the monthly [4/09] newsletter, and have a listing in the Awards section of the website.

2.    On an annual basis the Chapter will hold nominations for the following Chapter Awards: [4/09- update]

a.       Margaret Moynihan Chapter Leader of the Year Award

b.       Rising Star

c.       Meeting Planner Volunteer of the Year

d.       Supplier Volunteer of the Year

e.       Lifetime Achievement Award

f.        Style Award (Special Events)

g.       Silver Platter Award (Education)

 

Once nominations are received the Awards Committee, the committee will contact the nominees and ask them to accept the nomination.  All nominees that accept will be sent back out to the membership on a ballot for the final vote.  The amount of votes determines the winners. [SM 7/09]  They are recognized at the Annual meetings/Awards Ceremony in June.  The President has at his or her discretion, the ability to give special “President’s Awards” to those members they feel deserving. 
WEBSITE
1.    The official website of WestField Chapter will be www.mpiwc.org <http://www.mpiwc.org/> .  The website went online in September 2003 and is currently maintained via an annual renewable web-based content management system software license agreement through our current vendor, image weaver [3/09].  This software license agreement will be reviewed on an annual basis.  It can be cancelled within 60-days of the renewal day4/09]
2.    The  website is a member benefit main communication vehicle for all chapter communications. [4/06] 
STRATEGIC PARTNERSHIPS  
Having evolved since 2004, the Chapter Strategic Alliance Program has now grown in success as well as the amount of offerings we have for members to participate.  While our full Universal RFP is available in the Chapter Leader Toolkit on our website, a summary of sponsorship levels is available on our website [4/09] or contact the Director of Business Development. This program helps to offset the costs of monthly programming and social functions as well as other expenses that are incurred by the Chapter.  *Note below:  Tickets can be redeemed for special events at the rate of 2:1 due to the higher cost of special events programs. [3/09]  This program may be modified at any time as business needs arise. [EM 7/09]
CONFLICT OF INTEREST 
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 “Principles of Professionalism” signifies competence, fair dealing and high integrity.

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

1. Representation on Board of Directors

2. Membership equality for all paid events

3. Vendor relationships

4. Fiduciary/Financial

5. Nominations

6. Privacy

A “conflict of interest” is any situation where your personal interests, those of a close friend, family member, business associate, corporation or partnership in which you hold a significant interest, or a person to whom you owe an obligation could influence your decisions and impair your ability to act in MPI’s best interest, or represents the society fairly, impartially, and without bias.

If you are a Board Member you must immediately disclose a conflict of interest (as identified above) with respect to any transaction in writing to the other Board Members.  It is important to make the disclosure when the conflict becomes known.  If you do not become aware of the conflict until after the transaction is concluded, you must still make the disclosure in writing immediately.

Directors must withdraw from participation in any way in decisions in which they have a financial or material interest.  

Board Members who are in conflict of interest shall excuse 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.

Any proposal for funding submitted by directors in whom they, their relatives, or their friends have a financial interest must be forwarded to a minimum of two external reviewers for independent evaluation.

ADHERENCE TO POLICIES
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 responsibilities as determined by the chapter’s bylaws.

Each Board Member must sign the Conflict of Interest Covenant for the current fiscal year by July 30th.  A copy of this is available for review; please contact the President or Chapter Administrator.
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