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New Jersey State Association

of Medical Staff Services

Policy & Procedure Manual
NEW JERSEY STATE ASSOCIATION MEDICAL STAFF SERVICES

POLICY AND PROCEDURES
1) MISSION STATEMENT

To enhance and promote the image of the Medical Staff Services Professional and increase recognition of this important role among administrators and medical staff leaders and provide the vital information necessary to meet the challenges and opportunities in the healthcare industry.
2) CODE OF ETHICS

NJSAMSS Resolves:

· To promote quality patient care through the support of the medical staff/provider and its functions;

· To exemplify loyalty and consciousness;

· To maintain dignity in any situation, and

· To appropriately represent the profession.

We further resolve:

· To be responsive to needs;

· Receptive to change, and

· To perform our duties in the most cost-effective manner.

We further resolve:

· To share knowledge; 

· Foster educational opportunities, and

· To encourage personal and professional growth through continued self-improvement and application of current advancements in medical services practices.

3) DESIGNATED CHAPTERS

The three designated Chapters of the New Jersey State Association of Medical Staff Services shall be as follows:

· North Jersey Chapter

· Central Jersey Chapter

· South Jersey Chapter

Other chapters may petition the Executive Committee of the State Association for recognition and approval of their organization structure as long as they conform to the Bylaws.

4) DUTIES/RESPONSIBILITIES OF THE EXECUTIVE COMMITTEE

The Executive Committee shall consist of the elected officers, immediate past president, chapter presidents and appointed committee chairpersons. Article X of the Bylaws states: 
The duties/responsibilities of the Executive Committee shall be as follows:

1. Act upon any matter which the general membership may act, except amend Bylaws.

2. Act on financial business of the Association in direct payment of bills properly presented for approval.

3. Hold meetings of the Executive Committee at least twice a year.

4. Actions shall be final except on appeal by convention body.

5. Delegate the duties of officers in the absence of an officer.

6. A simple majority shall constitute a quorum at an Executive Committee meeting.

7. Review and revise the goals, objectives, strategies and mission statement of the Association on an annual basis.  Recommendations for revisions will be presented at the Annual meeting or forwarded to members by mail or email for a ballot vote.     
8. Review and approve the NJSAMSS annual budget.

9. Review and approve all local chapter Bylaws (and revisions thereof) and Bylaws of the Association on an annual basis.  Recommendations for revisions will be presented at the Annual meeting or forwarded to members by mail or email for a ballot vote.     
10. Review and approve all reports from standing and special committees and reports from the elected and appointed officers.    

5) DUTIES/RESPONSIBILITIES OF THE OFFICERS AND COMMITTEE MEMBERS

PRESIDENT

The position of the President is an elected office of the organization.  The President serves as the Chief Executive Officer of the State organization and Chairs the Executive Committee.  The term of office is for two years beginning at the close of the Annual Conference of the year in which elected.

The duties of the President include, but are not limited to, the following:

1. Supervise all activities of the State Association, including the Annual Conference.

2. Report to the membership at the Annual Conference.

3. With the approval of the members of the Executive Committee, appoint a Chair and members to the following committees as outlined in the Bylaws:
a. Planning Committee   
b. Bylaws Committee

c. Newsletter Committee

d. Membership Committee

e. Education Committee

f. Legislative Committee

      The President shall also appoint special committees as needed on an ad hoc basis.
4. Serve as liaison between the National Association Medical Staff Services (NAMSS) and the members of the State Association.  The President shall attend NAMSS Leadership meetings, report these activities to the membership and be reimbursed for travel expenses in accordance with the Travel Policy.

5. Report activities of the State Association to the Northeast Regional Representative of NAMSS and provide input as requested for NAMSS publications; i.e. Synergy.
6. Inform membership of pertinent news from NAMSS through the State Newsletter or special mailings as deemed appropriate.  The President shall also keep members of the Executive Committee informed of pertinent news from NAMSS on a timely basis.

7. Serve as the State’s representative on the NAMSS Leadership Council.

8. Serve as a liaison between the New Jersey Hospital Association (NJHA) and the members of the State Association.  The President shall attend NJHA ancillary president’s meetings.

9. Perform other duties as may be necessary to coordinate and advance the Associations’ mission.

10. Serve as an ex-officio member of all Committees

11. Sign all approved Bylaws for organized local Chapters

12. Encourage the promotion of continuing education of all professionals who credential health care providers and provide other related health care services.

13. Be responsible for contacting legal counsel, when necessary, or may authorize contact with legal counsel.

At the conclusion of Office: 
Forward all records necessary for continuity of office to the succeeding officer.

PRESIDENT-ELECT

The position of President-Elect is an elected office of the organization.  The term of office is for two years beginning at the close of the Annual Conference of the year in which elected.

The duties of the President-Elect include, but are not limited to, the following:

1. Assume responsibilities of the President in the event of his/her absence or incapacity to fulfill the duties of that office.

2. Serve as Chair of the Conference Committee, which consists of the President-Elect, Immediate Past President, Chapter Presidents, and other members as appointed by the President.

3. As Conference Committee Chair, the President-Elect shall coordinate, plan and organize the Annual Conference with assistance of a Conference Committee.  To accomplish this, the President-Elect shall follow the guidelines as described under Conference Committee Chair.
4. Attend all meetings of the Executive Committee.

5. Serve as the State’s representative on the NAMSS Leadership Council in the absence of the State President.

6. Perform other duties as may be necessary to coordinate and advance the Association’s mission.

At the conclusion of Office: 
Forward all records necessary for continuity of office to the succeeding officer.

IMMEDIATE PAST PRESIDENT

The Immediate Past President shall serve as a voting member of the Executive Committee.   The term of office is for two years beginning at the close of the Annual Meeting of the year in which his/her term of office as President has ended.

The duties of the Immediate Past President include, but are not limited to, the following:

1. Act as a consultant and advisor to the President and Executive Committee

2. Serve as a member of the Conference Committee.

3. Serve as Chair of the Nominating Committee and oversee the election of officers, which includes:

a. Dissemination of ballots to the membership, inclusive of a biography of each candidate;

b. Notify the President of the results of the election ballot for ratification at the Annual Conference;

c. Notify the candidates of the official election results;

d. Notify in writing each Hospital CEO and Medical Staff President of all newly elected members of the NJSAMSS.
4. Attend all meetings of the Executive Committee.

5. Perform other duties as may be necessary to coordinate and advance the Association’s mission.

At the conclusion of Office: 
Forward all records necessary for continuity of office to the succeeding officer.

SECRETARY/TREASURER

The position of the Secretary/Treasurer is an elected office of the organization.  The term of office is for two years beginning at the close of the Annual Meeting of the year in which elected.

The duties of the Secretary/Treasurer include, but are not limited to, the following:

1. Record proceedings and prepare minutes of the State Association and Executive Committee business meetings, which shall be available to all members for inspection within thirty (30) days of the date of the meeting.

2. Work with the President to mail or e-mail notices and agendas for Executive Committee meetings.
3. Serve as custodian of all minutes of the Association.

4. Maintain accurate and up-to-date financial records of NJSAMSS.
5. Prepare accurate financial statements for distribution to all members at the Annual Conference or at the request of the Executive Committee.

6. Collect all monies for conferences and staff the registration desk at all conferences during hours of registration to collect monies from unregistered participants.

7. Reimburse the President and President-Elect for travel expenses in accordance with the Expense Statement and Travel Policy.

8. Review all invoices and requests for reimbursement for accuracy and appropriateness.

9. Allowable expenditures from the treasury are established by the Executive Committee and approved by the membership.  They consist of, but are not limited to, the following:

a. Honorariums to speakers;

b. Travel expenses for speakers;

c. Donations from NJSAMSS to the Certification Council and Education Council of NAMSS, and the host state association of the national conference;

d. Expenses incurred for the Annual Conference;

e. Expenses incurred in the publication of the NJSAMSS newsletter, including postage;

f. Annual membership dues to the New Jersey Hospital Association;

g. Incidental expenses incurred in the general operation of the organization and reported in the annual financial statements.

10. Establish a checking account at a bank which is both convenient and accessible.  The account should be “either/or may draw” with President Elect and Treasurer on the signature card.  IRS tax exemption goes to $25,000 before income tax needs to be paid.

11. Compile an annual budget in conjunction with the Executive Committee.

12. Attend all meetings of the Executive Committee.

13. Provide the Conference Committee with a working budget for the Annual Conference.

14. Keep the President and Executive Committee informed of all financial transactions.

15. Maintain current membership roster and distribute updated rosters to State members at least annually.

16. Provide mailing labels upon request to members of the Executive Committee.

17. Identify annually members who do not renew their membership.  Notify local chapter presidents of these individuals and request follow up.

18. Furnish a copy of the current NJSAMSS Bylaws to all new members.

19. Provide membership information on a quarterly basis to the editor of the Newsletter for publication.
20. Prepare a summary of membership numbers for presentation at each NJSAMSS Executive Committee meeting.

21. Perform other duties as may be necessary to coordinate and advance the Association’s mission.

At the conclusion of office:

1. Obtain signature cards and resolution of Executive Committee to give to incoming Secretary/Treasurer and Executive Committee for their subsequent signing and submission to appropriate financial institutions for change of signatory.
2. Forward all records necessary for continuity of office to the succeeding officer.

LOCAL CHAPTER PRESIDENTS
Local Chapter Presidents shall be nominated and elected to office in accordance with local chapter bylaws and shall assume leadership of the local chapter’s activities.  In accordance with NJSAMSS Bylaws, local chapters must be recognized and approved by the NJSAMSS Board and shall function as a forum for educational and networking activities at a local level.

The duties and responsibilities of local chapter presidents shall include, but not be limited to:

1. Serve as liaison between NJSAMSS and members of the local chapter by:
a. 
Providing local chapter members with updated information regarding changes to NJSAMSS bylaws, policies, procedures, organizational structure, etc., 

b. 
Disseminating information from the NJSAMSS President to local chapter members, 

c. 
Providing the NJSAMSS President with an annual roster of local chapter officers, and 
d. 
Functioning as a resource for special projects as requested by NJSAMSS.

2.
Attend NJSAMSS Business meetings and present a local chapter report.  This activity may be delegated to another officer or member of the local chapter.

3.
Attend NJSAMSS Education Committee meetings or delegate responsibilities to another officer or member of the local chapter.

4.
Encourage NJSAMSS membership.

5.
Encourage the promotion of continuing education of all professionals who credential health care providers and provide other related health care services.

6.
Furnish Newsletter Editor with local chapter report for publication.

7.
Maintain current data about the local chapter on the NJSAMSS website by providing updates to the Webmaster.

8.
Local chapter presidents must be members of NJSAMSS.

BYLAWS CHAIR

The position of the Bylaws Chair is not an elected office of the organization.  The Bylaws Chair shall be appointed annually by the President, in conjunction with the Executive Committee.  The Bylaws Chair shall serve as a member of the Executive Committee with voice and vote.

The duties of the Bylaws Chair include, but are not limited to, the following:

1. Serve as Chair of the Bylaws Committee in accordance with the Association Bylaws.

2. Coordinate the annual review of the Association Bylaws and submit recommendations for revisions to the Executive Committee.

3. Prepare and e-mail the proposed amendments to the members for approval prior to the Annual meeting as designated in the Bylaws.

4. Review and submit all changes to Chapter Bylaws to the Executive Committee for approval.

BYLAWS COMMITTEE

The Bylaws Committee will ensure a comprehensive and current document of self-governance is maintained in conjunction with and in conformity to the National Association of Medical Staff Services (NAMSS) Bylaws.  Committee membership shall consist of the Bylaws Committee Chair and the President-Elects from each local Chapter.  

The duties and responsibilities of the Bylaws Committee shall be to:
1. tc "FAMSS BYLAWS" \l 2Review the NJSAMSS Bylaws at least annually.
2. Review recommendations for NJSAMSS Bylaws changes that have been received from a NJSAMSS member, or NJSAMSS committee.  These recommendations will be reviewed for conformity to NAMSS Bylaws by NAMSS.
3. Forward the notice by mail or email of the proposed changes to the voting membership at least 15 days before the next regularly scheduled NJSAMSS Business Meeting.  If voting will be by means other than at a scheduled NJSAMSS Business Meeting, the Bylaws Committee will specify a deadline return date that will be no less than 21 days after distribution.
4. Obtain the signature of the NJSAMSS President on the revised bylaws.

a. A redline version or listing of the changes will also be submitted to NAMSS per NAMSS policy. 

b. Once the document has been approved, the original of the NJSAMSS bylaws will be forwarded to NAMSS for signature.  

c. When received back from NAMSS, original document will be filed with NJSAMSS Bylaws Committee Chair.
d. Revised documents will be made available to all NJSAMSS members via the NJSAMSS website. 

Local Chapter Bylaws:tc “LOCAL CHAPTER BYLAWS” \l 2
1. Review local chapter bylaws (when submitted) to determine conformity with NJSAMSS Bylaws. 
2. Resolve issues, if applicable, with local chapter president to bring bylaws into conformity.
3. Obtain the signature of NJSAMSS President on local chapter bylaws document.
4. Copy signed document for NJSAMSS records and forward to NJSAMSS Webmaster for posting on the website.
5. Return original document to local chapter President or designee.
6. If no changes are to be made, local chapter bylaws will be submitted to the NJSAMSS Executive Committee every other year during the month of January.

NJSAMSS Policies and Procedures:tc "FAMSS POLICIES AND PROCEDURES" \l 2
1. Review the NJSAMSS Policies and Procedures at least annually and formulate necessary changes. 

MEMBERSHIP CHAIR

The position of the Membership Chair is not an elected office of the organization.  The Membership Chair shall be appointed annually by the President, in conjunction with the Executive Committee.  The Membership Chair shall serve as a member of the Executive Committee with vote.  The Membership Chair is responsible for membership recruitment and retention, for analysis of membership profiles and needs, and development of membership services.

The duties and responsibilities of the Membership Chair shall be to:

1. Serve as Chair of the Membership Committee in accordance with the Association Bylaws.

2. Contact new members of NAMSS as membership lists become available for potential recruitment as Chapter and State members.

3. Conduct membership recruitment drives in conjunction with each Member-at-Large for their region.
4. Assist in the development of a membership marketing strategy for NJSAMSS in cooperation with the NJSAMSS Executive Committee.
5. Perform other duties as may be necessary to coordinate and advance the Association’s
      mission.

At the conclusion of Office: 
Forward all records necessary for continuity of office to the succeeding officer.

6) VOLUNTEER AWARDS AND RECOGNITION
NJSAMSS is committed to recognizing volunteers who fulfill and exceed their responsibilities as well as rewarding volunteers for their extraordinary performance.  The purpose of this program is to ensure initiatives have been designed and implemented to make reward and recognition simple to administer and easy to track.  The nominating procedure and awards available are described below.
NJSAMSS VOLUNTEER AWARD
The NJSAMSS Volunteer Award has been established to recognize a member of NJSAMSS, for their outstanding volunteer contributions to the Association. 

NJSAMSS MENTOR AWARD
The NJSAMSS Mentor Award has been established to recognize a member of NJSAMSS for their exceptional mentoring efforts. 

Procedure:

The NJSAMSS Executive Committee will present the Volunteer Award and Mentor Award at the business meeting held during the NJSAMSS Annual Education Conference.  

1.  
The Membership Committee will disseminate a Volunteer Award Nomination Form (attachment B) calling for nominations in January.  Nominations must be returned by March in time for consideration at the NJSAMSS Annual Education Conference.  

2.  
A NJSAMSS member may nominate candidate(s) for an award by submitting a nomination form and/or a narrative (not to exceed 500 words), including the following information:

a. Nominee’s  name, organization and position name;

b. Nominee’s mailing address, phone number, fax number and e-mail address;

c. Description of nominee’s contributions to the local chapter, NJSAMSS, and/or NAMSS.

3. It is the responsibility of the individual submitting the nomination to ensure it is completed and submitted within the time frame designated on the NJSAMSS Volunteer Awards Nomination Form.

4. Once submitted, all nominations become the property of the NJSAMSS Membership Committee and will not be returned.  NJSAMSS reserves the right to reprint the nomination in NJSAMSS publications and/or on the NJSAMSS website.

5.  
The Membership Committee will evaluate all nominations submitted and determine which nominee will be chosen for the awards.

The following criteria may be considered:
· Years of membership

· Committee Service

· Leadership skills

· Dependability

· Contribution(s)

· Initiative

If agreeable, winners will have their photo posted on the NJSAMSS website, and or published in NJSAMSS publications.

7) HISTORIAN

It shall be the responsibility of the Historian to maintain the history of the organization for reference purposes.

The Historian will be appointed for a two-year term by the President. The incumbent may be re-appointed for consecutive terms.

The duties of the Historian include, but are not limited to, the following:

1. Collaborates with the Executive Committee to collect or maintain records of interest to NJSAMSS.  

2. Assists the Executive Committee with projects to highlight NJSAMSS' history for 

      special events and/or Association milestones.

3. Accepts assignments related to the gathering and reporting of NJSAMSS’ history. 

8) NEWSLETTER EDITOR

The position of Editor of the NJSAMSS newsletter is not an elected office of the organization.  The Editor shall be appointed annually by the President, in conjunction with the Executive Committee.  The Editor shall serve as an ex-officio member of the Executive Committee with voice but without vote.

The duties of the regional Newsletter Editor shall include, but are not limited to, the following:

1. Compile items and articles to be considered for inclusion in the newsletter.  Membership is encouraged to submit materials of interest for this publication.

2. Review articles compiled and make decision for inclusion in the newsletter.  Any “tear-off” sheet (survey, questionnaire, etc.) will be included as the final page.

3. Make every effort to assure that information is accurate and is presented in a professional manner.
4. Type the newsletter and prepare for e-mailing to the Chapter Presidents for dissemination. 
5. Follow the process for publication as outlined in the attached policy and procedure.

9) NEWSLETTER POLICY & PROCEDURE

Policy:
1. It shall be the policy of the NJSAMSS that the Association Newsletter is a document to further education and networking of its membership.

2. Editorials will be clearly defined.

3. Opinions expressed by authors and published in the Association Newsletter are their own and do not represent the Association, not imply endorsement or approval by the NJSAMSS.

4. Acceptance of advertising in the newsletter does not constitute endorsement or approval y NJSAMSS of the products or services advertised.  NJSAMSS reserves the right to refuse any advertising.

Procedure:
1. The Newsletter shall be published on a bi-annual basis by the Editor.  The draft of the Newsletter must be reviewed by the Editorial Committee, which consists of the President, President-Elect, and Immediate Past President, prior to publication.

2. The Editor is responsible for obtaining articles and information from the Executive Committee and the membership for publication in the Newsletter.

3. The Editor is responsible for compiling and publishing the information supplied.

4. Supplies and postage utilized in the publication of the Newsletter will be reimbursed to the Editor upon submission of the appropriate expense form and receipts to the Treasurer.

10) WEBMASTER
The Webmaster is responsible for maintaining the NJSAMSS Website.

The duties and responsibilities of the Webmaster shall include, but not be limited to:

1. 
Work in conjunction with the membership to create and maintain a professional website that provides useful and timely information and resources for NJSAMSS membership.   This includes:

a. Elicitation of ideas and suggestions for improvements,

b. Monitoring of links to ensure currency,

c. Monitoring of forums and resources for appropriateness and timeliness of information,

d. Assist with updating of membership section.

e. Assist with posting of information supplied by Secretary and Newsletter Editor.

f. Assist with posting of information as requested by the Board.

2. Provide e-mail notices to NJSAMSS membership on additions, changes, etc. to the website.

3. 
Perform other duties as may be necessary to coordinate and advance the mission of NJSAMSS.

At the conclusion of Office: 
Forward all records necessary for continuity of office to the succeeding officer.

11) CONFERENCE COMMITTEE CHAIR

The NJSAMSS President-Elect shall serve as Conference Committee Chair.  The Chair shall submit reports to the Executive Committee on behalf of the Committee.  The Committee is expected to meet as necessary to plan education conferences and ways to meet the educational needs of NJSAMSS.  The NAMSS Host Chapter Conference Committee functions only when the NAMSS Annual Education Conference is scheduled to be held in New Jersey; the President-elect chairs the NAMSS Host Chapter Conference Committee and is the point of contact with NAMSS for all arrangements.  The President-elect is expected to attend all planning meetings as requested by NAMSS.  

Other responsibilities of the Conference Committee Chair are as follows:


1.  Call and preside at all Conference Committee meetings.
2.  Participate in the development of the annual budget for NJSAMSS Educational programs.

3.  Serve as the official spokesperson for the Conference Committee.


4.  Serve as the conference coordinator for all NJSAMSS Education Conferences.
5.  Review results of the annual needs assessment with the Executive Committee and Conference Committee.

6.  Introduce all speakers at educational conferences.
12) CONFERENCE COMMITTEE 

The Conference Committee shall be chaired by the President-Elect and comprised of the Executive Committee and other volunteer members.  Local chapter presidents are expected to either serve on the committee or delegate this responsibility to a representative from their chapter.  The Committee shall have the responsibility of planning education conferences and assign Committee Member(s) responsibility for:

1. Selecting a convenient location for the conference that will provide lodging, food service and audiovisual equipment.

2. Contacting and arranging for speakers on pertinent topics and make all arrangements for travel, lodging and other speaker requirements;

3. Sending confirmation, follow-up and thank-you letters, including tabulated program evaluation to speakers.

4. Design the educational conference brochure and distribute to all NJSAMSS members, other hospitals in the State of New Jersey, NAMSS members in New Jersey, the Northeast Regional Representative and all Northeast Region State Presidents.

5. Request CE credit through NAMSS as soon as program content is defined and brochure is available for submission with application for CEU hours.

6. Arrange with conference site for block of hotel rooms and select menu for meals/breaks.

7. Work closely with the Treasurer regarding registration for the conference and all conference expenses.

8. Prepare material for packets to be distributed at the conference.

9. Arrange for name tags for attendees at conference.

10. Tabulate all program evaluations and distribute to Executive Committee members for assistance with future conference planning

The Conference will be arranged by the following Sub-Committees:
1. 
Facilities

2. 
Speaker Recruitment
3. 
Vendor Recruitment
4. 
Brochure/Agenda Development and evaluation
6. 
Registration 


Facilities 
1. 
Contact selected site for conference (The Executive Committee must approve all arrangements with the site to include contract negotiations for room guarantees, complimentary rooms, food and beverages, etc.)

2. 
Coordinate site setup

a. 
At least eight (8) weeks before event, and not later than four (4) weeks before conference, meet with hotel sales and catering, or with conference site personnel to arrange conference room details.  
b. 
Conference room layout (round tables; classroom style; theater style, etc.)
c. 
Identify location of registration tables
d. 
Identify location of vendors; electricity and internet access for vendors - Obtain number of vendors and their electricity needs from person responsible for Vendor Recruitment.
e. 
Identify location of meal breaks
f. 
Identify location of snack breaks
g. 
Location of room for committee and/or board meetings and for storage
h. Choose menus for all conference functions
3.   At pre-arranged date with hotel (usually 72 hours prior to event), confirm the number of conference attendees in order to have appropriate number of table and chairs in conference rooms, and to confirm meal numbers. 
4.  Within 24 hours of conference, or at time agreed upon with hotel or conference site personnel, confirm the arrangements.

a. Is the registration area in place?
b. Is the vendor area ready?
c. Is the conference room arrangement correct?
d. Is the “reader board” in the hotel lobby correct?  (Reader board advertises the conference event and identifies the conference rooms.)
e. Arrange for message board
f. Audiovisuals for each speaker available?
g. Arrange with site to hang the NJSAMSS banner


Speaker Recruitment:

1. Select speaker(s) in conjunction with Education Committee.

2. Contact speaker by phone to secure acceptance to speak.

3. Travel expenses will be reimbursed according to the NJSAMSS Travel Policy.  (No expenses for family or friends accompanying speaker will be reimbursed.  No personal expenses (bar tabs, movies, massages, etc.) will be reimbursed.  Reasonable meal expenses will be reimbursed upon receipt.)

4. Confirm in writing the agreed upon honorarium, travel, lodging and meal expense arrangements and provide a copy of the NJSAMSS Travel Policy and NJSAMSS Expense Report.

5. Request a current resume, audiovisual needs, presentation outline, arrival date and time, and any information that they would like to have published in the program.  Program information must be received no later than four weeks before the conference.

6. Forward copy of resume, outline and information to be published to Education Committee person responsible for CEUs, Evaluation Forms, and Brochure Development.

7. Forward AV needs (e.g. laptop and LCD projector, overhead, hand-held microphone or lavaliere, etc.) to Facilities Chair for hotel reservations and audiovisuals reservations.

8. Provide the introduction statement so as to be able to introduce the speaker.

9. At conference, function as liaison with speakers:

a. Greet speakers upon arrival
b. Give speaker a faculty badge, copy of Program Materials, and registration list
c. Ascertain if speaker has any additional needs (water, mints, etc.)
d. Request their meal and travel expense report be submitted within fifteen (15) days of conference date
e. Escort to conference room
f. Take expense report to NJSAMSS Treasurer who will draft an honorarium check and expense check
g. At conclusion of talk, escort speaker back to registration area
Vendor Recruitment 
1.  
Utilizing the program from previous year’s conference, write to prior vendors giving information about location and dates of the upcoming conference.
2. 
Forward a copy of returned registration forms to the Education Committee member responsible for Program Materials Development (for recognition in Program Materials of contributions).
3. 
Forward a copy of returned registration forms to Education Committee chair for exhibit setup at conference site.
4. 
Forward original registration form and check to NJSAMSS Treasurer.
5. 
Upon arrival to conference, function as liaison for vendors

a. Greet vendor upon arrival

b. Introduce yourself

c. Give vendor an exhibitors badge, copy of Program Materials and registration list

d. Ascertain if vendor has any additional needs (water, mints, etc.)

e. Promote vendor area to attendees; attempt to direct traffic towards vendors

f. At conclusion of conference, thank vendor for displaying and give tentative date for next conference.

6. Vendors with goods not related to Medical Staff Services may display and sell


these goods if not prohibited by the hosting conference facility.  



Promotional Brochure Development/Program Materials
1. No later than 6 months from conference date, prepare and distribute a notice (“Mark Your Calendar”) announcing the conference dates, location, theme and confirmed topics/speakers.

2. Obtain number of notices needed from NJSAMSS Membership Chair

3. Obtain estimate of printing costs from printer.  Payment has been accomplished in the past by the following methods: 

a. Pay for printing and submit receipt on a NJSAMSS Expense Report for reimbursement, or
b. Submit cost estimate to NJSAMSS Treasurer for generation of a check, (any expenses beyond estimate will have to be covered by the individual and reimbursement will be provided by NJSAMSS) OR

c. Ask printer to forward bill to you and you will forward to NJSAMSS Treasurer for payment.

4. 
No later than three (3) months from conference date, prepare and distribute a promotional brochure which contains the following information:

a. Program agenda with speaker names, topics and time of talks

b. Conference theme

c. NJSAMSS logo

d. Conference location and dates

e. CEU credit statement - obtain from person responsible for obtaining CEUs

f. Hotel information including name, address, room rates, reservations phone number, and deadline to make reservations.

g. Registration fees broken down by:

i. A daily rate
ii. Full conference rate
iii. NJSAMSS member vs. Non-member rate
iv. Workshop, prep course, etc. rate
v. “Early Bird” Registration
h. 
Registration form that can be detached and returned along with check to Secretary/Treasurer for tracking
5. Program Materialstc "Syllabus" \l 3
a. Program Materials should be placed on the NJSAMSS website one week prior to the conference date
b. Order of Program Materials:

i. Conference Agenda 
ii. Introduction page with Topic, Speaker’s name, Speaker’s title resume, handouts, outlines, etc. 

c. The NJSAMSS Business Meeting agenda and minutes from previous year's Business meeting 

Continuing Education Credits (CEUs), Evaluation Forms and Program Materials 

1. Obtain from individual responsible for Speaker Recruitment the resume, handouts, outlines or other materials provided by speakers. 
2. Obtain final program agenda from Education Committee Chair.
3. CEUstc "CEUs" \l 3
a. Complete NAMSS CEU form and forward to NAMSS as soon as all information has been received, but no later than 45 days before conference.
b. Once approved, NAMSS will forward CEU certificates

Registration
1. The Secretary/Treasurer shall receive conference registration forms/checks and will deposit all checks to the NJSAMSS bank account.
2. The Secretary/Treasurer will:

a. Log each registration into a database on a daily basis

b. Perform follow-up with registrants who have sent incorrect fees or failed to complete forms.
c. Keep the Conference Committee chair informed on a weekly basis of the number of registrants.
d. No less than 2 weeks before conference, notify individual in charge of Program Materials of the total number of registrants for printing.  Be sure to count all of the following:

i) Registrants

ii) Speakers

iii) Exhibitors/Vendors

3. Create name badges for each registrant, speaker and vendor.  Add Executive Committee. Conference Committee, Faculty/Speaker and Vendor ribbons as appropriate.  
4. Acknowledge NJSAMSS membership by sticker or label or pin on badge or on registration list.
5. Before conference, print final registration list with names, titles, address, phone and fax numbers. 
a. Make enough copies for distribution to all registrants, speakers and vendors.

b. Forward copy of list to person responsible for CEUs.

c. Print registration list(s) to use for checking in registrants.  These lists should signify if there are any funds owed so that these can be collected upon registration.

6. Set-up registration tables with designated areas for: 

a. sign-in sheets for each day;

b. name badges minus name badges of those owing fees (refer these individuals to the Treasurer);

c. Program Materials, goodie bags, door prize tickets, list of registrants;

d. bulletin board for messages and postings.

7. Man registration desk on main conference days during registration hours.
8. Expenses associated with badges, speaker ribbons, copying, etc. may be reimbursed using the NJSAMSS Expense Report.

Evaluation Forms
1. Prepare NJSAMSS Evaluation Form for each session and make enough copies for each attendee.
2. Distribute evaluations for each session and collect.
3. Tabulate results from evaluations for presentation at next Conference Committee meeting
13) NOMINATING COMMITTEE

The Nominating Committee will present a fully qualified Slate of Candidates for NJSAMSS officer positions.  The committee shall consist of the Immediate Past President and two members elected to the Committee by the Active membership.

The Nominating Committee shall:

1. Nominate officers to fill the elected NJSAMSS positions.  Candidates may be placed in nomination in any of the following ways:

a. Candidate may express interest in particular office(s)

b. Candidate may be nominated by an Active member

c. Each chapter may nominate candidates for each office

2.
Personally contact each candidate before their name is entered into nomination to:

a. Confirm interest and qualifications

b. Confirm commitment based upon Job Description of the office

c. Request submission of resume along with references from two health care professionals.

The Nominating Committee’s proposed Slate of Officers is forwarded to the Active membership at least 30 days before the distribution of ballots.  Write-in nominations are permitted, even after the formal Slate of Officers has been presented.  However, these additional nominations must be returned to the Nominating Committee prior to the issuance of the ballot.  If write-in nominations are received, the Nominating Committee will make personal contact with the nominee (see #2 above).  

If a candidate is unopposed, the slate is approved for that position and the candidate will be considered elected by the membership.

If a candidate is opposed, ballots are forwarded via mail or e-mail no less than 30 days following the distribution of the Slate of Officers.  Included with the ballot shall be 1) the Job Description for the office, and the 2) Candidate’s resume.

Ballots are to be completed and returned within the timeframe noted on the ballot which shall be no less than 15 days from the initial distribution of said ballot.    Election is by simple majority of the returned ballots.  Announcement of the results is made either at an upcoming Business meeting, by mail or email.

14) EXPENSE STATEMENT AND TRAVEL POLICY

NJSAMSS shall reimburse the President and President-elect for reasonable expenses incurred while attending the annual NAMSS Retreat for State Presidents and Presidents-Elect as detailed below.

Reimbursable Expenses

Travel – all travel is to be economy class.  Travel arrangements must be made as early as possible or no later than 14-21 days prior to travel to obtain the best rates available.  Transportation to and from the airport is reimbursable.  Attach all paid stubs from airline ticket, taxi, bus, etc. to the Expense Report.  Personal car mileage is reimbursed at a rate of 48.5 cents per mile.  Indicate the total number of miles driven when automobile mileage is claimed.

Hotel – attach the paid hotel bill to the Expenses Report.  Personal phone calls are not reimbursable.  Expenses during an extension of stay at the meeting site or travel to other locations for personal reasons are not reimbursable.

An Expense Report is used for requesting reimbursement.  Expense Reports are to be submitted to the NJSAMSS Treasurer no later than 10 working days after expense was incurred.  The following documents are to be attached to the Expense Report if a reimbursement is requested:

· Transportation ticket stub

· Paid hotel/lodging bill

· Receipts for parking charges

Internal Revenue Service’s regulations require that all reimbursed expenses are supported by the amount, time and place, purpose and NJSAMSS position.

All expenses shall be requested on the official NJSAMSS Expense Report (Attachment A) to the Secretary/Treasurer.

EXPENSE REPORT (Attachment A)
NAME: ___________________________________  POSITION: _______________________

ADDRESS: ________________________________ PHONE – home: ____________________

__________________________________________ PHONE – work: ____________________

TRAVEL EXPENSES

PURPOSE OF TRIP: ____________________________________________________________

DESTINATION: ____________________________________  DATES: ___________________

	EXPENSE
	DATE
	DATE
	DATE
	DATE
	TOTALS

	Airfare
	
	
	
	
	

	Taxi-Limo
	
	
	
	
	

	Mileage
	
	
	
	
	

	Parking
	
	
	
	
	

	Tolls
	
	
	
	
	

	Hotel
	
	
	
	
	

	                                                                                                   AMOUNT DUE
	


ADMINISTRATIVE EXPENSES

PURPOSE/STRATEGY _________________________________________________________

	DESCRIPTION
	AMOUNT

	Printing
	

	Postage
	

	Telephone
	

	Supplies
	

	Secretarial
	

	Workshop Honorarium
	

	Other (list)
	

	Total Reimbursable Expense:


COMMENTS: _________________________________________________________________

______________________________________________________________________________

[image: image3.png]



DESIGNEE FOR PAYMENT: ____________________________    

ADDRESS: ___________________________________________           

_____________________________________________________           

SIGNATURE: _________________________________________

DATE: _______________________________________________
NEW JERSEY STATE ASSOCIATION MEDICAL STAFF SERVICES
 (Attachment B)

ANNUAL VOLUNTEER/MENTOR AWARDS NOMINATION FORM

Submission Deadline is February 1

As a member of NJSAMSS, I hereby nominate the following member for the annual award indicated:

	 Nominee’s Name
	


	Check one:
	       ( Volunteer of the Year         ( Mentor of the Year         


Please refer to the enclosed eligibility criteria on the opposite side of the form.  If more space is needed additional pages may be attached.
Nominee’s Demographic Information

	Nominee’s Title
	

	Nominee’s Organization
	


Describe nominee’s efforts to support Local Chapter, NJSAMSS and/or NAMSS membership:

	

	

	

	


Describe nominee’s volunteer/mentoring efforts:

	

	

	

	


List nominee’s educational presentations and/or articles written:

	

	

	

	


This nomination is submitted by:

	Signature:
	Date:

	Printed Name:

	Organization:

	Phone:
	Email:
	Facsimile:


Nomination form may be returned to:NJSAMSS Membership Committee
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Check # _______________


Account ______________
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