TMA-MSS Chapter Treasurers

________________________________________________________________

NOTE:  Deadlines provided are general because meeting dates are subject to change from year-to-year.  For specific deadlines contact Section Coordinator.
January (prior to election)
· Begin coordinating campaign for officer position.

January 
· Chapter Elections (Chapters should elect officers before the Winter Conference.) 

· Once elected, you will shadow (in some cases, resume) the previous officer.

· Review/Prepare Fiscal Year Budget with the out-going treasurer.

· Attend Winter Conference
· Attend MSS Leadership Training-required!
February/March



· Process travel/expense forms for TMA-MSS Winter Conference meeting.

April



· Prepare travel budget for TexMed (TMA Annual Session).

· Attend TexMed.
May




· Prepare travel budget for AMA-MSS Annual Session meeting in Chicago.

· Process travel/expense forms for TexMed – DUE to Section Coordinator within 30 days of meeting.

June




· Process travel/expense forms for AMA-MSS Annual Session – DUE to Section Coordinator within 30 days of meeting.

August




· Work with chapter president (and other officers) on recruiting during orientation week.

· Request balance report from Section Coordinator for TMA administered accounts.

· Prepare travel budget for the TMA Fall Conference.

September



· Attend TMA Fall Conference.
· Process travel/expense forms for TMA Fall Conference – DUE to Section Coordinator within 30 days of meeting.

November
· Prepare travel budget for AMA-MSS Interim Session meeting (location varies from year to year, check with the Section Coordinator).

December



· Process travel/expense forms for AMA-MSS Interim Session – DUE to the Section Coordinator DECEMBER 15th.

· Deadline to submit any and all chapter member travel/expense reports for reimbursement is DECEMBER 15th. (Please note that this is an in-hand deadline.)

January 



· Request balance report from Section Coordinator for TMA administered accounts.

· Prepare preliminary budget for the new fiscal year.

· Prepare budget for TMA Winter Conference.

· Assist the in-coming treasurer.

