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POLICIES AND PROCEDURES
The following statements of policies and procedures have been developed to assist in the overall operations of Chapter activities.  These policies and procedures are not all encompassing or complete, but shall be constantly modified and improved to reflect the changes in conditions and circumstances that influence the day-to-day operations of the Orange County Chapter and its members.

MISSION STATEMENT
MPIOC builds a rich global meeting industry community through connections to knowledge, relationships and marketplaces.  As one of 70 local chapters representing the international MPI Association, MPIOC echoes the general message “Connecting you to the Global Meetings and Events Community.”
I. CHAPTER MEETINGS

(A) When planning Chapter meetings and functions, a priority will be given to 
venues represented by Chapter members.

(B) Monthly meetings are normally held on the first Wednesday of each month.  
Meetings will be held either at lunch time or in the evening.  

(C) The Board may change meeting dates to avoid conflicts with MPI International 
events
including, but not limited to, the World Education Congress (WEC), Meet Different,   Institutes I & II, Certified Meeting Management Course (CMM) or nationally observed Holidays.

II. MONTHLY MEETINGS AND EVENTS

(A) Monthly meeting notices will be sent to all Chapter members via email notification. 

(B) All reservations received without payment will be handled onsite and therefore, will not be included in the meal count that is communicated to the host facility.  Members placing reservations without payment will be considered onsite at the event and must wait until all pre-paid members are seated prior to admission.

(C) Members who have pre-paid and do not attend the meeting are not eligible for reimbursement or the transfer of meeting funds to another event.

(D) Cancellation of attendance must be received ten (10) working days prior to each monthly meeting.  Events outside monthly meetings are subject to different cancellation policies.  

(E) The Association Management Office (AMO) will be present at the registration table to welcome and process members.  Registration will be completely set-up a minimum of 30 minutes prior to the stated registration time.

Name badges will be pre-printed and will identify the following member categories:

i. President

ii. Board of Directors

iii. Committee Members

iv. New Members

v. Sponsors (Platinum, Gold, Silver, Bronze)

vi. Speakers

vii. Guests
viii. First Timers
ix. Students

(F) Pending member status shall be eligible to attend meetings at the member rate.

(G) The AMO will communicate to the VP Education and Director, Monthly Programs the guarantee member count for the meeting by 12:00 noon the Friday prior to the meeting.  In addition, the AMO will communicate updates to the VP Education and Director, Monthly Programs the Monday and Tuesday prior to the event.  The VP Education and Director, Monthly Programs are responsible for communicating all guarantees and meeting specifics to the host facility venue.

(H) The AMO is the sole recipient of funds from the membership (via facsimile, mail or through the Internet) for the purpose of attending meetings and/or special events.  Checks that are returned for insufficient funds are assessed a $25 processing fee.
III. CHAPTER MEETING HOSTS

(A) As stated in item I (A), preference for hosting meetings is given to member venues.

Host facilities are paid a negotiated rate per attendee to cover food and beverage 
charges if the venue has not sponsored these items.  The VP, Education and 
Director, Monthly Programs are responsible for managing all in-kind and paid 
negotiations with the host facility venue.

(B) Host facilities may send their staff to the meeting at their own facility at no charge given the fact that MPIOC is not billed for their meals.  The host facility is still responsible for registering attendees with MPIOC so badges can be produced.

(C) A standard Request for Proposal (RFP) used by MPIOC and approved by the Board of Directors is utilized to communicate all requirements of the association for monthly meetings.  Specific additions per meeting are allowed depending upon the topic/speaker requirements.

(D) All contracts negotiated for MPIOC shall have two signatures of approval.  The first signature will include the President and/or President Elect. The second signature may include the VP Education. 

(E) After the contract has been signed by MPIOC and the host facility, the VP Education and Director, Monthly Programs shall communicate all arrangements for the monthly program with the host facility as outlined in the RFP.  The VP Education and Director, Monthly Programs shall communicate all specifics to the host facility venue after the contract has been signed, including but not limited to speaker necessities, final guarantees, room configurations, AV specifications, etc.
IV. CHAPTER ATTENDANCE POLICY

(A) All regular members will be admitted to monthly meetings by submitting a reservation to the AMO.  Reservations will be accepted via facsimile, U.S. mail, or through online registration at http://www.mpioc.com.  Onsite registration is also accepted based on availability after all registered members are seated (noted when announcements start).

(B) Guests of MPIOC are welcome to attend a maximum of two (2) meetings before they will be required to join the association.  The AMO will track attendance of guests.  This policy is waived for attendance to any Special Events.

(C) Reservations are taken on a first-come first-served basis and are based on the number of available seats as negotiated with the host facility.  Early registration typically ends on the Friday prior to the meeting.  Early registration cut-offs are established well in advance and are published on the registration form and during online registration.

Two pricing structures are maintained.  One for members and one for non-members.  The member rate is available for all MPI members regardless of what chapter they belong to.  Each structure has two price points:  early registration and onsite registration.  The VP Education and Director, Monthly Meetings are charged with assuring consistent pricing of educational opportunities throughout the year.  

(D) Complimentary attendance to meetings is based on the sole discretion of the Board of Directors.

(E) Discounted pricing may occur for special promotional events approved by the Board of Directors.

(F) Volunteer work for MPIOC as a Board member or Committee member does not constitute complimentary or discounted attendance to meetings or special events. Individuals or companies that donate services may be eligible for complimentary/discounted attendance based on the current Strategic Partnership Alliances (SPA) Program. 
V. CHAPTER  PUBLICATIONS

(A) A monthly newsletter will be sent to each member of MPIOC via email.

(B) The VP Communication and/or Director, Publications are responsible for the gathering, editing and delivery of an electronic newsletter to be distributed to the membership.

(C) The VP Finance and the Finance committee are responsible for obtaining ads and to raising general funds for MPIOC.  

(D) The VP Communication and VP Finance are responsible to ensure that all ads are placed as promised.

(E) The AMO maintains an Internet website for the purpose of maintaining communication with the members as well as all others interested in MPI Orange County.  The website is managed by the VP Communications and can be located at http://www.mpioc.com.
(F) The MPIOC Job Bank is open to all members and non-members for viewing existing job opportunities and posting new job opportunities.  The Job Bank can be found on the MPIOC website at http://www.mpioc.com.
VI. MEMBERSHIP

(A) MPIOC maintains the same policies on membership as International.

(B) The New Member Orientation shall be held at the discretion of the VP Membership and Board of Directors.  Board members are encouraged to attend.

(C) The AMO maintains the membership database and communicates on a monthly basis all new members (including transfers) and dropped members to the VP Membership.  

(D) Affiliate Membership Applications are available through the AMO as well as on the Chapter’s website.  Affiliate members must be members of a primary MPI Chapter and must maintain their membership [in good standing] in order to be an active Affiliate member.  Affiliate memberships are available for $75.00 annually, which includes the Affiliate’s name in the online Chapter’s Membership Directory and inclusion in all MPIOC Chapter mailings/correspondence.

VII. MEETINGS OF THE BOARD OF DIRECTORS

(A) Board meetings are normally held once a month or as needed. Board meeting agendas are sent out in advance (via email) with the minutes from the last meeting and a current status report from all Board of Directors.  Financial reports are also sent with the meeting information package.  Requests to add additional items on the agenda should be made to the President in advance of the meeting.  Items will be added if time permits.

MPIOC Board meetings operate on a Consent Agenda format and follow Roberts Rules of Order.

(B) Board members not able to attend the meeting should notify the association President so it can be determined if a quorum is met.  Absent Directors shall continue to submit their reports.  Members missing two consecutive Board meetings without just cause or notice are subject to removal from the Board.

(C) Minutes from every meeting are completed by the AMO and approved by the Board of Directors at the monthly Board meetings and sent to MPIOC’s Chapter Business Manager (CBM).

(D) Regular Board meeting times will be made known to all members and attendance by the membership-at-large is open with request to the AMO or Chapter President.
(E) Board meetings may be held by conference calls if recommendations are made by the President or the Officer that is holding the meeting.
Holding Board meetings by conference call: 
Board meetings must be conducted in such a way that all members participating 
can hear each other at the same time, and special rules should be adopted to 
specify precisely how recognition is to be sought and the floor obtained during 
such meetings. 
It should be noted in this connection that the personal approval of a proposed 
action obtained from a majority of, or even all, Board members separately is not 
valid Board approval, since no meeting was held during which the proposed action could be properly debated. If action is taken by the Board on the basis of individual approval, such action must be ratified by the Board at its next regular meeting in order to become an official act. 
Voting by Mail or E-mail.  Proposals to be offered to the membership for mail or 
email vote, shall first be approved by the Board unless the proposals are endorsed 
by at least ten percent (10%) of the voting members, in which case, Board 
approval shall not be necessary.   In a mail or e-mail vote, no less than fifteen 
percent (15%) of all members eligible to vote shall cast a ballot to constitute a
valid action and a majority of those voting shall determine the action.
(F) The Board of Directors participates in two (2) strategic planning retreats per year; late May and January/ February.
VIII. INCOME, FUNDRAISING AND USE OF FUNDS

(A) The Chapter VP Finance manages the Chapter funds in concert with the AMO according to the established job description and processes in place.

(B) The Director of Strategic Partnership Alliances is responsible for working with the entire Board to gather sponsorships for the Chapter.  Likewise, the Director of Strategic Partnership Alliances is responsible for follow-through on all commitments to sponsors in lieu of their contributions (i.e., advertising, signage at meetings, etc.)

Strategic Partnership Alliances (SPA) Breakdown:
                              Partner Level

           Cash Contribution     In-Kind Contribution

	Platinum Partner
	$5,000+
	$10,000+

	Gold Partner
	$2,500-5,000
	$5,000-10,000

	Silver Partner
	$1,000-2,500
	$2,500-5,000

	Bronze Partner
	$500-1,000
	$1,000-2,500


· Cash contributions have a "double reward" value (i.e. $2,500 Cash is credited at $5,000 level)
· In-kind contributions to the Chapter are based on one-half the retail value

(C) Mailing labels are available for SPA participants based on the guidelines dictated in the SPA agreement.  Mailing labels are to include only the name of the member, company name and mailing address.  At no time will email addresses and phone numbers be made available on the mailing labels.  MPIOC is authorized to send mailing labels to SPA participants in compliance with the MPI International Member Privacy Policy Agreement.  Mailing labels are available for purchase by members and non-members.  The price is $250 for members and $350 for non-members.  Mailing labels are for a one-time only use.  

(D) Disbursement of all funds requires Board approval.  There are “general” approvals in place for each committee once the Board has established, voted and approved the operating budget.  Only items outside of the established budget need to be voted on separately.

Members of MPIOC 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 the Vice President Finance.  Checks are processed once a month.

(E) The Board has the power to use funds or “trade out” the value of Chapter functions, meeting attendance, or member directory advertising in return for administrative or program support services.
(F) The Board should not enter into a contractual agreement with any vendor for terms greater than two years unless extraordinary circumstances warrant.  A contract for a term greater than two years will require Board approval.
IX. PROMOTION AND PUBLICITY

(A) Press releases should be sent to the media list to announce all Chapter functions with attention being paid to each publications deadline.

(B) Within the Chapter, other industry functions may be promoted if determined to be of interest to the membership.  MPIOC will not promote or publicize events unless they are open to all categories of MPI members.

(C) Media inquiries about MPIOC’s purpose and/or activities should be directed to the President or President Elect. 
X. NOMINATIONS AND ELECTIONS

(A) The Immediate Past President shall chair the Nominations Committee for the purpose of identifying candidates to the Board of Directors for the following term.  The Nominations Committee works hand-in-hand with the incoming President throughout the nominations process.

(B) The Executive Committee of the Board will appoint and confirm Nominations Committee members by December 1.

(C) The Nominations Committee will meet to talk about nominations in December and provide information to MPIOC members about the process in the December  email blast.

(D) Using a Candidate Interest Form, the Nominations Committee shall request nominations from the membership at large for Directors through the Chapter  email blast and website (excluding students and Associate members).  The nomination process will be from December 1- January 30.  Members interested in Board positions can nominate themselves.


Active Chapter members in good standing are eligible for Board positions.  

Immediate Past President and President will be filled from current Officers.

(E) Board of Director qualifications are:

i. Be a member in good standing

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

iii. Have a history of involvement, accomplishment and dependable service to MPI or MPIOC.

iv. Be willing to contribute time, energy and creativity to the Chapter with written consent of the employer.

(F) All position descriptions of the Board will be published on the MPIOC website:  www.mpioc.com. 

(G) The Nominations Committee will contact each member expressing interest in a Board position to ascertain the member’s specific area of interest.  During this conversation, the level of commitment will be revised with the potential candidate to ensure a thorough understanding of the job.  This process will happen when nominations are received in December/January.


If there is more than one individual interested in the same position, the 

Nominations Committee will ask these individuals to do an in-person interview 

with the Nominations Committee.

(H) The Immediate Past President will notify individuals of their Board placement (if applicable) by February 1.   

(I) The Nominations Committee will present a slate of Officers and Directors to the membership by email blast on February 15.  Members will vote on the slate of officers by email or fax to the AMO by March 1.

(J) Should a position be contested, such that an individual wants to place his/her  


name for nomination in a position already slated by the Nominations Committee, 


only an individual nominated for a specific position can contest. For example, if 


Mr./Ms. XYZ was nominated though not slated by the Nominations Committee, 

he/she would be eligible to be placed on the ballot. If Mr./Ms. XYZ was not 

originally nominated he/she would be ineligible to be placed on the ballot. A 

member must contest by March 5.  The individual contesting will need to fill 

out a Nominating Petition (see Exhibit B) and send it to the AMO by March 5.  

The individual must obtain signatures from 2% of the MPIOC membership.  

If a position is contested, then the Nominations Committee will create a ballot 

for the two individuals for that position.  The ballot will be emailed to the 

membership the second week of March and given two weeks to vote by email or 

fax.

(K) The elected slate of Officers must be forwarded to International on or before March 31.

(L) The new Board of Directors will be installed at the June Annual Awards and Installation Dinner.  Transition meetings prior to that event are the responsibility of the incoming President-Elect.

(M) The new Board of Directors term begins July 1 and ends the following year on June 30.  New Board members will serve one “term” consisting of the following:  two (2) years for Directors and one (1) year for Vice Presidents.  At the end of the first year of a term for Directors, the option exists to work with the incoming President to switch responsibilities based on mutual agreement.
XI. ASSOCIATION MANAGEMENT OFFICE (AMO) – GENERAL OPERATING POLICY

(A) The Association Management Office (AMO) works in concert with all Board members and Team Leaders to accomplish the goals and objectives of MPIOC thereby serving the membership.

(B) The AMO reports to the Executive Committee and takes its priority in services requested from the President of MPIOC.

(C) The AMO is under contract to MPIOC for a stipulated period of time.  During the tenure of the contract, terms and conditions of service may be reviewed.

(D) The AMO provides MPIOC with the following general services including, but not limited to:

i. Serves as the communications hub for all data regarding MPI and MPIOC.  

ii. Processes all registrations for monthly meetings and events in a timely manner.  Submits guarantees to appropriate Team Leaders as required.

iii. Produces badges and receipts for payments for members as needed.

iv. Maintains the membership database and performs the quarterly audit as required by the Board of Directors.

v. Assists with association communication as needed.

vi. Participates in monthly Board of Directors meetings and retreats and submits a monthly report on work in progress/status from previous month.

vii. Works hand in hand with the VP Finance in producing budget reports.

viii. Processes expense reports and disbursements on a timely basis.

ix. Serves as signature on the Association’s credit card for purchases directed and approved in advance by the Vice President Finance and/or the President.  

x. Ensures that all taxes and audits are performed annually in compliance with MPI standards.  Obtains appropriate signatures on documents and sends to MPI to meet deadlines.  Sends year-end Operating Budget and P&L with Taxes and Audit to MPI.

xi. Works with President to ensure that on a monthly basis, all documentation is sent to Dallas as required, including:  Monthly Minutes and Reports, and the Annual Budget (when approved at the beginning of the year).

xii. Provides appropriate resources at the office to ensure proper member services.

xiii. Attends monthly meetings and maintains registration area.  Provides MPI publications and membership materials at monthly meetings to include, but not limited to the Chapter’s membership applications, membership profile updates, Continuing Education Units (CEU) documentation, MPIOC Scholarship Applications, etc.

xiv. Maintains all supplies used by MPIOC and replenishes as needed.

xv. Performs other duties as agreed upon by the Board of Directors to support the Association.
XII. FINANCIAL GUIDELINES

The following guidelines are established in accordance with proper accounting procedures and mandates as outlined in the attached “Annual Certification of Chapter Bonding” document.

(A) All checks will require two signatures*.

(B) All reimbursement requests require a check requisition and back-up documentation (receipts, justification, etc.) to be paid.

(C) The role of the VP Finance will be to audit inbound invoices and expense requests against the established budget and to code the invoice/request to the proper account. 

i. VP Finance will receive check requisition with backup from AMO at 

the Board meeting.
ii. VP Finance will approve or reject request and forward to the AMO at 
the Board meeting.
iii. Check is processed and brought to the Board meeting for approval.

(D)
Checks will only be signed by the following Chapter officers and in this order 


primarily at the Board of Directors meeting:

a.  President

b.  President Elect

c.  VP Finance


(E)
The monthly management fee will be processed as indicated above.  Automatic 

transfer of fees will be discontinued.

* Refer to attached Annual Certification of Chapter Bonding form, item #1 – “Secure a co-signature on all checks.” 

EXHIBIT A

ADDITIONAL INFORMATION FOR THE CHAPTER NOMINATIONS PROCESS

What is the Nominations Committee?

Article VIII:  Board of Directors

Section 4.
Nomination and Election.  The Nominations Committee shall be headed by the Immediate Past President.  The Nominations Committee shall solicit recommendations and shall act in accordance with the Policies of the Chapter.

Article IV: Officers

Section 3.
Nomination and Election.  The Immediate Past President shall appoint a Nominations Committee according to the procedures as provided in these Bylaws for the purpose of nominating a slate of Officers and Directors.  Elections shall be conducted by March 31.

Article X:  Directors, Committees and Position Coding

Section 3.
Nominations Committee.  The Immediate Past President shall chair the Nominations Committee.  The remaining members of the Nominations Committee shall be appointed by the Chair with the approval of the Executive Committee.  There shall be no less than four (4) members including the Chair.

Appoint the President Elect as an Ex-Officio Member of the committee (they are part of the Committee but don’t have a vote).  Voting members of the Committee should represent a mix of planners and suppliers.  Always have an odd number of members.  

· Member of Past Leadership

· Member of Present Board

· Member of Present Chairpersons

· Member at large (not involved in present leadership)

· Member at large (or someone leaving the present leadership)

Do I need to know my Chapter By-Laws by heart?

No.  However, it is recommended that you review them before beginning the process.  Reviewing the By-Laws before beginning the nominations process will bring to light any potential situations that can be addressed prior to moving forward. 

Terms of office for Officers (President, President-Elect, Immediate Past President, VP Finance, required for all chapters) as noted in Article 6, Section 4 are one (1) year terms. Officers may be elected only once to the position unless authorized by MPI or appointed by the Chapter Board of Directors or Chapter Nominations Committee.

Terms of office for Directors as noted in Article 8, Section 5, are two (2) year terms.  Directors may be re-elected for (1) additional term and after (2) successive terms and are not eligible for another term until at least (1) year has lapsed. A Director's term in office is measured by years of service, not the position held.

Does MPI have a standard nominations process for us to follow?

The following are guidelines:

a. All discussion in the nominations and elections process is strictly confidential.  Committee members are not to relay any information of the proceedings to anyone outside the Committee.

b. Once a slate is chosen, the entire Committee will support the decision.

c. The Chair (Immediate Past President) will be the person to notify all the candidates of the outcome before the slate is made public.

d. If a leadership position opens, which was not listed on the slate (i.e., a Board member resigns) during the Committee’s year of service, as noted in Article VIII, Section 5 of minimum Chapter By-Laws, "vacancies in any elective position are to be filled for the balance of the term by a majority vote of the Board of Directors."

e. Each Committee may decide upon the procedure that works for them in order to come to a decision.  A suggested method would be to discuss and fill the position from the top down, i.e. from the President Elect, then the Executive Committee positions, and then to the open Board positions.  For each position, at the end of discussion, a secret vote is taken among the Committee members.  Should someone on the Nominations Committee be nominated for a Board position, this person should remove themselves from the Committee and be replaced by the Chair with the approval of the Executive Committee.

At times, a Chapter leader who has been slated may resign before they take office.  In this case, the Nominations Committee may suggest another leader to fill the term, which is submitted to the Board.  The Board would then vote to accept this person with two-thirds majority vote.

f. Candidates for any position should be in accordance with the Chapter By-Laws. 

Should the elected officers and Board of Directors sign commitment forms?

A commitment form is not required, but is a good business practice.  Some chapters do and others do not consider it necessary.  The consent forms are helpful in explaining what is expected of certain positions to employers and the candidates themselves.  The form currently used by certain chapters carries varying information.  Some chapters only require the Executive Committee to sign consent form while other chapters require the entire leadership from elected officers to Committee chairs.
EXHIBIT B

MEETING PROFESSIONALS INTERNATIONAL 

ORANGE COUNTY CHAPTER

NOMINATING PETITION

I/We the undersigned do hereby nominate 






 for the position of 





 who has submitted, in accordance with the Meeting Professionals International Orange County Chapter (MPIOC) policies dealing with nominations, a candidate data and interest form and is in opposition to the Nominations Committee’s slate candidate 





.  I/We attest and verify that on January 30, 

, I/We were members in good standing of MPIOC.  Petition should be returned to the AMO on or before March 5 to

	Date Signed
	Signature
	Print Name
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Meeting Professionals International Orange County Policies Manual, Article X, Section J:

Should a position be contested, such that an individual wants to place his/her or another name for nomination in a position already slated by the Nominations Committee, only an individual nominated for a specific position can contest. For example, if Mr./Ms. XYZ was nominated though not slated by the Nominations Committee, he/she would be eligible to be placed on the ballot. If Mr./Ms. XYZ was not originally nominated he/she would be ineligible to be placed on the ballot. A member must contest by March 5.  The individual contesting will need to fill out a Nominating Petition (see Exhibit B) and send it to the AMO by March 5.  The individual must obtain signatures from 2% of the MPIOC membership.  If a position is contested, then the Nominations Committee will create a ballot for the two individuals for that position.  The ballot will be emailed to the membership the second week of March and given two weeks to vote by email or fax.
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