SECTION 24
EXECUTIVE SECRETARY

· Executive Secretary responsibilities as outlined by AFMA Bylaws

· Executive Secretary/Board Responsibilities. 

· Administrative Services Agreement (Updated June 2021)
AFMA EXECUTIVE SECRETARY

BOARD/COMMITTEE RESPONSIBILITIES

The Executive Secretary is responsible for adhering to AFMA’s Bylaws as stated:

EXECUTIVE SECRETARY

8.1   The Board of Directors may appoint a person to exercise all of the powers and perform all the duties set forth in this Article VIII and shall designate such person so appointed as the Executive Secretary.  The Executive Secretary shall have such general powers and duties of supervision and management as are usually vested in the office of the chief administrative officer of a Corporation and shall carry into effect all directions and resolutions of the Board.  The Executive Secretary shall direct the day‑to‑day business of the Corporation including supervising all employees of the Corporation, reporting to the Board of Directors any violation of the rules and regulations (if any), collecting any charges or fees, and keeping records in the form prescribed from time to time by the Board of Directors and reporting thereon whenever so requested by the Board of Directors or the members.  The Executive Secretary shall be directly responsible to the Board and shall report directly to the Board.

8.2
The Executive Secretary shall be the custodian of all the books, papers and records of the Corporation and shall at such reasonable times as may be requested permit an inspection of such books, papers and records by any member or director of the Corporation.  The Executive Secretary shall see that all books, papers and records, or duplicates, required to be maintained in the State of Kansas, or elsewhere, are so maintained, and shall upon reasonable demand furnish a full, true and correct copy of any book, paper or record in his or her possession.  The Executive Secretary shall be the administrative and clerical officer of the Corporation under the supervision of the President and Board of Directors.

8.3    
The Executive Secretary shall have the principal responsibility to give or cause to be given notice of the meetings of the Board of Directors and the members of the Corporation, but this shall not lessen the authority of others to give such notice as provided in these Bylaws.

8.4  
The Executive Secretary shall have the general duties, powers and responsibilities of a secretary of a corporation and shall have such other or further duties or authority as may be prescribed elsewhere in these Bylaws or from time to time by the Board of Directors or the chief executive officer of the Corporation, under whose direct supervision the Executive Secretary shall be.

8.5   
The Executive Secretary may be invited to attend any meeting of the Board of Directors and any committee thereof and may express his or her opinion and make reports or minutes of each such meeting and shall preserve them in the minute book of the Corporation; provided, however, that in such event the Executive Secretary shall not be considered to be a director or committee member or have the right to vote or be counted for the purpose of determining a quorum at any such meeting.

8.6    
The Executive Secretary shall be bonded at the Corporation's expense unless the Board of Directors expressly waives the requirement of such bonding.

8.7    
The Executive Secretary shall have such other or further duties and authority as may be prescribed elsewhere in these Bylaws or the rules and regulations (if any) or from time to time by the Board of Directors.

8.8   
In the event of the death or during the absence or disability of the Executive Secretary or in the event of the inability or refusal to act of the Executive Secretary, the Board of Directors or President shall designate some other person to exercise, and in the absence of such designation the President may exercise, all of the powers and perform all of the duties of the Executive Secretary.

Executive Secretary Committee/Board Responsibilities
The Executive Secretary is responsible to the Board of Directors collectively to offer administrative support and to assist as requested.

The Executive Secretary is responsible to the chair of each committee to arrange for committee meetings and to assist each committee as requested.

The information below provides general duties of the Executive Secretary in support of each committee.  This list is meant to serve as a general guide and is not exhaustive.

President: 
· Assist the President in planning the Board meetings. This includes planning the agenda, travel and lodging arrangements, room set ups, food/beverage functions, etc. 
· Assist the President in Annual Business Meeting planning (handouts, room set-up, etc)
· Prepare agendas for fall, winter and spring board meetings. 

· Receive final corrections to meeting minutes from the President.

President Elect 

· Assist the President Elect in ordering a gift for the outgoing President. (if applicable)
· Assist the President in ordering gifts for outgoing Board members (Plaques/Certificates). 

Secretary 

· Take minutes at Board meetings and on teleconferences. Send the minutes to the Secretary first, for review. Then send to President for final edits.
Bylaws Committee/Strategic Planning/ Nominating Committee 

· Assist as requested. 

Treasurer/Fundraising Committee 

· Serve as liaison with the Treasurer and the auditor and bank. 
· Make AFMA deposits on a regular basis. 

· Assist the Fundraising Committee in its activities as requested. 

· Provide monthly AAFP billing to Treasurer and President.

Mentoring Committee
· Assist committee chair by assigning mentor/mentee pairs when new memberships are received.
· Keep track of assigned pairs.
Historian 

· Act as Historian

Information Exchange Committee (Media, Website)
· Assist with the distribution of surveys and mailings as requested. 

· While not serving as a discussion list participant, the Executive Secretary directs concerns regarding misuse of the AFMA Discussion list and/or concerns regarding content of member messages to the Board of Directors.

· Adds new members to the discussion list.

· Assist with any special projects.
· Update membership e-mail database for e-newsletter distributions. 

· Assist the Media Chair in coordinating distribution of the newsletter.

· Provide annual update of Physician Advisor names/contact information. 

· Provide annual listing of new committee members following RLS. 

· Forward any applicable photos to Media chair for use in the newsletter. 

Membership Committee 

· Acknowledge membership applications within 7-10 days of receipt. Within an additional 3 weeks (30 days total), send new members a membership packet containing: 

· Membership certificate 
Email the following:
· Committee descriptions and sign-up information 

· Welcome letter from the president

· Discussion list etiquette information
· Mentor sign up if applicable
· Dues statements and reminder notices are to be mailed/emailed out in the timeline determined by the Board. 

· Payments received for memberships and renewals are to be processed and deposited within 10 days of receipt and forward a copy of the deposit to the Treasurer. 
· Update and verify the membership database on a monthly basis. 
· Update forms as approved by the Membership Committee Chair(s). 

· Facilitate AFMA discussion list sign-up/sign-off process. 
Audio and Web Conferencing Committee 

· Assist the Committee as requested. 

· Distribute conference notifications via e-blast

· Collect and summarize conference evaluations if needed. 
RLS Program Planning Committee 

· Assist in the Residency Leadership Summit programming and planning as designated by the committee

· Assist the Program Committee Chair with mailings to RLS attendees, etc. as requested.

· Assist with set up of educational activity at NCFMR

· Assist in booth setup during the RLS
· Assist with any special projects 

RAD Workshop Committee

· Assist in RAD programming and planning as designed by the committee
· Provide registration information to chair to email RAD information 

· Assist RAD Chair in arrangements for this meeting to include but not limited to:

· Conference Room Needs

· Reservations

· Room setup

· AV Equipment Reservations 
· Food Planning

· Registration

· Compile all meeting materials, organize, and distribute to participants at registration

· Assist the RAD committee in additional tasks as requested

Fundraising & Marketing Committee

· Assist with AFMA booth if needed during RLS.
· Assist with promotional materials.

· Provide logos or other AFMA information as needed. 
Miscellaneous 

· Provide the Board with periodic updates on membership numbers and dues. 

· Perform other duties as assigned. 
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[image: image2.jpg]11400 Tomahawk Creek Parkway
Leawood, Kansas 66211-2672
Attn: Cristin Estes

Email: cestesi@aafp.org
Facsimile: (913) 906-6084

3. AAFP and AMFA further agree that Exhibit A and Exhibit B of the Agreement are hereby amended and
superseded by the attached Exhibit A and Exhibit B to this First Amendment.

4. This First Amendment may be executed in one or more counterparts, including by e-mail. facsimile or
other electronic means, all of which taken together shall constitute one single agreement to amend the
Agreement between the parties.

In witness whereof, the parties have executed this First Amendment as of the Effective Date.

AMERICAN ACADEMY OF ASSOCIATION OF FAMILY
FAMILY PHYSICIANS MERICINE ADMINISTRATION

By: EJ/W A

Shawn Martin
Executive Vice President and CEQ
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‘Summary: This position serves as the Executive Secretary to the Association of Family Medicine
Administration. The position is the point person for all AFMA actvities, including handling all
AFMA meeting functions, serving as recording secretary at all board meetings and maintaining
the AFMA membership database. The Executive Secretary will perform other duties as assigned
by the President and Board from time to time, including but not limited to those duties set forth
below; PROVIDED, HOWEVER, it is understood and agreed that the provisions of this Exhibit
A shall be subject to the terms and conditions of this Agreement.

AFMA Duties:
Maintain membership database
* New memberships: assign a membership number, enter all membership information into
database, add to discussion list and blast email system; send new member welcome
information
Renewing memberships: update any corrected information, activate for current
‘Transferring memberships: deactivate previous members status, add new member
Process of payments (memberships, merchandise purchase)
* Checks to be deposited — endorse with deposit stamp — travel to barik for deposit (Bank of
America)
o Process credit card transactions — print reports — balance/reconcile credit card machine
for merchandise purchases and membership dues payments
« Email deposit report to Treasurer and President
« Serve as liaison with the Treasurer and the auditor and the bank
« Maintain all books, papers, and records of AFMA mainteining corporate records and
organizational history

Membership - New Members Packets
 Acknowledge membership applications within 7-10 days of receipt
© Within an additional 3 weeks (30 days total), send new members a membership

certificate. Email new members: Discussion List sign-up instructions, and Committee
descriptions and sign-up information and Mentorship Partnership Program
Information (if applicable)

o Print certificates; add datestickers

« Add member to discussion list and e-blast system

Active members

« Mail renewal notices annually

o Email second request renewal notices

« Mail renewal acknowledgements (membership sticker) annually

o Deposit renewal payments within 10 days of receipt - send deposit info to Treasurer and
President

o Answer questions via email and telephone from members on various topics: i.e.
‘membership benefits, becoming a new member, Board member contact information, RES
Conference, etc.




[image: image4.jpg]Recording Secretary at afl Board meetings
@ Take minutes at Spring, Fal, nd Winter Board meetings, as well us all Board conference
alls (approx. every 6 weeks)
Transcribe minutes and send to the Secretary and the President for edits
Distribute to Board mermbers for approvel t next meeting

Mecting Set Up
= Assist the Presideat in planning the Board Mectings
o This includes planning the egends, travel and lodging arrangements, room sct ups,
Rood/beverage functions, etc
« For Spring, Fall and Winter Boand mectings, work with hotel contact 10 set up ell oom
fnctions, submit roaming lst, food/beverage service, transportation information, and
any evening activity reservations if applicable
o Send hotel form to all Board members
o For Spring Board meeting,also st up Organizationsl Board Mecting/Dinncr and
Physician Advisors Meeting/Dinner
o Emailall agendas
o Assist President-Elect in ordering a giftfo the outgoing President
« For conference calls, reserve cal in line and notify all Board members — send reminder
notice along with previous meeting minutes and meeting agenda. Can also be st up as &
WebEx mecting.

Annual Mecting

= Assist he president in Annual Business Meeting planning

© Update mecting PowerPoint sideshow (i applicable)

* Update annual report PowerPoint (if applcable)

« Assist President and President.Elect i ordering gift for outgoing Board members
(plaques)

« Preparc handouts: bylaws changes, late of Boerd nominations, minues from previous
years mecling, keynote speaker (i they have provided)

RAD/NCW Workshop.
 Obtain RAD workshop information from presenters (RES proposa] form information)
© Prepare workshop notebooks (NCW ~ if applicable)

o Onder supplies

o Design Cover

o Update Evaluations

o Collest spesker handouts

Print certificaes.

Print signs for meeting,

Mske surc name badges have been

Order badge ribbons

Facitate Dutch Treat Dinner sign-ups

Ensure information is RES app is comect

A2
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Update committee sgn up sheeis

Update merchandise receipt form

Ship merchandise —take inventory before and after mecting

Maintain inventory throughout the yeer

Ship booth supplies acrylis, tshirt display bust, banner, cash bo, previous year's
Iefover merchandise)

« Print membership forms

Website and Electronic Communication
= Maintain st of members for -blest system

Format and send all e-blasts to members

Assist ith distribution of surveys

Maintain members on Discussion list

Assist with special projects

Direct concerns regarding misuse of the AFMA Discussion lst and/or concerns regarding

content of member messages tothe Board of Directors

Provide lstof new committee members o the Board upon retumi

o Provide members with User ID and/or Password when requested

from RES

Letterhead/Envelopes/Membership Certificates/Membership Cards/Neme Badge Ribbons
« Procure these supplies and verify quantity as needed.
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Sample Calculation Using Salary Effective October 1, 2017 and
‘Actual Direct Costs incurred That Month

Monthly %Efor  Monthly Tota)

Salary Costs 4,037.74 0% 1615.10
Benefit Costs* 1,13043 0% 45217
Other Direct Costs™* R 16097
516817 222824

‘Overhead Factor 0f 22.2% 49461
Total 272291

 Actusl benefitcosts for that month, Benefit rate a1 October 1, 2017 was 27.9965%. Benefit
costs will vary cach month.

#* Direct costs are billed monthly and include costs for additional services or materils.
‘Examples would be costs for printing or mailing services provided by the AAFP.
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