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PROCEDURE FOR ASSIGNING AFMA BOARD OFFICERS 
AND COMMITTEE CHAIRS
A committee for recommending Board Officers and Committee Chairs consists of the President, President-Elect and Immediate Past President, Treasurer(s) and Secretary (the Executive Committee). They will collectively be responsible for board assignments, number of terms in a position and other guidelines as defined by the AFMA Board of Directors.  At the Winter Board Meeting, the President-Elect will ask each Board member to submit, in writing, their preferences for their committee assignments for the next year.   
The timing of the process is as follows:

1. Winter Board Meeting – The committee asks each continuing member of the Board for their preferences on Board assignments, including the following:

· Treasurer

· Fundraising & Marketing Committee Chair(s)
· Membership Chair(s)
· Mentoring Committee Chair(s)
· Information Exchange Committee 

· Media Chair(s)
· Surveys Chair (if applicable)
· Web site Chair
· Secretary

· Education Committee 

· RLS Program Planning & Residency Administrative Development (RAD) Workshop Chair(s)
· Audio/Web Conferencing Chair(s)
· TAGME (if applicable)
During the Winter Board Meeting, the Executive Committee will review the list of requested positions and assign committee chairs accordingly including those for new Board Members. Board assignments are announced at the Winter Board Meeting. February (prior to Spring Board Meeting) the President will send a letter/email to each elected nominee to notify them of their assignment for the coming year.
2. Spring Board Meeting – The board discusses each committee chair’s responsibilities for the coming year and makes any necessary changes subject to majority approval.  

COMMITTEES

The following standing committees are recommended in order to facilitate ongoing organizational activities:

· Bylaws Committee

· Strategic Planning Committee

· Nominating Committee

· Information Exchange Committee

· Surveys (if applicable)
· Web site

· Media 

· Membership Committee

· Marketing Committee

· Fundraising Committee

· Mentoring Committee

· Education Committee 

· RLS Program Planning

· RAD Workshop
· Audio/Web Teleconferencing

· TAGME Committee (if applicable)
Periodically, AD HOC Committees are developed to address a specific need or to work on a special project.  

Association of Family Medicine Administration

Committee Responsibility

Education Committees

RLS Program Planning/RAD Workshop Committee

This committee develops topics relevant to membership for the Residency Leadership Summit and encourages members to submit presentation proposals to RLS.  The committee selects the keynote speaker for the Annual Business Meeting. The committee prepares information to be included in the newsletter, in e-blasts, and on the Facebook page regarding these activities at the annual conference. 

Additionally, this committee is responsible for the development of the educational content, speakers, and agenda for the annual RAD Workshop. The committee will consider both new and experienced coordinators as they plan the agenda. They will incorporate feedback and suggestions received in previous years to be sure we are attentive to the needs of the AFMA members. In addition, the committee will arrange discussion groups for the NCFMR to provide both educational and networking opportunities for members in attendance. 
Audio and Web-Conferencing Committee

The Audio and Web-Conferencing Committee is tasked with providing educational offerings to a larger number of our membership.   This committee will determine educational needs and address them through either audio conferences or web-based conferences, as technology allows.  These conferences will be offered throughout the year to benefit members who are unable to attend RES or who desire additional training not otherwise available to coordinators and administrators.
_____________________________________________________________
Information Exchange Committees
Media Committee (Newsletter)

The Media Committee is responsible for ensuring that AFMA members receive relevant and timely information.  The committee members are responsible for soliciting and/or writing articles for each issue of the newsletter. Regular submissions include: An article from our Physician Advisor’s; President’s Message; Member Spotlight; and Membership Announcements. The newsletter will be posted on AFMA’s website in a printable format. Participation in newsletter publication is a fun way to contribute and get to know about AFMA. A moderate time commitment is expected, including a couple teleconferences.

Web site
The Webmaster has oversight of the AFMA website and its content. The Webmaster is responsible for posting upcoming webinars and announcements, posting on Facebook, setting up online event registrations, maintaining the shared document library and uploading the newsletter. The Webmaster is the liaison between the Board and the webhost and relays needs to our contracted technical consultant. The expected time commitment is moderate to large. The period of highest activity is July to February. 
Surveys Committee (Not currently filled)
The Surveys Committee will be engaged in years when a salary survey or other extensive survey projects are deemed necessary by the Board of Directors.  The current goal of the Surveys Committee is to enhance the quality and usefulness of survey products to meet the needs of the AFMA membership. The committee provides support for survey development, data collection, analysis, and reporting of results. AFMA is routinely engaged in market research to gather national program data in order to provide updated staffing survey information. A moderate time commitment is expected and the activity level should remain consistent throughout the year.
Strategic Planning Committee

The Strategic Planning Committee is responsible for setting strategic goals and objectives for the organization. Moderate time commitment is expected with generally four meetings throughout the year. The period of highest activity is August through December.

Membership Committee

The Membership Committee’s primary activity is to recruit and retain members. The committee contacts non-renewing members, and residency programs and medical school without members to promote the organization. The committee develops membership materials, helps to orient new members, and actively promotes AFMA through a variety of activities. The period of highest activity is September through March. A moderate to significant time commitment is expected.

Fundraising & Marketing Committee

The Fundraising & Marketing Committee works on specific fundraising projects to support the educational activities of AFMA. They are responsible for reviewing suggested fundraising activities to ensure appropriateness. Members research and advise on funding opportunities for the organization. Additionally, they advertise the association through social media and other various ways to promote professional development. A moderate time commitment is required.
TAGME Committee (Not currently filled)
The TAGME Chair will be a liaison between the BOD and the Ad Hoc TAGME Family Medicine Committee and will be responsible work associated with TAGME certification.  This chair may serve as a member of the TAGME Executive Committee. Members will be required to research and stay current on family medicine requirements through the various accrediting bodies.  Members must be TAGME Certified and must maintain certification while serving on the review board.  A moderate time commitment is required.
Bylaws Committee

The Bylaws Committee is responsible for conducting an annual review of the bylaws and presenting any proposed changes/recommendations to the Board. Moderate time commitment is expected with generally four meetings throughout the year. 
Mentoring Committee
AFMA has created a way for more experienced members to share their knowledge and allow new members to learn from them through the Mentoring Partnership. This committee will continue to develop ways to strengthen relationships between our members. 

                AFMA OFFICER AND COMMITTEE ASSIGNMENT GUIDELINES

Review with board adjustment
	POSITION/COMMITTEE
	NUMBER
	CAN THIS BE A FIRST YEAR ASSIGNMENT?

	President
	One
	No

	President-Elect 
	One
	No, must also have another Board position

	RLS Program Planning Chair
	One/Two
	Yes, if paired with another co-chair

	Secretary
	One
	Yes, must also have another Board assignment

	Audio & Web Conferencing 
	One/Two
	Yes

	RAD Workshop Chair
	One/Two
	Yes, if paired with another co-chair

	Information Exchange Committee - Web site
	One/Two
	Yes

	Treasurer
	One
	No

	Fundraising Committee Chair
	One/Two
	Yes

	Information Exchange Committee - Surveys
	One
	Yes

	Marketing Committee Chair
	One/Two
	Yes

	Membership Committee Chair
	One/Two
	Yes

	Information Exchange Committee - Media 
	One/Two
	Yes, if served on committee

	Mentoring Committee Chair
	One/Two
	Yes

	Strategic Planning Committee Chair/Nominating Committee Chair/Bylaws Chair
	One
	Past-President

	TAGME Committee
	One
	Yes, if served on committee


AFMA OFFICER AND COMMITTEE ASSIGNMENT BALLOT

	NAME:

	BOARD POSITION
	RANK ORDER

	President-Elect (will hold another board position)
	

	Information Exchange – Website 
	

	Information Exchange – Media
	

	Treasurer 
	

	Fundraising Committee
	

	Education Committee – RES Program Planning 
	

	Education Committee – Audio/Web Teleconferencing 
	

	Education Committee – RAD Workshop 
	

	Information Exchange - Surveys
	

	Membership Committee 
	

	Marketing Committee Chair
	

	TAGME Committee
	

	Mentoring Committee
	




Please indicate interest in this other Board assignment:

· Secretary
Strategic Planning Committee/Nominating Committee/Bylaws Committee is chaired by the Past President

AD HOC COMMITTEE CHAIR RESPONSIBILITIES

AD HOC Committees are developed to address a specific need or to work on a special project.  Responsibilities will be assigned upon the creation of any necessary committees.
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