MSN Operating Policy and Procedures
The purpose of this document is to support and offer further explanation to the Metropolitan Senior Network By Laws. These Policy and Procedures may be updated at any time. (updated June 23, 2011)
Purpose of MSN:

· Marketing

· Networking

· Development

The goal of MSN is to educate, support, and provide resources to marketing and community relations professionals in the healthcare and senior industry. The core values of MSN are Compassion, Accountability, Respect and Excellence (C.A.R.E.).  The focus is “ethical marketing within the senior services profession”.
Territory:

· Multnomah

· Clackamas

· Washington

· Clark

Financial
Fiscal Year:  January- December
Budget
· Executive Committee will meet, prepare and present a budget at the annual strategic planning meeting.

· Balance must remain no more than $10,000 running balance

· Balance should be no less than $2,000.

· Funds may be used for: MSN events, speakers, location fees, collateral, charitable contribution to non profit organizations, professional services, dues and membership, postage, banking charges, website, PR, ongoing administrative operations and expense, and approved reimbursement for the like

· Profit and loss statements will be given at board meetings, with specific event breakdown as applicable.
Board Members (see job descriptions, updated June 23, 2011)
· President

· Vice President 
· Secretary

· Treasurer

· Communication Director

· Program Director

· Sponsorship Director

· Up to 5 Member at Large focusing on each: Program Committee, Sponsorship, Communications
Recruitment & Election

Election process per bylaws, written ballots when possible is preferred
Board Member Eligibility

· Application Process completed

· Compliant with responsibilities and attendance standards

· It is recommended that the President Elect have served in a leadership role as a chair

Volunteer opportunities: 

· Committee Support

· Welcome and working the line

· Door prize table

· Breakfast Sponsor support

· Collateral table

· Set up/Clean up
Board Application Process:

· Minimum 3 months volunteer commitment at the monthly meetings completed

· Application completed

· Vote from board within 30 days of date on application 

· Notification of decision if voted Yes and Invite to the next board meeting 
Attendance
· Attend monthly MSN meetings –must attend a minimum of ¾ of meetings : 3 missed meetings are allowed, courtesy should be given to other board members by communicating need to miss a meeting and reports submitted. On the 4th missed meeting you are no longer on the board and must be voted back on, after going through the board member process.

· Attend monthly working Board meetings-must attend a minimum of ¾ of meetings: 3 missed meetings are allowed, courtesy should be given to other board members by communicating need to miss a meeting and reports submitted. On the 4th missed meeting you are no longer on the board and must be voted back on, after going through the board member process. 

· Missing either 4 monthly or 4 board meetings is grounds for removal from the board.

· Tracking of the above will be monitored by marking those in attendance and absent on MSN board meeting minutes. 

· Attend annual strategic planning meeting

· Greet and set-up or clean-up at each meeting, workshop, awards breakfast, etc. 

· Recruit new members and promote MSN to professionals in the senior profession 
Removal (2/3 majority vote per by laws)
· Felony Criminal Record

· No longer active or involved within the senior industry

· No longer fulfilling obligations

· Less than 75% attendance at monthly or board meetings

Limitations
· Language per bylaws

· A board member may only serve one term in a given position, and then may rotate into another board member role. An extension of up to 1 year will be allowed if time is needed to recruit and train a replacement. 

· If all avenues for recruitment and replacement have failed and 1 year interim period has expired, the current board member may remain in the same position with a 100% unanimous vote for 1 additional 2 year term, totaling a 4 year office.

Executive Committee

Members

· President

· Vice President

· Secretary 

· Treasurer

Responsibilities

· Enforce By Laws and Policy & Procedures

· Confirm and Set Agendas

· Set Financial Agenda

· Conflict Resolution

Support Committees

· Programs

· Special Events (workshop and awards breakfast)

· Sponsorship

· Communications

· Community Service
Advisors

· Advisors may be called upon for guidance, education and support but do not have voting rights

· The advisors are listed on the MSN website

Ex Officio Members

· A legal advisor and is allowed voting rights when he chooses to exercise them on issues relevant to his experience, but will not count in the “quorum” 

· Immediate Past President to receive ex officio status with same voting rights 

Meetings

Monthly Marketing Meeting

Welcome & Sign in Procedure

· 1 table for visitors and guest registration

· collecting money and taking info

· collect business cards in basket

· 1 table for members-

· List of members printed alphabetically to check off name and correct contact info

· Put their business card in basket

· MSN resources: speaker suggestion, breakfast list, membership, brochure, etc…

· 1 table for door prize sign in the room

· Printed explanation of “acceptable door prize” – no commercial or promotional offerings from the company represented, must be a retail value of $25. 

· This will also be communicated in reminder emails of meeting and newsletter

· Sign in sheet available for them to list the prize, value and name of company

· Door prize must be signed in prior to beginning of the meeting

· Volunteer available explaining no company consulting, company gift or credit

· We will also have a few gift certificates on hand for the first time someone is not in compliance as a means to allow for the announcement; money must be collected at that meeting.

Frequency & Time

· Meetings are held monthly on the First Wednesday of each month

· Locations of meetings rotate at 3 month intervals among the 4 county territory

· Awards Breakfast is held in Multnomah county
· Meetings are approximately 2 hours long
MSN meeting agenda:  Approved as is, adding time to recognize corporate sponsors

8:00 Sign in & Networking, Register door prize at sign in 

8:30 President or assigned: Welcome, Announcements, & New Guests & Corporate Sponsors

8:40 Breakfast Sponsor Recognition & Info

8:45 Introduction of Speaker and Topic

8:50 Speaker, with Q/A time following

9:35 Door prizes, with 30 second commercial * please be mindful of 30 second limit

9:45 Introductions: Name & Company Only * limit to Name & Company, without description 
9:55 MSN board introductions and MSN news
Announcements

· The Breakfast Sponsor is allowed approximately 5 minutes at the beginning of the meeting, in appreciation of their financial support of providing breakfast for that month’s meeting. They are also allowed to distribute materials at each seat.

· 30 second commercials are allowed with $25 door prize – no commercial or promotional offerings from the company represented, must be a retail value of $25. No company consulting, company gift or credit

· Introductions: Name & Company Only * limit to Name & Company, without description
Board Meetings

Frequency

· Board Meetings are held monthly, attendance to 75% of meetings is expected to remain a board member in good standing. Committee members and advisors are not expected to attend board meetings, but are welcome.
· Typically the board meetings are early in the morning- mid month, lasting no more than 2 hours. 
Repeat items to appear on board agenda:

· President calls to order

· Minutes approved, but not read

· Attendance documented for monthly and board meeting

· Vice President update on workshop and awards breakfast

· Treasurer report, p&l

· Program committee update
· Sponsorship recruitment/retention
· Communication committee update
· Board member recruitment and volunteer interest

Timelines
· Board meeting minutes to be sent out and approved within 1 week of meeting

· Board members to submit thoughts and input for board agenda to president with approx length needed for input by the Monday before board meeting


· Board agenda to be set and confirmed by President and Vice President by the Tuesday evening 5pm, before the board meeting and sent out

· If unable to attend the meeting your report needs to be sent to the board by Tuesday 5pm

Strategic Planning Meeting
· Held annually
· Lasting 4 hours
· Held in first quarter of the year
· Regular “quorum” standards and practices from by laws are enforced

Committee meetings

· Meetings are held as needed

· No voting is required

· No quorum is needed
Sponsorship

Corporate Sponsors 
· Minimum Financial Obligation of $300/annual or in kind donation

· Corporate sponsors are recognized on the MSN web site
· Listed with Logo on the Corporate Sponsorship table at meetings

· Logos are included on official MSN mailings

· Recognized quareterly by standing at the beginning of each meeting
· Discount for additional members

· 1 complimentary admission to awards breakfast

Individual Sponsors

· Minimum Financial Obligation of $60/annual or in kind donation of $120
· Discounted meeting admission

Expiration of membership 
Corporate Sponsorship

· 60 day reminder in official letter form mailed or sent as email attachment

· 30 day reminder in official letter form mailed or sent as email attachment

· 1 week reminder contact

· Final contact made at monthly meeting
Individual membership

· 1-30 day reminder sent via email

· At monthly meeting confirm options they have
Communication: 
· Email reminder within 1 week of meeting

· Flyer for the next monthly meeting out at each meeting

· Monthly flyer posted to the MSN website within 3 weeks of upcoming meeting and included in the Newsletter
· Website updates and postings monthly

· Database updates and uploads to constant Contact monthly

· Award Ballot communications

· Maintain accurate and consistent information and branding

Award Voting: 

· Board members and public are eligible for all awards

· Paper copies at October meeting for nominations and sent by email 
· November meeting will have final nominations for final vote

· Membership to vote on all 3 awards

· Criteria is stated on the nomination ballot each year

· If there is not 20% of paid membership that voted, Care and Integrity award will not be given out. Marketer of the year will be given to the person with the most votes, even if not representing 20%
· “Krista Davis” Spirit Award is nominated and voted on, exclusively by the MSN board members. This nominee will have supported the mission and daily activities of the MSN organization above and beyond job description and expectations.

Compensation 
· No board member shall receive any salary, payment, honorarium or other compensation of any kind for his affiliation with the MSN board. 

· Nothing shall prevent any person from being reimbursed for reasonable expenses as approved by the board. (expenses above $100 must gain prior approval. Use of MSN funds and property are for the sole use of the MSN organization, no exception without prior approval from the board.)
· A board member may receive compensation for outside and additional services beyond the scope of their expected roles of responsibility as a board member. These may include but are not limited to: graphic design, printing, web development.

· The board must be bonded and insured.
Gift/Grants
The organization may accept any contribution, gift or grant for the general purposes in accordance with the fiscal policies of MSN.

Charitable Contribution
Term: annual
When: Awards Breakfast

Amount: Maximum $1000, dispersed equally to the 4 county territory, as long as it is fiscally responsible to do so.
Who: A non profit serving a senior focus.  Proof of Tax exempt status must be verified for tax purposes
How: recipient is notified in November and asked to attend the awards breakfast. 2 complimentary awards breakfast admissions will also be given.
