PRACTICES AND PROCEDURES
For

SPONSORSHIP OF PROFESSIONAL DEVELOPMENT SERIES’ WORKSHOPS

Greater Mt. Airy Chamber of Commerce 2008

Members of the Greater Mt. Airy Chamber of Commerce are asked to be sponsors for the 2008 Professional Development Series of workshops put on in partnership with Carroll Community College.  The Chamber and the member sponsors are asked to follow the practices and procedures listed below.


PROCEDURES FOR OBTAINING SPONSORSHIP:

1. When the workshop topics have been decided by the Chamber’s Professional Development Committee and Carroll Community College has scheduled the dates for such workshops, the Professional Development Committee will share that information with the membership at the next available monthly General Membership meeting. A sign up sheet will be passed around at that meeting.  In addition, this information will be posted to the Chamber’s website after such meeting.

2. The sponsors will be accepted on a “first come, first serve” basis for each workshop (if a workshop takes place on more than one date, there will be a sponsor for each date).  There can be more than one sponsor for each workshop or date.

a. The sponsor must provide their full business name and address, email address and phone number when signing up for the sponsorship.  

PRACTICES and RESPONSIBILITIES OF SPONSORSHIP:

1. The sponsors’ names will appear in Carroll Community College’s brochure for the applicable season in the sidebar advertisement for the Chamber’s Professional Development series as the sponsor for that particular workshop or date (if the sponsorship information is received by the college in sufficient time for insertion).  Carroll Community College reserves the right to limit the description and name of the business to the space available in their publication.  The sponsors’ names will also appear on the Chamber website in the block that advertises that particular workshop and will also appear on any flyer or other paper advertisement that the College creates to advertise such workshop.
2. The host or hosts who are sponsoring the workshop will be the point of contact for the Chamber at the particular workshop.  It is the responsibility of all the sponsors to confirm registration information and obtain numbers of registrants and any other pertinent information prior to the date of the workshop, and to confirm that the workshop is taking place as scheduled with Marlene Titus via email (mtitus@carrollcc.edu ) or phone (410-386-8012).  
3. On the night of the workshop, the sponsors will be responsible for getting to the workshop site at least one half hour prior to the beginning of the workshop, opening the room where the workshop is located, setting out whatever refreshments they’d like to bring for the registrants, setting out whatever promotional information they’d like to bring, assisting the instructor in getting the room ready for the workshop, bringing the classroom packet or other information (attendance sheet) to the instructor, and being responsible in getting any and all fees from non-members who attend the workshop.  At the end of the workshop, the sponsors are responsible for assisting the instructor in cleaning up the room and collecting all trash and the like, closing the room, and getting all fees collected from non-members to the Treasurer of the Chamber by the next general membership meeting after such workshop.
4. A copy of this Practices and Procedures list will be given to each sponsor once their sponsorship for the particular workshop has been confirmed.  Information about number of registrations, date and time and location of each workshop and other pertinent information will be given to each sponsor no later than two (2) business days prior to the sponsored workshop. 

5. Within seven (7) days from the date each workshop, each sponsor must mail a check made payable to “Greater Mt. Airy Chamber of Commerce” to the Chamber’s post office address for their share of the room use donation of Twenty Five Dollars ($25.00).  For example, if there is only one sponsor for a workshop, the check is for the full amount of Twenty Five Dollars, but if there are five sponsors, they each mail in a check for Five Dollars.  This money will be collected by the Chamber and the Chamber will make a donation to the Mt. Airy Library or the Mt. Airy Senior Center for the amounts collected from the sponsors at the end of each calendar year.  

The Greater Mt. Airy Chamber of Commerce Professional Development Committee

Revised February 2008
