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NEWH, Inc.
Post Office Box 322
Shawano, WI 54166
US and Canada: 800.593.NEWH —tel 800.693.NEWH — fax
info@newh.org  http://www.newh.org

The purpose of the manual is to provide members an official reference book of guidelines for implementing the objectives of the NEWH,
Inc.

This manual should be used in conjunction with the NEWH, Inc. By-laws, to bring members an appropriate resource for discharging their
responsibilities as Members, Directors and Officers of the NEWH, Inc.

Members may use contents without permission.
Others wishing permission to use any part of contents may write to the address above.
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NEWH

The Hospitality Industry Network

NEWH has established a vehicle for those members who are in an area that does not have a
large hospitality community, but still want to be affiliated with NEWH. Our new Regional Group
model will provide for members to gather under the authority of NEWH, give a scholarship each
year, and work toward chapter-hood, if feasible.

) . . i i . i Preamble
NEWH is pleased with the interest shown in forming a Regional Group. We are delighted to

present this manual to assist in the formation process.

Members include, but are not limited to, those persons involved in the design, planning and
implementation of Hospitality related projects; individuals who manufacture, market,
distribute, service or supply products for the Hospitality Related Industries; executives in the
fields of management and operations of Hospitality Related Industries; those engaged in the
areas of publishing, with emphasis on Hospitality Related Industries; educators of design and
management in Hospitality Related Fields, and students aspiring to any of these fields.

NEWH, Inc. has a strong and ongoing commitment to education. The fundamental function of
NEWH, Inc. is raising funds for education in the above mentioned fields.

The principal charitable endeavor of NEWH, Inc. is the creation and maintenance of a
Scholarship fund. Scholarships are awarded annually to students who apply and qualify under
NEWH, Inc. standards.

NEWH, Inc. recognizes the talent and ability of young people and encourages their
involvement in all areas of the industry, through educational programs, student design
competitions, internships and student memberships.

Education of members is achieved through educational meetings, panel discussions by
experts in their fields, seminars, tours of manufacturing facilities, CEU programs for both
members and non-members, and the exchange of information and ideas among members
and participants.

It is the goal of NEWH, Inc. that Regional Groups will join to form an active and positive force
in the region and in the Hospitality, Foodservice, and Related communities. Regional Groups
may join with other organizations to host events, etc. to further the purposes of NEWH, Inc.

It is also hoped that each Regional Group will provide some opportunities for the members to
have fun together.

How to Start the

It takes time to organize, build and maintain a strong Regional Group. The following format is Process

intended to give you the framework for doing so.

The first step is to form a group of eight (8) to ten (10) NEWH members who are interested in
forming a Regional Group. This group should consist of designers, trade representatives,
manufacturers, consultants, industry executives and other related professionals. These
interested parties will be part of the Formation Committee of the region. The Committee
should provide to NEWH, Inc. at least two individuals who will be the NEWH, Inc. contacts for
the Region.

The group will be encouraged to hold no-host happy hour type events or no-host luncheons to
develop interest in the Region. The NEWH, Inc. office will be available to help create
invitations and email to a targeted list of industry individuals in the area. It will be requested
that members of the group provide the NEWH office with a contact list to create the Region’s
database. It will be the responsibility of the Regional members to update the NEWH office on
additions, corrections or deletions to the master database.

Once the group has attained 15 members, they can officially become a Regional Group.
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Establishment of
a Regional
Group

When a geographic area has 15 voting members, they may apply to become an NEWH
Regional Group by completing an application and submitting it to the NEWH, Inc. office. The
application will be reviewed by the VP/Membership and Director/Expansion. The application
will then be forwarded, along with their recommendation, to the NEWH Executive Committee
for review. The Regional Group application will be reviewed and voted on by the NEWH, Inc.
Board of Directors.

- , , , Criteria used by
Some of the criteria that the NEWH, Inc. Board of Directors will use to review requests for the NEWH, Inc.

Regional Group formation are as follows:

Board of
e The Regional Group has read the NEWH, Inc. By-laws and can exist within the Directors
framework set forth within;
e The Regional Group understands the short and long range goals of the NEWH, Inc.
and is in agreement with them;
e The Regional Group will be able to promote an awareness of the NEWH, Inc.;
The Regional Group will be able to attract members representing all facets of the
Hospitality, Foodservice, and Related fields; and
e The Regional Group will have fifteen (15) members in good standing to receive
authorization to move forward.
Steering

Part of the application to become a Regional Group includes the establishment of a Steering )
Committee to lead the Regional Group. The Steering Committee consists of Chairperson, Committee
Chairperson-elect, Secretary, Membership, Programming, and Scholarship chairs. The
Steering Committee will meet quarterly.

The Regional Steering Committee will participate in a conference call with the NEWH, Inc.
President, VP/Membership, Director/Expansion and the NEWH Executive Director. The
Steering Committee will confirm their geographic area and Regional Group name; that they
have read, understand and agree to follow the NEWH, Inc. By-laws; number of voting
members in the region; and state their goals for the Regional Group.

Upon the vote of approval by the NEWH, Inc. Board of Directors, the Regional Group Steering
Committee will oversee the growth and progress of the proposed Group and will formalize the
Group name.

NEWH/ Region
(Region Designation)

The positions on the Steering Committee are informal, as long as those assuming them are
serious in their intent to serve, and there is a consensus of agreement on who will serve in
each. This committee will form the nucleus of the organization. New people should be brought
on to the Steering Committee each year to keep the ideas fresh and new and the Regional
Group moving forward. Ideally the Chair would step down after his/her two-year term and the
Chair-elect would assume the chair position.

The Steering Committee will meet, at minimum, quarterly or more often if they feel necessary.
Minutes of all meetings must be taken and submitted to the NEWH, Inc. office.

) ) i Determining
Membership potential should be assessed. The various ways to do these are: Potential
e The NEWH, Inc. office will provide the Regional Group with a list of entries in the Membership

NEWH, Inc. database. It will then be the responsibility of the Regional Group to add
to the list, make corrections on the list or request deletions from the list by submitting
the information to the NEWH, Inc. office, who maintains the database.

o Alist of descriptions is provided in the Preamble of this document to find areas from
which to recruit all possible members.
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e Ask all new members to provide a list of potential candidates for membership.
e The Steering Committee will consult with area educational facilities to gain names of
faculty and student contacts.
¢ In addition to the above, the members of the group should NETWORK as good
networking will foster membership!!
) o , o ) Function/
The function of the NEWH, Inc. office is to run the pusmess of the organization and support its Support of
NEWH, Inc. Board of Directors, Chapters and Regional Groups. NEWH, Inc.
Support for the Regional Groups will include:
e Provide annual Steering Committee Training Webinar
e Review and approve all membership applications
e Handle all dues collections and disbursement of funds
e Support members’ online activities, membership and resource directory, NEWH
Connect, etc.
e Participate in quarterly Regional Conference Calls
e Maintain master region database
e Help setup/design event invitations
e Broadcast event invitations
¢ Handle online RSVP for all events
e Setup and help maintain Regional Group web page
, ) ) Finances
NEWH Regional Groups are not allowed to have an admin/checking accounts or collect funds
on behalf of NEWH. Because they are not a chartered entity within NEWH, they will not be
registered in the state where they function.
For funded events, see the Events/Meetings section.
) ) , , Membership
The region will need 15 voting members to form a Regional Group.
NEWH provides both paper and online membership applications. We encourage people to
join online, as this will also enroll them in NEWH Connect, the social networking section of the
NEWH website. Potential members should be told to join as a Regional Member and type in
their area on the application.
Upon completion of the application and approval by the NEWH Executive Director, the new
member will receive an email from the NEWH office welcoming them and telling them how to
access the website, different ways they can become involved, etc. The application data will be
forwarded to the Steering Committee. The Steering Committee will also receive a chapter
roster monthly.
) , , ) ) , , Events/
The Regional Group Steering Committee will meet on a regular quarterly basis. Minutes of its Meetings
meetings are to be formally kept and a copy forwarded promptly to the NEWH, Inc. office.
Written notice of these meetings will be sent to the membership at least thirty (30) days prior
to their scheduled date, so that interested Regional members may attend. Whenever possible
an agenda for said meetings should be provided in advance.
The Regional Group is encouraged to hold no-host Happy Hour type events, no-host
Luncheons, no-host hotel/restaurant tours, etc. at least once per quarter.
The Regional Group may hold up to three (3) funded events per year. These events may be
educational programs (tours, panels, etc.) and could include presentation of the annual
Scholarship as well as TopID awards. A budget for each event must be submitted to the
NEWH, Inc. office for approval prior to moving forward with any event. The group will work
with the NEWH office on event notice, deposits, online RSVP and payments, sponsorships,
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etc. Any excess funds raised by the event will go into the group’s escrow account.

If the group has a negative cash flow at an event, they will not be allowed to hold another
funded event for 6 months. If two (2) events lose money, NEWH, Inc. would no longer cover
the Regional Group expenses.

Programs should promote the goals of the NEWH, Inc. and maintain the high standards that
reflect the nature of the organization.

Fundraising Event: Regional groups are not required to hold a fundraising event. However, if
a regional group does want to hold a fundraiser they are allowed to hold one per year. A
budget for the fundraising event must be submitted to the NEWH, Inc. office for approval prior
any marketing of the event — 40% net proceeds should be targeted for the event. The group
will work with the NEWH office on the event notice, deposits, online RSVP and payments,
sponsorships, etc. Net proceeds from the fundraiser will be split as follows: 20% will be
allocated to NEWH, Inc. Of the remaining funds, 35% will go into the region’s escrow account
and 65% will go into the region’s scholarship account.

After being established as a Regional Group for a twelve (12) month period, the group will
have the opportunity to present one (1) $2,500.00 scholarship per year. If the regional group
does not have the funds in its scholarship account, NEWH Inc. will subsidize the award.

The regional group is guaranteed one $2,500 scholarship per year. If the group has additional
funds in their scholarship account from member dues or other activities, they are free to use
up to 50% of those funds.

The Regional Group shall have 15 voting members for no less than 12 months prior to
funding the annual scholarship. The “funding date” would be the annual “group establishment
date” anniversary as described in the handbook.

Fifty percent (50%) of the Regional Group members’ dues will be placed in a special account
to help cover the cost of the award. The NEWH, Inc. office will send out an announcement to
the area colleges and universities soliciting applicants. The applications will be sent to the
Steering Commiittee for selection. All scholarships given must follow the established
guidelines/criteria set forth by NEWH, Inc.

Steering Committee members will be invited to attend NEWH Quarterly Chapter Board
Discipline Calls.

Quarterly conference calls will be provided for the regional members to participate in.
Members will be able to brain storm about “what works and what doesn’t” in each region, get
new programming ideas, network for business purposes, and discuss who is interested in
serving as delegate for the Regional membership.

An online Forum will be established on the NEWH website to allow communication between
conference calls.

Scholarship

Other
Communication
Opportunities
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