VIRGINIA SOCIETY OF MEDICAL ASSISTANTS

ANNUAL STATE CONFERENCE GUIDELINES
(Revised 02/01/2014 by Conference Guideline Comm.)
These guidelines are intended to offer assistance and guidance to the conference Chairman/Vice-Chair for the annual conference.  Requests for clarification and suggestions for change are welcome to come before the VSMA Executive Board.
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Appendix A-D

Appointment of Conference Chair/Vice-Chair

The VSMA President and Executive Board shall decide upon a geographic conference site (Central, Western) at least two years in advance of the annual conference, if possible.  The VSMA President will appoint a Conference Chair and/or Co-Chairs who will present registration fees, meeting room rates and hotel room rates for the conference to the VSMA Executive Board at the February Board meeting.

The Chair/Co-Chairs shall be responsible for setting conference dates, choosing the hotel location, and developing registration details.  They will work with the Committee chairs to make sure that all is readied in ample time for the conference.  The theme of the conference is chosen by the Chair/Co-Chairs.

Conference Site 
The conference Chair/Co-Chairs shall select the town in the chosen geographic area for the conference.  Choice of location should be based on the following factors:

The hotel should have adequate space for educational sessions, Incoming President’s installation/reception, Executive Board meetings, exhibitors and hotel rooms for attendees.

Competitive bids should be obtained, whenever possible to ensure the best price and location.  Room rates need to be listed for single, double, triple and quadruple and include taxes and surcharges.  This will be printed on the registration form.

Hotels should be asked for incentives such as:

Complimentary rooms for special guests


Special pricing on meal functions that can include the use of meeting rooms at no cost 

· Use of hotel conference planner at no cost.

·  Hotel should be asked if VSMA can supply A/V’s, etc. to defray cost

Any complimentary features or special assistance by the hotel at no additional cost should be listed in the bid presented at the February VSMA Executive Board meeting.

Conference Dates
The VSMA conference shall be held a weekend in the spring, not to conflict with holidays.  As stated, the dates will be chosen by the Chair/Co-Chairs based on availability of hotels.  The dates will be presented at the February executive board meeting just prior to the annual meeting for approval.   The Chair/Co-Chairs will need to coordinate educational sessions, business and committee meetings, meal functions, exhibitor hours, social hours, AAMA representative session and free time by working closely with all committee chairs.

Contract
The Conference Chair should sign a contract as soon as all negotiations with the hotel are complete.  (See Financial Management)

Registration

Registration fees will be established by the Chair/Co-Chairs, to reflect the cost of meeting rooms, meal functions, socials, printing, mailings, speaker gifts, AAMA Representative room and gift, decorations, A/V’s, and the cost of meals for guests (such as speakers/exhibitors/member guests).  The Chair/Co-Chairs will set the cost of speaker honorariums.  Speakers should be secured gratis at every opportunity.

The registration fee should be substantial to cover cost and make a profit.  A registration cost should be established for member package, non-member package and student package as well as for individual day fees in each of those categories.  A cost should also be established for guests wishing to participate in meals only. (banquet, breakfast) Higher registration will be charged for non-member attendees.  No additional CEU fee will be assessed as AAMA will charge a fee when a transcript listing is requested for these sessions.

A deadline date for registration will be established as well as a fee for late registration.

The person performing installation of the Incoming President’s shall make the Chair/Co-Chairs aware of needed items and shall comply with the amount in the VSMA budget for this expenditure. The Incoming President’s chapter covers the cost of the President’s Reception.  Sometimes an employer of the Incoming President will wish to make a donation to cover the cost of installation.  This is an option that can be explored.  

Financial Management
The Conference Chair shall receive receipts for all monies spent and indicate approval on the back of the receipt.  All monies and receipts shall be sent to the VSMA Treasurer at frequent intervals during the registration period.  The conference chair shall present a final report of income and expenses at the August VSMA Board meeting. This report must be finalized between the Conference Chair and the Treasurer before a final report is presented.  The report shall list cost/expense for the following:


 Rooms
 A/V’s
 AAMA Representative 
 Speaker gifts


  Printing and copying
 Decorations

 Installation cost
The list of revenue should reflect:


 Registration fees
 Exhibitor fees
 Donations

If funds are needed for a hotel contract deposit, the conference chair shall contact the VSMA President for approval.  The President will contact the Treasurer and convey that approval.  The treasurer will issue the check and send it to the conference chair to be presented at the hotel for a receipt to be issued.

Refunds for registration cancellation will be issued at the discretion of the Conference Chair/Co-Chairs.  The Conference Chair/Co-Chairs should ask for a letter of explanation to accompany any refund request to provide documentation for the financial report.  The Treasurer will issue a check to the Conference Chair (made out to the refund recipient) and the Chair will return the check with a letter.

Each Committee Chair should be informed by the Conference Chair of the amount budgeted for the assigned task, and should be made aware that if they go over their budget, unless authorized by the Conference Chair, all costs become the responsibility of the Committee Chair’s Chapter.

Conference Packet

The Chair/Co-Chairs is responsible for putting together the conference packet.  It shall contain the Conference Rules, Minutes of the previous Annual Business meeting, Officers reports, Committee reports, and Conference Program.

Registration Packet
The registration packet should include the following:

 Name tag with registrant’s name, credentials, chapter

 Conference Agenda with speaker’s bio’s

 CEU registration sheet

 Meal tickets (if additional meals purchased)

 Materials about the area (points of interest, restaurants)

 Conference packet (Conference Rules, Minutes, Reports)

 Exhibitors/Donations Acknowledgement

Registration Forms
Registration forms should include (See Sample Appendix A)

 A listing of educational sessions and other events for the entire conference
 Hotel information including rates and a registrations telephone number.  Also

 a reminder that reservations are the member’s responsibility

 Breakdown of fees and what is and is not included (i.e. members package, non-members package, student package, individual registration, meals, guest meals, and late registration fee for those  received after the deadline)

 Registration deadline and date for which no refunds will be given

 Registration information such as name, credentials, address, phone, e-mail

 Designations as First Time Attendee,  Student. Etc

The registration form should be posted at on the VSMA website at least 30 days prior to the conference.

Committees

Committees are usually made up of volunteering chapters wishing to fulfill a particular task for conference.  The total number of committees utilized shall be at the discretion of the conference Chair/Co-Chairs.  Each committee chair should keep the conference Chair/Co-Chairs informed of their progress.   

Planning sessions that include the Conference Chair/Co-Chairs and all committee chairs should be held at each VSMA Executive Board meeting (August, November and February).  Contact should also be maintained by phone and e-mail as the need arises.

Registration Committee

This committee shall prepare the registration brochure for distribution at least 45-60 days in advance of the conference date.  The conference information/registration should be placed on-line to the VSMA website.  E-mail should be utilized as much as possible for sending notices of special interest to AAMA members.  The conference notice will be posted on the AAMA and VSMA website by either the President or Marketing Chair after collaboration with the Conference Chair/Co-Chairs and a copy forwarded to all VSMA Officers and Chapter Presidents.

The Chair of this committee will receive registration forms and monies.  An accurate list of registrants and meal functions will be kept.   Checks will be sent frequently to the VSMA Treasurer with the designation of “conference funds”.  Registration totals will be shared with the conference chair at frequent intervals.  The Registration Chair shall make frequent reports to the Conference Chair.

This committee will also be responsible for manning the registration booth at conference on Friday evening, Saturday morning and Sunday morning.   A count will be reported under each category as well as a total count at both the Executive Board and Annual Business meeting.

This committee will send acknowledgements to all attendees confirming registration has been received.

The VMSA Membership Committee will be invited to display VSMA/AAMA materials at the registration desk in order to introduce them and welcome any registered non-members in attendance and provide membership information.

Exhibit/Donation Committee
Vendors of products and/or services will be invited to exhibit at the VSMA Annual Conference. Their fee for exhibiting will be established by the Conference Chair/Co-Chairs with input from the VSMA Executive Board.  Every effort will be made by the Chair during hotel negotiations to secure enough space for a maximum number of exhibitors so that participation by conference exhibitors is developed to its fullest.  Scheduling lunch or a coffee break in the exhibitor area offers the greatest exposure to conference attendees.  Prospective exhibitors will be contacted at least six months in advance of the conference and should include those from the previous year.  All exhibitor names must be sent to the Printing and Advertising Committee 30 days prior to the conference date so that they can be listed in the program.  A sample exhibitor letter is attached as Appendix B.  

The Exhibit Chair and committee will assist vendors in setting up, see to special needs, and write thank you notes following the conference, to include an invitation to return for next year’s conference. Vendors are offer gratis meal if participating during a meal function.
The Chair should have already established a place with tables and electrical hooks ups with the hotel.  The Exhibit Chair will need to give the Conference Chair/Co-Chairs a final number of exhibitors to ensure adequate space and arrangements.  

The Exhibitor Letter of Invitation should include:

 Date and location of conference
 Information about VSMA and our goals

 The cost of exhibitor space

 The size of space (table, number of chairs, access to electricity)

 Date and time of exhibit (set up time)

 An invitation to a meal function if appropriate

 Deadline for response

 Request for a donation in lieu of exhibit space

Payment must be received with the completed exhibitor response.  A complimentary space may be awarded to a company, at the discretion of the Conference Chair, if the company provides services to the conference in excess of the exhibit cost, or if the company/entity is non-profit and their presence would benefit the VSMA (VMGMA, Trailblazers, AAPC).  Documentation must be made of the services provided.

Names of the companies and their representatives shall be obtained for listing in the Conference Program.  A copy of our program and a nametag shall be provided for each vendor.  A liaison shall be appointed to greet the vendors.

Door prizes from vendors will be encouraged.  

A variety of different vendors will be sought.

Donations should be solicited from area healthcare community groups such as hospitals, physicians, pharmaceutical companies and local chapters.  The Exhibits Chair should send a letter to possible donors with the conference information and request form.  Donors will be listed in the conference program.  See Appendix C for a sample letter.

Education Committee
This committee will obtain speakers with appropriate topics for the conference.  Recent topics should not be duplicated and current issues of interest to medical assisting are desirable.  Topics should include clinical, administrative as well as general topics.

The Education Committee is responsible for obtaining CEU approval from AAMA.  The speakers should be confirmed by January 1 so that the registration brochure can be finalized.  Speakers will be confirmed one month in advance and again one week prior to conference.  The Education Chair shall determine the A/V needs of the speaker and plan accordingly.  The Conference Chair or designee is also responsible for introduction of speakers and writing thank you notes following the conference.  They will also obtain and present a gift at the end of the presentation and extend an invitation to attend a meal function if appropriate.

Needs of speakers may be as follows:

 Laptop Computers for Power Point
 Overhead projector

 TV/VCR

 Duplication of handouts
 Microphone

 Podium
 Screen

 Laser Pointer
 Flip Chart/Easel/Markers

At the end of the sessions, this committee will collect the CEU forms and the Education Chair or designee will mail them to AAMA as soon as possible, at least within 30 days.  Copies of the CEU attendance forms will be retained until the credits are displayed on the AAMA transcript on-line listing for all attendees.

Advertising and Printing Committee
This committee shall have the conference program printed for distribution at the conference.  The brochure or flyer shall be of such quality as to accurately represent VSMA’s Annual meeting.  The possibilities of obtaining advertisers should be explored thoroughly.  This committee needs to check with the Conference Chair and other conference committees to make sure all pertinent information are included and correct (education, speakers titles and names, times, etc).  The program graphics should carry out the Conference theme.

The Advertising/Printing Committee shall actively market in the locale of the annual conference to provide maximum exposure and attendance to nonmembers.

The printed program should include:

 Agenda for each day

 Welcome from city and/or state official

 Welcome from Conference Chair, VSMA President and hosting Chapter President (space permitting)

 Brief CV on speakers

 List of sponsors and exhibitors

 List of donations

Welcome Party (optional)

This committee will plan and coordinate the Welcome Party. The Party is generally held after the VSMA Executive Board meeting on Friday but can be held earlier or during registration.  This is at the discretion of the Chair/Co-Chairs.  The Chapter sponsoring the party should seek sponsors or donations to cover the cost.  The Conference Chair/Co-Chairs will provide the Welcome Party Committee with the amount budgeted for the party and expenses must be kept within that budget.  If the committee goes over the budgeted amount, the cost becomes the responsibility of that committee (chapter).

All sponsors should receive an invitation to the party and thank you notes written after the conference.  The party should reflect the conference theme.  Committee members need to make sure things run smoothly and act as host/hostess.

Decorating Committee
This committee shall follow the theme for the conference and provide decorations for all functions within the budgeted amount set by the Conference Chair.    If possible, donations should be sought to cover the cost.  The committee is responsible for setting up the decorations at functions.  Names for thank you notes should be forwarded to the Conference Chair.

Procuring flowers/corsages for chapter Presidents is the responsibility of each chapter.  It is helpful if the Conference Chair has made arrangements with a florist for flowers to be available for purchase.  The cost and arrangements should be announced ahead of time.

Door Prizes Committee (optional)
The Chair and this committee shall gather, wrap and distribute door prizes.  They may seek donations from outside vendors or ask individual chapters for a specific number of prizes or cash.  No money is allotted from conference expenses to cover door prizes. Whether or not to have door prizes is at the discretion of the Conference Chair/Co-Chairs.

Meals

The number of meals covered in the conference registration is at the discretion of the conference Chair/Co-Chairs but must include the President’s Banquet and Sunday breakfast.  Other meals are optional.  A head table, decorated by the Decorating Committee shall be provided with appropriate seating for officers and guests.

Breaks
A coffee and/or soda break is generally scheduled for Saturday morning but it is at the discretion of the Conference Chair/Co-Chairs.  Attendees will not be charged an extra fee for breaks.  It is up to the Conference Chair/Co-Chairs as to the type of break and what is served.   It is suggested that the Chair/Co-Chairs solicit sponsors to cover the cost of the break.  

Ways and Means
Chapters are encouraged to pursue fundraising projects during the conference.  Tickets can be sold at breaks, before or in between sessions.  Drawing for the raffles will be done during breakfast on Sunday and winners must be present.  Tickets will continue to be drawn if a winner is not present and until all gifts are distributed.

AAMA Representative

The current VSMA President to the AAMA must submit a request by deadline to receive an AAMA representative for conference.  The assigned representative name will be sent to the President to be announced at the February VSMA Executive Board meeting.  AAMA will pay travel expenses for the representative but the VSMA will be responsible for a room for two nights, a hospitality gift from VSMA, and conference registration and all meals.  The Vice President will serve as hostess.  If the AAMA Rep is arriving by plane, someone must be designated to pick her/him up at the airport and return them on time for their flight.  This is the duty of the Vice President, unless designated otherwise by the President.

A time slot will be designated in the conference program for the AAMA Representative to speak to our membership.  The role of the AAMA Rep and extent of time allotted to speak will be determined by the VSMA President and Conference Chair.

Installation

The current VSMA Vice President will submit the name of her/his installing officer/person to the Conference Chair.  The installing officer/person must be someone affiliated with the healthcare field but not necessarily in AAMA.  A list of needs shall be provided to the Chair by April 1. (table, electrical outlet, tablecloth).  The cost of installation shall be an item in the conference budget.  The VSMA annual budget contains the amount appropriated for installation.  If costs exceed the budgeted amount, it will be the responsibility of the person who spends the excess amount.

Banquet
The Conference Chair/Co-Chairs with the VSMA President should coordinate the Parade of Chapter Presidents.  The Installation service for the incoming VSMA President should also be coordinated with the Conference Chair and installing officer/person.  An agenda should be prepared and shared with the Installing Officer and Incoming Officers.

President’s Reception
The incoming VSMA President’s chapter sponsors this reception and all costs are their responsibility.  A member of the President’s Chapter needs to be designated as a contact person with the Conference Chair.  The time of the function needs to be coordinated with the Conference Chair and is to take into consideration the wishes of the incoming President.

Appreciations

Letters of appreciation should be sent immediately following conference to sponsors, exhibitors, speakers and any other contributors.  The Conference Chair or designee is responsible to see that this is completed.  

Conference Records

The Conference Chair/Co-Chairs should turn over copies of all her records to the next Conference Chair to assist with planning of the next Annual Business Meeting.  All financial records should be given to the Treasurer at the conclusion of the conference.

APPENDIX A- SAMPLE CONFERENCE REGISTRATION FORM

Virginia Society of Medical Assistants

Theme

May 2-5, 20XX    Cavalier Inn, Charlottesville, VA 

Friday

6:00 – 9:00 pm. 
Registration

8:00

Committee Meetings/Executive Board Meeting

9:00

Welcome Party

Saturday

7:00- 7:45 am
Registration

7:45-8:00
Welcome/Announcements

8:00-9:00
1st Speaker

9:00-10:00
2nd Speaker

10-10:30
Break,  

10:30-11:30
3rd Speaker

11:30-12:30
4th Speaker

2:00-4:00
Executive Board Meeting

4:00-4:45
Meet with AAMA Rep

6:00-6:45
Incoming President’s Reception

7:00--

Banquet/Installation

Sunday

7:00-7:45
Registration

7:45-8:00
Announcements

8:00-9:00
Speaker 1

9:00-10:00
Breakfast/Raffles

10:00-11:00
Speaker 2

11:00-12:00
Speaker 3

12:00--

Announcements/Adjournment

Full Package(CEUs breaks, banquet, breakfast)
Saturday Only (CEUs, break, banquet)

Member

$75.00 _____


Member

$50.00  _____

Non-member
$95.00 _____


Non-member
$70.00  _____

Student

$55.00 _____


Student

$40.00  _____

Sunday Only (CEUs, Breakfast)

Extra Meals

Member

$40.00  _____

Sat. Banquet

$25.00  _____

Non-member
$60.00  _____

Sun. Breakfast

$18.00  _____

Student

$35.00  _____

All fees include CEU sessions. Registration Deadline is April 15, 20XX.  $10.00 late fee for all registrations received after April 15, 20XX.For reservations contact Cavalier Inn at 434-000-000.  Room rates are $65.00 for all rooms, plus tax.    Send registration to:  Chair Conference Registration and mailing address.
   Make check payable to: VSMA 20XX Conference
Name ______________________________________
Credential(s): ____________

Address:  _______________________________________________________________

Phone:  _____________________
E-mail:  _____________________

Chapter:  __________________________________

1st Time Attendee:  ______

Appendix B- Sample Exhibitor Letter

Virginia Society of Medical Assistants

August 25, 20XX
Dear Exhibitor:

The Virginia Society of Medical Assistants, an affiliate of the American Association of Medical Assistants, will be having its annual conference, May 2-5, 20XX at the Cavalier Inn  in Charlottesville, Virginia.  The Augusta Chapter will be the host for this event.

The American Association of Medical Assistants is a tri-level, non-profit organization of people who work under the supervision of a physician.  This includes those working in allied health fields.

We invite your company to exhibit in this statewide event.  A space, with an eight foot table and one chair will be provided at a cost of $_________.  Since spaces are limited, please respond as quickly as possible.  This is an ideal time for you to make contact with medical assistants from all across the state.  If you do not wish to exhibit, but would like to support our organization, a donation will be gratefully accepted and acknowledged to the attendees.

Exhibits need to be set up and ready for display on Saturday by 9:00 a.m. until 9:30 a.m. We do encourage door prizes.

Reservations are on a first come, first served basis.  The attached form should be completed and mailed no later than January 1, ------.

Sincerely,

Name of the Exhibitor Chair
Exhibitor Chairman 20XX Conference
Address
Work or Cell telephone numbers
Email: dh6@??????.com
_______  YES, our company would like to support the Virginia Society of Medical Assistants by exhibiting at the 20XX Conference.

Company:  ______________________________________________________________

Contact:     ______________________________________________________________

Address:    ______________________________________________________________

Phone:
      _____________________________   Email:  __________________________

Our check for $00.00 made payable to VSMA Conference is enclosed.  Please reserve us a space.  We will/will not require access to an electrical outlet for our exhibit.  We understand that we will receive a confirmation letter upon receipt of our check with details regarding setup dates and times.

________ NO, we are unable to exhibit at the VSMA Conference, however, we would like to support your organization and we have enclosed a donation.

_______$50.00
________$100.00
________ $150.00
_________ other

________, NO, we are unable to exhibit at the VSMA Conference, however, we would like to sponsor a coffee break.  Please let us know the cost.

________, NO, but please contact me at a future date regarding sponsorship.

Please make checks payable to:

VSMA Conference
Deadline for response January 1, 20XX
Name of the Exhibitor Chair
Exhibitor Chairman 20XX Conference
Address
Work or cell numbers:  

Email: dh6@??????.com
Thank you for your support of our Association

APPENDIX C- SAMPLE CHAPTER LETTER

DONATIONS/CHAPTER PRESIDENT CORSAGES

Augusta Chapter of Medical Assistants

January 26, 20XX
Dear Chapter President:

The Augusta Chapter is hosting the 20XX Conference to be held in Charlottesville, VA, May 2-5, 20XX.  This is the main source of income for the Virginia Society of Medical Assistants and we need your help.  We are asking you to contribute to help defray the cost of the conference.  Your donation will be appreciated and help keep our society on strong ground.

Corsages for each chapter President will be available for the banquet.  The cost of flowers for each chapter President will be $xx.00 and should be prepaid.  

You should make your checks payable to VSMA 20XX Conference and mail them to 

____________________ at _______________, Roanoke, VA, no later than April 1,20XX.

Thank you for your assistance in making the 20XX Conference the best yet!

Sincerely,

Name of the Conference Chair/Co-Chairs.
Virginia Society of Medical Assistants

Annual Conference Meeting Rules

1. The annual business meeting may be attended by all members.

2. The voting membership consists of members who hold proper credentials, which must be certified and reported to the conference by the Credentials Committee.  The President is responsible for obtaining an up-to-date roster for the annual meeting from AAMA.

3. The voting body shall be seated in the front of the room.  No voting member shall be seated after the business meeting is in session.

4. Motions may be voted upon and introduced only by members of the voting body.  All main motions are to be presented to the Secretary in writing and signed by the member making the motion.

5. The Timekeeper shall be appointed by the President.  It shall be his/her duty to notify each person when his or her time expires.

6. Each member shall be limited to two minutes of debate on each question.  No member shall speak for the second time until all others who wish to speak have been heard.

7. A member shall be recognized by the Chair before beginning debate.  The member should give their name, credentials and chapter.

8. When a member does not understand the question and needs clarification, he/she should rise to a “point of information”.
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