TMA-MSS Chair Action Plan

_______________________________________________________

NOTE:  Deadlines provided are general because meeting dates are subject to change from year-to-year.  For specific deadlines contact Section Coordinator.

January
· Submit materials to run for TMA-MSS Chair to the Section Coordinator, including: curriculum vitae and personal statement. (Materials are due 3 weeks before Winter Conference.)
February

· Formulate Goals and Vision for the next year, if elected Chair.

· Prepare a candidate speech.

· Attend TMA Winter Conference 

· Attend Legislative Task Force meeting

· Campaign for TMA-MSS Chair position

· Attend MSS Business Meeting and get elected! (NOTE: term of office begins at the 

conclusion of TexMed and is completed at the end of the following year’s TexMed meeting.)

· Attend MSS Leadership Training during Winter Conference 

· Subscribe to all TMA and AMA-MSS list-serves.

March/April (Depending when TexMed falls)
· You are now the “Chair-Elect”.  Begin using this title on your correspondence until after  

TexMed when you officially become the Chair.

· Be in contact and work with current TMA-MSS Chair, EC members and TMA staff on transition

· If possible, attend AMA Leadership Conference (March).  It is not a required meeting and is not a voting meeting of the AMA or AMA-MSS.  However, it is an opportunity to meet other leaders in medicine across the country.  

· Confirm with Section Coordinator that EC list serve has been updated with newly elected officers.
· Work with current Chair and TMA staff to become familiar with the necessary planning for various TMA-MSS meetings, including the TexMed meeting in April/May.  

· Continue to shadow your predecessor and begin outlining officer goals for the coming year.

· Make reservations and plans to attend the AMA Annual meeting in Chicago in June.

· Prepare the "Message from the Chair" for Grand Rounds.  (Due to section coordinator by April 1st)

April/May (Depending when TexMed falls)
· Request/confirm days off for required meetings with student dean, course coordinators, etc.
· Attend TexMed 

· Attend Chapter Presidents meeting

· Attend Legislative Task Force meeting

· Attend MSS Business Meeting

· Attend TMA-MSS Executive Council Workgroup 

· Term of office officially begins

· Send a message on the MSS list serve introducing yourself to Texas students and outline your goals and vision for the coming year. 

June

· Before AMA Annual Meeting, confirm with AMA Delegate Co-Leaders that they are planning testimony research and coordinating the chapter delegates. 

· Confirm with Section Coordinator that former EC officers have been removed from the MSS Executive Council list serve.

· Attend the AMA-MSS Annual Meeting in Chicago.
· You will be the official leader and representative of the Texas MSS delegation and will be expected to speak on behalf of Texas.  You are also required to speak on behalf of the section at the Texas Delegation Breakfast on Sunday morning.  A brief two - minute report is required.  However, always check with AMA Delegate Co-Leaders about any resolution/vote deals.  You must be well informed and prepared. 

· Meet with EC and Texas officers/delegates at the conclusion of the AMA meeting to gather feedback and ideas for improvement to discuss at MSS Executive Council meeting in September.

· Send monthly update to MSS list serve (copy EC list serve) after the AMA meeting.  Notify the MSS of salient points from the meeting.

July

· Contact Chapter Presidents, reminding them to begin plans for recruiting, if they have not already done so, including letters to incoming students, speakers, prizes, etc.

· Begin making travel arrangements and confirm dates for Fall Conference.
· Send monthly update to MSS list serve (and copy EC list serve).
· Work with Vice Chair and TMA staff to begin making plans to visit schools during orientation days/week if requested. 

· Assist Vice Chair on each chapter’s summer MS1 recruitment activities follow-up.

· Organize officer notebook with TMA copies of minutes, sign-in sheets, etc.

· Prepare "Message from the Chair” column for publication in Grand Rounds. (Due Aug. 15th)

August

· Attend necessary chapter orientation events as planned and continue to check on recruitment efforts.  

· Send a reminder to chapter officers and encourage them to plan ahead for their fall (and spring) events, for example: membership drives, brown-bag luncheons, speakers, public health and service projects (Note the official TMA, AMA and MSS projects for the year), etc.

· Send monthly list-serve update to MSS (copying EC list-serve)

· Chair TMA-MSS Executive Council conference call.

· Send e-mail message to all chapter presidents. Remind them of the upcoming Chapter Presidents meeting at TMA Fall Conference, and suggest to them that they send an e-mail announcement about the upcoming meeting to chapter members, and encourage them to submit a list of people that may be attending TMA Fall Conference from their chapter to the Section Coordinator.  Remind them to submit chapter reports to Section Coordinator.

· Prepare Chapter Presidents, Executive Council, and Business Meeting agendas for Fall Conference and submit to Section Coordinator (due 4 weeks before meeting).

· Before TMA Fall Conference, confirm with TMA Delegate Co-Leaders that they are planning testimony research and coordinating the chapter delegates, and assist if necessary. 

September

· Attend the TMA Fall Conference. 

· Chair TMA-MSS Chapter Presidents meeting

· Chair TMA-MSS Executive Council meeting

· Chair TMA-MSS Business Meeting (Vice Chair presides over parliamentary procedures)

· Attend TMA-MSS Caucus Meetings, if possible (TMA Delegate Co-Leaders will chair the 

meeting)

· Prepare minutes from September Chapter Presidents meeting and send a copy to Section Coordinator (due 30 days after the meeting).

· Send monthly update to MSS list serve (copying EC list serve) listing salient points from the recent meeting.

October

· Minutes from TMA Fall Conference meetings are due to Section Coordinator.

· Send monthly update to MSS list serve (copying EC list serve).

· Begin making reservations/plans to attend the AMA Interim meeting.

November

· Before AMA Interim Meeting, confirm with AMA Delegate Co-Leaders that they are planning testimony research and coordinating the chapter delegates.  Assist them, if necessary.

· Working with AMA Delegate Co-Leaders, begin networking and getting in touch with your contacts and leaders in the AMA-MSS and other states regarding the upcoming AMA Interim meeting.  You may be able to share information and possible get the inside scoop on some important issues.  Remember, all “deals” are made through the AMA Delegate Co-Leaders.

· Send monthly update to MSS list serve (copy EC list serve) reminding members of the AMA Interim meeting and note important items on the agenda.

· You are now approximately half way through with your term!  Look at your goals and vision for the TMA-MSS and assess progress and make necessary adjustments.

· Organize officer notebook with TMA copies of minutes, sign-in sheets, etc.

· Prepare "Message from the Chair"  column for publication in Grand Rounds. (Due Dec. 15th)
December

· Attend AMA-MSS Interim Meeting (location rotates around U.S.)

· You will be the official leader and representative of the Texas MSS delegation and will be expected to speak on behalf of Texas. You are required to speak on behalf of the section at the Texas Delegation Breakfast on Sunday morning.  A brief two - minute report is required.  However, always check with AMA Delegate Co-Leaders about any resolution/vote deal.  You must always be well informed and prepared. 

· Meet with EC and Texas officers/delegates at the conclusion of the AMA meeting to gather feedback and ideas for improvement to discuss at MSS Executive Council meeting in February.

· Send monthly update to MSS list serve (copy EC list serve) after the AMA meeting.  Notify the MSS of salient points from the meeting.

January

· Chair the TMA-MSS Executive Council conference call.

· Begin making travel arrangements and confirm dates for Winter Conference.
· Send e-mail message to all chapter presidents. Remind them of the upcoming Chapter Presidents meeting at Winter Conference, and suggest to them that they send an e-mail  announcement about the upcoming meeting to chapter members, and encourage them to submit a list of people that may be attending Winter Conference from their chapter to the section coordinator.  Remind them to submit chapter reports to the section coordinator.

· Prepare Chapter Presidents, Executive Council, and Business Meeting agendas for Winter Conference and submit to Section Coordinator (due 4 weeks before meeting).

· Try to make plans and attend the AMPAC Campaign school in DC in February.  All you have to pay for is airfare.  Let other interested students know of this opportunity in the monthly update on the MSS list serve.

· Send monthly update to MSS list serve, encouraging interested TMA members to run for EC positions at Winter Conference (note deadlines for submission of materials, positions to be elected, etc.).

· Coordinate with TMA staff plans and details of MSS Leadership Training.
February

· Attend the TMA Winter Conference. 

· Chair TMA-MSS Chapter Presidents meeting

· Chair TMA-MSS Executive Council meeting

· Chair TMA-MSS Business Meeting (Vice Chair presides over parliamentary procedures)

· Attend OMSS meeting

· Attend MSS Leadership Training during Winter Conference 

· Prepare minutes for February Chapter Presidents meeting and send a copy to Section Coordinator (due 4 weeks after meeting).

· Send monthly update to MSS list serve after Winter Conference (copying EC list serve), listing salient points from the recent meeting.

March/April (Depending when TexMed falls)
· If possible, attend AMA Leadership Conference (March).  It is not a required meeting and is not a voting meeting of the AMA or AMA-MSS.  However, it is an opportunity to meet other leaders in medicine across the country.  Make sure Chair-Elect knows of this opportunity and encourage him/her and as many other students who would be able to attend.

· Send monthly update to MSS list serve (copying EC list serve).

· Introduce Chair-Elect and other officers to the people you know within the TMA, and put them in contact with students you know in the AMA-MSS as well.

· Begin making travel arrangements and confirm dates for TexMed meeting.

· Prepare "Message from the Chair" column for publication in Grand Rounds. (Due April 1st)

April/May (Depending when TexMed falls)
· Send e-mail message to all chapter presidents. Remind them of the upcoming Chapter Presidents meeting at TexMed, and suggest to them that they send an e-mail  announcement about the upcoming meeting to chapter members, and encourage them to submit a list of people that may be attending TexMed from their chapter.  Remind them to submit chapter reports to Section Coordinator.

· Send monthly update to MSS list serve (copying EC list serve).

· Make necessary plans for TexMed with staff and EC.

· Continue to mentor and brief the Chair-Elect and aid in the transition.

· Organize officer notebook with TMA copies of minutes, sign-in sheets, etc.
· Attend TexMed (with Chair-Elect).
· Chair TMA-MSS Chapter Presidents meeting

· Chair TMA-MSS Executive Council meeting

· Chair TMA- MSS Business Meeting (Vice Chair presides over parliamentary procedures)

· Attend OMSS meeting

· Attend TMA-MSS Executive Council Workgroup 

· Term of office officially ends and you become “Immediate Past Chair” – still a member on the TMA-MSS Executive Council.

· Prepare minutes for May Chapter Presidents meeting and send a copy to Section Coordinator (due 4 weeks after meeting). Even though your term of office is over, because you chaired the meeting in May, you are responsible for the minutes unless other arrangements have been made with the Section Coordinator.

Hand over the reigns and be available for help as needed, you are now the Immediate Past Chair.

