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Introduction

The Jersey County Business Association (JCBA) is an organization of business and professional firms formed for the purposes for the benefit of the Jersey County community by promoting economic opportunities, advocating the interests of businesses, providing members with education and resources, and encouraging mutual support.  The JCBA functions through a system of volunteer leaders and communities to realize its mission.


Responsibility within the JCBA is two-tiered.  First, the responsibility for the continued growth and prosperity of the area rests through the volunteer leadership of the business and professional community, which are its supporters and prime beneficiaries.  Second, the JCBA’s paid staff is accountable to the Chamber’s volunteer leaders.  The staff is responsible for seeing that the desires of the memberships and its representatives on the Board of Directors are fulfilled.  Structurally, the Chairman of the Board of Directors, pursuant to the direction of the Board of Directors, has full responsibility and authority for the entire operation of the JCBA.  The Chairman Elect, the President and CEO, and the other JCBA officers are accountable to the Chairman.  The other members of the staff are accountable to the president. The JCBA’s committees and committee chairs are accountable to the Chairman Elect and to the Chairman.  All volunteer leaders and staff are ultimately accountable to the JCBA members.


The policies and practices document serves as a guide for explaining the JCBA’s policies and practices to its members.  The JCBA reserves the right to add to, or discontinue the use of this handbook at any time with or without notice.  This document will be posted on the JCBA website and made available to any member upon request.  The staff members referred to in this document and their respective contact members are listed on the JCBA website at www.jcba-il.us.  Any member may submit a concern, consideration or question regarding a JCBA policy or practice by sending a letter to the Chairman, JCBA, 209 N. State Street, Jerseyville, IL  62052 or via e-mail to brent@jcba-il.us.  


Policies and practices have been grouped into categories for easy reference.  The categories used in this document are:

I. Committees

                                                          II.
Marketing

         III.
Events & Special Programs

IV. Membership

 V.
Endorsements, Referrals and Other Issues, 

and

VI.    Review and Amendments

Policy and Practices Review, 2006
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Mission Statement

Jersey County Business Association shall develop, encourage, promote and protect the civic, industrial, commercial, tourism and agricultural interests of Jersey County and its trade area.

Committees


The JCBA maintains a number of standing committees, including but not limited to:  Ambassadors, Transportation, Small Business/Ag, Membership, Economic Development, Employers Round Table, Legislative, Music Festival, Women in Business and Health and Education.  The JCBA also creates ad hoc committees and task forces.

A. POLICIES

1. Leadership Appointments.  

In accordance with the bylaws (Article VII), “The Chair of the Board shall designate all committee chairs subject to confirmation by the Board of Directors.  The Board shall authorize and define the powers and duties of all standing and special committees except as set for in the bylaws.”

2. Executive Committee.

The Executive Committee of the Board of Directors shall be empowered to make decisions relating to JCBA matters during the interim period between board meetings.  It consists of the past chair, chair, vice chair, secretary and treasurer.  

3. Nominating Process.

In accordance to the bylaws (Article V), the Chair with the approval of the Board of Directors shall nominate a slate of board nominees to be approved by the board of directors.  If approved, the slate of nominees is mailed to the general membership along with a “petition of nomination” for nomination from the general membership.  If nominees are selected by both the nominating committee and from the general membership, the entire list of candidates is mailed to the membership for election.  The three candidates with the highest number of votes are elected to the board of directors.  If no candidates are nominated from the general membership, then nominating committees slate of board candidates are chosen by acclimation.

4. The Finance Committee.

The Finance Committee of the Board of Directors is chaired by the Treasurer and is composed of, but not limited to, the Treasurer, the Chairman and the President.  The chairman may appoint sitting members of the Board of Directors to the Finance Committee.  The Executive Committee is encouraged, but not required, to attend the Finance Committee meetings.

5. Board Members on Committees.

Members of the Board of Directors are not required, but are encouraged, to participate on committees.

6. Committee Events.

All committee events should be evaluated and planned based upon a need assessment of JCBA members.  Committee programs should be made available to all of the JCBA’s members.  Committee programs will be scheduled before, during or after existing JCBA events, where and when appropriate as approved by the president and event chairperson.  Such existing events will generally be Business After Hours.  Events intended to be exclusive to committee members should be planned during meeting times.  Any off site event will be negotiated by JCBA staff.  All attendance and meeting requirements must be submitted to the JCBA President.  Admission fees should be avoided, except for budgeted support programs and seminars approved by the Board of Directors.

7. Committee Marketing.

All marketing efforts must be coordinated with the JCBA President.

B.  PRACTICES

1. All members are encouraged to consider committee leadership positions.  

Interested parties must contact either the chair, president or any of the Board of Directors.  The Chairman of the Board shall designate all committee chairs, in accordance to the bylaws, Article VII.

2. To the extent sponsors or pro bono assistance can be secured, it is a practice that Not For Profit Network Members not be charged fees for participating in Not For Profit Network programs.

3. It is a practice to welcome non-members to no more than two committee meetings.

Marketing


A significant number of informative and marketing pieces are produced by or on behalf of the JCBA.  This section addresses the policies and practices related to the production of such items.
A.
POLICIES

1. Creative Process and Approval.

a. Notify the president of new project.

b. Identify the marketing vehicles needed for the project with the president.

c. Work with the president to develop the project timeline.

d. Work with the president to develop name, brand and/or theme and seek member input as needed.

e. Work with the president to develop marketing materials that fit the needs of the effort and seek member input as needed.

f. Grant final decision-making on marketing effort to the board of directors.

g. Ensure that no committee or work group authorizes the spending of JCBA money for project development, and

h. Ensure that no committee or work group works independently of the JCBA’s established marketing effort.

Note that the JCBA President must approve all final copy before it is disseminated.

2. Colors

The following colors may be used for the production of JCBA marketing materials.  Reflex blue.
Other colors may be used if approved by the president.

3. Marketing and Identify Guidelines.

All marketing efforts should be conducted in accordance with guidelines established by the board of directors.  A copy of the marketing and identity guidelines are available upon request.

4. Logos.

a. JCBA Logo.  The JCBA has adopted the following logo:
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b.
The JCBA logo shall not be altered in anyway.
c.
The JCBA logo shall appear on all materials produced by or for the 

JCBA.  JCBA logo must be prominent and correctly reproduced.  

d. The JCBA logo shall appear on the front (or first-seen surface) of 

all printed materials produced by or for the JCBA unless otherwise approved by the JCBA President.

e. The JCBA logo shall appear at least as large as other businesses’

Logos used on all materials produced by or for the JCBA.

f. Text shall not appear larger than the JCBA logo on any materials

produced by or for the JCBA.

e. Except the JCBA and its committees, no one shall use the JCBA 
logo on its own materials, including Internet websites, unless approved by the president.  

5. Chamber Mailings.

Inclusion in the JCBA mailings cannot be assumed and should be arranged with the JCBA president.

6. Ad Specialties and Clothing.

Prior to production, all clothing shall be approved by the JCBA President.  Prior to production, all ad specialties should be approved by the JCBA President.  If an exact match is not available, a color closest to one of the JCBA’s colors should be chosen.

7. Marketing of Committee Collateral.

All committee marketing efforts must be coordinated with the JCBA President.

8. Newsletter Article Submission Policy.

a. Articles may be no longer than 450 words.

b. Submission will be published with the company and author’s name as a byline.

c. Subject matter should be directed toward an audience of primarily small businesses.

d. Subject matter should be designed such that businesses can apply information to the workplace.

e. Submission may not “sell” or “market” a member’s specific product or service.

f. Deadline for submission is the 10th of the month preceding publication.

g. Unless information is time-sensitive, articles will be published in order of receipt.

h. The JCBA reserves the right to edit or reject any submission.

Questions and submissions may be directed to the JCBA President at 618/639-JCBA or via e-mail at brent@jcba-il.us. 

B.
PRACTICES.

1. Sponsorship placements in The Business News are determined by the practice of right of first refusal.

2. The choice of cover and/or sponsors for marketing pieces is determined by the practice of right of first refusal.

3. Broadcast e-mails are sent when necessary as determined by the JCBA President.
4. Unless approved by the JCBA President, promoting non-member businesses is not allowed.

5. Promotion of member and non-member events on the JCBA website or in the JCBA e-mail broadcast shall be determined by the JCBA President.
6. Promotion of member events in the JCBA Newsletter is prohibited unless otherwise approved by the JCBA President.  Non-member events are prohibited from promotions.

7. A member’s category listing will be based on present JCBA categories, if possible.  If a member’s business does not fall into one of the present JCBA categories, a category listing will be assigned by the Chamber President based upon on the categories found in the Yellow Pages as published in one of the local Jersey County telephone books.

Events and Special Programs

The JCBA facilitates a number of events and special programs, including Business After Hours, Luncheons, Music Festival, Golf Outing, Awards and other special programs.  This section addresses the policies related to such events and special programs.

A.
POLICIES.


1.
Sponsorships for events, meetings, and programs are available and are 



facilitated through the JCBA President.
2.
Availability of major event sponsorships is published in The Business News and The Friday Morning Memo (e-mail) and various marketing pieces.  Arrangements are finalized with the Chamber President.  For certain 
events at the discretion of the president and subject to approval by the JCBA Board of Directors, sponsorship is determined by the right of first refusal.
 3.
The choice of speakers and facilitators at JCBA events is determined by 

the JCBA President.  For certain events, at the discretion of the president, approval is determined by the JCBA Board of Directors.

 4.
The choice of caterers for all the various JCBA gatherings is determined 



on a rotating basis and approved by the president.

             5.
The practice and protocol regarding dress policy at all JCBA functions has 



been appropriate business attire required.

Membership

This section addresses the policies and practices related to recruiting and retaining members in the JCBA.

A.
POLICIES.


1.
In accordance with the bylaws, membership dues shall be paid at such a 



rate, schedule or formula as may be approved by the JCBA Board of

 

Directors.

B.
PRACTICES.


1.
Membership pricing is in accordance with the direction of the Finance

 

Committee and approval by the JCBA Board of Directors.

2.
“Trade outs” are discouraged in lieu of membership dues.
Endorsements, Referrals and Other Issues


The JCBA always prefers members over non-members.  However, the JCBA will not show any preference between or among its members.  This section addresses the policies and practices related to the JCBA’s endorsement of goods and services, and referrals by the JCBA to specific members.  Extenuating circumstances may arise and in these cases the President will have final approval.
A.
POLICIES

1. The JCBA does not provide letters of endorsement to or for companies or individuals.

2. The JCBA does not endorse (by letter, through the press or otherwise) any private product, scheme, project, business, agency or special interest group when such endorsement is for the benefit of the party requesting it rather than for the benefit of the community as a whole.

3. The JCBA does not recommend specific products or services.  Upon request, the JCBA will provide names of several members (preferably at least 3, if available) that can supply the requested product or service.

4. Membership lists (hard copies or disks) are available at no charge to members or local non-profit groups or to a business representing the JCBA.  They are not available to non-members.  Each list shall include the member’s names and addresses.  A member’s e-mail address and/or facsimile number may also appear on the list unless specifically advised by the member not to be included.  Members may be removed from the list altogether by submitting a written request to the JCBA President.
5. The JCBA is sometimes asked to provide program presenters with attendees’ contact information, including e-mail addresses and facsimile numbers.  An attendee’s information will be provided to a program presenter unless specifically advised to be omitted by the attendee in writing to the JCBA President.

B.
PRACTICES.

1. The choice of vendors is based upon JCBA members whenever possible.  The list is maintained in the JCBA office.  A request for proposal shall be sent out whenever the amount of purchase is $250 or over or when requested by the Finance Committee and/or the JCBA Board of Directors.

2. The general practice of right of first refusal is addressed on an as needed basis.

Review and Amendments
A.
POLICIES.

1. The bylaws shall be reviewed by the JCBA President and Board of Directors periodically.

2. This document and all written correspondence submitted will be reviewed by the JCBA President and Board of Directors.  Modifications shall be recommended to the Board of Directors as appropriate.  Any member of the Board of Directors may call a special meeting as needed to consider written requests.

3. The Board of Directors ratified this handbook on December 20, 2005.  The Board of Directors reserves the right to add to, or discontinue the use of this document at any time.
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