VSMA OFFICER, DELEGATE, AND ALTERNATE NOMINATION FORM

Name: ___________________________________ Credential:____________________
Address:_______________________________________________________________

Phone: (W)_________________________
 (H)_______________________________
          (Area Code/Number)                         (Area Code/Number)
Email:______________________________________

Candidate for office of:________________________________

CMA (AAMA) Status: □ Current through _______    □ Not Current
Brief description of occupational duties: _______________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Attached is my professional resume, which includes:

1. VSMA society activities, including dates.
2. AAMA national activities, including dates. 3. Other professional activities.
I, _____________________________ , hereby consent to have my name placed in nomination for the office of _____________________________of the Virginia Society of Medical Assistants. I will comply with VSMA Bylaws and established policies pertaining to the above office, and, if elected, meet all deadlines and will do my best to serve the VSMA in this capacity.
________________


__________________________________________
Date 




Signature
________________________________________________________________________
We recommend that the nomination form and all requested attachments (resume and written endorsement from a current Executive Board member be submitted electronically, no later than January 31st of the term you are running for. If the documents are mailed, they must be postmarked no later than January 31st.  Those received after deadline will have to be nominated by the floor and must be given to Nominating Committee chair prior to beginning of the annual board meeting so credentials can be verified prior to nomination. (Article VII, section 1).

Submit to: Nominating Committee chair
Email one set of the documents to the chair at the email address on the VSMA Website (http://virginiasocietyofmedicalassistants.org/contact.htm)
ARTICLE VI – OFFICERS AND THEIR QUALIFICATIONS

The elected officers of this Society shall be a President, Vice President, a Secretary, and 

a Treasurer.

Section 1
Candidates for the offices of PRESIDENT and VICE PRESIDENT shall:

(a) have served on the Executive Board as an officer and/or committee chair for two years;
(b) have served on two state committees;

(c) be an Active, Life, Sustaining member in good standing at least two years and have chaired VSMA committees at least two years;
(d) submit credentials which include qualifications for office, VSMA Nomination Form and written endorsement from a member of the Executive Board to the chairman of the Nominating Committee prior to the January 31 deadline.
Section 2
Candidates for the offices of SECRETARY and TREASURER shall:

(a) have served on a state committee;

(b) be an Active, Life, Associate or Sustaining member in good standing at least two years and have chaired VSMA committees at least two years;
(c) Send credentials as outlined in Article VI, Section 1, d.

ARTICLE VIII – DUTIES OF OFFICERS

Section 1
PRESIDENT – Shall preside at all meetings of the Society and of the Executive Board, with the exception of the Nominating Committee.  Shall appoint standing committees and all special committees with the approval of the Executive Board immediately prior to the Annual Meeting.  Shall be an ex-officio member of all committees except the Nominating Committee.  Shall appoint the Parliamentarian.  Shall appoint Audit and Edit Committees prior to the Annual Meeting.

Section 2
VICE PRESIDENT – The Vice President shall assist the President with duties throughout the year and shall automatically assume the duties of the President if necessary, in the case of vacancy or inability to serve, and shall succeed to the office of President at the completion of term of office.  The Vice President shall act as the official host to all visitors of the Society unless the Presidents appoints another member of the society.

Section 3
SECRETARY – The Secretary shall keep a record of all proceedings of the Society and of the Executive Board.  Shall send copies of the proceedings to members of the Executive Board thirty (30) days prior to the next meeting.  Shall keep a roster of the members of the Society, conduct all delegated correspondence, and issue notices of all meetings.  Shall submit the minutes of the Annual Meeting to the chairman of the Edit Committee within two weeks of that meeting. The minutes of the annual meeting shall be emailed to the Web Master thirty (30) days prior to the August Executive Board meeting to be posted to the website.

Section 4
TREASURER – The Treasurer shall handle all monies of the Society, pay all bills approved by the chairman of the Budget and Committee or the President, and keep a record of all monies received and expended.  The Treasurer shall be an ex-officio member of the Budget and Finance Committee.  All account books shall be delivered to the successor within fourteen (14) days after the expiration of the term of office.  The Treasurer shall give a list of members and their addresses to the President, Secretary, and Credentials Committee Chairman as the dues are paid.  The Executive Board shall fix the amount of the Treasurer’s bond, which is to be paid by the Society.  At least two (2) weeks prior to the Annual Meeting, all officers and committee chairmen shall submit a statement of expenses to the Treasurer for payment, following approval of the Chairman of the Budget and Finance Committee or President.  The Treasurer shall submit the books to the Audit Committee at least one (1) day prior to the Annual Meeting.
ARTICLE IX – DELEGATES AND ALTERNATE

Section 1
The Delegates to the AAMA shall be the President, Vice President and additional delegates as needed and shall be elected from the membership to serve for one year but no more than two (2) consecutive years. President and Vice President are the exception if they are elected to serve another term.
Section 2
Alternate shall be elected to serve for one year but not more than two (2) consecutive years.  If a delegate is unable to serve, the vacancy shall be filled by the Alternate delegate.

Section 3
To serve as a delegate, an alternate, an officer, or a trustee, a member’s dues shall be postmarked or submitted electronically to the AAMA Executive Office by December 31(the controlling time is that of sending, not that of receiving).  Officers and trustees must maintain current membership during their terms of office.  Items A – D apply as follows:

A. Delegates and alternates shall be active or AAMA life members whose membership has not been revoked, as delineated in Article VI, Section 4.

B. The number of delegates shall be determined by the constituent society’s total active and associate membership of the membership prior to the date on which names of delegates and alternates shall be submitted to the Speaker of the House.

C. Delegates and alternates shall be elected to serve one year from the opening of the House of Delegates for the elected until the opening of the House of Delegates the following year.

D. The names of delegates and alternates shall be submitted to the Executive Office at least 90 days prior to the Annual Meeting of the House of Delegates.
They shall submit VSMA Nomination from, qualifications to serve and written endorsement of a member of the Executive Board to the Chairman of the Nominating Committee prior to the January 31 deadline
Section 4
Delegates and Alternate have the obligation to attend reference committees of the AAMA House of Delegates, the House of Delegates (morning and evening sessions), Delegate Orientation and present to Delegate/Alternate Delegate registration as directed by the AAMA. Present a Delegate’s report at the November Executive Board Meeting and must be available for the membership at the Annual Conference.
ARTICLE X – EXECUTIVE BOARD

Section 1 
The Executive Board shall consist of elected and appointed officers, committee chairmen, immediate past president, and delegates and alternate delegate.  It shall conduct the business of the Society between annual meetings.  Committee members may attend Executive Board meetings but they cannot vote, and they shall be seated in an area designated by the Chairman of the Executive Board.

Section 2
The Executive Board shall have full authority and power to transact the business of this Society between annual meetings, but shall take no action contrary to any general policy which shall have been adopted at an Annual Meeting and is still in effect.

Section 3
The Executive Board shall have charge of the property and financial affairs of the Society.  Pre-approval by the Executive Board is required for all un-budgeted expenses.

Section 4
The Executive Board shall remove from office, with proper notification, any officers or committee chairmen who fail to perform the required duties of office or for other just causes.

Section 5
The financial records shall be audited by the Auditing Committee.  This ad-hoc committee shall consist of a chairman and two members of the Executive Board appointed by the President at least one month prior to the Annual Meeting.  It is their responsibility to complete this audit prior to the Annual Meeting, adhering to the Audit Committee guidelines.

Section 6
There shall be at least four (4) meetings of the Executive Board yearly.  They shall be held on the third Sunday in August and February by conference call unless otherwise designated by the President and all members of the Executive Board no less than thirty (30) days prior to the date of the meeting.  In the fall, it shall precede the Annual Educational Seminar; in the spring, it shall precede the Annual Meeting.  All special meetings shall be called at the discretion of the President, with notice being made thirty (30) days prior to the meeting unless it is an emergency meeting.

Section 7
Twenty (20) percent of the members of the Executive Board shall constitute a quorum.

