VSMA ANNUAL FALL EDUCATIONAL SEMINAR GUIDELINES
· The purpose of the VSMA Annual Fall Educational Seminar is to give attendees the opportunity to obtain CEU hours towards their recertification requirements, and to raise funds for both the VSMA and hosting chapter’s treasuries.
· The VSMA Annual Fall Educational Seminar is a one (1) day - usually A Saturday- multi-CEU session, The Executive Board Meeting being held usually the Friday evening before. 
· A chapter volunteers to host the seminar. A Seminar Chair(Co-chairs)is appointed with members of that Chapter being the  committee members. 
· The Seminar Chair, with Seminar Committee input, is responsible for: 
· 1. Choosing a date and site for the Seminar.

· 2.  A site is also needed for the Exec. Board Meeting 
· 3.  A site for the CEU Sessions & nearby hotel accommodations for the Seminar.  (May use medical assisting schools)

· The Seminar Chair reports this preliminary information to the VSMA Executive Board at their ______Feb._____________ meeting.
· The Seminar Chair/Committee establishes the fees for the seminar for the different classifications of attendees (i.e. Member Full Package, Non-member, Student, etc).
· These fees must cover both the costs and a shared profit for the VSMA and the hosting chapter- split 60% (state) / 40% (chapter) - 

· Every effort should be made to keep expenditures at a minimum in order to make the seminar more affordable for attendees and to achieve a profit.
· The Seminar Chair reports the pricing information and any other known details to the VSMA Executive Board at their _____Feb_____________ meeting for a vote to approve or make suggested changes; then a final approval. Once voted to accept, the Seminar Chair can proceed with final arrangements. 
· The Seminar Chair/Committee plans the schedule/agenda.
· The Seminar Chair/Committee arranges for the CEU speakers and takes care of the speakers’ gifts.
· The Seminar Chair/Committee handles the CEU approval process with the AAMA.
· The Seminar Chair/Committee arranges for A/V needs for speakers - should try to get these donated or borrowed for the day (may be available from the school itself or see if a VSMA member has and will bring).
· The Seminar Chair/Committee arranges for the refreshments. 
· The Seminar Chair/Committee arranges for any Exhibitors/Vendors if there is enough space and time available to accommodate them.
· The Seminar Committee creates the Fall Seminar Notification and Registration documents and submits to the VSMA Webmaster for online posting
· The hosting chapter’s Treasurer would receive the registration fees (or someone designated by the Seminar Chair) and keep a record of classification of each attendee and payment. To be held and given to the State Treasurer at Seminar.
· The Fall Seminar Chair must approve all expenditures, which must have receipts to be reimbursable.
· The Fall Seminar Chair appoints committee (chapter) members to put together the seminar packets - see Conference guideline – these should include everything except Officer Reports.
· Fall Seminar Door prizes - optional.
· A detailed report containing the number of attendees (broken out by classification), monies taken in, monies paid out, and profit monies due to the state and hosting chapter is presented by the Seminar Chair at the next  Executive Board Meeting (in February following the November seminar).
