TMA-MSS Funding


______________________________________________________________

The following is a quick, general guide to the section’s financial rules, and reimbursement procedures, and guidelines.  For the complete set of TMA-MSS Financial Policies and Reimbursement Guidelines, please refer to the TMA-MSS Operating Procedures, in file #4.

Medical Student Section Funding

Currently, the TMA Board of Trustees (BOT) provides funding to each MSS chapter in an effort to enhance chapter programming, and encourage student member participation at TMA meetings.  This funding is divided into two accounts:  TMA Programming and TMA Travel.  Funds are to be allocated in such a manner as to optimize both section programming and medical student participation in meetings. Funds are not necessarily intended to cover all expenses related to a member's travel and lodging at TMA meetings. 

Funds for the MSS are administered by the TMA Membership Department, through the Section Coordinator, along with the chapter treasurer and president. As with any funds provided through the TMA budgetary process, funds can only be utilized within specific guidelines.  All expenditures must be documented, and availability is on an annual basis. Consequently, TMA funds not utilized during the fiscal year (January 1 through December 15) cannot be carried over for use in the following year.  In addition, the BOT requests that all budgets be handled in a responsible manner, and that money not be spent just because there may be some left at the end of the year.
AMA Outreach Awards

The AMA Outreach Program is a peer-to-peer recruitment program.  Each chapter earns funds for travel to AMA meetings by recruiting new AMA medical student members, typically during the first-year orientation/registration periods in August.  Funds are awarded annually to the chapter (typically in January) through the TMA, and are administered by the TMA-MSS Coordinator.   Because AMA Outreach funds are an award and not budget funds, only unused funds in this account will carry over to the next calendar year.

Management of Funds

Each chapter shall have three accounts managed by TMA.

1. The first account will be for funds allocated for chapter programming (Chapter Programming Account).

2. The second account will be for funds designated to assist with travel to TMA meetings (TMA Travel Account).

3. The third account will be reserved for AMA Outreach funds earned by the chapter (AMA Travel Account).

Funds must be used as designated.  Chapters may have independent sources of funding that are not subject to TMA financial policies and reimbursement guidelines.  Any expenditures, therefore, not considered reimbursable by TMA, may be expended out of the individual chapter’s other sources, in accordance with that chapter’s policies and guidelines.  Because AMA Outreach funds (AMA Travel) are for all chapter members, this fund is administered by TMA, and must adhere to TMA Guidelines.

It is recommended that chapter officers engage in long-range planning for travel to TMA and AMA meetings.  TMA generally has three meetings annually: Winter Leadership Conference (January/February), TexMed (April/May), and Fall Conference (September/October).  The AMA generally has two meetings annually: the annual meeting (June) and the interim meeting (November/December).  Specific maximum allocations should be established and budgeted for each meeting, and should not, in total, go over the amount allocated for the year.  

TMA Programming and TMA Travel Accounts

1.
Each chapter is to be given a base amount for travel to TMA meetings and a base amount for TMA programming.

2.
Any chapter with multiple campuses is to be given an additional $200 of the base amount for TMA travel for each additional campus.

General Reimbursement Guidelines

Reimbursement guidelines, established in accordance with TMA policy, will be reviewed, and if necessary, updated by the Executive Council annually.  Any changes must be approved by the Director of Membership and/or the Executive Vice President.  Receipts must be provided for all reimbursable expenditures.  In addition, reimbursement is contingent on participation in MSS conference activities.

Travel:
TMA funds are to be used for travel and lodging only.  Members are encouraged to car pool to out-of-town meetings.  In addition, where appropriate, members are to share hotel rooms when meeting schedules necessitate on overnight stay.  Nonmembers who share travel or hotel accommodations must pay their portion of expenses out of their own pockets.

Travel via personal vehicle:


· Mileage is reimbursable at the current IRS-allowed rate (.485 cents per mile).

· Finance will not reimburse personal vehicle travel based on gas receipts.  Exact mileage is needed.

· Commuting to local meetings is not considered a reimbursable expenditure.

Travel by air:

· Best available, super-saver (coach) air travel is reimbursable for a limited number of student members, and for a limited amount per meeting.  However, if the cost when compared to that of travel by personal vehicle is greater, then a personal vehicle should be utilized.

· Tickets must be purchased at least three weeks in advance to ensure the lowest fare.

Lodging:

· TMA will pay for lodging only when a member has official TMA business on the day before and after the night in question.  If, however, it is necessary to stay overnight after official business is completed, and reimbursement is desired, then prior approval must be obtained from the TMA-MSS Coordinator.
Miscellaneous travel expenditures:

· Parking garage fees, road tolls, taxi and bus fares are reimbursable expenses only when a receipt is presented.

· Alcohol is never considered a reimbursable expense.  

· No other costs, including meals and telephone calls are considered reimbursable expenses.

Cash Advance Guidelines
The following guidelines apply to cash advances (usually dispersed by TMA check) for meeting/programming expenditures: 

· Cash advances will be made on a case-by-case basis only.

· Requests for cash advances must be made in writing and submitted to the TMA-MSS Coordinator at least 30 days prior to the date the funds are needed.

· Requests for cash advances must include an explanation of the nature and necessity of the expenditure, as well as an estimated amount for the expenditure.

· Cash advances must be approved by the TMA-MSS Coordinator and the Director of Membership Development.

· Approved cash advances will be sent directly to the member requesting the advance. 

· Receipts/documentation of the expenditure, along with reimbursement to TMA for advanced funds not utilized, are due to TMA within 30 days of the date of the expenditure.  Failure to comply with this policy may result in deduction of the cash
advance from chapter funds, and the possible suspension of future cash advances.

· In the event that a person receiving a cash advance to attend a meeting does not attend the meeting, the advanced funds must be returned to TMA within 30 days of the meeting for which the advance was given.

Reimbursement Procedures
In order to be reimbursed for an approved expenditure(s), the following procedures must be completed:

· All reimbursement requests must be approved by the chapter treasurer and chapter president before being submitted to the TMA-MSS Coordinator.
· A reimbursement request/expense form must be filled out and filed by the member that made the expenditure, along with all applicable receipts/documentation, to the TMA-MSS Coordinator for approval and processing.  Forms may be obtained from the TMA-MSS Coordinator, and reimbursement checks will be sent directly to the member.  

· All reimbursement request/expense forms must be submitted (postmark date) to the TMA-MSS Coordinator no later than 30 days after the date of the expenditure, with the following exception: the deadline for any meeting occurring after November 10 will be December 10 of the same year.  This exception is necessary to ensure that reimbursements are made within the correct fiscal year.  Any forms received after the stated deadline will not be processed or paid.  It is the member's responsibility to make sure his/her reimbursement request is received by the TMA-MSS Coordinator within the aforementioned time frame.  Failure to do so may result in the reimbursement being denied.  Members should keep copies of their forms and receipts in case they are lost in the mail.  

· In the event there is a claim/dispute between a student member and his/her chapter regarding the use, misuse, and/or abuse of chapter funds, the member will be allowed due process.   See TMA-MSS Operating Procedures for steps.
Please note:  IRS laws, governing the operation of associations, requires that TMA release information of reimbursement payments if they total $600 or more.  It is for this reason
 that the traveler, or the person who expensed the item, file the request and provide the Association with his/her social security number.










