SECTION 8

PRESIDENT

· Responsibilities

· Timeline

· Example – Annual Business Meeting Content Review

· Example – President’s Presentation to AFMA Membership

PRESIDENT RESPONSIBILITIES

The President has the following responsibilities:

1. Presides at all board meetings and teleconferences.  If he/she is unable to do so, he/she will notify the president-elect as soon as possible prior to the meeting/teleconference.

2. Coordinates with the AFMA Executive Secretary or delegates coordination of meeting arrangements and teleconferences.

3. Coordinates with the AFMA Executive Secretary to develop and distribute agendas at least one week prior to all meetings and teleconferences.

4. Coordinates with the AFMA Executive Secretary to arrange or delegate meeting space/food for the fall, winter and spring board meetings.
5. Acts as liaison with the physician advisors.

6. Updates the board manual with approval by the board.

7. Coordinates with the AFMA Executive Secretary to prepare new manuals for new board members at year-end.

8. Writes an article for each of the AFMA Newsletters.

9. Writes a welcoming letter to be sent to each new AFMA member as part of the new member package.

10. Sits as a member of all AFMA Committees (at his/her own discretion).

11. Communicates with the president-elect on a regular basis throughout the year.  Follows up with all AFMA Officers and Committee Chairpersons to verify progress on projects and offer assistance as needed. 

12. Acts as liaison with the Association of Family Medicine Residency Directors, National Institute of Program Director Development, MGMA/APA, and other groups as deemed appropriate.

13. Calls ad hoc committee meetings as needed.

14. Serves as a resource to members who wish to develop regional networks or interest groups.

15. Communicates with and solicits feedback from the past presidents and physician advisors on a quarterly basis, at RLS, and at board meetings (when appropriate).

16. Supervises the AFMA Executive Secretary.

17. Coordinates AFMA activities with appropriate RLS staff.

18. Serves as part of the Executive Committee to assign responsibilities to each board member (process starts at the winter board meeting)

19. Writes a letter to each Board Member’s program director acknowledging their contributions to the organization.
20. Writes a welcome letter/email to each newly elected nominee – welcoming them and notifying of AFMA events during RLS.  PD should be copied.  President-elect should let incoming board members know which committee they will be chairing.

21. Prepares Annual Report at the end of each year.

22. Prepares Annual Meeting Slide Presentation.
TIMELINE
	ISSUE
	DATE DUE

	Determine Board Meeting and conference call schedule.
	Ideally during WBM prior to stepping into the role.

	Prepare and present “Vision” speech for Annual Meeting
	Annual Meeting during RLS

	Request invitation to sit in on one committee meeting for each committee.  This is to ensure that the president is visible throughout the year and is present to support chair.  Should not be done in a manner that undermines chairs.

Prior to each board meeting/conference call, determine method and due date for submitting reports.

· Recommend using Forum in the Board Member only section.  This is a central location, all members can access and download and doesn’t require distribution by the Executive Secretary.

Recommend conference call with Executive Secretary two weeks prior to each meeting/conference call to finalize agenda.
	Ongoing

	Coordinate meeting that AFMRD member will join the board
	TBD, soon after RLS if not sooner

	Begin planning FBM Agenda
	July

	Work with RLS/RAD Co-Chairs to present proposed agenda / program details at Fall Board Meeting


	Fall Board Meeting

	Collaborate with RLS/RAD Co-Chairs to create a promotional materials
· Article for the Newsletter
· Website promotion

· E-Blast announcement 

· AFMRD announcement

	

	Write welcome letters to the incoming board members 

Submit new slide presentation by the deadline for inclusion in the conference app.
	February

	Confirm registration process and any final details with Executive Secretary
	RLS

	Review final annual reports submitted by board members in preparation for the Physician Advisor Meeting
	RLS

	Prepare presentation for Annual Business Meeting
	RLS
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