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Policy Manual

ARTICLE I:  NAME AND LOCATION

SECTION 1.  NAME:

The name of the organization is San Diego Meeting Professionals International (SDMPI), a not-for-profit corporation approved for charter by MPI in November 1979.

SECTION 2.  LOCATION:

SDMPI shall have a mailing address of P.O. Box 61837, Santa Barbara, CA 93160.  Telephone (858) 270-2103 Fax 805-683-2141 Email sdmpi@rutherfordassociates.com

SECTION 3.  REFERENCES:

Unless otherwise noted, all references used in the Policy Manual apply to the San Diego "Chapter" of MPI.

SECTION 4.  CHAPTER NAME AND TERRITORY:

The International Board of Directors must approve requests by the Chapter for a change in Chapter name or territory before being submitted to the Chapter membership for approval.  Further, the International Board of Directors, in the best interest of MPI and its membership, may require any Chapter to change its name and/or its territory and they shall have full authority to revoke the charter of any Chapter for noncompliance. 

ARTICLE II: DEFINITION AND OBJECTIVES

SECTION 1:  DEFINITION:

Meeting Professionals International is a non-profit professional society, which acts as a resource to meeting professionals, to the meetings, conventions, and hospitality industry, and to the general public.  It upgrades the quality of meetings through education of meeting professionals, thus improving communication and enhancing the meeting experience for attendees.  The San Diego Chapter of Meeting Professionals International accomplishes its purpose on a local level as a resource by: "Defining, identifying, and recognizing meeting planning and meeting management as a profession; providing a forum for networking; offering education and training for meeting professionals; providing education for career and leadership development in meeting management; and developing resources and tools for the meeting management profession."

SECTION 2.  MISSION STATEMENT:

MPI’s mission is to make our members successful by building human connections to:

Knowledge/Ideas

Relationships

    Marketplaces. 
San Diego MPI will provide opportunities for building relationships and professional growth for those affiliated with the meetings industry. We commit to excellence in meetings, maintain strong ethical standards, and serve the diverse needs of our members. Meeting Professionals International San Diego Chapter is the leading local membership community committed to shaping and defining the meeting and event industry in the Greater San Diego area.
ARTICLE III:  GOALS AND STRATEGIES

SECTION 1: 
In 2004 SDMPI set forth a Business Plan in alignment with Meeting Professionals International strategic objectives.  This plan shall be reviewed annually and will be updated as deemed appropriate.
ARTICLE IV. MEMBERSHIP

SECTION 1.  QUALIFICATIONS:  Chapter membership is concurrent with membership in Meeting Professionals International.  

SECTON 2. DUES AND FEES/DELINQUENCY AND CANCELLATION:  Dues, fees and refunds shall be as defined in the current International Bylaws and Policies.

SECTION 3.  CHAPTER ASSIGNMENT:  Members within the San Diego Chapter’s defined area shall be automatically assigned to SDMPI membership by MPI Headquarters.  However, a member of another chapter may request transfer into the San Diego Chapter in writing.  No dues for the transferred member shall be paid to SDMPI until the next renewal anniversary of the member.  The Chapter office will receive from MPI Headquarters a current list of Chapter members.

SECTION 4.  SUBSCRIBER MEMBERS:  An individual may be a member of only one chapter, but members of other chapters may pay SDMPI a fee of $75.00 per year to be placed on the San Diego Chapter’s mailing list to receive Chapter publications and be listed in the Chapter Membership Directory.
ARTICLE V. MEETINGS AND VOTING

SECTION 1.  Meetings and voting shall be in accordance with the SDMPI bylaws.

SECTION 2.  CHAPTER MEETINGS:  The Board of Directors will approve pricing, RSVP's and payment policies. 
2.1
No restriction shall be imposed on the number of meetings a member can attend.  The proof of membership shall be the individual’s current MPI membership card.  

2.2
Any member attending a San Diego Chapter meeting shall adhere to the reservations and cancellation policy of the Chapter.

2.3
Guidelines for venue selection for monthly Chapter meetings & events include:  Priority given to MPI members  and venues offering sponsorship; favor to be given to sites not selected during previous year’s bid/selection process; use of unique venues in addition to traditional hotels. Venues for monthly meetings and special events will be solicited by an RFP process that will be sent out to all member venues and other interested parties.  The bid packages will be reviewed by the Monthly Programs committee along with input from the President and VP of Education.  The Monthly Programs committee will then make a venue selection recommendation to the Executive Board for final approval. 
SECTION 3.  NON-MEMBERS/GUEST POLICY:  Non-members and guests are limited to two meetings per year.  

3.1
Guest speakers will be entitled to any benefits outlined in the current Strategic Alliance sponsor package.

3.2
Guest speakers will be entitled to a one-time free use of chapter membership list, if requested.

3.3
All guests may attend the Installation and Awards Gala Dinner at current member rates.

ARTICLE VI.  MINIMUM STANDARDS FOR CHAPTER PERFORMANCE

SECTION 1.  SDMPI must accept MPI's Minimum Standards for Chapter Performance.  The Chapter must meet the below listed criteria by June 30 of each year.  In the event that the Chapter is unable to show measurable improvement in problem areas as determined by the Chapter Relations Committee plan of action, the Chapter will surrender the charter subject to actions of the MPI Board of Directors.  The evaluation vehicle will be the chapter reports submitted to MPI each year and the monthly membership compiled by International Headquarters.

1.1
CHAPTER ADMINISTRATION CRITERIA:

Maintain up-to-date chapter Bylaws and policy manual.

Complete nomination and election process by March 31.

Maintain standard accounting system.

File year-end financial report within 90 days following the close of the chapter's fiscal year.

Submit appropriate tax forms by required date.

Conduct a chapter manager’s orientation program.

Maintain minimum performance goals as outlined in current Chapter Metrics Standards per MPI International.

Maintain a current membership roster.

1.2
EDUCATION AND COMMUNICATIONS CRITERIA:

Establish an annual educational plan, which will provide an educational experience for both planners and suppliers

Conduct at least six (5) educational programs a year. Keep monthly meeting expenses within the budget parameters set by the Board of Directors.

Produce at least a quarterly newsletter.

1.3
REPORTING CRITERIA:  Chapter shall file a copy of its financial report, as well as a copy of any mandatory governmental filings/returns with the MPI office within ninety (90) days following the close of each fiscal year.

ARTICLE VII. OFFICERS AND DIRECTORS

SECTION 1.  QUALIFICATIONS AND TERMS:  Qualifications for officers and directors and terms of office will be in accordance with the SDMPI bylaws.

SECTION 2.  BOARD OF DIRECTORS: The Board of Directors shall serve in accordance with the SDMPI bylaws. A vacancy on the Board shall be filled in accordance with the Bylaws. Should a board position become vacant the board may call upon the current Nominations Committee to convene and nominate one or more qualified candidates, and the position shall be filled as determined by a majority vote from the board of directors.  If the Nominations Committee has not been decided for the current fiscal year, the board would revert to the previous years Nominations Committee to render said candidates.    

2.1
Each director shall serve as a liaison to at least one committee.

SECTION 3. PRESIDENT:  The President shall serve in accordance with the SDMPI bylaws.

3.1
President shall attend PEC and WEC as the lead representative of SDMPI.

3.2 Assigns Board Members as Directors to Committee Chairs.

3.3 Upon approval of the executive board of officers, the President shall designate a President’s Advisory Board, which will consist of ex-officio board members without voting rights.  

SECTION 4. PRESIDENT-ELECT: The President-elect shall serve in accordance with the SDMPI bylaws.

SECTION 5. IMMEDIATE PAST PRESIDENT: The Immediate Past President shall serve in accordance with the SDMPI bylaws.

5.1
The Immediate Past President shall manage the chapter’s board nominations & elections process and form a nominations committee in accordance with chapter by-laws.
SECTION 6. VICE PRESIDENT OF FINANCE: The Vice President of Finance shall serve in accordance with the SDMPI bylaws.

6.1
The VP of Finance shall oversee all financial concerns of the Chapter and provide all Committee leaders with a budget format for proposed expenses and income to be prepared and approved by July 1st.

6.2
Check Request Form -The check request form shall be used in its entirety for all expenditures, indicating the committee to be charged to and the specific account to be charged to, i.e., printing, postage, food and beverage, etc.; The Vice President of Finance or President must approve the form.
6.3
Check Writing – Checks shall be written for approved expenses only; a two-signature check signing system shall be adhered to.

6.4.1
Collection of funds and/or registration fees and the proper safeguarding of those funds may be performed by paid staff, however, shall be the responsibility of the VP of Finance. 

6.4.2
Authorized signatures on the SDMPI checking account may be the Immediate Past-President, President, President-Elect and the VP of Finance. All checks must have 2 signatures.

SECTION 7. VICE PRESIDENT OF COMMUNICATION: The Vice President of Communication shall serve in accordance with the SDMPI bylaws.

7.1
The VP of Communication shall oversee and approve all official Chapter communications.

7.2
Digital Directory  - Membership roster will be online and updated regularly.

7.3
Digital Newsletter – An annual budget shall be presented each year to produce the Newsletter, the newsletter will be distributed in the months of October, January, April & June; the basic guidelines for articles shall be:

1. Message from the Board President

4. Future meeting announcements

2. Introduction of new members

5. Special announcements

3. Educational/informative feature

6. Committee news

7.3.1
Newsletter emphasis shall be on education, networking & business opportunities.

7.3.2
Chapter leaders shall utilize the newsletter as an important communication vehicle.

7.3.3
Paid advertising and or sponsorships shall be accepted.

SECTION 8. VICE PRESIDENT OF MEMBERSHIP: The Vice President of Membership shall serve in accordance with the SDMPI bylaws.

8.1
The VP of Member Services shall oversee all issues and areas concerning membership growth and retention.

8.1.1
An annual membership drive will be conducted by the membership Committee. 
 

8.2
The Recruitment Committee shall develop and implement a plan to promote SDMPI and recruit new members.

8.3
Officers, board members, committee chairs, guests, and new members shall wear ribbons identifying their status/role at each monthly meeting.

8.4

New members and guests shall be recognized introduced to the general membership at the beginning of each meeting.

SECTION 9.  VICE PRESIDENT OF EDUCATION: The Vice President of Education   shall serve in accordance with the SDMPI bylaws.

9.1
The VP of Education shall oversee all issues and areas concerning educational programming, member professional development and special education programs.

9.2
The VP of Education Develop annual education plan in accordance with chapter strategies and MPI standards

9.3
The VP of Education shall Research current education trends and topics pertinent to the meetings industry and report findings to Board of Directors
SECTION 10.  MeetDifferent and WEC ANNUAL MEETING ATTENDANCE:  The San Diego Chapter shall pay air, hotel and registration costs for the Chapter president to attend the MeetDifferent and WEC annual conventions.  The Chapter Board of Directors will approve this budget at the beginning of each year.

10.1
The President of SDMPI shall attend the President’s Council meetings that are scheduled at the MeetDifferent and WEC annual meetings.

10.2
The President Elect shall attend the MeetDifferent and WEC annual meetings if the President cannot attend. The chapter shall pay air, hotel and registration costs.

ARTICLE VIII. NOMINATIONS AND AWARDS

SECTION 1. NOMINATION PROCESS: Nominations and elections shall be in accordance with SDMPI bylaws

1.1
The nomination process shall begin in August for the following year’s officers, directors and committee chairs with a written notice to all Chapter members inviting them to become a chapter director or a committee chair/member. 

1.1.1
The nominating Committee will select the slate of officers and directors for the following year's term by February 28.

1.1.2
A written notice presenting the following year’s slate of officers and directors shall to be sent to all members by March 1. This is a notice only, and members can contact the nominating chair with questions.

1.1.3
A copy of the slate of officers and directors shall be sent to the chapter business manager at MPI Headquarters by April 1.

1.2

Award recipients are selected by the SDMPI Recognition Committee, whose members review and update the criteria for selection, review submissions and select recipients.
1.2.1
Star of the Month Awards shall be given to members making a significant contribution to the Chapter, based on personal contributions of time and effort as well as the ability of the members to motivate others, stimulate volunteer functions, give a sense of direction and act as a catalyst to cause exceptional results that benefit SDMPI.

1.2.2
Star of the Month nominees must have been involved in chapter activities for a minimum of six months; Current SDMPI board members are not eligible, nominations can be made by any member; if no one was been extraordinary no award will be given for that month.

1.2.3
Awards will be presented at monthly Chapter meetings.

1.2.4
All Star of the Month recipients are automatically eligible for Rising Star, Chapter Leadership, Planner or Supplier of the Year, and the Nancy Morrell-Swanson Visionary Award (if they meet all eligibility requirements).

1.3
The SDMPI Recognition Committee will accept nominations from members for the San Diego Chapter Planner and Supplier of the Year, Rising Star, Chapter Leadership Award, and The Nancy Morrell-Swanson Visionary Award, until six weeks prior to the annual Installation Meeting; these awards will be presented at the Installation Meeting.

1.4
The Committee of the Year Award will be nominated and awarded by the current Board of Directors and presented at the Installation Meeting.
1.5.1 Members and Non-Members are eligible for The Speaker of the Year award and will be nominated and selected by the monthly programs appropriate committees and awarded at the Installation Meeting.


1.5.2 All venues are eligible for Venue of the Year and will be nominated and selected by the Monthly Programs Committee and awarded at the Installation Meeting.


1.6.1 All Sponsors are eligible for Sponsor of the Year and will be nominated and selected by the appropriate committees by Strategic Alliance Committee and awarded at the Installation Meeting.

ARTICLE IX. STANDING AND SPECIAL COMMITTEES

SECTION 1.  STANDING AND SPECIAL COMMITTEES:  Shall serve in accordance with the SDMPI bylaws; they may include the following but not be limited to:

	1 All California Conference

2 Advertising 

3 Archives/Chapter of the Year

4 Awards/Recognition Programs

5 Business Development    

6 CMP Study Group

7 Continuing Education

8 Directory

9 Entertainment Events




10 Fundraising - Silent Auction/Holiday Event

11 Fundraising – 5K Fun Run
12 Fundraising – Fall  Event
13 Community Affairs

14 Installation Dinner

15 Internship

16 Job Bank

17 Member Social

18 Mentor Program


	19 Monthly Drawings

20 Monthly Programs

21 Nominating/Awards

22 Publicity

23 Recruitment

24 Retention

25 Scholarship

26 Special Interest Groups

27 Special Education Projects

28 Sponsorships/Partnerships

29 Hospitality

30 Website
31 Strategic Alliance
32 Student Liaison

33 Training & Development

34 Volunteer Recruitment

35 Social Networking

36 CSR
        


SECTION 2. COMMITTEE STRUCTURE:  Committees shall be structured to offer as many members the opportunity to volunteer as is beneficial to accomplish required task(s). 

2.2
Each Committee is to have a Chair and Co-Chair.

2.2.1
Committee Chairs will be appointed by the Board of Directors and Officers by the spring retreat.

2.2.2
Any SDMPI member is eligible, but can only serve as Chair/Co-Chair of one Committee unless board approval is obtained. May serve as team member of others, if needed.
2.2.3    Appointed Committee Chair shall select Co-Chair who will be the intended Chair

           the following year.
2.2.4
Each Committee Chair to develop yearly goals by the August 15.
2.3
Each Committee to meet as needed; minutes shall be taken to record attendance, decisions, and action steps.

2.3.1
Board of Directors are encouraged to attend Committee meetings.

2.4
Committee Chairs shall present a written report to their Board Director two weeks before each monthly Board meeting for inclusion in the compiled committee reports and consent agenda.

ARTICLE X. CHAPTER ADMINISTRATOR
SECTION 1. SECTION 1. A Chapter Manager is employed by SDMPI to serve in an administrative position. Salary and responsibilities are set forth by a contract approved by the Board of Directors. For details contact the Chapter President. Event attendance and annual MPI membership dues will be paid by the Chapter.
ARTICLE XI. MISCELLANEOUS

SECTION 1. RETREAT:  A retreat for incoming Board Members will be held each spring to discuss the upcoming year. Board members will be in attendance.

SECTION 2. MAILING LABELS:  Mailing labels of the Chapter membership will be offered to continuing education certificate programs with an agreement to promote SDMPI memberships within their classes.
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