MAT-SU AGENCY PARTNERSHIP

Guidelines Manual
I. General Membership

a. General membership is open to all service providing agencies that agree to support MAP’s goals and act within the Bylaws of the Partnership.  
i. An “agency” is any organization providing health, education, public safety, or social services to residents of Matanuska-Susitna Borough, including: 
1. For-profit organizations; 
2. Nonprofit organizations; 
3. Government divisions and departments;
4. Public schools; and 
5. Educational institutions.
II. Associate Membership
a. Associate membership is available to all persons and organizations that agree to support MAP’s goals and act within the Bylaws of the Partnership.

b. Representatives of Associate Members in good standing may serve on any MAP committee and shall have one vote on motions that come before committees on which they serve.

c. Representatives of Associate Members in good standing may assume leadership roles, including chairmanship, on any MAP committee.

d. The By-Laws indicate that MAP officers are “Officers of the General Membership.”  Therefore, Associate Members cannot be elected to serve as officers.
III. Voting

a. General Members in good standing shall be entitled to one vote on motions that come before the General Membership.  Associate members are not entitled to vote at meetings of the General Membership.
b. General Member agencies shall designate one individual and one alternate to officially represent the agency’s vote.  Notice of such designees shall be submitted to the Partnership Chair on the annual Membership Application.
c. In the event of a close or contentious vote of the General Membership, the Secretary shall read the role of General Members in good standing and record the official vote of each General Member agency.
IV. Distribution of Funds

a. At the first meeting of each calendar year, the officers shall be called upon to propose an annual budget for MAP.  The officers’ proposed budget shall be approved by a majority vote of the General Membership.
b. Any General Member agency may propose an expenditure of MAP funds for any Partnership purpose not accounted for in the annual budget.  Proposed expenditures must be brought before the Membership at a regularly scheduled meeting and require a majority vote of the General Membership for approval.
c. Member agencies are strongly encouraged to present proposed expenditures to the officers before bringing them to the General Membership for a vote.
V. Friday Announcements and Use of Member Contact Information

a. Procedures for Making Announcements via Email.

i. Email announcements must go through the Secretary, the Chair, or a designee of the Chair.

1. Friday Announcements.

a. Friday Announcements must be emailed to the Secretary no later than noon on the Thursday before the announcement is to be made.

b. Friday Announcements must be provided in paragraph form, ready to be “cut-and-pasted” into the Friday Announcements email.

c. Announcements should include an internet link, email address, or telephone number.

d. Attachments are discouraged.

2.  Special Announcements

a. Special announcements must be sent to the Secretary, the Chair, or a designee of the Chair.

b. When it is unclear whether an email would constitute a “special announcement,” please contact an officer before sending the message.

b. Use of Member Contact Information.
i. Think of Member contact information as a networking tool.  You are encouraged to connect with members of MAP, but please observe the following procedures:

1. Contact information is provided to General and Associate Members only;
2. Do not use the email list for personal uses or purposes unrelated to MAP;
3. Member contact information is not to be used for advertising, solicitation, or promotions.
ii. You may use email addresses, telephone numbers, and addresses to make contact with individual MAP members, but general announcements should go through the Friday Announcement Procedures.
VI. Spotlight Presentations
a. If an agency would like to make a “Spotlight” Presentation, its representative must complete a Spotlight Application Form, which will be made available to the members in January of each year.  
b. The officers will review the applications and schedule presentations.
c. The officers will attempt to accommodate the requests of agencies in terms of dates and time allowance for Spotlight presentations.

d. If more agencies apply than there is time for in the year’s schedule, the officers shall weigh the applications based upon the objective criteria of when each agency last made a presentation to the Membership.  If this criteria does not resolve the conflict, then the officers shall consider the number of MAP General Membership meetings each agency has attended in the previous twelve months. 
e. The officers will notify the membership of the calendar of presentations as soon as possible after the selection process has been completed.  
VII. Letters of Support

General Members in good standing may request and receive formal letters of support from MAP for funding and/or planned activities.  Letters of support must be requested in the following manner:

a. A request for a formal letter of support shall be published to the Membership in the Friday Announcements at least two Fridays in advance of the meeting at which the Membership will consider the request.  All requests shall include an electronic copy of the proposed letter of support.  MAP shall reserve the right to change, edit, or modify proposed letters of support.
b. Proposed letters of support shall, when possible, draw upon objective criteria such as data and information contained in MAP’s Community Needs Assessment.
c. At a regularly scheduled MAP meeting, a representative of the General Member making the request shall be called upon to introduce the request and answer any questions that may be posed by other members.

d. A majority vote shall be required to approve a General Member’s request for a letter of support.
VIII. Orientation for Incoming Officers

The Chair, Vice-Chair, Treasurer, and Secretary shall, at the end of their respective terms, engage incoming officers in a brief orientation.  The orientation may be conducted with incoming officers individually or as a group.  Items to be addressed at the orientation for incoming officers shall include:
a.
Review of MAP By-Laws;

b.
Review of Guidelines, Policies, and Procedures;

c.  
Review of MAP Budget;
d.
Explanation of roles and responsibilities of MAP officers;

e.  
Review of active committees and current assigned tasks;
f.
Discussion of current MAP projects and activities;
g.
Discussion of major community projects and initiatives with which MAP is 


involved or of which MAP should be aware.
Additionally, each outgoing MAP Chair shall, at the end of his or her term, write a brief, informal summary of major events that occurred during the previous twelve months.
IX. Vice-Chair Encouraged to Serve as Chair During Subsequent Term
a. Any individual who serves as Vice-Chair is strongly encouraged to run for MAP Chair following their term as Vice-Chair.

i. This guideline is intended to promote the development of leadership skills by MAP Chairs and to assist in building the leadership skills of MAP Chairs and encourage organizational continuity between terms.  
ii. This guideline is not intended to replace the elections section of the By-Laws.  The Vice-Chair must be nominated for the position of Chair by a member agency and must then be elected pursuant to the By-Laws.  

X. Position Clarification for Officers

a.
Duties and Responsibilities of the Chair:

1. Prepare for and preside at all meetings of the General Membership;
2. Serve as the official representative of MAP to the community;
3. Coordinate and direct MAP activities in cooperation with the other officers;
4. Prepare and set monthly meeting agenda;

5. Oversee selection of monthly presentations;

6. Ex-officio member of MAP committees;

7. Draft, revise, and sign letters of support on behalf of MAP;

8. In cooperation with the other officers, propose an annual budget;

9. In cooperation with the Treasurer, oversee financial accountability;
11. Ensure that MAP makes a quarterly report to the Borough Assembly; and
12. Call special meetings as appropriate and necessary.

b.
Duties and Responsibilities of the Vice-Chair:

1. In the absence of the Chair, fulfill the duties of the Chair;
2. Serve as MAP’s archivist and be responsible for passing on history to incoming Vice-Chair;

3. Recruit Committee Chairs and committee members;

4. Monitor the work of all committees;
5. Serve as Nominations Committee Chair; and
6. The Vice-Chair is strongly encouraged to run for the Chair position at the end of his or her term in order to promote continuity.


c.
Duties and Responsibilities of the Secretary:

1. In cooperation with Treasurer, ensure that the Membership is current and complete;
2. Maintain membership e-mail list;

3. In cooperation with the Chair, monitor the Membership’s use of Friday Announcements;

4. Type and distribute meeting agendas;

5. Provide notice of all regular and special meetings of the General Membership through the Friday Announcements;

6. Prepare minutes from general membership meetings;

7. Assist with and oversee general correspondence;

8. Confer with officers when presented with any unusual request; and
9. Perform all other duties incidental to the office of secretary.

d.
Duties and Responsibilities of the Treasurer:

1. In cooperation with the other officers, prepare and revise the annual budget; 
2. Present annual budget to the General Membership for approval;

3. Maintain records of accounts payable and receivable;

4. Oversee receipt and disbursement of membership and fund raising monies, including a monthly reconciliation of accounts and an annual balance sheet; 
5. Record and monitor receipt of payments, membership applications, and MOAs;

6. Serve as custodian of all membership and fund raising monies;

7. Ensure that funds in the Partnership name are placed in such depositories as the General Membership designates; 
8. Participate in annual audit, if applicable;

9. Maintain a list of agencies in good standing (based upon payment or non-payment of membership dues) that shall be eligible to vote on issues that come before the body for decision;

10. Facilitate signature authorization between designated officers and banking institution; and
11. Report to General Membership on fiscal matters as needed.
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