TMA-MSS Chair Action Plan

____________________________________________________

NOTE:  Deadlines provided are general because meeting dates are subject to change from year-to-year.  For specific deadlines contact Section Coordinator.

March/April/May
· Running for Chair

· Submit materials to run for TMA-MSS Chair to the Section Coordinator, including: curriculum vitae and personal statement. (Materials are due April 15)
· Converse with your school administration and ensure they will be supportive of your state leadership position. It’s a good idea to give them a heads up on which weeks/weekends you’ll possibly need excused absences for conferences. 
· Formulate Goals and Vision for the next year, if elected Chair.

· Prepare a candidate speech.

· Campaign for TMA-MSS Chair position.
· Attend TexMed
· Attend MSS Business Meeting and get elected! (NOTE: term of office begins at the conclusion of TexMed and is completed at the end of the following year’s TexMed meeting.)

· Once Elected as Chair

· Subscribe to all TMA and AMA-MSS list-serves.
· Make reservations and plans to attend the AMA Annual meeting in Chicago in June. If elected to Chair, send a message on the MSS list serve introducing yourself to Texas students and outline your goals and vision for the coming year. 
· Request/confirm days off for required meetings with student dean, course coordinators, etc.
· Schedule a 1:1 with the outgoing chair to go over the expected duties, responsibilities, lessons learned, etc. 
· Schedule a 1:1 with section coordinator to go over resources available for the year and to establish a working relationship for the year ahead.
June

· Confirm with Section Coordinator that former EC officers have been removed from the MSS Executive Council list serve.

· Onboard the new EC officers and hold a planning/brainstorming meeting to go over responsibilities and set the vision for the board for the year. Plan to meet 1:1 with each officer to get a sense of their personal goals, availability including personal or professional events, and plans for the year. 
· Attend the AMA-MSS Annual Meeting in Chicago if possible. Work with section coordinator to secure funding if that is an issue. 
· Meet with leaders within AMA Region 3 who are Texas students and identify any possible topics or issues to work together on over the year. We recommend holding periodic 1:1 calls with the AMA MSS Region 3 chair or having a direct line of communication to ensure that TMA MSS is aware of any AMA MSS opportunities, and vice versa. 

· Send monthly update to MSS list serve (copy EC list serve) after the AMA meeting.  Notify the MSS of salient points from the meeting.

· Coordinate with the EC to find a time in July to start planning Fall Conference MSS Activities. Since most medical students are fairly busy, it’s good practice to send out when2meet or lettucemeet polls 1-2 weeks ahead of time to find a time that (hopefully) works for everyone! 
July

· Contact Chapter Presidents, reminding them to begin plans for recruiting, if they have not already done so, including letters to incoming students, speakers, prizes, etc.

· Hosting a meeting for chapter presidents/leaders or zoom office hours may be beneficial as many chapter leaders are also learning about TMA for the first time while trying to lead!

· Begin making travel arrangements and confirm dates for Fall Conference.
· Send monthly update to MSS list serve (and copy EC list serve).
· Include updates on Fall Conference 

· Work with Vice Chair and TMA staff to begin making plans to visit schools during orientation days/week if requested. 

· Assist Vice Chair on each chapter’s summer MS1 recruitment activities follow-up.

· Check in with each EC member and help them with any of their ongoing projects. 

· Reporter – publication projects, maintaining GroupMe/Facebook communications, etc

· Co-Chairs – calendar for the resolution cycle and plans to update the resolution process for the year

August

· Attend necessary chapter orientation events as planned and continue to check on recruitment efforts.  

· Send a reminder to chapter officers and encourage them to plan ahead for their fall (and spring) events, for example: membership drives, brown-bag luncheons, speakers, public health and service projects (Note the official TMA, AMA and MSS projects for the year), etc.

· It may be helpful to hold a meeting to specifically go over this via zoom or send pre-recorded/pre-written materials. 

· Send monthly list-serve update to MSS (copying EC list-serve)

· Chair TMA-MSS Executive Council conference call.

· Send e-mail message to all chapter presidents. Remind them of the upcoming Chapter Presidents meeting at TMA Fall Conference, and suggest to them that they send an e-mail announcement about the upcoming meeting to chapter members, and encourage them to submit a list of people that may be attending TMA Fall Conference from their chapter to the Section Coordinator.  Remind them to submit chapter reports to Section Coordinator.

· Prepare Chapter Presidents, Executive Council, and Business Meeting agendas for Fall Conference and submit to Section Coordinator (due 1 week before meeting).

· Put together slide deck for Fall Conference and ask EC members to collaborate to update the slides.

· Before TMA Fall Conference, confirm with TMA Delegate Co-Leaders that they are planning their resolution timeline. 

September

· Attend the TMA Fall Conference. 

· Chair TMA-MSS Chapter Presidents meeting

· Chair TMA-MSS Executive Council meeting

· Chair TMA-MSS Business Meeting (Vice Chair presides over parliamentary procedures)

· Prepare minutes from September Chapter Presidents meeting and send a copy to Section Coordinator (due 30 days after the meeting).

· Send monthly update to MSS list serve (copying EC list serve) listing salient points from the recent meeting.

· Work closely with TMA Delegate Co-Chairs to distribute information about upcoming resolution cycle. 

October

· Minutes from TMA Fall Conference meetings are due to Section Coordinator.

· Send monthly update to MSS list serve (copying EC list serve).

· Begin making reservations/plans to attend the AMA Interim meeting, if possible.

November

· Attend AMA Interim, if possible.

· Send monthly update to MSS list serve (copy EC list serve) reminding members of the AMA Interim meeting and note important items on the agenda.

· Meet with EC and Texas officers/delegates at the conclusion of the AMA meeting to gather feedback and ideas for improvement to discuss at MSS Executive Council meeting in January.
· You are now approximately halfway through with your term!  Look at your goals and vision for the TMA-MSS and assess progress and make necessary adjustments.

December

· Attend TMA Advocacy Retreat, if possible.

· Send monthly update to MSS list serve (copy EC list serve) after the AMA meeting.  Notify the MSS of salient points from the meeting.

January

· Chair the TMA-MSS Executive Council conference call.

· Begin making travel arrangements and confirm dates for Winter Conference.
· Send e-mail message to all chapter presidents. Suggest to them that they send an e-mail announcement about the upcoming meeting to chapter members, and encourage them to submit a list of people that may be attending Winter Conference from their chapter to the section coordinator.  Remind them to submit chapter reports to the section coordinator.

· Prepare Executive Council, Business Meeting, and Leadership Training agendas for Winter Conference and submit to Section Coordinator (due 1 week before meeting).

· Send monthly update to MSS list serve, encouraging interested TMA members to run for EC positions at Winter Conference (note deadlines for submission of materials, positions to be elected, etc.).
· Coordinate with TMA staff plans and details of MSS Leadership Training.
· Attend the TMA Winter Conference. 

· Chair TMA-MSS Executive Council meeting

· Chair TMA-MSS Business Meeting (Vice Chair presides over parliamentary procedures)

· Attend MSS Leadership Training during Winter Conference 

· Send monthly update to MSS list serve after Winter Conference (copying EC list serve), listing salient points from the recent meeting.

March/April (Depending when TexMed falls)
· If possible, attend AMA Leadership Conference (March).  It is not a required meeting and is not a voting meeting of the AMA or AMA-MSS.  However, it is an opportunity to meet other leaders in medicine across the country. 

· Send monthly update to MSS list serve (copying EC list serve).

· Begin making travel arrangements and confirm dates for TexMed meeting.

April/May (Depending when TexMed falls)
· Send e-mail message to all chapter presidents. Remind them of the upcoming Chapter Presidents meeting at TexMed, and suggest to them that they send an e-mail announcement about the upcoming meeting to chapter members, and encourage them to submit a list of people that may be attending TexMed from their chapter.  Remind them to submit chapter reports to Section Coordinator.

· Send monthly update to MSS list serve (copying EC list serve).

· Make necessary plans for TexMed with staff and EC.

· Attend TexMed (with Chair-Elect).
· Chair TMA-MSS Chapter Presidents meeting

· Chair TMA-MSS Executive Council meeting

· Chair TMA- MSS Business Meeting (Vice Chair presides over parliamentary procedures)

· Term of office officially ends and you become “Immediate Past Chair” – still a member on the TMA-MSS Executive Council.

· Prepare minutes for May Chapter Presidents meeting and send a copy to Section Coordinator (due 4 weeks after meeting). Even though your term of office is over, because you chaired the meeting in May, you are responsible for the minutes unless other arrangements have been made with the Section Coordinator.

· Hand over the reigns and be available for help as needed, you are now the Immediate Past Chair.

