Chapter Governing Board Action & Responsibility Grid

JANUARY-MARCH
	
	Actions & Responsibilities
	Assigned to
	Date Due
	(

	
	Submit officer list (with contact information) to TMA-MSS Coordinator
	President


	January
	

	
	Request account balances from TMA-MSS Coordinator
	Treasurer


	January
	

	
	Submit resolutions for consideration at MSS Business Meeting during TMA Winter Conference

(Due 15 days prior to the meeting)
	ALL 
	January 
	

	
	Attend MSS meetings at Winter Conference:

   Chapter Presidents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

    MSS Assembly . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
	President

ALL CHAPTER ATTENDEES
	Jan./Feb.


	

	
	Attend MSS Leadership Conference
	ALL NEWLY ELECTED GOVERNING BOARD MEMBERS ARE REQUIRED TO ATTEND TRAINING SESSION
	Winter Conference
	

	
	Prepare chapter budget for the year
	Treasurer

Treasurer-Elect
	January
	

	
	Schedule Brown Bag Lunch for Spring Semester


	Vice President
	Jan. – Feb.
	

	
	Send reminder to all TMA Board, Council, & Committee members at your school to submit reports from Winter Conference to TMA-MSS Coordinator
	President


	February
	

	
	Process travel/expense forms for members attending TMA Winter Conference and submit to TMA-MSS Coordinator 
	Treasurer

President


	February

	

	
	Submit any articles, calendar information, or important accomplishments of chapter/medical students to TMA-MSS Coordinator for publication in Grand Rounds (Spring issue)
	President

Vice President


	February 
	

	
	TMA Board, Council & Committee reports from Winter Conference are due
	-
	March 1st 
	

	
	Send reminder to all student members about TMA-MSS Governing Council elections held at MSS Business Meeting during TexMed in April/May
	President
	March
	

	
	Remind chapter members to apply for TMA Board, Council, & Committee positions
	Vice President


	March
	


Chapter Governing Board Action & Responsibility Grid

APRIL – JUNE
	
	Actions & Responsibilities
	Assigned to
	Date Due
	(

	
	Recruitment Campaign of MS4s to RFS
	ALL GOVERNING BOARD MEMBERS
	April
	

	
	Prepare travel budget for TexMed meeting in April/May
	Treasurer


	April
	

	
	Candidate materials for TMA-MSS Executive Council positions are due


	-
	April
	

	
	TMA Board, Council, and Committee applications are due


	-
	April
	

	
	Submit resolutions, convention committee applications, and committee reports for consideration at AMA-MSS Assembly
	AMA Delegate

AMA Alternate Delegate

President


	April
	

	
	Submit chapter report to Section Coordinator for Chapter Presidents & MSS Business Meetings at TexMed
	President


	April


	

	
	Prepare resolution/report summaries for TMA House of Delegates Annual Session
	TMA Delegate

TMA Alternate Delegate


	April
	

	
	Distribute Spring issue of Grand Rounds


	ALL GOVERNING BOARD MEMBERS
	April
	

	
	Attend TMA and MSS meetings at TexMed:

   MSS Caucus Meetings. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

   TMA Reference Committee Hearings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

   TMA House of Delegates . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

   Chapter Presidents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

    MSS Assembly . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . .   
	TMA Delegate & Alternate Delegate

TMA Delegate & Alternate Delegate

TMA Delegate & Alternate Delegate

President

ALL CHAPTER ATTENDEES


	April/May
	

	
	Prepare travel budget for AMA Annual Meeting in June
	Treasurer


	May
	

	
	Send reminder to all TMA Board, Council, and Committee members at your school to submit reports from TexMed to TMA-MSS Coordinator


	TMA Delegate

President
	May 
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JUNE - august

	
	Actions & Responsibilities
	Assigned to
	Date Due
	(

	
	TMA Board, Council, and Committee Reports from TexMed meetings are due


	-
	June 1st 
	

	
	Process travel/expense forms for members attending TexMed and submit to TMA-MSS Coordinator 
	Treasurer

President


	June 
	

	
	Attend AMA-MSS Interim Session Assembly and TMA-MSS Caucus Meetings
	AMA Delegate 

AMA Alternate Delegate

President


	June
	

	
	Begin coordinating chapter MS1 recruitment activities


	ALL GOVERNING BOARD MEMBERS
	June
	

	
	Forward copy of school roster of incoming MS1s to TMA-MSS Coordinator
	President

Vice President


	 June
	

	
	Draft recruitment letter/flyer to send to incoming MS1s – Forward to TMA-MSS Coordinator


	President
	June 
	

	
	Submit fax-back sheet with date and any scheduling information of orientation/registration day recruitment activities to TMA-MSS Coordinator
	President

Vice President


	June
	

	
	Process travel/expense forms for members attending AMA-MSS Annual Meeting in Chicago and submit to TMA-MSS Coordinator 
	Treasurer

President


	July
	

	
	Schedule Fall TMA-MSS chapter meetings


	Vice President
	August
	

	
	Prepare travel budget for TMA Fall Conference

	Treasurer
	August
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September - DECEMBER
	
	Actions & Responsibilities
	Assigned to
	Date Due
	(

	
	Submit any articles, calendar information, or important accomplishments of chapter/medical students to TMA-MSS Coordinator for publication in Grand Rounds (Fall issue)
	President

Vice President


	September
	

	
	Schedule Brown Bag Lunch for Fall Semester
	Vice President


	September
	

	
	Submit chapter report to TMA-MSS Coordinator for Chapter Presidents & MSS Business Meetings at TMA Fall Conference


	President
	September


	

	
	Submit resolutions for consideration at MSS Business Meeting at TMA Fall Conference


	ALL 
	September


	

	
	Send reminder to all TMA Board, Council, and Committee members at your school to submit reports from TMA Fall Conference to TMA-MSS Coordinator


	TMA Delegate

President
	October


	

	
	Prepare for AMA-MSS Interim Conference
	AMA Delegate 

AMA Alternate Delegate

President


	October
	

	
	Prepare chapter travel budget for AMA-MSS Interim Meeting 


	Treasurer
	October
	

	
	Process travel/expense forms for members attending TMA Summit and submit to TMA-MSS Coordinator 


	Treasurer

President
	October 


	

	
	TMA Board, Council, and Committee Reports from Fall Conference meetings are due


	-
	Oct. 31st 
	

	
	Prepare resolution/report summaries for AMA-MSS Interim Conference
	AMA Delegate 

AMA Alternate Delegate


	October
	

	
	Attend AMA-MSS Interim Conference and TMA-MSS Caucus Meetings
	AMA Delegate 

AMA Alternate Delegate

President


	November


	

	
	Distribute Fall issue of Grand Rounds
	ALL GOVERNING BOARD MEMBERS


	November
	

	
	Process travel/expense forms for members attending AMA-MSS Interim Conference and submit to Section Coordinator 
	Treasurer

President


	December
	

	
	All travel/expense forms for members for current calendar year are due!
	Treasurer

President


	Dec.15th
	

	
	Begin organizing local chapter elections for next year’s governing board


	ALL GOVERNING BOARD MEMBERS
	December
	


