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MEETING PROFESSIONALS INTERNATIONAL HEARTLAND CHAPTER POLICY MANUAL
Revision Date: December 18, 2017 
MPI VISION: To be the first choice for professional career development and a prominent voice for the global meeting and event community. 
MPI MISSION: To provide MPI members, chapters and the global meeting and event community with innovative and relevant education, networking opportunities and business exchanges, and to act as a prominent voice for the promotion and growth of the industry.
MPI HEARTLAND PURPOSE: The Meeting Professional International Heartland Chapter was established in 1990. The geographical areas include the states of Iowa and Nebraska. The Heartland Chapter provides training, education and networking opportunities to members engaged in the profession of meeting planning. 

MEMBERSHIP

SECTION 1.  MEMBERSHIP 

1.1 MEMBERSHIP QUALIFICATIONS, CLASSIFICATIONS, TRANSFER AND DUES:  Shall be as described in the current MPI Global Bylaws and Policy Manual.  Any member in good standing of MPI is eligible to affiliate with a Chapter regardless of geographic area or location of business.  Reference MPI Policies Article lll, Sections 1-4 and Article VI, Section 1-4.
1.2
Member Meetings Attendance at Events: Any member of MPI shall be allowed to attend all chapter membership meetings at the member fee. No restriction on the number of meetings a member can attend shall be imposed. The proof of membershp shall be in the MPI Heartland Membership Database. Any members attending a meeting of the chapter will adhere to the reservation and cancellation policy of the chapter. 

1.3
Registered Members & Affliates: Bona fide registered members and affiliates of our chapter shall receive all mailings and emails designated for chapter members. 

1.4
Membership Information Changes: Address and contact information changes must be made on both the Chapter and International level. Changes to the Heartland Chapter can be made by emailing the Chapter Administrator with your old and new informaiton. Global changes can be made at www.mpiweb.org by clicking on Profile Update. It is the responsibility of the member to keep their contact information current on both the chapter and international levels. 

1.5
New Members: Information on new members joining the Heartland Chapter will be included in the newsletter. Any active MPI Heartland Chapter member who recruits a new paid member will receive a $50 check to reach member recruited from the Heartland Chapter when new member information is received from MPI Global. This recruitment policy will be announced periodically at the Chapter Meetings along with the newsletter. 

1.6
Renewals: The VP of Membership will track members whose dues have not been renewed to inquire if they will be renewing their membership or to ask why they are not reneweing. The VP of Membership will then submit the information to the Board of Directors on a monthly basis. 

1.7
Prospects: All non members (guests or prospects) names and addresses will be recorded and added to the prospect list. The prospect list will be updated and maintained by the VP of Membership and Chapter Administrator. The Membership and Communications Committee’s will research any opportunities that the Heartland Chapter would have during the year to promote the organziations. All opportunities will be brought to the Board of Directors for approval. 

1.8
Annual Membership Dues: rates can be found online at www.mpiweb.org/Membership/Join-MPI 

1.9 
 Affiliate Dues: Affiliate membership dues to the MPI Heartland Chapter are $50 annually. 

1.10 
MPI Renewal Process 
a. 90 days prior to the member’s anniversary date MPI Global sends an invoice, letter from Chapter Business Management, Foundation Flyer and a return envelope. 

b. 45 days prior to the members’ anniversary date an email notice reminder is sent (only if payment has not been received.)

c. 15 days prior to the member’s anniversary date an invoice, letter from VP of Membership, Foundation Flyer and return envelope is sent to member (only if payment is not received) 

d. Email notice reminders are sent electronically on member’s anniversary date (if pyament is not received) 

e. 15 days past memnber’s anniversary date a final notice letter from MPI Heartland President, Foundation flyer and return envelope is sent to member (if payment is not received) 

f. Phone call is made from Resource Center (membership is up for renewal)
g. 60-70 days after past member’s anniversary date a cancellation email is sent notifying
    the member that their membership has been cancelled. 

h. 95 days past members anniverary date an email notice is sent electronically (if
    payment is not received) 
i. Prior to cancelling individuals membership from the roster MPI’s Resource Center department personally calls each delinquent member in order to obtain payment or determine the reason for non-renewal. If he/she cannot reach the individual, a detailed message is left. If payment is no received, the individual is cancelled from the active roster with a drop code of “MLNP-Message Left / Non Payment.” 

j. If in the process of calling MPI received a bad number recording or are unable to
   locate the member, a drop code of BADN – Bad Number / Disconnected is used. 

SECTION 2. CHAPTER AFFILIATION

2.1
CHAPTER TRANSFER: Preferred or Premier Members may transfer their primary chapter at any time through MPI Global. Membership remains continuous unless expired. Preferred or Premier Members are to receive member rates for all MPI events even when the event is not associated with their primary chapter. 
2.2 
AFFILIATE MEMBERSHIP: A MPI dues paying member from another chapter may join the Heartland Chapter as an affliate member in one year increments, membership will be in effect from date of receipt of payment by paying the affiliate member rate to the MPI Heartland Chapter (See membership Dues in 1.8) Affiliate membes shall receive full member benefits and be able to take an active role on committees. 
BOARD OF DIRECTORS/OFFICERS

SECTION 1. AUTHORITY & RESPONSIBILITY: 

1.1 CONFLICT OF INTEREST: All board members are required to review, sign and adhere to the chapter conflict of interest statement provided by MPI Global and return it to the chapter President prior to being installed on the board. 
1.2 PRINCIPLES IN PROFESSIONALISM: Chapter Board members must adhere to the Principles in Professionalism as outlined by MPI Global. 

1.3 CHAPTER BOARD REPORTS: Board Reports will be given at each chapter meeting for the membership to be informed of the chapter status.
1.4 MPI GLOBAL REQUIRED DOCUMENTS: Chapters are required to submit annually (by June 15th) to MPI Global the following documents as part of the annual planning process; Annual Business Plan, Budget, 18 month Education Calendar, Marketing Plan/Calendar, Succession Plan, Current & Updated Bylaws and Policy Manual. Additionally chapters must submit these documents as outlined in bylaws or policies a copy of annual tax return by October 1st, Confirmation that all incoming board members attended their Board 101 training and signed their conflict of interest statements.
1.5 Board Member Meeting Attendance: A board member is required to 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. 
1.6 Board Retreats:  These retreats are held each May or June and the Mid-Year Board Retreat will be held in November. Attendance at these retreats is mandatory unless previous arrangements have been discussed. 

SECTION 2:  EXECUTIVE COMMITTEE

2.1
MPI Heartland Executive Committee: The MPI Heartland Chapter operates under the Office of the President. Past President, President, President Elect as the Executive Committee. 
SECTION 3. BOARD ELECTION & SERVICE:

3.1
Nomination Processes: Select a Nominating Committee. The Nominating Committee is appointed by the Past-President and shall consist of four (4) active members. The Immediate Past-President will be the chair of this committee. The other committee members will be a previous past president, an active member and a member with less than 3 years of membership. The chapter membership and all members of the Board of Directors are asked to nominate someone from the chapter or themselves to the Board of Directors for specific positions. 

Nominating Committee will present a recommended slate for the new incoming BOD on the template provided (Chapter Slate Template).  Slate should be presented to the current board by the January board meeting at the latest.  The current BOD will then approve the recommended officers as required by the chapter bylaws.
The Chapter Slate Template is then sent to membership on behalf of the nominating committee for membership approval on the directors.  Chapters should send this out to membership allowing 30 days for it to be contested.  (Should be sent to membership no later than January 29th to ensure bylaw deadlines are met)

Submit the chapters approved slate on the Internal slate template provided in the chapter leader’s resource area to your Chapter Business Manager no later than March 1st as per your bylaw requirements. It is required to include the membership ID number for each member of the approved slate.

Submit a complete board roster with full contact information to your Chapter Business Manager no later than May 1st.

3.2 
Installation procedures: Installation takes place at the July chapter meeting after the board has 
 
voted on the slate. 
3.3 
 Duties or Job Descriptions are attached as Appendixes. 
3.4 
Transition Processes: Current board position is to meet with incoming board position within 
 
two months of transition to review and update the position.
3.5
CONTESTED SLATE POLICY: Once the Nominating Committee has developed a slate of nominees for election from all the Candidate Interest Forms submitted, the slate is sent to the membership. Additional nominations from the membership shall be permitted; provided a nomination is submitted in writing to the Nominating Committee Chair by date provided and is supported by a minimum of 10% percent of the official chapter membership as of date provided.  The nominee must identify the specific person he/she is running against in the general elect and must have already submitted a Candidate Interest Form to be eligible for petition.  If no additional nominations are received by the deadline, the ballot submitted by the Nominating Committee will be deemed elected by acclamation and will be installed at the chapter’s annual meeting. If additional nominations are received, a mail ballot will be sent to all chapter members for those positions having two or more candidates in contention.  
3.6
SLATE PRESENTATION AND SUBMISSION: Chapter slate will be presented to membership on templates provided by MPI Global and allow 30 days for membership to contest prior to bylaw deadline of March 1st.  Chapter will submit to MPI Global the approved slate on the template provided by MPI Global on or before March 1st of each year. 
3.7
BOARD TRAINING: Any incoming board member never serving on a MPI chapter board previously is required to attend the MPI Global Board 101 training on dates specified.  Each candidate is required to sign the training acknowledgement form and submit to their President prior to June 15th of the fiscal term. All chapter leaders are able to and encouraged to attend MPI Global trainings, Chapter Business Summit (CBS) and Chapter Leader Forum (CLF at WEC).
3.8
BOARD RETREATS: Chapters are required to hold an annual board planning retreat each year between April and June of the fiscal year.  Chapters are also required to hold a mid-year assessment retreat between November and January of each fiscal year. Chapters must engage with an external professional facilitator to oversee the process and flow of the retreat.  Facilitators cannot be a Current Board member from your home chapter or chapter member that has served on the board in the last two years. All retreat facilitators must be approved prior to contracting with your Chapter Business Manager.
SECTION 4. BOARD COMPENSATION: 

4.1
COMPENSATION: Directors and elected Officers shall not be compensated for their services as an MPI Chapter Officer or Director or receive any preferential discounts or considerations for attending chapter events. 
4.2
GIFTS: Directors and elected Officers shall not accept any gifts over the value of $100.00 unless otherwise approved by MPI Global. 
COMMITTEES, Task Forces, and Advisory Councils
SECTION 1. STANDING COMMITTEES  
1.1 It is the responsibility of the Board of Directors to set up committees/Task Forces as best suited
 for their area.   

Nominating Committee:  The Governance and Nominating Committee shall assist the Board of Directors in fulfilling its oversight responsibilities relating to developing and implementing sound governance policies as well as a nomination process for directors and officers. It shall be chaired by the Immediate Past President with the President-Elect serving as a member of the committee. The remaining members of the Governance and Nominating Committee shall be appointed by the President with the approval of the Board of Directors.  There shall be no fewer than four (4) members, including the chairman.  No current candidates for officer or director positions may serve on the Governance and Nominating Committee. Elections shall be conducted and submitted to MPI Global by March 1.


Annual Meeting Committee: This committee made up of volunteers that includes a minimum of 

three members of the current board of directors and three to four members from the 
membership. The President of the Board oversees this committee. Responsibilities / Timelines 
to be determined by the committee. 
SECTION 2.  ADVISORY COUNCILS AND TASK FORCES:  
2.1
Sponsorship Task Force – This task force is made up of the VP of Finance, President, and one or two volunteers from the chapter. Most time commitment is in April / May / June to secure sponsorships for following FY.  

SECTION 3.  VOLUNTEER ROLES & RESPONSIBILITIES:

3.1
The following are current Volunteer Roles & Responsibilities for the MPI Heartland Chapter 
 

 
Registration at bi-monthly meetings | 1 hour of time per meeting 
 
Arrive at meeting 45 minutes prior to start
  
Responsible for handing out name tags, taking money from those who have not paid, writing 
 
receipt, selling raffle tickets if item is provided
 
Max Term: Unlimited 

 
Reports to: Chapter Administrator 

Membership Committee | 30 minutes – 2 hours per month 

Make phone calls to potential members to talk about joining chapter 
 
Make phone calls to current members to thank for membership 
 
Assist in developing recruitment plan for future membership growth 
 
Attend conference calls as requested 
             Max Term: 2 years 
             Reports to: Vice President of Membership
Education Committee | 1- 2 hours per month 
 
Assist the Vice President & Director of Education in securing high quality education sessions 
 

based upon membership needs 
 
Work with speakers as directed by the Vice President / Director of Education 
 
Assist in maintaining a MPI Heartland Speaker Opportunities Document 
 
Work within allotted budget provided by Board of Directors 
 
Attend conference calls as requested 
 
Max Term: 2 years 
 
Reports to: Vice President of Education 

Annual Meeting Committee | 2-3 hours per month (varies) 
Assist in the creative, planning & execution of the event 
Work within allotted budget provided by Board of Directors 
May be asked to assist in the recruitment of speakers, sponsors, exhibitors etc 
Assist with event to take place night before annual meeting 


Reports to: Committee Chair (to be determined in October) 

 
Networking Socials Committee  | 1-2 hours bi monthly
 
Assist Networking Chairs with planning & executing socials in the Omaha or Des Moines 
 
Market 
 
Identify locations for such events 
 
May be asked to assist in recruitment of sponsorship 


Reports to: Networking Social Chair 


 
Communications Committee | 1-2 hour per month 
 
Assist in writing newsletter articles 
 
Assist in Facebook posts 
 
Assist in gathering ideas for website content 


Reports to: VP of Communication
FINANCE

SECTION 1.  FISCAL YEAR:  
1.1
The fiscal year of the chapter for financial and business purposes is July 1 through June 30 unless otherwise determined by the chapter with MPI Global approval. 
SECTION 2.  ANNUAL BUDGET
2.1
The annual budget is prepared by VP Finance for review by each incoming Board Member four 
(4) weeks prior to the Board Retreat.  Each Board member is to review and send suggested 
changes back to VP of Finance ten (10) days prior to the Board Retreat.  The budget will be

discussed at the Board Meeting/Retreat.  The Board of Directors approves the annual operating 

budget in compliance with MPI Global bylaws. Chapter operations will be in alignment with the 

annual budget.  All chapter policies reflect the guidelines of the GAAP (Generally Accepted

Accounting Practices) available on the Chapter Leader Resource Page.

2.2
Only the President, VP of Finance, VP of Education or Chapter Administrator may sign 


contracts on behalf of Heartland MPI Chapter for function space or any other chapter needs.  


Signature should read:  Jane /John Doe, on behalf of MPI Heartland Chapter.

2.3
All expenditures must be submitted to the VP of Finance for payment.  A properly completed 

Check Request Form can be obtained from the Chapter VP of Finance for all reimbursements.  

Receipts must be attached.

2.4
All MPI Heartland Chapter checks require two signatures -- signed by a representative of the 


Office of the President (Current President/Past President and VP of Finance).  Signer changes 


must be made in person at a Wells Fargo bank.

2.5
All funds for deposit should be sent to the VP of Finance.  No cash should be sent through the

mail.

2.6
Tax Forms for the MPI Heartland Chapter may be completed by a person voted on by the Board 

of Directors and paid for their services.  

2.7
A copy of taxes must be submitted to MPI Headquarters by November 15th along with a copy of 

the year-end financial statement noting reserve fund, balances and investment profile.

2.8
Financial records and documents are to be kept by the VP of Finance (for length of term) and


then turned over to Chapter Administrator for maintenance for at least seven (7) years.

2.9
In-kind speaker fees should be tracked by the VP of Education and forwarded to the VP of 


Finance on a monthly basis.

SECTION 3.  RESERVE FUND:  
3.1 
TERMS: The term “Reserves” for financial purposes will be defined as funds set aside to be used in emergency cases or in the event of an investment by the Chapter to further its mission.  
3.2 
RESERVE TARGET: Chapter will maintain a minimum reserve of 6-8 months operating funds. Operating funds will be defined as annual fixed expenses plus 20%. This timeframe is to be a minimum as it is recognized that external events in the industry, significant downturn in the economy or stock market could make a longer commitment necessary.  
3.3
Chapter Reserves: MPI Heartland Chapter will maintain adequate reserves for the following 

purposes:
1)   Unpredictable events which could substantially impact MPI’s operations or revenue streams. While such occurrences are rare, reserves can provide the resources necessary to keep the organization functioning should one occur.

2)  Identification of a valuable investment opportunity for long term growth.   

While most such opportunities are managed through budgeted expenditures, the right 
opportunity with a significant and dependable return on investment can warrant a decision on
the part of the board to access the organization’s reserves.

These investments would require an acceptable ROI back to the organization and would be 
sustainable long term without the initial deemed reserve support.
3.4 
ACCESS TO RESERVES: The access of the “reserve” shall first be referred to the VP Finance for

consideration. Final approval by a majority vote of the Board of Directors is required. 

SECTION 4.  REQUEST FOR PROPOSALS:  
4.1
Request for Proposals:  Requests for Proposals will be sent to membership and MPI Heartland 
 
Database for meetings and networking opportunities by the Chapter Administrator in March. 
 
Due date of all RFP’s will be April with announcement of locations for meetings made at the 
 
Annual Meeting in May. All interested parties in hosting a networking event will work directly 
 
with the Networking Chair for Iowa or Nebraska to secure locations. A copy of the RFP can be 
 
obtained by contacting the Chapter Administrator or the VP of Education. 
SECTION 5.  REIMBURSEMENT OF EXPENSES OR TRAVEL
5.1
Reimbursement: $500 per person per diem for Chapter Business Summit (4 board 
 members including President Elect, VP of Communications, VP of Education & VP of  Membership) and World Education Congress (President & President Elect) to be utilized for meals, baggage, parking, ground transportation. Expenses that are not reimbursable include:  car rental (unless it is the most economical means); limo service, parking, personal telephone calls, fees for recreational or health facilities, fees for in-room movies, mini bar, video games and high speed internet use or other incidental expenses (unless approved in advance).

5.2
For any travel directed or offered by MPI Global chapter board members will comply with expense and reimbursement guidelines outlined for such event by MPI Global procedures.
5.3   
BUDGETED CHAPTER EXPENSES: 
The President will be awarded the opportunity to attend the WEC during their term – up to with reimbursable receipts.  

President-Elect will be awarded the opportunity to attend the WEC during their term – up to with reimbursable receipts.  

MPI will support 4 chapter board members to attend the Chapter Business Summit each year 
 
with airfare allowance and complimentary lodging.

MPI Heartland Chapter will cover airfare costs over the allowance as well as other reimbursable 
expenses with receipts up to $500 per person for up to 4 board members attending the 
 
Chapter 

Business Summit as outlined in 5.1.
5.4 
MPI Heartland Chapter Credit Cards: Prior to use of the credit card, the holders (current 
 
President & President Elect) will notify the Office of the President and Chapter Administrator of 
 
purchase(s) to be made indicating what the item is for. A copy of the receipt that is signed by 
 
the purchaser is to be sent to the Chapter Administrator no later than five days after purchase.
SECTION 6.  SPONSORSHIP AND SOLICITATION:  
6.1
ACCESS TO MEMBER LISTS: Access to membership and attendance lists shall be restricted to MPI premiere members in good standing only. Members shall be provided the opportunity to opt out of solicitation emails from both the chapter and MPI Global.
6.2 
Chapter Sponsorship Policy:  Solicitation of annual sponsors will take place to assist in offsetting 
 
the cost of meetings and events.
6.3 
Each chapter meeting host is expected to provide a meal in conjunction with the meeting at a 
 
cost of no more than $15 per person (the remainder is to be subsidized by the chapter meeting 
 
host).

6.4 
Each chapter meeting host will be entitled to * a five minute presentation to the chapter during 
 
the general business meeting *rights to display booth provided at registration area
for collateral and a company representative * two complimentary attendees at the meeting 
* an opportunity to offer a tour of the property to interested attendees * a complimentary ad in a MPI Heartland Chapter newsletter

6.5 
In kind sponsorships should be tracked and promoted by the VP of Finance. 
SECTION 7. PAID STAFF ADMINISTRATORS:

7.1 
DUTIES: Paid staff administrators must adhere to the standards and qualifications established by MPI Global.  A minimum scope of services as outlined below will be included in administrator RFP and contracts. Additional services above the minimum requirements can be added by the chapter at their discretion with board approval.

7.2
Staff Administrator:  Will be secured through an RFP process. This process is managed by the Office of the President. MPI Global dues for the Chapter Administrator will be provided on a no charge basis by MPI Global. 

7.3 
MANAGEMENT OF PAID STAFF: The Office of the President is responsible for managing paid staff (Chapter Administrator). Contracts for Paid Staff are to be signed by President only. The contract for paid staff will be reviewed by the Board of Directors on an annual basis and will be executed by the Office of the President & Chapter Administrator. An evaluation of the Chapter Administrator will take place mid year and prior to end of fiscal year and will be administered by the Office of the President. 
7.3
EVALUATION OF PAID STAFF & CONTRACT RENEWALS: Each chapter is required to complete an annual review of their administrative services prior to end of the chapter year.  Chapter must at a minimum adhere to the evaluation guidelines provided on the sample template. Additional processes can be deemed necessary at the chapter discretion. All chapters must submit a copy of their paid staff evaluations to MPI Global within 30 days of completion of the evaluation.
CHAPTER EVENTS

SECTION 1.  EDUCATIONAL & SOCIAL EVENTS: 

1.1 Chapter Meeting Registration Fees Registration fees for members with payment online is $50
per meeting; $55 if paid onsite. Registration fees for non- members with payment online is $70 per meeting with $80 per meeting if paid onsite. Students will pay $15 to cover food costs at all Chapter meetings. Guests/First Time attendees will pay $25 to cover food costs at all Chapter meetings. 
Meeting Registration Cards will be available for $225 (savings of $25 for 5 meetings; Annual 
Meeting not included). 

1.2
Educational Registration Fee Policies: Credit card payments will be accepted for any MPI   Heartland Chapter meetings or events. All money collected at Chapter meetings will be sent to the Chapter Administrator within 10 days of the meeting. No cash should be sent via mail. Advanced registration for all Heartland Chapter events is made through Cvent. Cvent is currently available to the Heartland Chapter at no charge. Cancellations must be received within 72 business hours prior to the event in order to be considered no charge. Invoices will be sent by the Chapter Administrator. Special consideration will be given for emergency situations. Delinquency on chapter fees shall prevent participation in chapter functions or meetings until the delinquency is cleared up. Chapter fees are defined as dues, registration fees, newsletter advertising or any other outstanding debt to the Heartland Chapter. Outstanding fees must be paid to the chapter within 30 days of receipt or they will be considered delinquent. Attendee lists (including full name, employer name and email addresses) will also be submitted to the VP of Membership for contacting possible prospective new members within 20 days of the event by VP of Education. These lists will also be submitted to the Chapter Administrator for updates in Cvent.  
1.3 
Chapter Meetings: There will be 6 regular Chapter educational meetings during each year.  Chapter meetings will be held during the months of July, September, November, January, March and May. Chapter meetings will be split between Iowa and Nebraska and approved by the Board of Directors. The annual meeting will include the presentation of the annual Star Award, announcement of incoming board and the State of the Chapter information. The July meeting will include the installation of the new board. 


1.4  
Educational Meeting and Special Event Policies: Educational meetings will be offered to     
 
member properties as a first option. Special sites such as museums, attractions, etc. may be 
 
used for events if approved by the Board of Directors. The host facility for Chapter meetings will 
 
provide complimentary or be paid $15 inclusive per person to offset the related costs and basic 
 
audiovisual costs. When possible, no rental fee should be paid by the MPI Heartland Chapter to 
 
a venue hosting a Chapter meeting. In return, host facilities are allowed two (2) host 
 
representatives. Any additional staff attending from host facility will pay the regular member / 
 
non member fee. Any fees for venues or speakers must be approved by the Board of Directors 
 
before securing the facility or the speaker. The meeting notice shall be mailed or e-mailed to 
 
members at least six weeks preceding the meeting. At 4 weeks an email reminder invitation 
 
will be sent. Two weeks prior to the event the last chance to register email is sent. Two days 
 
after event program evaluation is sent to all attendees. Chapter meeting dates should be
posted in the newsletter, on the web site as far out as possible to allow members to “save the
date”. All dates and locations for the education year should be confirmed no later than 
November 1st and ALL education opportunities for the Heartland Chapter are to be posted in its
entirety on the chapter website and promoted at every educational meeting. 

1.5    
Educational Leaders: The VP of Education will be responsible for securing topics for the   
 
chapter meetings during fiscal year and the first meeting of the next fiscal year to assist the 

new VP of Education to get acquainted with their new role. The VP of Education will be 
responsible for securing venues for chapter meetings during fiscal year. All dates and locations
for chapter meetings for the year should be finalized by November 1st and posted in its entirety on the chapter website and promoted at every educational meeting. Meeting and speaker evaluations will be distributed via Survey Monkey two days after each education meeting by Chapter Administrator. 

1.6  
Cancellation Policies: The Board of Directors may cancel or postpone any educational meeting 
 
for cause. In the winter months, the President makes the final call the day of the meeting to 
 
cancel or postpone due to inclement weather. If cancellation/postponement occurs, 

calls/emails will be made to ALL REGISTERED attendees by a committee consisting of the 

Chapter Administrator, VP of Education and others. 

1.7  
Registration Policies: The Chapter Administrator will provide a check-in sheet of all members
and guests along with the appropriate registration fee for each educational meeting to the 
appropriate registration personnel.  Name badges will be available for all educational meetings.
Attendee lists for educational meetings will be submitted to the Chapter Administrator along 
with registration payments collected and outstanding.

1.8    
Awards Ceremony: the Awards ceremony shall be held at the May meeting. This ceremony can 
 
include the installation of officers, presentation of the Star of the Year Award, recognition of 
 
volunteers, President’s award and scholarship award winners. 

1.9  
Continuing Education Units (CEU) Credits: All approved educational meetings should be 
 
evaluated for CEU credits. CEU’s convert into validated hours that serve as points towards CMP 
 
and CMM certification and recertification. When a meeting is at least 50 minutes in length, it
 
may be considered a whole hour. Any meeting between 40 and 50 minutes must be counted as 

30 minutes. Any meeting less than 30 minutes cannot be counted. MPI Heartland Chapter 
 
members are responsible for keeping their own detailed record of MPI meetings that they 

attend 
and the CEU points they earn throughout the year. The MPI Global website also allows 
 
members to log their CEU credits. 

1.10 In-Kind Fees: All in kind fees (meeting space, meals, speaker fee) should be tracked by the VP 
 
of Education and forwarded to the Chapter Administrator on a monthly basis. 

1.11   EVENT ATTENDANCE: Chapters must charge a member rate and a non-chapter member rate  
 
for all events.  The price difference between member and non-chapter member rates is at the 
 
chapter discretion based on specific event needs. Anyone who is not a preferred or premier 
 
level member is required to pay the non-chapter member rates for events and is limited to no 
 
more than 2 events in one fiscal year at the non-chapter member rate. 

Partnership events with other industry organizations are excluded from this requirement.

Non-industry guests are exempt from this rule and can be charged a guest rate to be determined by the chapter. 
1.12 Guest Policies: A first time guest can attend at $25 and attend a second meeting at a non-  
 
member registration fee. This information should be posted on the MPI Heartland Chapter 
 
newsletter and also on Cvent when people are registering so that there is no confusion. The 
 
amount of each person’s charge should be listed on the attendee check-in sheet to help 
 
facilitate the registration process. Please see “Educational Registration Fee Polices (1.___) for 
 
detailed information on how guests will be followed up by the chapter. All guests will be asked 
to fill out a guest card at the educational meeting. 
COMMUNICATIONS

SECTION 1.  BRAND STANDARDS:

1.1
All Chapters must adhere to the MPI Chapter Logo and Identity Standards document provided. Any theme specific logos for events must not be in conflict with the MPI Global Brand Standards and must be approved by MPI Global prior to use.
SECTION 2.  CHAPTER COMMUNICATIONS:  
2.1
Newsletter Guidelines: The newsletter shall be the official vehicle for disseminating information to the membership. Newsletters are to be emailed one month prior to chapter meetings to members and prospective members. The newsletter will be sent by the 2nd Wednesday of every month. All newsletter copy will be used at the discretion of the editor. Copy deadlines are typically ten days before sending. Text to advertising rates should be 60:40. Chapter leaders submitting articles are responsible for their own spell-check and grammar editing. The VP of Membership should post all new members in each issue of the Heartland Chapter newsletter and members celebrating their 5 and 15 year anniversary including members name and company. The President Elect will be responsible for submitting an article for the Chapter Stars in the newsletter as well. Advertising in not limited to members of MPI. An industry related organization may advertise in the MPI Heartland Newsletter. The MPI Heartland Chapter reserves the right to refuse advertising that does not reflect MPI standards. All advertising tradeouts between MPI Heartland and a supplier must be approved by the Board of Directors and go through proper procedures. 
2.2
Public Relations: Board members should self promote their board positions via company press releases. President Elect will develop news releases for use by board members. The Heartland Chapter will disseminate via email to all chapter members available job postings. The MPI Heartland Chapter website also has a link to the MPI International Job Board for members to reference. 
SECTION 3. ADVERTISEMENTS: 
3.1
Newsletter rates: Logo: $75 

Half Page: $175 

Full Page: $300 
3.2
Deadlines: The VP of Communications will facilitate a monthly calendar, shared with the board of directors, which will indicate when information content is due.  

3.3 
MPI Heartland Electronic Newsletter Advertising File Requirements: Ads must be created as an 
 
entire image. Image file format can be jpeg or gif. 540 X 360 pixels for a 4 x 6 inch (1/2 page) 
 
ad/image; 900 x 720 pixels for a 8 x 10 inch (full page) ad/image 
3.5 
MPI Heartland Website: The MPI Heartland Chapter has a website, www.mpiheartland.org and it is to be maintained by the Chapter Administrator and VP of Communications.  
MISCELLANEOUS

SECTION 1.  PHILANTHROPIC ACTIVITY:  
1.1 MPI Foundation:  The MPI Heartland Chapter will strive to financially support the MPI Foundation throughout the year through various fundraising opportunities. 
1.2 In Kind Tradeouts:  The MPI Heartland Chapter reserves the right to have in kind relationships to assist with chapter needs at its discretion. 
SECTION 2.  CHAPTER AWARDS:  
2.1
Chapter Stars: Any active member of MPI Heartland is encouraged to nominate a “Chapter Star.” Chapter Stars will be awarded in November and March when applicable. A supplier/planner member can be recognized multiple times for multiple contributions. A supplier/planner member cannot be recognized multiple times for the same contribution within the same year (ie: awarded only once from July 1 to June 30). The supplier/planner would not be eligible for another award for at least one year. The Board of Directors will review all nominations and select a Chapter Star. The star will receive recognition at an upcoming Chapter meeting along with an Award. If the winner is unable to attend the Chapter meeting, a Board of Directors member or a designated individual will present the award to the winner at the next official meeting. The President Elect will submit an article to the VP of Communications to be included in the newsletter and website after being announced. The Current Heartland Chapter President and President Elect are not eligible for the Chapter Star Award during their term. 
2.2 
Star of the Year:  Nomination for Chapter Star of the Year will consist of members who received the Heartland Chapter Star during the current year. The nominee must have contributed to the MPI Heartland Chapter within the MPI calendar year (July 1 – June 30). The President-Elect will announce the Chapter Star award winner to the Board prior to the announcement to the winner. The President Elect will announce and present the Chapter Star Award at the May meeting. The Chapter Star of the Year recipient will receive recognition at the May meeting with a cash award and the offer to attend the upcoming WEC. The Heartland Chapter will reimburse the Chapter Star of the Year winner up to $2,000 to assist with registration fee, airfare, hotel and shuttle expenses. Recipient will receive up to 50% of cash award in advance (if necessary) and will be required to submit receipts for additional expenditures incurred at WEC. The President Elect will be responsible for writing the newsletter column announcing the winner. The Current Heartland President and President Elect are not eligible for the Chapter Star of the Year award. 

2.3 
President & President Elect Awards / Opportunities: The Outgoing President will be awarded a gift for their dedication and service to the Chapter – up to $100. 

2.4 
Board Member Gifts: The Outgoing President will present the board members with a thank you gift for their time and efforts for the last fiscal year – up to $25 each. 

SECTION 3.  SCHOLARSHIPS: 
3.1
Heartland Member Scholarships: The Heartland Chapter will award up to $2,000 in scholarships per year. Applications up to $500 are available for submission. Applications are to be submitted to the Chapter Administrator and presented to Board of Directors for approval. 

3.2 
Non Member Scholarships: The Heartland Chapter will award scholarships to assist new members with their membership dues, meeting card purchase or assistance with the registration to attend the Chapter’s Annual Meeting. Applications are to be submitted to the Chapter Administrator and presented to Board of Directors for approval. 

3.3 
MPI Global Scholarships: MPI Global Scholarships are available and administered through the MPI Global Headquarters. 

Exhibit A – President Volunteer Description

Term: One year or as determined by the Board of Directors and Chapter Bylaws

Qualifications: 

· Member in good standing with previous service as President-Elect

· Knowledgeable of the activities/affairs of the Chapter

· Willing to give time, energy, talents and enthusiasm required of the position

· Good organizational skills

Specific Responsibilities:

· Directly responsible for communicating with and supervising the Chapter officers and directors to ensure that all assignments are completed according to the strategic plan, the chapter is financially sound, and membership is advised of all progress.

· Serve as chair of all meetings in both Executive Committee and Board of Directors, serve as a member of the Budget and Finance Committee.

· Ensure development and facilitation of a long term strategic plan.

· Appoint all members of standing and special committees and relieve any inactive committee members with approval of Board

· Communicate with Chapter officers and directors to ensure that all assignments are completed according to the Chapter’s strategic plan and goals, and that the membership is advised of all progress.

· Ensure Chapter adherence to Chapter Bylaws, Policies and Procedures.

· Support and defend policies and programs adopted by the Board of Directors.

· Prepare consent agenda for each board meeting and distribute prior to meeting

· Prepare agenda and preside at Chapter annual business meeting

· Serve as an ex-officio member on all committees except the Nominating Committee

· Vote on issues brought before the Board of Directors only in the event of a tie

· Maintain chapter operations calendar with event dates, board/committee meeting dates, 

newsletter and event mailing submission deadlines, and other industry-related event dates

· Act as official spokesperson of the Chapter.

· Conduct annual Board Orientation 
· Establish Nominating Committee in October 
· Act as support/mentor to President-Elect.

· Conduct transition meeting with successor.

· Submit budget needs for the following fiscal year.

· Oversee performance of Chapter Administrator/Executive Director, including monthly meetings and a yearly performance review.

· Serve as liaison between the Chapter and MPI Headquarters.

· Ensure Chapter compliance with MPI Headquarters

· Serve as a member of the Council of Chapter Presidents or appoint a designee

· Performs any other duties as assigned by the Board of Directors

Time Commitment:

· Regular attendance at monthly meetings, board meetings and executive committee meetings

· Attendance at board retreats

· Attendance at all official Chapter activities and functions

· Attendance at COCP meetings held in conjunction with WEC

· Attendance at Chapter Leadership Conference

· Chapter management activities (20 hr/mo)

Exhibit B – President-Elect Volunteer Description

Term: One year or as determined by the Board of Directors and Chapter Bylaws

Qualifications: 

· Member in good standing with previous service in a board position

· Knowledgeable of the activities/affairs of the Chapter

· Willing to give time, energy, talents and enthusiasm required of the position

· Good organizational skills

Specific Responsibilities:

· Serve as direct support to the Chapter President

· In the absence of the President, perform the duties of the President with the powers of and subject to all the restrictions upon the President

· Keep knowledgeable about Chapter activities in order to take over for or represent the President

· Serve as voting member of Board of Directors, 
· Serve on the Nominating Committee to develop a slate of qualified board members for the following year

· Develop and implement a leadership succession/mentoring program

· Provide for mentoring of members and students

· Ensure the Chapter adheres to minimum Chapter standards as prescribed by MPI

· Act as coach, advisor and counselor to board members and committees

· Attend monthly board meetings, Chapter events and committee meetings

· Report on strategies, successes and challenges of assigned committees to Board of Directors

· Support and defend policies and programs adopted by the Board of Directors

· Submit agenda items for Board of Directors meetings in advance of meetings

· Conduct mid-year Board Retreat 

· Conduct transition meeting with successor

· Establish and facilitate an orientation program for the incoming Board of Directors

· Responsible for ensuring the fiscal responsibility of the committee(s) to which position is assigned

· Complete a comprehensive review of the policies and procedures manual and any other Chapter documents by the end of the fiscal year.

· Perform other duties that may be delegated by the President and/or the Board of Directors

· Collect Star Award Nominations and order the awards to present to members at the designated meetings.

Time Commitment:

· Regular attendance at monthly meetings, board meetings and executive committee meetings

· Attendance at board retreats

· Attendance at all official Chapter activities and functions

· Attendance at COCP (non-voting) meetings held in conjunction with WEC

· Attendance at Chapter Leadership Conference

· Chapter management activities (20 hr/mo)

Exhibit C – Vice President of Education Volunteer Description

Term: Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility: 

· Member in good standing; experience as Director of Education preferred

· Willing to give time, energy, talents and enthusiasm required of the position

· Good organizational skills

General Responsibilities:

· Serve as voting member of the Board of Directors

· Member of Executive Committee

· Attend monthly board meetings, Chapter events and committee meetings

· Act as coach, advisor and counselor to assigned committees

· Submit agenda items for Board of Directors meetings in advance of meetings

· Report on the strategies, successes and challenges of assigned committees to the Board of

Directors

· Ensure the fiscal responsibility of the committee(s) to which position is assigned

· Support and defend policies and programs adopted by the Board of Directors

· Conduct transition meeting with successor

· Identify, recruit and train Committee Chairs for assigned committees

· Perform other duties that may be delegated by the President and/or Board of Directors

Specific Responsibilities:

· Manage and supervise Chapter educational efforts, including

· Monthly programs – registration, site selection & logistics

· Professional development – educational content & speaker sourcing

· Develop annual education plan in accordance with Chapter strategies and MPI standards

·        Develop, implement and manage a system for providing CEU’s at educational programs

· Communicate strategic issues relating to professional development to Board of Directors

· Research current education trends and topics pertinent to the meetings industry and report

findings to Board of Directors.

· Approve all bills of the committees within the Education category and forward appropriate

               paperwork to the Vice President of Finance

· Serve as primary point of contact with speakers to provide for their arrangements, including

               fee negotiation and transition requirements

· Coordinate all logistics for Chapter educational programs, including menu selection,

audiovisual needs, room setup requirements, registration and hotel arrangements with the 

Director of Education.

Reports to: President

Oversees: Director of Education

Time Commitment:

· Regular attendance at monthly meetings and board meetings.

· Attendance at board retreats

· Attendance at all official Chapter activities and functions

· Potential attendance at Chapter Leadership Conference, as directed by President

· Committee activities (20 hr/mo)

Exhibit D – Vice President of Membership Volunteer Description

Term: Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility: 

· Member in good standing

· Previous service on Board of Directors, preferably in a membership capacity

· Willing to give time, energy, talents and enthusiasm required of the position

· Good organizational skills

General Responsibilities:

· Serve as voting member of the Board of Directors 

· Provide direction and leadership for the Chapter’s program to maintain and increase MPI 

membership

· Work with staff to maintain a current roster of Chapter members

· Attend monthly board meetings, Chapter events and committee meetings

· Act as coach, advisor and counselor to assigned committees

· Submit agenda items for Board of Directors meetings in advance of meetings

· Report on the strategies, successes and challenges of assigned committees to the Board of 


Directors

· Responsible for ensuring the fiscal responsibility of the committee(s) to which position is

assigned

· Support and defend policies and programs adopted by the Board of Directors

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or Board of Directors

Specific Responsibilities:

· Manage and supervise Chapter membership efforts, including

· Retain and Recruitment – member recruitment, new member orientation

· Member care – member retention, hospitality

· Member recognition – recognition of member successes

· Communicate strategic issues relating to membership to Board of Directors

· Research current membership trends and topics pertinent to the meetings industry and report 


findings to Board of Directors.

· Approve all bills of the committees within the Membership category and forward appropriate

paperwork to the Vice President of Finance

Reports to: President

Oversees: Membership Committees/Chairs

Time Commitment:

· Regular attendance at monthly meetings and board meetings.

· Attendance at board retreats

· Attendance at all official Chapter activities and functions

· Potential attendance at Chapter Leadership Conference, as directed by President

· Committee activities (8 hr/mo)

Exhibit E – Vice President of Communication Volunteer Description

Term: Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility: 

· Member in good standing

· Willing to give the time, energy, talents and enthusiasm required of the position

· Good organizational skills 

General Responsibilities:

· Serve as voting member of Board of Directors

· Attend monthly board meetings, chapter events and committee meetings

· Act as coach, advisor and counselor to assigned committees

· Submit agenda items for Board of Directors meetings in advance of meetings

· Take minutes of all Board meetings

· Ensure proper distribution of monthly board minutes to all board members 

· Prepare meeting highlights for newsletter after each event for distribution to membership

· Report on the strategies, successes and challenges of assigned committees to Board of Directors

· Ensure the fiscal responsibility of the committee(s) to which position is assigned.

· Support and defend policies and programs adopted by the Board of Directors

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or Board of Directors

Specific Responsibilities:

· Manage the publications, marketing, advertising, public relations, community outreach, and advocacy efforts of the chapter, including

· Marketing - Website/technology, Job Bank

· Publications - Newsletter

· Public Relations - Media Relations, Press Releases

· Advertising - Newsletter Ads, Website Ads

· Community Outreach - Philanthropic Activities

· Advocacy - Government Affairs

· Ensure chapter programs, activities and accomplishments are highlighted on an international level by communicating with MPI Public Relations and Marketing Departments

· Communicate strategic issues relating to communications/technology to Board of Directors

· Research current communications/technology trends and topics pertinent to the meetings industry and report findings to Board of Directors

· Approve all bills of the committees within the Communications category and forward appropriate paperwork to the VP of Finance

Reports to: President

Oversees: Communications Committees/Chairs

Time Commitment:

· Regular attendance at monthly meetings and Board meetings

· Attendance at Board retreats 

· Attendance at all official chapter activities and functions

· Potential attendance at Chapter Leadership Conference, as directed by President

· Committee activities (20 hr/mo)
Exhibit F – Vice President of Finance Volunteer Description

Term: Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility: 

· Member in good standing

· Previous service on Board of Directors, preferably in a financial capacity 

· Willing to give the time, energy, talents and enthusiasm required of the position

· Good organizational skills 

General Responsibilities:

· Serve as voting member of Board of Directors 

· Attend monthly board meetings, chapter events and committee meetings

· Report on the strategies, successes and challenges of assigned committees to Board 

· Act as coach, advisor and counselor to assigned committees

· Support and defend policies and programs adopted by the Board of Directors

· Submit agenda items for Board of Directors meetings in advance of meetings

· Responsible for ensuring the fiscal responsibility of the committee(s) to which position is assigned.

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or Board of Directors

Specific Responsibilities:

· Manage and supervise chapter financial efforts, including:

· Fundraising - fundraising events, auction

· Special Events - trade shows, special networking events

· Strategic Alliances - Sponsorships, partnership marketing

· Investments & Reserves - CDs, mutual funds, prudent reserve

· Maintain proper accounting procedure for the receipt and handling of funds,  maintenance of

financial records, and paying all authorized invoices

· Ensure safekeeping of chapter funds in such banks, trust companies, and/or investments as

approved by the Board of Directors

· Prepare annual operating budget and ensure compliance once approved by the Board of

Directors

· Ensure chapter is incorporated according to chapter minimum bylaws

· Comply with all governmental tax regulations and file chapter tax reports as required

· Ensure chapter complies with MPI bonding requirements

· Present up-to-date financial statements at each Board of Directors meeting

· Research current funding, partnership and investment trends and topics pertinent to the

chapter and report findings to Board of Directors

Reports to: President

Oversees: Finance Committees/Chairs

Time Commitment: 

· Regular attendance at monthly Board meetings

· Attendance at Board retreats 

· Potential attendance at Chapter Leadership Conference, as directed by President

· Attendance at all official chapter activities and functions

· Maintenance of chapter financial records (8 hr/mo)
Exhibit G – Vice President of Administration Volunteer Description 
Term:  Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility:

· Member in good standing

· Previous service on Board of Directors

· Willing to give the time, energy, talents and enthusiasm required of the position

Specific Responsibilities:

· Serve as voting member of Board of Directors 

· Attend monthly board members, chapter events and committee meetings

· Act as coach, advisor and counselor to assigned committees

· Support and defend policies and programs adopted by the Board of Directors

· Submit agenda items for Board of Directors meetings in advance of meetings

· Responsible for ensuring the fiscal responsibilities of the committee(s) to which position is assigned

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or Board of Directors

Reports to:  President

Oversees: Administration Committees/Chairs

Time Commitment:

· Regular attendance at monthly Board meetings 

· Attendance at two Board retreats

· Attendance at all official chapter activities and functions

· Potential attendance at Chapter Leadership Conference, as directed by President

Exhibit H – Immediate Past President Volunteer Description

Term:   One year or as determined by the Board of Directors and Chapter Bylaws

Qualifications:

· Member in good standing with previous service as President

· Knowledgeable of the activities/affairs of the Chapter

· Willing to give the time, energy, talents and enthusiasm required of the position

Specific Responsibilities:

· Serve as voting member of Board of Directors 

· Chair the Nominating Committee, ensuring compliance with bylaws and policy, providing an open nominations & elections process, and ensuring compliance with MPI elections calendar requirements.

· Support and defend policies and programs adopted by the Board of Directors

· Act as support/mentor to President

· Act as coach, advisor and counselor to board members and committees

· Attend monthly board meetings, chapter events and committee meetings

· Submit agenda items for Board of Directors meetings in advance of meetings

· Responsible for ensuring the fiscal responsibility of the committee(s) to which position is assigned

· Chair Chapter's Past Presidents Council to provide for continued involvement of past presidents to support the strategic plan of the Chapter


· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or the Board of Directors

Reports to: President

Oversees: Nominating Committee

Time Commitment:

· Regular attendance at monthly meetings and Board meetings

· Attendance at Board retreats

· Attendance at all official chapter activities and functions

Exhibit I – Chapter Administrator Description

Term: Yearly annual review by the Board of Directors

Meetings

· Perform the responsibilities of being the primary contact for Cvent which would include development of chapter events in Cvent, sending out invitations for events on the following schedule

· Initial invitation – one month prior

· Reminder invitations/confirmations – two weeks prior

· Final reminder – one week prior

· Provide the rosters of attendees with payment information to the VP of Education or meeting designee, for each meeting.

· Facilitate registration at Chapter events or ensure appropriate volunteers are assigned.

· Reconcile attendance at each chapter meeting in Cvent once the event concludes.

· Distribute evaluation two days after chapter meetings to attendees.  Provide Board summary report one month post meeting.

Chapter Database

· Maintain the membership database in Cvent while cross-referencing monthly reports from VP of Membership to ensure new, old, and renewed members are updated, as well as, potential members.

· Develop and distribute via email pdf copy of Membership Directory to all chapter members by Chapter Annual meeting.

Name Badges

· Provide a full set of pre-printed nametags for members.

· Provide a receipt form to VP of Education or meeting designee that can be used for each meeting.

Web Site Management

· Update and maintain the web site through the web hosting company on a regular basis, to include uploading the newsletter, information on upcoming events as well as registration links and/or other chapter forms that need to be available for downloading, as well as updating the Chapter Board of Directors listing annually.

· Work with VP of Communications to develop and manage the RFP process for updating the chapter website.

Meeting Attendance

· Attend all chapter meetings and social events as schedule permits during the fiscal year.

· Attend chapter board retreats (twice yearly)

Chapter Records

· Act as guardian of the chapter’s bylaws, policies and procedures, Board job descriptions, board meeting minutes, and other chapter related documents as well as chapter owned materials.

Other Duties

· Respond to inquiries from current members, potential members, vendors, etc. through Chapter email.

· Distribute via email chapter newsletter to chapter members.

· Receive scholarship applications and forward to Board for approval.

· Review and distribute Requests for Proposals for the chapter events as directed by Board.

· Distribute an annual needs assessment survey to Chapter members as directed by Board.

· Distribute sponsorship emails as directed by the Board.

· Perform note taking responsibility for Board and chapter meetings in the absence of the VP of Communications.

· Distribute board job descriptions and Policy and Procedures Manual to Board by August of each year for review and updates.

· Develop and maintain a Chapter Administrator’s standard operating procedures manual

· Prepare the annual report reviewing chapter activities and finances within 90 days of the end of the fiscal year and present to membership.

· Assist committees to facilitate the production of their events.

· Perform the duties of the Vice President of Finance which include paying of all chapter invoices, maintaining an excel spreadsheet for all income and expenses, reconciling checkbook on monthly basis, invoicing/tracking for outstanding registration fees, monthly board reporting, establishing yearly budget.

These duties will be performed for a fee of $425 per month.  This fee does not cover direct costs (name badges, labels, web hosting fees, postage, printing and telephone).

Exhibit J – Director of Education Volunteer Description

Term: One year or as determined by the Board of Directors and Chapter Bylaws

Eligibility:

· Member in good standing

· Willing to give time, energy, talents and enthusiasm required of the position

· Good organizational skills

General Responsibilities:

· Serve as voting member of the Board of Directors

· Attend monthly board meetings, Chapter events and committee meetings

· Act as coach, advisor and counselor to assigned committees

· Submit agenda items for Board of Directors meetings in advance of meetings

· Report on the strategies, successes and challenges of assigned committees to the Board of Directors

· Ensure the fiscal responsibility of the committee(s) to which the position is assigned

· Support and defend policies and programs adopted by the Board of Directors

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President, Vice President of Education and/or the Board of Directors

Specific Responsibilities:

· Develop annual education plan in accordance with chapter strategies, MPI standards and MPI compliance requirements

· Ensure promotion of annual education plan

· Liaise with MPI Headquarters on educational opportunities available to the chapter, including Platinum Programs, Advocacy Programs, and MPI speakers

· Ensure content of educational programs is considered to be relevant to all members, not solely to planners and not solely to suppliers

· Ensure content of educational programs is considered to achieve maximum attendance at programs/meetings

· In working with VP of Education, serve as point of contact with speakers to provide for their arrangements, including fee negotiation and transportation requirements

· Ensure that chapter meeting education and annual meeting education descriptions are sent to the Chapter Administrator 2-3 months prior to the event.

· In working with VP of Education, ensure that speaker gifts are purchased and distributed at each meeting.

· Develop, implement and manage an RFP process for all monthly educational programs

· Perform site selection for all monthly educational programs

· Coordinate all logistics for educational programs, including meal selection, AV needs, room setup requirements, registration and hotel arrangements.

Reports to: Vice President of Education

Time Commitment:

· Regular attendance at monthly meetings and Board meetings

· Attendance at Board retreats

· Attendance at all official Chapter activities and functions

· Potential attendance at Chapter Leadership Conference, as directed by President

· Committee activities (8 hr/mo)

Exhibit K - Networking Chairs (Iowa & Nebraska)

Chapter Structure Volunteer Description – January 2016 Updated 
Term: Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility: 

· Member in good standing

· Willing to give the time, energy, talents and enthusiasm required of the position

· Good organizational skills 

General Responsibilities:
· Serve as voting member of Board of Directors 

· Attend board meetings and chapter events 

· Submit agenda items for Board of Directors meetings in advance of meetings

· Report on the strategies, successes and challenges of coordinating area socials

· Ensure that networking socials are profitable or break even

· Support and defend policies and programs adopted by the Board of Directors

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or Board of Directors

Specific Responsibilities:

· Manage and supervise chapter socials in the assigned geographic area

· Bi-monthly Programs - Registration, Site Selection & Logistics

· Create stimulating events to encourage retention and bring in new members. Introduce unique facilities and encourage member networking

· Provide reporting and revenue back to the VP of Finance, membership leads back to the VP Membership, photos and feedback to VP Communications for publishing 

· Provide calendar of upcoming events to the board

Reports to: VP Education

Time Commitment:

· Regular attendance at monthly meetings and Board meetings

· Attendance at Board retreats 

· Attendance at all official chapter activities and functions

· Networking Chair activities (3 hr/mo)
Exhibit L - Retention/Recruitment Chair(s) Volunteer Description

Recruitment Job Responsibilities:

Achieves membership objectives by recruiting member candidates in the hospitality industry. 

Recruitment Responsibilities:

· Establishes recruiting goals by studying organization plans and objectives; meeting with board members to discuss needs.

· Builds member sources by researching and contacting hospitality industry positions such as hotel, event venues, organizations that plan events, etc.; providing organization information, opportunities, and benefits; making presentations; maintaining rapport.

· Attracts applicants by placing membership advertisements; contacting candidates, using social media and networking opportunities.

· Improves organization attractiveness by recommending new policies and practices; emphasizing benefits and perks of membership.

· Updates membership knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

Recruitment Skills and Qualifications:

Phone Skills, Recruiting, People Skills, Supports Diversity, Results Driven, Professionalism, Organization, Project Management

Retention Job Responsibilities:

The Retention MPI Board Member will work to retain/save members using proactive outbound campaigns. They will complete customer surveys to support member retention.

Retention Responsibilities:
· Proactively monitor members ‘health’ through outbound calling and/or surveying members 

· Provide feedback to the board members with improvements required to support member’s needs 

· Manage and maintain accurate member information 

· Build relationships with key members or potential members in the industry areas 

· Create, optimize, and evolve retention strategies to keep members.

· Work closely with board members to develop objectives.

· Identify areas of membership improvement.

· Evaluate the customer service experience.

· Distribute surveys and questionnaires to determine membership satisfaction.

· Develop an understanding of what is needed to create a great member experience.

· Perform evaluations of our MPI chapter.

· Create new or develop existing retention campaigns and programs.

· Influence and improve results.

· Work with cross-functional teams to lead the creation and preparation of new campaigns for execution including campaign strategy, offer development, and member targeting.

· Evaluate program results and optimize as needed.

· Prepare and present presentations to various audiences to influence the loyalty and retention program.

· Identify sales opportunities while servicing members.

· Sell new benefits to existing customers.

· Other duties as assigned

Retention Skills and Qualifications:

Phone Skills, Recruiting, People Skills, Supports Diversity, Results Driven, Professionalism, Organization, Project Management

Exhibit M – Director of Finance Volunteer Description

Term: Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility: 

· Member in good standing

· Willing to give the time, energy, talents and enthusiasm required of the position

· Good organizational skills 

General Responsibilities:

· Serve as voting member of Board of Directors 

· Attend monthly board meetings, chapter events and committee meetings

· Report on the strategies, successes and challenges of assigned committees to Board 

· Support and defend policies and programs adopted by the Board of Directors

· Work with VP of Finance to submit agenda items for Board of Directors meetings in advance of meetings

· Responsible for ensuring the fiscal responsibility of the committee(s) to which position is assigned.

· Perform other duties that may be delegated by the President and/or Board of Directors

Specific Responsibilities:

· Recruit, manage and supervise chapter financial efforts, including:

· Fundraising - fundraising events, auction

· Special Events - trade shows, special networking events

· Strategic Alliances - Sponsorships, partnership marketing

· Investments & Reserves - CDs, mutual funds, prudent reserve

· Assist VP of Finance and Chapter Administrator in maintaining proper accounting procedure for the receipt and handling of funds, maintenance of financial records, and paying all authorized invoices

· Assist VP of Finance and Chapter Administrator in ensuring safekeeping of chapter funds in such banks, trust companies, and/or investments as approved by the Board of Directors

· Prepare annual operating budget and ensure compliance once approved by the Board of

Directors

· Ensure chapter is incorporated according to chapter minimum bylaws
· Ensure chapter complies with MPI bonding requirements

· Present up-to-date financial statements at each Board of Directors meeting if VP of Finance is not available 
· Research current funding, partnership and investment trends and topics pertinent to the

chapter and report findings to Board of Directors

Reports to: VP of Finance 
Time Commitment: (3-4 hours per month) 
· Regular attendance at monthly Board meetings

· Attendance at Board retreats 
· Attendance at all official chapter activities and functions
Exhibit N – Director of Communications Volunteer Description

Term: Two years or as determined by the Board of Directors and Chapter Bylaws

Eligibility: 

· Member in good standing

· Willing to give the time, energy, talents and enthusiasm required of the position

· Good organizational skills 

General Responsibilities:

· Serve as voting member of Board of Directors

· Attend monthly board meetings, chapter events and committee meetings

· Act as coach, advisor and counselor to assigned committees

· Prepare meeting highlights for newsletter after each event for distribution to membership

· Report on the strategies, successes and challenges of assigned committees to Board of Directors

· Ensure the fiscal responsibility of the committee(s) to which position is assigned.

· Support and defend policies and programs adopted by the Board of Directors

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or Board of Directors

Specific Responsibilities:

· Assist in management of the publications, marketing, advertising, public relations, community outreach, and advocacy efforts of the chapter, including

· Marketing - Website/technology, Job Bank

· Publications - Newsletter

· Public Relations - Media Relations, Press Releases

· Advertising - Newsletter Ads, Website Ads

· Community Outreach - Philanthropic Activities

· Advocacy - Government Affairs

· Ensure chapter programs, activities and accomplishments are highlighted on an international level by communicating with MPI Public Relations and Marketing Departments

· Communicate strategic issues relating to communications/technology to Board of Directors

· Research current communications/technology trends and topics pertinent to the meetings industry and report findings to Board of Directors

Reports to: Vice President of Communications 

Time Commitment:

· Regular attendance at monthly meetings and Board meetings

· Attendance at Board retreats 

· Attendance at all official chapter activities and functions

· Potential attendance at Chapter Leadership Conference, as directed by President

· Committee activities (10 hr/mo)
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