MAINE ASSOCIATION MEDICAL STAFF SERVICES


Approval: 12/05/02
POLICY: Authorization of Meeting Expense(s)
Purpose:  To ensure that all applicable expenses are reviewed prior to each educational meeting by the Board of Directors.

Standard of Practice:


A. Catering

1. The Education Chair, or designee, shall coordinate with the hosting facility prior to any catering purchase.

2. If the hosting facility requires catering reimbursement, it shall not exceed the pre-determined amount set by the Board of Directors.

3. The Education Chair, or designee, will notify the treasurer of the need for reimbursement to the hosting facility.

4. The treasurer and the hosting facility shall coordinate 1-2 weeks in advance for accurate totals for attendees, guests, and catering requirements.

5. The hosting facility will present an invoice for payment of catering services to the treasurer within 30 days after the event.

B. Room Rental

1. In the event that the MeAMSS must rent a room for an event, the Education Chair, or designee, shall submit an estimate to the president-elect, or designee, for prior approval and authorization.

2. Once prior approval/authorization has been obtained from the Board of Directors, or designee, the treasurer will be notified.

C. Gifts

1. The Education Chair, or designee, will determine whether door prizes will be given at Association meetings and, if so, set a limit for each meeting.

2. The hosting facility will be presented with a “thank you” gift to be purchased and presented by the Education Chair, or designee, at each meeting, not to exceed the pre-determined amount set by the Board of Directors.

3. Any other gifts must receive prior approval from the Board of Directors.

