
SECTION 18
MEMBERSHIP COMMITTEE

· Chairperson Responsibilities

· Timeline

 MEMBERSHIP CHAIR RESPONSIBILITIES

The major focus of this Committee is the retention and recruitment of members.

1. Work with Executive Secretary to send an e-blast to members after PDW and RPS Symposium reminding them to sign up for committees if they were not able to attend the meeting. 

2. Organize committee members to make telephone and/or contact with unrepresented residency programs (includes osteopathic programs) after the PDW and RPS Symposium.

3. Keep master directory of residency programs and with and without members.  It is the responsibility of the Chair to keep this master directory current to have available for Board members.  

4. Provide committee activity information at each Board meeting/teleconference.  Any committee minutes should be forwarded to the AFMA President regularly.
5. Annually review the membership application and brochure/flyer.  Update as appropriate.

6. Develop ways to welcome new members/acknowledge renewing members.

7. Work in coordination with AFMA Executive Secretary to generate and mail and/or email dues statements in Oct, with follow-up e-blast in Nov/Dec.  
8. Provide committee reports in the newsletter in accordance with publication deadlines.
9. Provide report for the Annual Business Meeting.

10. Provide a summarized written report to the Board regarding the reasons given for non-renewal of membership.  This should be reported at the Spring Board Meeting.

11. Respond to requests for AFMA membership information (ongoing). 

RECOMMENDED COMMITTEE SIZE: 8-12 members

Moderate to significant time commitment

MEMBERSHIP COMMITTEE TIMELINE

	MONTH
	ACTION ITEM

	Apr/May
	Review brochure/flyer and membership application.
Approve brochure and have Cristin print for NCFMR and NIPDD booths.


	July/Aug
	Generate contact list of programs (include osteopathic) without current AFMA membership.  Email programs brochure, letter and membership applications. 

	Sept
	Report at Fall Board Meeting.
Follow up email to programs on brochure, letter and membership applications / phone calls.

	Oct
	Work with Executive Secretary to update letter to accompany membership renewals.

	Nov/Dec
	Continue contacting potential new members.

	Monthly, PRN
	Indentify Committee members to serve as initial contacts for new members and follow-up to see new members are contacted.

	January 
	Non-renewing members are placed in inactive status in the membership database.
Contact AFMRD and ask to put something in their newsletter about AFMA.

	February
	Distribute non-renewal list to committee members to contact members via email and/or phone (provide feedback to Membership Chair regarding reasons for non-renewal of membership for Board report).  Utilize board members to contact non-renewing members in their state.
Review membership application and be sure it is included in PDW and RPS Symposium materials.

	March
	Summarize written report regarding non-renewal reasons for presentation at the Spring Board Meeting.

Final membership report for the Annual Business Meeting.
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