Excerpted from AMA Alliance Rules of Procedure for National Personnel – amended July 2006
Section 1.  Officers 
A.
General

National officers shall:  

1.
attend orientation and planning meetings as directed by the president and/or the executive director;


2.
serve as a national delegate to the Annual Session at the close of the year for which elected; 

3.
prepare an annual report of activities; and

4.
perform such other duties as are defined in the Bylaws, in these Rules of Procedure for National Personnel, and in the Rules of Procedure of the House of Delegates.
B.
President

The president shall:


1.
serve as an officer of the corporation;

2 
be the presiding officer of the Executive Committee, the Board of  Directors, 
and the Annual Session of the House of Delegates as provided in Article VI. 
Section 7. of the Bylaws, and shall preside at or designate a presiding officer 
for all other meetings under the sponsorship of the AMA Alliance;
3. be the spokesperson for the Executive Committee to the Board of Directors, and to the AMA Advisory Council, and to the AMA Board of Trustees;
4.
 be an ex officio member of all committees except the Nominating Committee;

5.
plan the programs for meetings with the assistance of the executive director, keeping the president-elect informed;

6. 
appoint for the House of Delegates Reference Committees, an Election Committee, 
and a Reading Committee as specified in the Rules of Procedure of the House of 
Delegates;

7. appoint special committees and individual appointees with the approval of the   Board of Directors or as the House of Delegates or Board of Directors shall direct;
8. 
appoint a Registered or Certified parliamentarian to serve at the Annual 
Session of the House of Delegates and such other AMA Alliance meetings 
as the president deems necessary;
9. 
designate members of the Membership Services Speakers Bureau to attend 
meetings; and
          10.
approve and authorize all committee meetings.

C.
President-elect

The president-elect shall:

1. serve as an officer of the corporation, and an active aide to the president;
2. perform the duties of the office of president in the absence of the president;

3.
serve as president if there is a vacancy in that office as provided in Article 
VIII. 
Section 3. A of the Bylaws;

4. 
be an ex officio member of all committees except the Nominating Committee; 

5.
adhere to the following guidelines in making appointments for the ensuing year: 


a.
travel to AMA Alliance headquarters at the earliest convenience following the meeting of the Nominating Committee to appoint standing and advisory committee chairs and members;



b.
consult and seek the advice of members of the Board of Directors before making appointments;



c.
consider recommendations for appointments from the Nominating Committee, if offered;

d. 
select appointees for chairs and members of Standing Committees and 
Advisory Committees with consideration for state representation as well as 
expertise;



e.
use biographical profiles of potential candidates for national office for the past three years, including any recommendations from the past three Nominating Committees;



f.
contact the current Executive Committee for consultation when the list of proposed appointments is complete;



g.
invite each appointee to serve;



h.
arrange for a recorded message to be placed on a designated telephone number at AMA Alliance headquarters when all appointees have been contacted to inform them of those appointed or who will be serving on national committees.  The designated telephone number will be given to each appointee;



i.
arrange for written confirmation of the appointments to be sent to the Board of Directors from AMA Alliance headquarters when all appointees have been contacted; and



j.
arrange for written confirmation of the appointment to be sent from AMA Alliance headquarters to each appointee.


6.
present plans for the ensuing year to the Board of Directors for approval;


7.
be informed on plans and assist the president in presenting the programs for meetings; and
8.
preside at the Orientation Session for National Personnel for the ensuing year.

D.
Secretary

The secretary shall:


1.
serve as an officer of the corporation;


2.
have the assistance of AMA Alliance headquarters staff in the preparation of all minutes; 


3.
record the time of opening, names of those present, names of those absent, motions made and by whom, disposition of motions, relevant discussion, and time of adjournment of each Executive Committee, Board of Directors, and House of Delegates meeting, and maintain a record of proceedings of the above listed entities,


4.
serve on the Finance committee; and


5.
serve as chair of the Health Awareness Promotion (HAP) award committee.
E.
Treasurer

The treasurer shall:


1.
serve as an officer of the corporation;


2.
chair the Finance Committee;


3.
review and be responsible for all financial statements, including balance sheets, statements of revenue, investment/income summaries, and budget/expense comparisons;


4.
be responsible for the disbursement of money upon written order according to the Financial Policies and Procedures;


5.
present a report of financial matters at all meetings of the Board of Directors and to the House of Delegates;


6. 
ensure the submission of the accounts for audit to a Certified Public Accountant designated annually by the Board of Directors; and 


7. 
be bonded and  

8.
have the assistance of AMA Alliance headquarters staff in administering the Financial Policies and Procedures.

F.
Immediate Past President


The immediate past president shall:


1. chair the Nominating Committee; 


2. chair the Strategic Advancement Advisory Committee;

3. serve on the Bylaws Committee;


4. serve on the Health Awareness Promotion (HAP) award committee;

5. serve on the Legislative Education Awareness Promotion Award (LEAP) committee; and


6. serve when requested to do so by the president or the Board of Directors.

G.
Directors

1.
Duties



The directors shall:

1. a.
serve as officers of the corporation; 

b. 
work with state, county and component Alliances in regions of 


the country to be assigned annually;




c.
field questions, problems, concerns, ideas, and requests from county 
and state Alliance presidents and relay them to the AMA 
Alliance president and/or executive director;




d.
encourage the development and organization of state and county 
Alliances to expand the scope of the national organization;




e.
communicate with state presidents and presidents-elect in assigned 
states and selected county and component Alliance presidents in 
assigned states.;


f. 
attend state, county and component Alliance meetings as 



requested and assist with program/project development; 



g.
ask state presidents to encourage county Alliances to utilize the 
Membership Services Speakers Bureau;




h.
encourage teamwork between state and county Alliances and 
Medical Associations;




i.
promote interaction with Leadership Development Conference 
participants to ensure maximum exchange of information between 
county, state, and national leaders;




j.
keep the Board of Directors aware of activities as requested and appropriate through a written report submitted to AMA Alliance headquarters prior to each board meeting and an oral report during each board meeting;




k.
be knowledgeable in all areas of AMA Alliance programming and 
policy, promoting the programs and policies to state presidents and 
urging state presidents to promote the programs and policies to state 
and county leaders; and




l.
act as liaisons between committee chairs and state presidents as 
requested.


2.

Regions of Assignment



a.
The president-elect, in consultation with the president and AMA Alliance headquarters staff, shall be responsible for deciding which states will be grouped together to form a region of assignment for each director, taking into consideration:




(1)
equal distribution of workload among the directors, with each area of assignment including states with varying membership sizes;




(2)
continuity of areas of assignment when directors serve for more than one year, providing that no directors have the same states for more than two years; and

(3) varying the states that make up each region of assignment from year to year, so that states constituting a region of assignment in one year will not necessarily be grouped together in ensuing years.



b.
The regions of assignment shall be approved annually by the Board of Directors.



c.
These guidelines for directors' areas of assignment shall be reviewed annually by the Executive Committee.

Section 2.  Board of Directors

A.
Duties


The Board of Directors shall:

1.
study, deliberate, and carry out the mandates and policies of the AMA Alliance 
as determined by the House of Delegates;

2.
have authority to take action on behalf of the AMA Alliance in accordance with these Rules of Procedure, including policies for the organization on an emergency basis when the House of Delegates is not in session;

3.
manage the property and direct activities of the AMA Alliance, subject to the 
provisions of the Bylaws and resolutions and enactments of the House of 
Delegates;

4. be responsible for the financial integrity of the AMA Alliance;

            5.         approve a budget for the ensuing year;

            6.    
appoint a Certified Public Accountant annually to audit the books of the AMA
                         Alliance;

7.         approve all appointments;

8.         approve times and places of meetings sponsored by the AMA Alliance;

9.         fill vacancies in elective offices as provided in Article VIII, Section 3 of the 

            Bylaws;

10.      report to the House of Delegates concerning its activities of the past year; and

11.      be authorized to elect officers if the Annual Session of the House of

           Delegates is cancelled due to emergency conditions.

Section 3.  Executive Committee
A. 
Duties

The Executive Committee shall:
1.
transact all business requiring action between meetings of the Board of 
Directors;

2.
report committee actions to the Board of Directors for ratification; 

3.
perform such other duties as may be provided for in the Bylaws, in these Rules of Procedure for National Personnel, and in the Rules of Procedure of the House of Delegates or by delegation from the Board of Directors.; 


4.
review the guidelines for the Directors Regions of Assignment annually; 

5.
give consultation to the president-elect in the selection of appointees for the ensuing 
year (see Section 1. C. 6. f of these Rules);


6.
provide names of nominees, who shall be members of the AMA Alliance, when requested by the AMA for possible service on committees established by the AMA, or on boards or organizations established by the AMA or organizations which the AMA has the right to appoint board members.  The determination of which names to provide shall be made at a meeting of the Executive Committee, which may be held by means of a conference telephone call; and

7.
serve as the Advisory Board to the official publication.

C.
Bylaws Committee

1.
Goals and Duties


The goals of the Bylaws Committee are  to serve as a fact finding and advisory 


committee on matters pertaining to the Bylaws and recommend any changes



deemed appropriate for action by the Board of Directors. The duties of the 



Bylaws Committee are:



a.    
to review annually the following documents, report results of the review and recommend any changes deemed appropriate for action by the House of Delegates.
1.) Bylaws
2.) Policies
3.) Rules of Procedure for the House of Delegates;
and review the Rules of Procedure for National Personnel and recommend any changes deemed appropriate for action by the Board of Directors


b.
to work with legal counsel and with the AMA Alliance Parliamentarian to develop appropriate wording of proposed amendments to the Bylaws, Policy, Rules of Procedure of the House of Delegates and Rules of Procedure for National Personnel; and




c.
to review state and county Alliance Bylaws as requested and create and update a Bylaws standardized form for adaptation by state and county Alliances.


2.
Chair


The Bylaws Committee chair shall:



a.
consult with the incoming president to determine the most effective operating procedure for the committee;



b.
serve as a member of the Board of Directors and attend board meetings;



c.
act as liaison between the committee and the Board of Directors;



d.
keep the Board of Directors aware of the committee's work through a written report submitted to AMA Alliance headquarters prior to each board meeting and an oral report and any recommendations during each board meeting as requested;



e.
participate in committee and other meetings as directed by the president or the Board of Directors;



f.
participate with other Standing and Advisory Committee chairs as requested;



g.
keep the president and executive director informed of all committee  plans, activities, and recommendations;



h.
work with a AMA Alliance headquarters staff liaison;



i.
serve as a national delegate to the Annual Session at the close of the year for which appointed;



j.
present a report to the House of Delegates, with any proposed amendments to the Bylaws Rules of Procedure of the House of Delegates; and/or Policy;
k. prepare the committee's annual report and present report to the Board of Directors with proposed amendments to the Rules of Procedure for National Personnel; and

l.
when presenting proposed amendments to the House of Delegates, request authorization by the House of Delegates to correct article and section designations, punctuation, and cross-references, and to make such other technical and conforming changes as may be necessary to reflect the intent of the membership in connection with the proposed bylaw amendments considered at the AMA Alliance Annual Meeting.


3.
Committee Members



Members of the Bylaws Committee shall:



a.
work under the direction of the chair; and



b.
review the Bylaws, Rules of Procedure for the House of Delegates, Rules of Procedure for National Personnel, and Policy and discuss proposed changes at committee meetings.


4.
Staff Liaison



A member of the AMA Alliance headquarters staff shall be appointed as the committee's liaison to assist in implementing the committee's work, including:



a.
preparing agendas for committee meetings for the approval of the chair;



b.
taking minutes of committee meetings;



c.
preparing an annual report on Policy, and such other reports as the committee requests;



d.
preparing amendments to the Bylaws, Rules of Procedure for the House of Delegates, and Rules of Procedure for National Personnel and Policy as the committee requests; and



e.
performing other services as requested by the chair and/or the president.

D.
Finance Committee

1.
Goals and Duties


The goals and duties of the Finance Committee are:



a.
to oversee the financial operation of the AMA Alliance; 


b.
to prepare and submit a proposed budget to the Board of Directors; for adoption by the Board of Directors before presentation to the House of Delegates.


c.
to research the need for a dues increase tied to the CPI (Consumer Price Index) each year as part of the budgeting process and report findings and any recommendations for consideration by the Board of Directors with their review of the fiscal year budget proposal;



d.
to present the approved budget to the House of Delegates to ensure they are fully informed. 

2.
Chair



The Finance Committee chair shall:



a.
act as liaison between the Board of Directors and the committee;



b.
review all financial statements with the committee;



c.
adhere to the Financial Policies and Procedures in administering the finances;



d.
keep the Board of Directors aware of the committee's work through a written report submitted to AMA Alliance headquarters prior to each board meeting and an oral report during each board meeting;



e.
participate with other Standing and Advisory Committee chairs as requested;



f.
keep the president and executive director informed of all committee plans, activities, and recommendations;



g.
work with a AMA Alliance headquarters staff liaison;



h.
report to the House of Delegates on the committee's work; and



i.
prepare the committee's annual report.


3.
Committee Members



Members of the Finance Committee shall:



a.
work under the direction of the chair;



b.
meet prior to the Annual Session to prepare a proposed budget for submission to the Board of Directors for approval prior to its presentation to the House of Delegates;



c.
consider the current year's budget compared to, actual revenue and expenses, financial considerations, and socioeconomic factors and forecasts in preparation of the budget;



d.
recommend withdrawal of funds from the fund balance (reserve) when receipts have fallen below average or when unusual or heavy expenditures are foreseen;



e.
review AMA Alliance headquarters staff salaries at the meeting prior to the Annual Session, relative to AMA staff salary information for positions of similar responsibility; and



f.
review the Financial Policies and Procedures and make recommendations to the Board of Directors for amendment when necessary.

4.
Staff Liaison



A member of the AMA Alliance headquarters staff shall be appointed as the committee's liaison to assist with the committee's work, including;



a.
preparing agendas for committee meetings for the approval of the chair;



b.
taking minutes of committee meetings;



c.
updating the Financial Policies and Procedures at the direction of the committee;



d.
preparing and distributing financial statements to include a statement of financial position, statement of activities, cash flow statement, and a budget/expense comparison; and



e.
performing other services as requested by the chair and/or the president.

A. Integrated Marketing Communications (IMC) Advisory Committee

1. Chair

The Integrated Marketing Communications (IMC) Advisory Committee chair shall:

a. consult with the incoming president to determine the most effective operating procedure for the advisory committee;

b. serve as a member of the Board of Directors and attend board meetings;

c. act as liaison between the committee and the Board of Directors;

d. keep the Board of Directors aware of the committee’s work through a written report submitted to AMA Alliance headquarters prior to each board meeting and an oral report during each board meeting;

e. participate in committee and other meetings as directed by the president or the Board of Directors;

f. participate with other Standing and Advisory Committee chairs as requested;

g. keep the president and executive director informed of all committee plans, activities and recommendations;

h. work with the AMA Alliance headquarters staff liaison;

i. prepare written report for the House of Delegates on the committee’s goals and achievements; and

j. prepare the committee’s annual report. 

