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AFMA IMAGE
To establish a professional image for the Association of Family Medicine Administration and to provide recognition to the organization, the Board of Directors will adhere to the following recommendations:

· The AFMA logo be maintained and appear on all materials produced.

· There is consistency in printed materials for the organization. It was recommended that the paper is a light gray and that blue ink is utilized for print materials.

· Membership certificates and recognition certificates should be standardized.

· Stationary, envelopes and mailing labels should be standardized.

· The AFMA Executive Secretary and Committee Chairs as required shall maintain originals for all materials.

· The AFMA Executive Secretary will maintain an inventory of all stationary and envelopes, placing orders on a timely basis.  

MEMBERSHIP FEES
1. Fees for membership are as follows:

· Active Member: $200
· Multiple Membership: $200 first member, $150 each additional member

· New Member signing up:  
· January – March - $200
· April – June - $150
· July – September - $100
· October – December - $200 (This is for the rest of that year and all of the next)

2. New members who join after October1st of any year are not required to pay dues for the following calendar year.

3. Statements for annual dues will be mailed in October with a due date of December 31st.  Dues are past due as of December 31st. January is a grace period. Non-renewals after January 31st will be made inactive and removed from the discussion list.
4. The Board of Directors may approve deviations for the required due dates, if the situation warrants modification, in a given year.

5. If a member leaves and is replaced, membership can be transferred to the replacement upon request.


RELATIONSHIPS WITH OTHER ORGANIZATIONS
The Board of Directors recommends that AFMA retain its independent stature as an organization.  That is, that AFMA consider itself apart from RLS, AFMRD, or other organizations.  It is the Board’s opinion that AFMA work along side of other organizations and not attempt to duplicate services in order to maximize available resources.

AFMA must always operate within its Bylaws and as directed by the Strategic Plan with regard to relationships with other organizations.

CORPORATE SPONSORS
Funding may be sought from corporate sponsors for various AFMA activities or needs.  It is the responsibility of the Treasurer to request funding.  Any funding opportunities secured must be reported to the Board.  Restrictions for recognition of donations may exist, as well as other incentives (such as display space).  The requester must research this so that promises are not made which are not possible to keep. 
Corporate Members or Corporate Affiliates will not be utilized due to the compromising position this presents for the organization.  It is the position of the Board of Directors that Corporate memberships and affiliates will not be accepted.  

INVESTMENT POLICY
The purpose of this document is to develop an investment policy for the Association of Family Medicine Administration for the purpose of securing a competitive rate of return on reserves held on deposit under a 501 (c) 6 organization.

1. The Treasurer should maintain a balance in the business checking account of $10,000.00 for the purpose of meeting the day-to-day operating expenditures that may be incurred by the organization. 

2. The Treasurer will invest any reserves above the $10,000.00 level to the Interest Bearing Savings Account as appropriate. 

3. The Treasurer will monitor the Certificates of Deposit and make recommendations to the board to increase the maturity date for higher interest yield or open another interest bearing account. 

4. Certificates of Deposit should be invested with staggered intervals of maturity to ensure availability to the funds. 

All investments must be discussed with our accountant to ensure compliance with the 501 (c) 6 organization and then be approved by the board. 

RECORD STORAGE AND RETENTION

The AFMA Executive Secretary has responsibility for record retention and storage.

The following is a list of materials recommended for retention and storage:

· Articles of Incorporation

· Bylaws, including past versions

· Minutes of Annual Meetings

· Minutes of Board of Directors Meetings

· Copies of critical correspondence to members

· Financial Reports

· Newsletters

· Forms

· Historical Information about past Board Membership

· Membership Lists, including charter members

AFMA BOOTH/DISPLAY
At the Residency Administrative Development (RAD) Workshop and the Residency Leadership Summit (RLS), the AFMA booth/display will be set-up.  AFMA Board members, as well as committee members, are requested to staff this booth.  It is used for the following purposes:

· New member recruitment

· Inactive member assimilation

· New member assimilation

· Information about committees

· Sign up sheets for committees

· Networking

· Brochures

· Newsletters

· Surveys

· AFMA handouts/booklets

· Display of AFMA scrapbooks and photos

· Sale of AFMA merchandise

The Membership/Marketing Committee will have responsibility for updating and coordinating coverage for the AFMA booth.
SALE OF AFMA MATERIALS AND INFORMATION
1. AFMA memorabilia such as t-shirts, pens, lanyards, etc. may be sold for the purpose of raising funds to support the Jackie Durrett Memorial Scholarship. 
2. The AFMA directory listing will only be shared with affiliated organizations such as MGMA, AAFP, and STFM.  Other external organizations interested in purchasing the AFMA directory listing will need to be reviewed and approved by the Board on a case by case basis.

3. AFMA publications are available to the membership.  The Board will determine the cost, if any to the membership. Publications to non-member will be based on cost to prepare the information plus any overhead associated with the preparation and sale of the materials.

CONFLICT OF INTEREST POLICY AND DISCLOSURE STATEMENT
Corporate Governance – Overview


Corporations are creatures of statute – each state has its own laws regarding the formation of corporations in that state, and, generally, how those corporations must be organized.  These statutes provide a rather broad organizational framework leaving much of the specifics to the individual corporation’s articles of incorporation and its bylaws to capture the intent of the creators.  


It is a fundamental rule of corporation law that the ultimate authority for managing the affairs of the corporation is vested in the board of directors of that corporation.  However, since the law gives such authority to the board, it also imposes on the directors the obligation to act in the best interests of the corporation and to manage its affairs with the same care, diligence and prudence they would use in managing their own business.  It is permissible for the board to delegate this management function; in fact, it is really mandatory that a good board of directors does so.  This delegation does not relieve the board from its ultimate responsibility, however, and it must exercise reasonable and prudent oversight with respect to those officers, agents and employees to whom such affairs are delegated.  


As previously stated, states’ corporation statutes generally require directors to act in good faith, with the care an ordinary person in a similar position would exercise under similar circumstances and in a manner that the director reasonably believes to be in the corporation’s best interests.  Courts have generally interpreted these statutes to include three basic duties, referred to as the “fiduciary duties” owed by directors to their corporations; they are the duties of (1) care, (2) obedience, and (3) loyalty.

Duty of Care

Historically, directors of not-for-profits were held to a low standard of care; basically, so long as no outright fraud or gross negligence occurred, they would incur no personal liability.  Today, however, directors are typically held to the same high standards as those of for-profit corporations.  A simple definition of the “duty of care” is that a director should be informed and exercise independent judgment insofar as the corporation’s affairs are concerned.  The lynchpins of this duty are attendance by the director at regularly scheduled meetings, adoption and adherence to rules of procedure and basing decisions on the “business judgment rule.”  The “business judgment rule” states that a court, in an action brought by a corporation or its shareholders/members will not reexamine a director’s action if such action was undertaken in good faith in a manner reasonably believed to be in the best interests of the corporation and with and independent and informed judgment – basically, it is inappropriate to second guess the board members.

Duty of Obedience


The duty of obedience essentially states that a director will carry out the corporation’s mission, ensure that its funds are used for lawful purposes, follow the corporations governing documents (i.e. its bylaws), and act in accordance with all applicable laws and regulations.

Duty of Loyalty


The duty of loyalty requires directors to exercise their powers in the interests of the corporation and not in their own interest or the interest of another person or entity.  

Conflicts of Interest


The general principles regarding conflicts of interest recognize that directors may (in fact, almost certainly will) have personal interests that conflict with those of the corporation.  Directors should be conscious of potential conflicts and act with candor and care in dealing with those situations.  Any potential conflict should be examined very carefully by the board with the understanding that the public will predictably be skeptical of the underlying transaction.  Conflicts of interest are not inherently illegal and should not in and of themselves be regarded as a negative reflection on the integrity of a director or the entire board; it is the manner in which a disclosed conflict is dealt with that determines the propriety of the transaction.


A conflict of interest is generally thought to exist in three types of situations.  The first two are those that are typically referred to as interested director transactions while the third category is more often known as the corporate opportunity doctrine.  In the first example, a director conducts business with the corporation, i.e. he or she (or another party or entity in which the director has an interest, directly or indirectly) contracts with the corporation to buy or sell goods or services or otherwise derive some personal benefit.  The second type occurs when a director competes with the corporation by engaging in the same or similar yet independent business.  Finally, a director will be deemed to have violated the doctrine of corporate opportunity in those situations in which he or she becomes aware of a business opportunity available to the corporation and then diverts that opportunity to his or her own use or advantage.  It is important to understand that insofar as associations are concerned, a business opportunity does not need to be an activity that might generate revenue and/or a profit; it may consist of any undertaking that is consistent with the mission of the association.

Managing the Risk


Because of the inevitability of conflicts of interest, it is imperative that every corporation has a written conflict of interest policy not only for the good of the corporation but also to avoid personal liability for the directors.  In general, a director’s conflict will be cleared of any consequence by following three basic guidelines – one, awareness of the conflict; two, a full disclosure of the conflict; and, three, approval or ratification of the transaction by a disinterested majority of the board.

Any time that a director believes that he or she may have or be perceived as having a conflict of interest, that conflict should be disclosed to the board of directors, such disclosure to be full, honest and made in advance of the transaction. 

Following disclosure, the transaction must be approved or ratified on behalf of the corporation by a majority of the board of directors who have no direct or indirect interest in the transaction; however, the conflicted director may be present and his or her presence may under the law of some states (including both Illinois and Kansas) be counted in determining whether or not a quorum of the board exists.  Nevertheless, the interested director should not participate in the discussion of (unless the board determines that such director’s input is necessary) or voting on the conflicted matter.  In fact, the conflicted director is prohibited from voting on the matter under the Illinois corporation code.

And finally, the resulting transaction should be fair and reasonable from the perspective of the corporation.  The most common test for fairness is whether the corporation would have approved the transaction in the ordinary course of its business even if there had been no interested director.  Other considerations used in determining fairness to the corporation include a market test (i.e. an analysis of the price paid by or the cost to the corporation for the property, goods or services to ensure that the same were consistent with the market for the same) and the corporation’s need for such property or services.

By adhering to these guidelines, it is possible for these transactions to occur without liability of an interested director; in fact, many states have actually enacted a statute that provides a safe harbor for conflicts of interest.  

AFMA Policy and Procedure


The Association of Family Medicine Administration is committed to following the appropriate legal guidelines in dealing with conflicts of interest.  In order to do so, we have implemented specific policies.  We have a written policy regarding conflicts of interest that is intended to apply to everyone in the organization, including board members, staff and volunteers.  That policy is set forth in the document entitled “Conflict of Interest and Disclosure Statement.”  Each March, you should be asked to complete the Disclosure Statement indicating whether or not you believe you have a conflict of interest and disclosing the nature of any such conflicts.  The submission of this Disclosure Statement is a recurring event, but it does not relieve each director of his or her continuing obligation to notify the board immediately upon becoming aware of any potential conflict.  

Once a conflict of interest is identified, the conflicted director must agree not to participate in any discussions or debate regarding the underlying matter, unless specifically requested to do so by formal action of the disinterested directors, and may not participate in any votes regarding the matter.  The prohibition from voting is not only AFMA policy, but is also stipulated in the Kansas corporation code.  In only the most extreme cases would it be necessary for a conflicted director to choose either to divest himself or herself of the conflicting outside interest or resign from the AFMA Board of Directors.

I have read the Conflict of Interest and Disclosure Statement, as well as the AFMA Policy and Procedure regarding conflict of interest.  I agree to fully disclose any conflict of interest as described in these documents which may arise during my tenure on the Board of Directors.  In the case of a conflict of interest, I agree to abide by the policy and decisions of the remaining Board members.

__________________________________________________

Name (printed)

__________________________________________________

______________

Signature








Date

ANTIFRAUD POLICY
The Association of Family Medicine Administration (AFMA) and its Board, management, employees and volunteers must, at all times, comply with all ethical principles and policies of the organization and all laws and regulations governing the activities of the organization.  The Board accepts its responsibility to undertake all appropriate actions to prevent and detect fraud against AFMA or that may be perpetrated by anyone associated with AFMA.   

The Board is charged with the responsibility for the following.  

· Creating, demonstrating and maintaining a culture of honesty and high ethics by setting the “tone at the top”.  This includes a “zero tolerance” policy for unethical behavior and communicating this policy to all employees and volunteers of AFMA.  

· Regularly accessing fraud risks (including management fraud) and related risks that may occur within the organization.  This includes establishing and monitoring appropriate policies, procedures and controls designed to mitigate or eliminate the risk of fraud and abuse.  The assistance of external consultants may be warranted.  A report regarding such fraud risks and actions taken must be made to the Board at least annually.  

· Creating, implementing and monitoring a strong system of controls, including continually seeking ways to increase security in the organization’s computer, recordkeeping and payment systems. 

· Training employees and volunteers to be alerted to warning signs for fraud and unethical behavior and providing a system for reporting such matters. 

· Conduction regular (at least annually) audits of AFMA’s financial records including evaluating AFMA’s antifraud policies and procedures, internal controls systems and other relevant matters.  The results of such audits are to be communicated to the Board of Directors.  

The Board of Directors is responsible for preventing and detecting fraud and abuse within AFMA.  The Board is charged with establishing, implementing and monitoring policies and procedures that address the fundamental responsibilities noted above. 

Actions Constituting Fraud

Actions constituting fraud include, but are not limited to:

· Theft of cash, securities, merchandise, equipment, supplies or other assets.  

· Unauthorized use of AFMA's employees, property, credit cards, cell phone or other resources.

· Submission of personal or fictitious employee expenses for reimbursement or fictitious or inflated vendor invoices or payroll records for payment. 

· Receiving kickbacks or other unauthorized personal benefits from vendors or others.  

· Forgery or fraudulent alteration of any check, bank draft, statement, billing, record, forms, report, return or other financial document.

· Intentional material misclassification or misrepresentation of revenues, expenses, costs or other data in financial statements, reports, regulatory returns, application or other communications. 

· Intentional failure to disclose material related party transactions, noncompliance with lender requirements or donor/grantor restrictions or other required disclosure matters.

· Intentional improper use or disclosure of confidential donor, client/customer, employee or organization proprietary information. 

· Any other illegal or unethical activity.  

Reporting Responsibilities and Safeguards

It is the responsibility of every director, employee or volunteer to report, preferably in writing, discovered or suspected unethical or fraudulent activity immediately to the President of the Board of Directors. 

No reporting party who in good faith reports such a matter will suffer harassment, retaliation or other adverse consequences.  Any director or employee who harasses or retaliates against the party who reported such a matter in good faith is subject to discipline up to and including termination of employment or removal from the Board.  Additionally, no director, employee or volunteer will be adversely affected because they refuse to carry out a directive which constitutes fraud or is a violation of state or federal law. 

Any allegation that provides to have been made maliciously or knowingly to be false will be viewed a serious disciplinary offense. 

Confidentiality

Discovered or suspected matters can be reported anonymously or on a confidential basis.  Anonymous allegations will be investigated, but consideration will be given to seriousness of the issue, its credibility and the likelihood of confirmation of the allegation from other reliable sources.  In the case of allegations made on a confidential basis, every effort will be made to keep the identity of the reporting party secret, consistent with the need to conduct an adequate and fair investigation. 

Allegations will not be discussed with anyone other than those who have a legitimate need to know.  It is important to protect the rights of the persons accused, to avoid damaging their reputation should they be found innocent and to protect the organization from potential liability. 

Investigation Procedures

The President of the Board or their delegate will investigate all allegations on a timely basis.  The investigation may include but is not limited to examining, copying and/or removing all or a portion of the contents of files, desks, cabinets and other facilities of the organization without prior knowledge or consent of any individual who may use or have custody of such items or facilities when it is within the scope of the investigation. 

The reporting party must not attempt to personally conduct investigations, interviews or interrogations related to the alleged fraudulent activity. 

Resolution Procedures

The results of the investigation will be reported to the Board of Directors.  Actions taken against the perpetrator of alleged fraud will be determined by the Board in consultation with legal counsel. 

AFMA INTERNAL CONTROLS
Cash receipts received at education events are counted by two individuals.  Cash receipts are counted at the end of each session of booth operation.  Count sheets (see attached) are totaled and signed by each individual involved in counting.  

The AFMA President will approve all payments and cash disbursements using the AFMA travel expense reimbursement form.  Those payment vouchers will be forwarded to the AFMA Treasurer who will issue payments, categorize expenses and retain financial records.  The President’s expenses will be approved by the Past President as appropriate and will be forwarded to Treasurer for payment.  The Treasurer’s expenses will be approved by the President and forwarded to the President for payment.

Checks in excess of $15, 000.00 require a co-signer.  These expenses will be approved by the President Elect.  Checks will be signed by the President and the Treasurer.

The following members of the AFMA Board have access to the AFMA banking system:  President, President Elect, Treasurer and Executive Secretary.  These members have access rights as outlined below.  

	Full access 
	President and Treasurer
In lieu of a dedicated Treasurer, the executive committee will assume the responsibilities of treasurer and have full access to the accounts.  Executive Committee Includes, Past President, President and President-Elect.



	Viewing access
	President Elect and Executive Secretary




TRAVEL REIMBURSEMENT GUIDELINES

The purpose of these guidelines is to preclude any Director, Officer, or Member of AFMA from incurring personal financial loss as a consequence of fulfilling their assigned or delegated responsibilities. The guidelines will apply only to those AFMA responsibilities approved and authorized by the Board of Directors, President, and/or Treasurer.

Expenses related to the Board Member’s attendance at the Fall Board Meeting and Winter Board Meeting are available for reimbursement as indicated below.  Expenses related to the Board Member’s attendance at the Spring Board Meeting, Annual Meeting, and Board Organizational Meeting are not eligible for reimbursement, with the exception of 1 night of hotel cost and per diem for the extra day required due to the Spring Board Meeting.

I. Items accepted for reimbursement:

a. Registration/Tuition

b. Lodging

c. Transportation / Parking
· If parking your car at your local airport, be mindful of costs per day. 

d. Airfare
· Board members are responsible for obtaining the least costly airfare that guarantees you a seat on the flight should be chosen, sometimes referred by airlines as “main cabin”. 
· Board members are encouraged to purchase travel insurance to ensure that last minute cancellations do not cause undue hardship for the board member. 
e. Luggage fees have become a standard in the airline industry. Board Members are encouraged to utilize the carry-on system and may submit for luggage reimbursement for one bag only.  No additional luggage reimbursement is allowed.
f. Privately owned vehicle—the mileage allowance is not to exceed the     equivalent airfare. The mileage reimbursement rate will be decided annually on January 1st and will be set in accordance with the IRS rate. 

g. Taxi/Shuttle/Ride Share—Airport shuttles or buses that travel to and from the hotel should be considered before utilizing a taxi. If these services are not available taxi fees will be reimbursed. Members are encouraged to share shuttle/taxi services to keep costs down. Security for the member is always a priority and if early or late-night travel is necessary then taxi fees will be reimbursed. 
h. Other—requires explanation and approval
i. Travel days will be paid on the current per diem schedule. 

· See current per diem rates based on GSA criteria. 

· If your scheduled departure is prior to 8am (your local time) you may claim the full per diem allowance for that day minus any meals covered by AFMA, otherwise M&IE will be covered at 75%. 

· The full per diem allowance may be claimed on the day of return if the scheduled arrival is after 6pm (your local time) minus any meals covered by AFMA, otherwise M&IE will be covered at 75%. 

j. All food on meeting days will be covered by AFMA and no per diem will be given. You are expected to pay for any alcoholic beverage purchases. 
II. Advance Arrival:

The Board has traditionally paid the cost of room and meals for those members who must arrive the evening before, or delay return for an extra day, in order to be available for the entire meeting. When travel cannot be completed to make the meeting start time or remain until the end of the meeting within reason, prior approval by the AFMA President must be obtained before confirming flight reservations.

III. Payment Authorized by the Treasurer:

a. Detailed receipts must verify expenses not including per diem. You will be responsible for letting the Treasurer and President know that you are requesting Travel Per Diem.
b. Reimbursement must be requested within 60 days after the date expenses were incurred.  Reimbursement requests received after 60 days will be considered on a case by case basis.
c. Reimbursement for travel is payable only to an AFMA Board member. If airfare costs are a financial burden, the board member should contact the Treasurer and President for them to purchase a ticket for you using the AFMA debit card. 
d. Airfare is reimbursable at the time of purchase.  However, if a Board Member is not able to fulfill the commitment of attending the meeting, due to personal circumstances, the Board Member will be responsible for reimbursing AFMA the total that they were reimbursed. It is recommended that board members purchase insurance with their flights to ensure they do not suffer hardship for this reimbursement. 
See board reimbursement form – attached separately.
Per Diem Rates can be found at: https://www.gsa.gov/travel/plan-book/per-diem-rates.  Board members are responsible for knowing what their per diem is for board meetings and travel and staying within these expectations.
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