Officer’s Handbook
Minnesota Academy of Physician Assistants


Officer’s Handbook
The Minnesota Academy of Physician Assistants
A constituent chapter of the American Academy of Physician Assistants

Mission Statement

The Minnesota Academy of Physician Assistants seeks to promote quality, cost‑effective, accessible health care and to promote the professional and personal development of physician assistants.
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Bylaws of the Minnesota Academy of Physician Assistantstc "Bylaws of the Minnesota Academy of Physician Assistants"
Accepted: 21 March 1988, Reviewed: April 1989, Revised: December 1991, October 1995, July 1999, April 2004, June 2005, March 09, March 10
Article I: Nametc "Article I\: Name"
The name of this organization shall be the Minnesota Academy of Physician Assistants, herein referred to as MAPA or the Academy. 

Article II: Purpose and Missiontc "Article II\: Purpose and Mission"
The purpose of MAPA is:

Section 1: To provide the general membership of the Academy with a forum for formal assembly regarding the issues that relate to physician assistants of Minnesota. 
Section 2: To develop and maintain a speaker’s bureau for MAPA.

Section 3: To facilitate mutual assistance and support of physician assistants, health professionals, and health services by organizing and disseminating health care information through forums, panels, and other similar programs concerning the delivery and quality of health care services within Minnesota.



The mission of the Minnesota Academy of Physician Assistants is to promote quality, cost-effective, accessible health care, and to promote the professional and personal development of Minnesota physician assistants. 

Article III: Membershiptc "Article III\: Membership"
MAPA shall be representative of physician assistants, physician assistant students, and other interested individuals within the state of Minnesota who meet the bylaws and other requirements specified by the Board of Directors.

Section 1: Membership categories are a) fellow, b) sustaining, c) student, d) associate, e) affiliate, and f) honorary members. All AAPA fellow members are eligible for membership in MAPA.

Section 2: A Fellow member is a CAHEA or CAAHEP accredited PA program graduate or NCCPA certified PA, who shall be employed within, or participant of, Minnesota and is also a fellow member in good standing of the American Academy of Physician Assistants. Fellow members shall be entitled to the privilege of the floor, to hold formal office, and to vote.

Section 3: A Sustaining member is a PA eligible for fellow membership (a CAHEA or CAAHEP accredited PA program graduate or NCCPA certified PA) who has chosen not to practice in the PA profession or to join the AAPA. Sustaining members shall be entitled to the privilege of the floor and may vote on MAPA issues. They may not, however, vote on AAPA issues or hold formal office. Sustaining members may be committee chairs.

Section 4: A Student member is a person enrolled in a CAAHEP, or its successor, accredited program or an unaccredited program recognized by the AAPA. Student members shall be entitled to the privilege of the floor. A student member may not vote or hold any office except for their elected Student Representatives. The Student Representatives shall be elected by his or her peers and enjoys all rights and privileges including formal vote except in matters relating to AAPA.

Section 5: An Associate member is a person engaged in selling products or other services to PAs or an individual employed by a government agency who does not qualify for any other membership categories. Associate members shall be entitled to the privilege of the floor but shall not be entitled to vote or to hold office.

Section 6: An Affiliate member is a person who is ineligible for any of the above categories and wishes to associate with the organization and is approved by the Board of Directors. Affiliate members shall be entitled to the privilege of the floor but shall not be entitled to vote or hold office.

Section 7: An Honorary member shall be a person who has rendered distinguished service to the Physician Assistant profession and/or MAPA. Such members shall be nominated by an active Academy member, approved by the Board of Directors within one year, and approved by the general membership. They shall be entitled to the privilege of the floor but shall not be entitled to vote or hold office. They shall be exempt from paying dues.

Section 8: All applications for membership shall be in writing on application forms provided by the organization. All applications shall be approved or rejected by the organization’s Membership Committee. No applicant shall be denied on the basis of gender, age, race, handicap, or sexual preference. No fellow member of AAPA shall be denied an application of membership unless such membership has been revoked for reason of an ethical or judicial nature. Appeals will be acted upon by the Board of Directors whose decision will be final.

Section 9: Annual fees, dues amounts, late fees, and assessments shall be established and approved by the Board of Directors for each class of membership. The Executive Committee may offer complimentary membership for financial or personal hardship on a case-by-case and yearly basis.

Section 10: AAPA members who belong to more than one constituent organization may vote on AAPA issues in only one constituent organization. 

Article IV: Disciplinetc "Article IV\: Discipline"
Section 1: Any member who is under sentence of suspension, or expulsion, by the Minnesota Board of Medical Practice or other credentialing agency, shall not be entitled to any of the rights or benefits of MAPA.

Section 2: Any member or interested party may, in good faith, prefer charges against any other member believed to have violated the AAPA Code of Ethics, principles of medical ethics, or the rules and regulations of the Academy.

Section 3: Charges against a member must be in writing, must state the acts of conduct and violation, and be signed by the accusers. Such charges must be filed with the President and Secretary of the Board of Directors. 

Section 4: The Board of Directors may, by two thirds vote, exonerate, censure, suspend or expel such a member, provided that the opportunity for a hearing shall have been given. Notice of the proposed hearing shall be given to the accused member not fewer than thirty days prior to the vote.

Section 5: Any member who has been censured, suspended, or expelled by the Board of Directors may appeal, in writing, such action within six months after notice is given, in writing, to the Board of Directors.

Section 6: A committee chair, not part of the executive board, shall arrange for an impartial, three-person panel to hear the appeal. The panel shall consist of fellow members who are not holding a chairmanship or board office. The committee chair shall designate a time and place for the hearing of the appeal, and after giving the appellant and representative reasonable opportunity to be heard, shall, by a majority vote, either sustain or reverse such censure, suspension, or expulsion. The decision of the panel shall be final.

Article V: Meetings of Memberstc "Article V\: Meetings of Members"
Section 1: The annual meeting shall be held at a date, time, and place to be set by the Board and shall be held for the purpose of transacting such business as may properly come before said meeting.

Section 2: Notice of meeting shall be in writing. A copy of the notice shall be given to each member no less than thirty (30) days before the date of the meeting. Special meetings of the organization may be called by the President or by order of a majority of the Board of Directors.

Section 3: A special meeting of the organization may be requested by a majority of the fellow members.

Section 4: Each fellow member, sustaining member, and Student Representatives are entitled to one vote on meeting motions. Only fellow members may vote on AAPA issues.

Section 5: Ten (10) percent of the voting membership shall constitute a quorum.

Article VI: Board of Directorstc "Article VI\: Board of Directors"
Section 1: The Executive Committee of the Board of Directors shall consist of President, President Elect, Past President, Secretary, and Treasurer. 

Section 2: The Board of Directors shall consist of the Executive Committee, Directors-at-Large (4), AAPA Delegates (4), and the chairs of the eleven (11) standing committees: membership, professional practice, reimbursement, human resources/elections, CME, bylaws, public relations, scholarship, student relations, publications and corporate relations. 
Section 3: Each officer of the organization shall be a fellow member in good standing of the MAPA for the duration of their term.

Section 4: The Board of Directors shall control and manage the affairs of the organization.

Section 5:  The Board of Directors shall hold meetings at such times and places as may be designated by the President, but in no event shall there be less than two such meetings in any calendar year. An absolute majority of the membership of the Board shall constitute a quorum for purposes of transacting business.

Section 6: The term of office for President, President Elect, and Past President shall be one year. The Secretary and Treasurer shall be elected for a two-year term, alternating years. The term for Directors-at-large and AAPA Delegates will be two years, one-half to be elected on alternating years.

Section 7: Any officer may resign at any time. Such resignation shall be in writing to the Board and shall take effect at the time specified therein. Any vacancy, other than the President, shall be filled before the unexpired term by a vote of the majority of the remaining members of the Board of Directors.

Section 8: The Board of Directors, at any meeting thereof, may appoint such additional officers with such title, authority, and duties as it may deem advisable. The Board will set the amount of any compensation for additional officers or office personnel and will have the right to remove or replace any appointees at the Board’s discretion.

Section 9: Any officer may be removed from office, for cause, at any time by the affirmative vote of a majority of the Board provided that the affected officer shall have been given written notice of the charges and offered an opportunity to appear and be heard on the matter before the Board of Directors takes final action.

Section 10: The officer may appeal such action, in writing, within six months after notice of removal is given and the Board has taken action to remove the officer. The Board of Directors shall designate a time and place for the hearing of the appeal. After giving the officer and representative reasonable opportunity to be heard, the Board of Directors shall, by a majority vote either sustain or reverse the removal of the officer. The decision of the Board of Directors shall be final. 

Section 11: Any Board member failing to attend two (2) consecutive, unexcused, meetings of the Board of Directors shall, at the option of the remaining directors, surrender their membership on said Board.

Article VII: Election of the Board of Directors and AAPA Delegatestc "Article VII\: Election of the Board of Directors and AAPA Delegates"
Section 1: The Human Resources/Elections Committee shall establish rules and regulations governing the elections.

Section 2: The offices to be filled are the Board of Directors.

Section 3: The President Elect shall automatically succeed the preceding President as President of the organization and the outgoing President shall remain as a voting member of the Board for one year as the Immediate Past President. 

Section 4: Eligible voters include fellow members and the Student Representatives. Sustaining members may vote for all Board of Directors, except AAPA Delegates.

Section 5: The election of officers and AAPA Delegates shall be conducted by mail at least 45 days prior to July 1. Alternate AAPA Delegates will be President Elect, or their designee, and a member appointed by the Executive Committee whom has been recommended by the AAPA delegates. 

Section 6: The elected officers shall take office on July 1. Their term of office runs from July 1 to June 30.

Article VIII: Duties of the Elected Officerstc "Article VIII\: Duties of the Elected Officers"
Section 1: The President shall preside at all business meetings of the organization and of the Board of Directors. He or she shall make a full report of the year’s activities at the annual meeting of the organization. He or she shall coordinate agendas for future meetings, preside at meetings and maintain order, and set up forums for discussion. He or she shall appoint all standing committees and designate their chairperson, subject to the approval of the Board of Directors.

Section 2: The President Elect shall assume the duties of the President in his or her absence or vacancy. 

Section 3: The Past President shall attend Board meetings and shall perform such duties as may be delegated by the President.

Section 4: The Secretary shall provide minutes of all meetings of the organization, be responsible for all organization communications, and notify all members of all meetings. 

Section 5: The Treasurer shall maintain accurate records of the financial status of the organization, collect yearly dues from all members, deposit in the organization’s account all money received by the organization, and with the President’s approval, pay all bills approved by the organization, and record all receipts for those payments. The Treasurer’s records shall be audited every year and upon leaving the office. The method of audit will be determined by the Board of Directors.

Section 6: The Directors-at-Large shall be responsible for the performance of the duties and functions delegated to them by the Board of Directors or the President.

Section 7: The AAPA Delegates will represent MAPA at the annual House of Delegates meeting. The House of Delegates is responsible for setting the policies that establish vision, mission, goals, values, priorities, philosophies, and principles for the American Academy of Physician Assistants 

Section 8: The Student Representatives shall act as liaisons between the Board of Directors and student members of the organization. The Student Representatives shall assist in conducting affairs of the organization as designated by the President. The Student Representatives shall be members of AAPA.

Article IX: Committeestc "Article IX\: Committees"
There shall be such committees as may be specified by the Board of Directors with such authority and responsibility as may be delegated by the Board of Directors or specified in the bylaws. There shall be the following Standing Committees: a) Membership, b) Professional Practice, c) Reimbursement, d) Human Resources/Elections, e) CME, f) Bylaws, g) Public Relations, h) Scholarship, i) Student Relations, j) Publications and k) Corporate Relations.

Section 1: The members of each standing committee shall serve for a term of one year, commencing on July 1. All committee chairs shall be appointed by the President, with the majority approval of the Board of Directors, and shall be subject to removal by the President. Each committee shall be responsible to the President and the Board of Directors.

Section 2: Each standing committee shall be responsible for the performance of the duties and functions delegated to it by the Board of Directors or the President.

Section 3: Standing committees shall hold regular meetings and shall make periodic written reports to the Board of Directors through the President.

Section 4: Special (ad hoc) committees may be appointed by the President with the concurrence of the Board for such special tasks as circumstances warrant.

Article X: Duties of the Standing Committeestc "Article X\: Duties of the Standing Committees"
Section 1: The Membership Committee shall encourage and promote the increase of MAPA membership by coordinating the recruitment, retention and development of the organization’s members. The Committee is also responsible for sending and renewing annual memberships to eligible persons.

Section 2: The Professional Practice and Reimbursement Committees shall monitor current legislation and policies that have an effect on MAPA and when necessary coordinate the proactive lobbying for improved quality and standards for PAs practicing in the state of Minnesota and encourage the membership to take a role in the legislative process. The Committee shall also advocate for the appropriate reimbursement for physician services provided by physician assistants in all settings. 

Section 3: The Human Resources/Elections Committee shall prepare a slate of candidates to fill positions on the Board of Directors and AAPA House of Delegates. The Committee shall establish rules and regulations governing the elections. The Committee shall conduct the elections in the manner discussed in Article VII, section 5.

Section 4: The Continuing Medical Education Committee (CME) shall coordinate the planning of CME conferences for MAPA. The CME Committee shall be in charge of coordinating the notification of the membership of upcoming events and of actively pursuing other fundraising avenues for holding conferences, such as encouraging local pharmaceutical companies to become sponsors.

Section 5: The Bylaws Committee shall review MAPA Bylaws, present needed revisions or additions to the Board and insure that the Academy functions in accordance with its bylaws. The Committee will also insure that MAPA is in compliance with the AAPA Bylaws as a constituent chapter.

Section 6: The Public Relations Committee shall promote the PA concept statewide through distribution of printed materials, audiovisuals, and other mass media tools. The Committee shall also form liaisons with various health professions and others.

Section 7: The Scholarship Committee shall present scholarships to eligible PA students based on the criteria established by the Committee. The Committee is also responsible for procuring funds to support the scholarships.

Section 8: The Student Relations Committee shall be responsible for increasing student involvement in MAPA through mentoring, encouraging attendance at conferences, and formal communication with PA programs.

Section 9: The Publications Committee is responsible for gathering professional information from the Board and general membership and providing this material to the membership and the public through various media.

Section 10: The Corporate Relations Committee serves as a liaison between MAPA and corporate sponsors to help generate support and non-dues revenue for MAPA activities and meetings.

Article XI: Financetc "Article XI\: Finance"
Section 1: The fiscal year shall be determined by a resolution of the Board of Directors.

Section 2: The amount of annual dues, late fees, and assessments, as well as the manner of payment, shall be determined from time to time by the Board of Directors.

Section 3: Annual membership dues shall be payable by the deadline established by the Membership Committee. New members applying after August 1 will pay one-half dues for the present year.

Section 4: Any member whose dues, late fees, or assessments are unpaid at the time of any meeting shall be ineligible to vote or hold office. The Board of Directors may establish procedures and policies with regard to nonpayment of dues, late fees, and assessments as they become due.

Article XII: Parliamentary Authoritytc "Article XII\: Parliamentary Authority"
Section 1: The current edition of The Standard Code of Parliamentary Procedure (Alice Sturgis, McGraw-Hill Inc.) shall be the parliamentary authority for all matters of procedures not specifically covered by these bylaws.

Section 2: This constituent organization is part of the parent organization AAPA. As such, the organization and its members are required to meet all provisions outlined in the AAPA’s constitution, bylaws, and charter policy. This organization will not write or pass any bylaws and/or policies in conflict with AAPA bylaws and/or policies. This organization will uphold the principles, purposes, and philosophy for which AAPA was founded. If the organization is unable to uphold the principles and purposes, or passes conflicting bylaws and/or policies, it must work through AAPA to change the philosophy by altering the organization’s constitution and bylaws.

Article XIII: Elections and Judicial Affairstc "Article XIII\: Elections and Judicial Affairs"
Section 1: The Board of Directors shall serve as the judicial body of the organization.

Section 2: The Academy will adopt the AAPA Code of Ethics as the Academy’s code of ethics.

Article XIV: Amendment of Bylaws:tc "Article XIV\: Amendment of Bylaws\:"
Section 1: These bylaws may be amended at any regular or special meeting of the membership by a majority vote of all voting members present or by proxy.
Chapter Officers: 2009 – 2010
                       updated 10/2/09
[image: image1.png]



Minnesota Academy of Physician Assistants

     Arlene Lensing, Administrator 


600 South Highway 169, Suite 1680

 St. Louis Park, MN 55426
voice: 952-542-0130 or 800-999-8198
fax: 952-542-0135

office@mnacadpa.org
	President
	Gene Beavers, PA-C

Paynesville, Primary Care

home: (320) 243-1515
work: (320) 293-4363

beavers@clearwire.net


	Immediate  Past President
	Dave Barlow. MPAS, PA-C
Plymouth, Urgent Care
home: (763) 228-4661
barlowd@augsburg.edu           



	President Elect
	Marianne Foldesi, PA-C
St. Cloud, Mental Health/Primary Care
home: (320) 743-3436
cell: (612) 875-4527

mfoldesi@frontiernet.net
Marianne.foldesi@va.gov

	Secretary


	Lisa Benish, PA-C
St. Paul, Family pract. & comm.. health
home: (651) 224-8878
work: (651) 772-9757
lisalisab@yahoo.com

	Treasurer
	Rachel Liebenow, PA-C
St. Paul, hand surgery
work:  (651) 842 - 5200
rlieben1@yahoo.com




	

Directors-at-Large

	2009 – 2010
	Tina Lorenzi, PA-C
Duluth, Urology
cell:  (218) 310-5430                 work: (218) 786-8408
tlorenzi@smdc.org

	2009-2011
	Judy Devorak, PA-C
Stewartvillle, Family Medicine
cell: (507) 261 - 4241
work: (507) 533-4737 jdevorak@olmmed.org

	
	Terry Panvica PA-C

Minneapolis, Orthopedic Spine
home: (952) 903-0397

Cell: (612)483-2007

work: (612) 775-6200
tppanvica@TCSPINE.com

	
	Karl Nelsen, PA-C
home: (952) 545-2181

Cell: 612-386-9699

knelsen@subrad.com


	Delegates to the AAPA House

	2009 & 2010
	Ronda Bertsch, PA-C
St. Anthony, Family Practice
home: (763) 780-7157

Cell: (612)597-2861

work: (612) 706-2900

rondyvu@gmail.com

	2009 & 2010
	Lisa Larson, PA-C
Chaska, family practice
home: (952) 361-3083
work: (952) 448-3303
lisalarson@embarqmail.com
Filling in for Kate Wolfgang until 2010

katewolfgang@hotmail.com

	2010 & 2011
	Leslie Milteer, PA-C

Joelmilteer3@comcast.net


	2019 & 2011
	 Clover Schultz, PA-C
Rochester, Family Practice 

cell: (507) 273-2633
work: (507) 288-3443, ext 2213
cloversnotes@hotmail.com
clschultz@olmmed.org

	
	

	
	


	


Committee Chairs

	(
Bylaws
	Lisa Larson, PA-C
Chaska, family practice
home: (952) 361-3083
work: (952) 448-3303
lisalarson@embarqmail.com

	(
Continuing Medical Education
	Jeanne Szarzynski, PA-C
Maple Plain, Family Practice
home: (952) 261-4249
work: (763) 257-8100
jspac1954@yahoo.com

	(
Corporate Affairs
	Jane Case, PA-C
Rochester, Breast Surgery
home:  (507) 252-0957
work:   (507) 284-4499
case.jane@mayo.edu

	(
Human Resources/ Elections
	Jackie Osterhaus, PA-C

Paynesville, family practice
home: (320) 243-4412
work: (320)  243-3767

jackieol@lakedalelink.net

	(
Reimbursement


	Bev Kimball, PA-C
Webster, WI, Family Practice
home: (715) 259-7250
work: (715) 866-4271 bkim8905@centurytel.net

	(
Professional Practice
	Walt Rothwell, PA-C co-chair
Rochester, orthopedic surgery 
home: (507) 280-6543
work: (507) 261-4924
wsrothwell@charter.net  

Becky Ness, PA-C co-chair

Mankato, Hospitalist  
work: (507) 382-2910

n.becky@gmail.com

	(Membership
	Courtney Cannon, PA-C co-chair
DaVita Clinical Research
cell: (612) 619-6786
work: (612) 852-7000
courtney0626@yahoo.com
Stephanie McKee,PA-C co-chair

Marshall, Family Practice
Home: (507) 532-4874
Work: (507) 532-9631
mckees@acmc.com

	(
Public & Professional Relations
	Jennifer Dean Dwyer PA-C
Cold Spring, family practice
home: (320) 685-7091

work: (320) 685-7787
jendwyer@clearwire.net

jdwyer@pahcs.com

	   (Publications 
	Vacant

	   (Newsletter

     Editor

(
Webmaster


	Sarah Shaikoski PA-C

Rochester, Thoracic Surgery

Phone: (507) 828-0485

tonkasarah@yahoo.com

Teresa Angier, PA-C

teresaangier@gmail.com 

	(
Scholarship
	Mary Lamusga, RN,PA-C co-chair
Lakewood Health System Staples
cell: (320) 247-2397

MaryL55@dishmail.net
Deb Schilling, PA-C co-chair
North Mankato, Family Practice
home: (507) 934-5468
work: (507) 385-3834
debsc@mankato-clinic.com

	
(
Student Relations
	Ross Golla, PA-C co-chair 
Twin Cities, Urgent Care
home: (612) 327-2578

rossgolla@yahoo.com

Tanya Adelman, PA-C co-chair

Twin Cities, Urgent and Express Care
phone: (651)341-5656
tanyaadelman@yahoo.com

	Augsburg College

	
Student Liaisons

	
	Amelia Vang, PA-S3

Augsburg Student

alailaic@hotmail.com

	
	Claire Rathburn, PA – S2

Augsburg student
Rathburn@augsburg.edu
(612)-889-1981

	
	Jeff Mohr, PA-S1

Augsburg Student

mohr@augsburg.edu
612-210-1983

	Augsburg Faculty Rep to Board
	Brenda Talarico, PA-C, MPAS
Minneapolis, Assist. Professor Augsburg
home: (651) 636-0161
work: (612) 330-1408
talarico@augsburg.edu

	UW-La Crosse / 
Gundersen Lutheran / Mayo Health Sciences

	Student Liaisons

	
	Emily Forsberg, PA-S2

bagobunnies@yahoo.com
Jennie Goble, PA-S2

Goble.jenn@students.uwlax.edu

	
	Collin Arnett, PA-S1
crarnett@gmail.com
Britta Binek, PA-S1
Binek.brit@students.uwlax.edu

	UWL Faculty Rep to Board
	


Chapter Calendar

June 2004
11-12
Strategic Planning meeting
Rush Creek, Maple Grove
  October 2004

1-2
MAPA Fall CME
DECC, Duluth
December 2004

31
membership renewal deadline: MAPA

January 2005

7-8     
MAPA Board of Directors /Strategic planning mtg 
Monticello

31
membership renewal deadline: AAPA

March 2005

3-5 MAPA Spring CME, Earle Brown Center
..Brooklyn Center

3-6 NCRM
Rapid City  SD

27
deadline for AAPA HOD resolutions

May 2005

28 - Jun 2
AAPA annual conference
Orlando, Florida

June 2005
10
Budget Meeting
.Plymouth

11
Strategic Planning Meeting
Lake Minnetonka
October 2005
14-15
MAPA Fall  CME
Alexandria

13
BOD Meeting
 Alexandria
December 2005

31 membership renewal deadline: MAPA
January 2006

13-14
Strategic planning/ Board of Directors mtg..
Oak RidgeChaska
31
membership renewal deadline: AAPA

March 2006

27
deadline for AAPA HOD resolutions

     30 - 1
MAPA Spring CME & BOD mtg 
Earl Brown, Brooklyn Center
May 2006

27 - Jun 1
AAPA annual conference
San Francisco, California

June 2006
9
1st MAPA PA Night Out
Rush Creek, Maple Grove

10
Strategic planning & budget mtg
Rush Creek, Maple Grove
October 2006
6-7
MAPA Fall CME  & BOD mtg
DECC, Duluth
December 2006

31
membership renewal deadline: MAPA

January 2007

13-14
Strategic Planning/ Board of Directors mtg
..Oak Ridge Chaska
31
membership renewal deadline: AAPA

February 2007

         23-25
CORE
 Washington, DC

         24
NCRM
Washington, DC

March 2007

27
deadline for AAPA HOD resolutions

     29-31
MAPA Spring CME & BOD mtg
 Earl Brown, Brooklyn Center


   May 2007

26 - 31
AAPA annual conference
Philadelphia, Pennsylvania

June 2007
8
2nd MAPA PA Night Out
International Market Square, Mpls

9
Strategic planning & budget mtg
Jeanne Szarzynski’s home
September 2007

    26-28
Mayo NP/PA Internal Med Review

November 2007
2-3
MAPA Fall CME & BOD mtg
Arrowwood, Alexandria
December 2007

31
membership renewal deadline: MAPA

January 2008

11
BOD mtg
MAFP, St Lois Park
12
Strategic planning
…………….MAFP, St Louis Park
31
membership renewal deadline: AAPA
February 2008

      9
Scholarship Wine Tasting event
Minnetonka

25-26
Adventures in Lobbying
Washington, DC

March 2008

27
deadline for AAPA HOD resolutions
29
NCRM…………………
Cayahuga Falls, OH
April 2008
     3
BOD Meeting
Earl Brown, Brooklyn Center

   3-5
MAPA Spring CME 
 Earl Brown, Brooklyn Center

   May 2008

31 - Jun 5
AAPA annual conference
San Antonio, Texas
   June 2008

       13
PA Night Out
TBA

       14
Strategic Planning
TBA

   September 2008
       26-27
MAPA Fall CME
 DECC Duluth
Spring 2009

       
MAPA Spring CME
 Earl Brown, Brooklyn Center


MP



October 2009

       
MAPA Fall CME
 Arrowwood, Alexandria
Board of Directors Meeting Annual Cycle of Agendas

Winter/January Meeting:

· North Central Regional Meeting attendance

· Leadership meeting initial planning

· Legislative update and preparations

· MMA Legislative Summit attendance

· Elections recruitment

· Fundraising for student attendance to NCR meeting and AAPA national meeting

· Report on destruction of old records

· Organizational Flow Chart

· MAPA BOD Meeting Template

· Budget Template

· BOD Report Template

· BOD Proposal Template

· Committee Funding Request for calendar year

· Update Student Relations Handbook

· AAPA National Conference Attendance Handbook

· Student Relations Handbook Update

Spring CME meeting:

· Bylaws update

· Board book and position description update

· Timeline update

· Federal PA Liaison update

· Legislative update

· Elections update

· Executive committee charges to committees

· Update Committee Procedure Manuals

· Submission of Draft Budgets

· Wellness Contact Update

Summer Meeting:

· Welcome new BOD members

· Approve budget for next fiscal year 

· AAPA Leadership Summit planning

· Update Master MAPA e-mail, address and phone list

· Committee Chair Approval

· BOD Orientation

Fall CME Meeting:

· Leadership meeting update

· HOD representation solidified

· Federal PA Liaison update

· Membership update

· Membership survey

· Set meeting dates for upcoming year

· Issue Meeting Dates for upcoming year

· Budget audit, previous year

· Destruction of old records

· Wellness Contact Update

The Minnesota Academy of Physician Assistants

www.mnacadpa.org
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	Arlene Lensing, Administrator
MAFP Office 
600 South Highway 169, Ste 1680 
voice 952-542-0130 or 800-999-8198
office@mnacadpa.org 

	MAPA-Owned Property

	today’s date
	

	form submitted by
	

	reason for this update
	· new purchase

· change:

	type of property
	· software

· other: 


	brand name
	

	item & model number
	

	serial #
	

	date purchased
	

	where purchased
	

	warranty expires on
	

	theft or loss protection
	· I will assume this risk, or secure coverage through my homeowner’s insurance policy.

· I wish to have insurance coverage through MAPA’s corporate policies.

	
	


MAPA maintains a tally of all property owned by the chapter, including all durable equipment with a value of at least $50 which does not stay at the chapter’s administrative office.  This tally should be reviewed and updated at least once a year for purposes of insurance coverage and financial audits.  Please forward any updates or additions to MAPA by fax at (952) 542-0135 or at office@mnacadpa.org.  The President should be notified within 60 days in writing of MAPA property that is lost or replaced.  For any new purchase, please attach a copy of the purchase receipt and warranty document. 

This is a tally of property owned by the chapter, and in use by its officers and members. The listing is meant to include all items of durable equipment with a value of at least $50 which is not kept at the chapter’s administrative office. It should be reviewed and updated at least once a year (e.g., at the spring seminar) for purposes of insurance coverage and financial audits. Please forward any updates or additions to MAPA at office@mnacadpa.org. If any items on the list are lost or replaced, the president should be notified within 60 days in writing of the circumstances and resolution of the matter. 
	item
	description
	in posession of
	insurance
	value
	last updated

	laptop computer
	Compaq Presario 1277, model 1456VQLIN, serial 1V9BCTS3H2EE, 
AMD K-6 processor, 60 MB RAM, 3 GB hard drive
purchased: ?, warranty expires: ?
	Jennifer Dean Dwyer
	homeowners
	$750
	2/06

	laptop computer:
	
7/13/98 Targus Laptop computer case, Defcon 1 laptop computer lock

6/21/01 IBM A21m serial # 78MGBX8
10/11/01 Cannon BJC 3000 Printer serial # FDL81924 SOLD 5/4/05  

2/1/01 Epsom Perfection 1240U Scanner serial # CTTXO44549

7/26/01 FrontPage 2002
5/14/02 Intuos2 Graphic Tablet/Pen/Mouse serial # 2CJ002721

12/26/02 Adobe Acrobat 5.0 

4/28/03 Addonics CDRW serial # 9530000117
4/28/04Upgraded to Front Page 2003
4/28/04 MS Office Student Teacher Edition 2003

6/10/05 Wireless PC card WPC54GS serial #BG00D974991
9/23/05 Norton Internet Security 2005 Antispyware Edition  Upgrade download



	John Hardman Webmaster
	No longer on homeowners policy. Cost is $200. ($50 premium, $150 deductible) value of computer is $400.
	New(now)
$50($10)
$1471($400
received $30
$129 ($50)
$135 ($25)
$163 ($50)
$134 ($20)
$108 ($30)
$90 ($50)
$120($80)
$89 ($20)
$11 

  
	1/06



	laptop computer:
	Dell Inspiron
purchased: ?, warranty expires: ?
	Sheetal Agarwal
Secretary
	homeowners?
	?
	2/06

	software
	Adobe PageMaker 6.5, 
purchased ?/2001 @
	Ronda Steller CME committee
	none?
	$300
	

	software
	Adobe Acrobat 5.0 upgrade
purchased 6/2001 @ Best Buy
	Walt Rothwell
	none
	$99
	12/02

	software
	“Auction!” program for Windows
purchased ?
	Jennifer Dean Dwyer
	homeowners
	$300
	2/06

	flatbed scanner
	Epson Perfection 636U, serial # BDGX013870, purchased refurbished 1/17/01 @ PC Connection, warranty expired
	Walt Rothwell
	homeowners
	$80
	12/02

	combination fax/printer
	Hewlett Packard ??, serial # ?, 
purchased 6/30/2001 @ Best Buy, warranty expires ?
	Deb Daniels
	
	$500
	2/06

	printer
	HP LasetJet  1100 printer
purchased: 6/9/00, warranty expired ?
	Sheetal Agarwal
	homeowners
	$500
	2/06

	PDA
	Palm m505 organizer, serial # 10R114Q1AFXN
purchased 5/7/01, warranty expires 5/7/04
	Deb Daniels
	
	$500
	2/06

	telephone
	speaker phone for conference calling 
purchased: ?, warranty expires: ?
	Wanda Andrews
	none
	?
	

	projector
	35 mm slide carousel projector
	CME committee
	
	
	

	audio equip
	lavalier microphones and wireless receiver
	CME committee
	
	
	

	display
	MAPA tabletop display for exhibit
	Jeanne Szarzynski
	MAPA
	$250?
	2/06

	banner
	cloth MAPA exhibit banner
	Jeanne Szarzynski
	MAPA
	$300
	2/06

	MAPA camera
	2/6/01 Nikon Digital Camera Coolpix 880 serial # 30011547

	Jennifer Dean Dwyer
	
	$200
	2/06

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	total
	
	


Updated 2/14/06

Leadership Position Descriptions

	MAPA position
	President

	Date
	Approved
3/11/89

Revised
12/12/92, 7/19/94, 4/6/00, 1/04, 4/3/04


Purpose

To define the duties of the President of MAPA.

Policy

The President is elected by the general membership as President-Elect the year prior to taking office as President. S/he shall chair and be a voting member of the Board of Directors. S/he must be a fellow member in good standing of AAPA and MAPA.

Responsibilities

A.
To attend all officially designated Board and Academy meetings, or arrange for the President-Elect or Past-President to substitute.

B.
To serve as Chairperson of the Board of Directors.

C.
To prepare agendas for Board meetings and request agenda items from board members prior to meeting; have board meeting “report packet/agenda” sent to board members; seek sponsorship for board meetings as necessary.

D.
To prepare the President’s report for Board meetings.

E.
To represent and speak for MAPA to other organizations and to the public.

F.
To establish standing and ad hoc committees with Board approval.

G.
To appoint committee chairpersons. Removal of chairpersons shall be according to the policy titled Absence from Board Meetings, or for other compelling reasons.

H.
To prepare the agenda for and preside over all general membership meetings.

I.    To present an annual report to the general membership at the Spring CME Seminar.

J.    To attend, MAPA legislative events (e.g., MMA Legislative Summit), AAPA NCR meetings, AAPA National Conference as an official MAPA representative and attend all appropriate meetings.

K.
To prepare and guide the President-Elect for his/her term as President.

L.   To help prepare the semi-annual Leadership Retreat for the Board of Directors on strategic planning.

M.  To prepare articles for each issue of imPAct.

N.
To review, as necessary, all letters and documents that appear on MAPA letterhead stationary prior to being sent, at his/her discretion.

O.
To assure that the Board liability insurance policy is renewed annually.

P.
To annually review and recommend revision of this position description as needed.

Q.
To be familiar with all MAPA policies and procedures; work with all appropriate Board members for review; provide interpretation as necessary.

R.
Maintain a monthly communication forum with the Board of Directors.

S. Review periodically the Strategic Plan and monitor the Board progress towards meeting those goals

T. Function as a liaison to assigned committees.

U. Convene emergency Board meetings as deemed necessary.
Time Commitment

On average this will require 10 – 20 hours per month.

Skills & Experience Requirements

· Previous Board of Directors experience (recommended)

· Knowledge of how to run a Board meeting

· Dedication

· Communication skills

· Organizational skills

· Delegation skills

· Facilitation skills

· Leadership skills

· Multi-tasking skills

· Innovative

· Timeliness in completing projects

· Diplomacy skills

Procedures

The election of the Academy officers will be conducted as outlined in the Election of MAPA Officers Policy Statement.

Authority

MAPA Bylaws and policies set forth by the Board.

Annual Calendar of Events and Activities

July

· Assume office on July 1st

· monthly Presidential email to BOD members

· initial Presidential submission for imPAct
· Meet with Executive Committee in July or August

August

· monthly Presidential email to BOD members

· begin planning for Fall Board meeting

September

· monthly Presidential email to BOD members

· Fall BOD Meeting and Executive Committee Meeting

· MMA Inaugural Dinner

October

· monthly Presidential email to BOD members

· meet with L&R chair and MAPA lobbyist about upcoming legislative session

November

· monthly Presidential email to BOD members

· make plans for Winter Board meeting and strategic planning retreat

December

· monthly Presidential email to BOD members

· send holiday cards

January

· monthly Presidential email to BOD members

· determine NCR attendees

· renew D&O insurance

February

· monthly Presidential email to BOD members

· register for AAPA national conference

March

· monthly Presidential email to BOD members

· plan spring BOD meeting

· NCR meeting

April

· monthly Presidential email to BOD members

· spring BOD meeting

· executive committee meeting

May

· monthly Presidential email to BOD members

· meet with HOD delegation

· AAPA national conference

· Help plan summer BOD strategic planning meeting

June

· monthly Presidential email to BOD members

· help establish MAPA budget for upcoming year

· budget meeting and strategic planning meeting

· hand off the gavel

· turn in MAPA credit card

Meeting preparation checklist

· Arrange for facilities, meeting needs, and meals with the administrator well in advance of meeting.

· Work with Corporate Affairs Chairperson to solicit corporate sponsorship one to two months in advance of meeting.

· Use completed Board Reports to develop an e-mail memo to BOD Members, outlining proposals to be discussed at the upcoming meeting.

· Develop the consent agenda and email to BOD members one week in advance of meeting.

· Plan for a meeting of the executive committee in advance of regular BOD meetings.

Leadership Position Descriptions

	MAPA position
	President-Elect

	Date
	Approved
3/11/89

Revised

12/12/92, 04/10/98, 6/00, 1/04, 4/3/04

Reviewed
7/16/94, 7/98


Purpose

To define the duties of the President Elect of MAPA.

Policy

The President-Elect is elected by the membership of MAPA. S/he must be a fellow member in good standing of the AAPA and MAPA.

Responsibilities

A.
To attend all officially designated Board and Academy business meetings.

B.
To uphold the responsibilities of a Board Member as outlined in the Academy Bylaws.

C.
To succeed to the presidency at the conclusion of the first elected year.

D.
To assume the duties of the President in his/her absence.

E.
To serve as an alternate to the AAPA HOD.

F.
To serve as committee chairperson or member if appointed.

G.
To periodically review and recommend revision of this position description as needed.

H.
To periodically review and recommend revision of the MAPA policy manual as needed.

I.
To annually coordinate the review process for revision of the MAPA policy manual as needed.

J.
Other duties as may be assigned by the Board or President.

K.
Seek out persons to work with during Presidential Year (e.g., President-Elect, chairpersons)

L.
To serve or select designee to Augsburg PA Advisory Council

Time Commitment

This position requires approximately 10 – 12 hours per month on average.

Skills & Experience Requirements

· Previous Board of Directors experience (recommended)

· Knowledge of how to run a Board meeting

· Dedication

· Communication skills

· Organizational skills

· Delegation skills

· Facilitation skills

· Leadership skills

· Multi-tasking skills

· Innovative

· Timeliness in completing projects

· Diplomacy skills

Procedures

The election of Academy officers will be conducted as outlined in the Election of MAPA Officers Policy Statement. If the position of President -Elect becomes vacant, the vacancy will be filled per policy in the Academy Bylaws.

Authority

MAPA Bylaws and policies set forth by the Board.

Annual Calendar of Events and Activities

July

· order President-Elect business cards

· Attend AAPA Leadership Meeting

August
· fall CME: register, assist with arrangements for 

· prepare for Fall BOD meeting, board report, seek sponsors if necessary

September

· AAPA HOD: submit request to be alternate to the chief delegate

· Fall CME: attend and assist as needed

· Fall BOD meeting: attend and assist where needed

October

November

· work with President to plan Winter Board meeting and strategic planning meeting

December

· board report for January meeting

· continue to work on Winter planning meeting

· seek sponsorship if needed

January

· attend Winter BOD and strategic planning meeting

February

· follow up on strategic planning information and ideas

· register for AAPA national conference

March

· North Central Regional Meeting: attend

April

· North Central Regional Meeting: submit article for imPAct, follow-up on ideas from meeting

· Spring BOD meeting: submit board report, assist as necessary

· June budget and strategic planning meeting: seek sponsorship if needed

May

· budget planning: meet with new President-Elect

· AAPA HOD: attend as an alternate

June

· summer BOD meeting: attend and assist, report on NCRM

· complete transition planning with outgoing President to ensure continuity

· order President business cards for July

General Recommendations

· meet with the chair of each committee to discuss agenda for next year, leadership development and planning

· attend events as directed by the President

· maintain regular communications with the President.

· serve as a liaison to assigned committees

· seek advice from the President and Past Presidents.

Leadership Position Descriptions

	MAPA position
	Immediate Past President

	Date
	Approved
3/11/89

Revised
9/21/89, 12/12/92, 9/22/00, 1/04, 4/3/04

Reviewed
7/16/94, 12/13/97, 7/98


Purpose

To define the duties of the Immediate Past President of MAPA.

Policy

The Immediate Past President is a voting member of the Board. S/he must be a fellow member in good standing of the AAPA and MAPA.

Responsibilities

A.
To attend all officially designated Board and Academy business meetings.

B.
To uphold the responsibilities of a Board member as outlined in the Academy Bylaws.

C.
To perform tasks/duties as delegated by the President.

D.
To identify, recruit, and cultivate new volunteer leadership for MAPA.

E.
To be responsible for initiation of new Board members and Committee Chairpersons.

F.
To periodically review and recommend revision of the MAPA policy manual as needed.

G.
To chose the recipient of the Presidents Award and present at the Spring CME.

H.
Assist the President and Secretary  in developing the semi-annual strategic planning retreat.

I.
Oversee the development of Chapter Excellence Award submission packet to the AAPA.

J.
Periodically review and recommend revision of the position description as needed.

K.
Appoint an Ad hoc committee to review and recommend destruction of old records to be convened at the Fall CME. Record of destruction shall be recorded in the board report for the Winter Board of Directors Meeting.

Time Commitment

This position will require approximately 3-8 hours per month on average.

Skills & Experience Requirements

· Prior service as President of MAPA

· Communication skills

· Presentation skills

· Diplomacy skills

Procedures

The President assumes the position of Immediate Past President for one year following his/her term in office.

Authority

MAPA Bylaws and policies set forth by the board.

Annual Calendar of Events and Activities

June - July
· New board member orientation

August
· Assist with planning for Fall Board meeting

September
· Fall Board meeting

October
· Promote National PA Week of October 6th!

November

· Assist with planning Winter BOD meeting and strategic planning meeting
December

· Compile information for Chapter Excellence Award

· Assist the President with the Holiday card if requested

January
· Chapter Excellence Award due January 15th. 

February 
March

· Assist with planning Spring BOD

April

· Spring BOD; present Past Presidents Award
May

· Assist with planning summer meeting: budget and strategic planning

Leadership Position Descriptions

	MAPA position
	Secretary

	Date
	Originated:
3/11/89

Revised: 
1/6/99, 1/04, 10/04

Reviewed
6/02

Timeline Revised 6/02, 10/04


Purpose

To define the duties of the Secretary of MAPA.

Policy

The Secretary is elected by the general membership for a two-year term. S/he must be a fellow member in good standing of the AAPA and MAPA at the time of election, and throughout the term of office. The election of this officer will be conducted as outlined in the Policy Statement regarding MAPA elections. A vacancy in the office will be filled in accordance with chapter bylaws.

Expectations

The main responsibility of the Secretary is to assure that chapter records are accurately and regularly maintained. S/he shall also coordinate the internal and external communications required to facilitate the goals of the Board. The President or a designate may assign additional duties. 

Responsibilities

S/he shall:

1. Oversee the recording of minutes of MAPA meetings. This will generally be delegated, and an adequate budget allocated to cover clerical expenses. A copy of the minutes from each meeting should be distributed to all Board members within 30 days following the meeting. A copy of the minutes (full or abridged) should also be submitted for prompt publication in the newsletter for the general membership. This should include any action items and assignments generated at the meeting.

2. Create and update a task list which should summarize recent Board action items, Board members assigned to pending items, and known interim progress since the last meeting.

3. Work with the Executive Board in creation of an annual report of the accomplishment of the Board and the chapter. This should be sufficient to update the membership and to support efforts of the board for fundraising and award or grant applications.

4. Coordinate communication efforts of MAPA committees, including public education, newsletter, corporate affairs, Internet publishing, and the membership directory. The extent of oversight will be determined by the President.

5. Assure the notification of MAPA members of all chapter meetings.

6. Assist with communications necessary to conduct elections. Assure that AAPA is notified of the outcome of chapter elections.

7. Attest the signature of the officers of the Academy.

8. Submit officer updates to AAPA in June.  

Time Commitment

The position will require an average of approximately 4-10 hours per month.

S/he shall attend:

1.
Each Board of Directors meeting, or have an excused absence.

1. Leadership retreats and strategic planning sessions, or have an excused absence.

Skills & Experience Requirements

1.
Superb communications skills, an eye for detail, and organizational skills.

2.
Skills in task delegation and administration

3.
Sufficient tact and diplomacy in achieving goals.

4.
Writing and publishing skills

5.
Timeliness in completing projects

      6.    Prior Board of Directors or committee chair experience recommended

Procedures

The election of Academy officers will be conducted as outlined in the Election of MAPA Officers Policy Statement.

Authority

MAPA Bylaws and policies set forth by the Board.

Annual Calendar of Events and Activities

July

· Submit Officer Updates to AAPA.

· Send summary of strategic plan to all BOD.

· Submit article about strategic planning session to imPAct editor. 

September

· Call for BOD reports and send meeting reminder.

· Attend BOD.

· Take or assign minutes to someone to take them.

· Formulate minutes from meeting and email to BOD members

· Submit a summary of minutes to the imPAct editor.

December

· Plan leadership retreat/strategic planning.

· Work with Exec Board to create written report on the Academy’s accomplishments (MAPA Times) for distribution at Spring Business Meeting.
January

· Hold leadership retreat/strategic planning.

· Attend BOD.

· Take or delegate the taking of the minutes.

· Formulate minutes from meeting and email to BOD members.

· Submit a summary of minutes and strategic planning to the imPAct editor.

March

· Call for BOD Reports and send meeting reminder.
April

· Attend BOD.

· Take or assign minutes to someone to take them.

· Formulate minutes from meeting and email to BOD members

· Submit a summary of minutes to the imPAct editor.

· Plan leadership retreat/strategic planning.

June

· Send budget meeting reminder.
· Hold leadership retreat/strategic planning.
· Attend BOD Financial meeting.

· Submit a summary of strategic planning session to the imPAct editor.

Leadership Position Descriptions

	MAPA position
	Treasurer

	Date
	Approved
3/11/89

Revised
12/12/92

Reviewed
7/16/94, 7/98, 6/00, 1/04


Purpose

To define the duties of the Treasurer of MAPA.

Policy

The Treasurer is elected by the general membership for a two-year term. S/He must be a fellow member in good standing of the AAPA and MAPA.

Responsibilities

A.
To attend all officially designated Board and Academy business meetings.

B.
To maintain accurate records of the financial status of the organization.

C.
To deposit into the organization’s account all money received by the organization.

D.
To transfer funds between accounts as necessary.

E.
To pay bills and record all receipts of those payments.

F.
To develop and/or institute:

a.
Proposals for investment of the Academy funds

b.
Forecasts of the financial implications of any Board or Committee decision option at the request of the Board.

G.
To present a Treasurer’s Report quarterly.

H.
To work closely with MAPA committee chairpersons to create budgets.

I.
Other duties as may be assigned by the Board.

J.
To renew Board liability insurance yearly.

K.
To periodically review and recommend revision of the position description as needed.

L.
To periodically review and recommend revision of the MAPA policy manual as needed.

Time Commitment

Skills and Experience Required

Procedures

The election of the Academy officers will be conducted as outlined in the Election of MAPA Officers Policy Statement. If the position of the Treasurer becomes vacant, the vacancy will be filled per policy in the Academy Bylaws.

Authority

MAPA Bylaws and policies set forth by the board.

Annual Calendar of Events and Activities

Leadership Position Descriptions

	MAPA position
	Director at Large

	Date
	Approved
3/11/89, 1/20/01

Revised
12/12/92, 4/7/00, 1/6/01, 5/07
Reviewed
7/16/94, 12/13/97, 1/04


Purpose

To define the role of the Director at Large of MAPA.

Policy

Each of the four (4) Directors at Large is elected by the general membership for a two-year term. They must be fellow members in good standing of the AAPA and MAPA. 

Responsibilities of Directors

      A.  To attend all officially designated Board and Academy business meetings

B.  To uphold all the responsibilities of a Board Member as outlined in the Academy Bylaws.

C. To maintain/facilitate open communication between the Board and Academy membership.

D. Assist fellow officers as needed.


E. Submit a written report, via the Intranet site, 2 weeks prior to each BOD meeting.

F. To serve as a member of a committee or chairperson if appointed.
G. Submit an article for imPAct; once a year for each Director.
H. To periodically review and recommend revision of this position description as needed.
I. To periodically review and recommend revision of the MAPA policy manual as needed.

Time Commitment

Skills & Experience Requirements

Procedures

The elections of the Directors at Large of the Academy will be conducted as outlined by the Election of MAPA Officers Policy Statement. If a director at large vacancy occurs, it will be filled per policy in the Academy Bylaws.

Authority

MAPA Bylaws, and policies set forth by the Board.

Annual Calendar of Events and Activities

July

· imPAct article 

· new DAL letter

· contact all new members (divided among all DAL)

· present budget at BOD mtg.

· present strategic planning at BOD mtg

August

· compile and report membership survey results to BOD

· submit imPAct article on survey results by Sept 1

September

· attend BOD meeting Fall CME 
· imPAct article

· develop membership survey questions with BOD

October

· prepare membership survey for distribution with annual membership renewal

· annual letter in membership packet

· contact all new members (divided among all DAL) 

November

· imPAct article

December

· attend BOD meeting 

· attend Leadership mtg

January

· attend winter BOD meeting 

· compile and report membership survey results to BOD, respond to membership surveys if follow up is needed

· contact all new members (divided among all DAL)

February

· submit imPAct article on survey results by Mar 1

· meeting: current & legislative issues

March

· imPAct article

April

· attend BOD meeting at Spring CME

· finalize membership survey at Spring CME BOD meeting

· contact all new members (divided among all DAL)

May

· imPAct article

· draft annual budget

· new & current DAL meet for strategic planning

June

· attend summer BOD meeting 

· mail membership survey

Leadership Position Descriptions

	MAPA position
	Delegate to AAPA House

	Date
	Estabilished 5/14/94

Reviewed 6/00,1/04


Purpose

To establish a procedure for the election of delegates to represent MAPA at the AAPA House of Delegates.

Policy

Delegates are to be elected based on the number apportioned by, and policies set forth by, AAPA.

Responsibilities

A.
Orient new HOD members: review process, orient to handbook, discuss registration, transportation, housing, food, reimbursement, in an appropriate time frame.

B.
Attend or assign attendance to North Central Regional Meeting at the annual AAPA conference and at the annual North Central Regional Meeting and report on these meetings to the Board or President of MAPA.

C.
Coordinate activities of the HOD such as securing credentialing letters and briefing other representatives on current issues.

D.
Publish article in imPAct prior to annual conference (check with editor re: deadline for imPAct before HOD). Remind interested members to review resolutions published in AAPA News before HOD, remind members what HOD is.

E.
Assure maximum participation during HOD by communicating expectations, orienting new members and assigning responsibilities (e.g. imPAct articles).

F.
Prepare a written report on HOD for the Board and report at a subsequent board meeting. Send a copy of the Summary of Actions to the President to send with the agenda for that board meeting.

G.
Make sure articles are written for imPAct after HOD to inform members of HOD actions.

H.
Assist with recruiting HOD candidates for annual elections held during the annual business meeting in the fall.

I.
Make recommendations during annual budget review and planning.

J. Attend and present HOD issues at Spring Membership Meeting to hear concerns of the Academy members.

Time Commitment

Skills and Experience Required

Procedures

A. The HR/Elections Committee will include on the ballot one-half the apportioned delegation each year.  When MAPA has three delegates, two will be selected in odd years and one in even years, each for two year terms.

B. Only fellow members of MAPA are permitted to run and vote for AAPA Delegates.

C. The elected delegates will choose one, usually the more experienced member, to serve as Chief Delegate. 

D. The board will appoint alternates based on interest and available funding. AAPA places no limit on the number of alternates that can be appointed.  The President-Elect will serve as an alternate.

E. The board or membership may develop resolutions to be presented to the House of Delegates in the format required by the AAPA.

F. Resolutions will be prepared preferably prior to the winter North Central Regional Meeting.

G. No resolutions may be presented in the name of MAPA except those approved by the board or those deemed necessary by the Delegates and Alternates at the time of the meeting.

H. Reimbursement for Delegate and Alternate expenses is described in the policy entitled “Reimbursement for Academy expenses,” and is set by the MAPA budgeting process.  If  the Alternate(s) are present and available and involved in the House business, funding will be the same as for the delegates.

Authority

Annual Calendar of Events and Activities

August

· Submit names of Minnesota delegates and alternates to -AAPA.

September

· Attend MAPA BOD meeting.

December

· Attend MAPA leadership conference.

· Orient new delegates if needed

January

· Register for AAPA HOD and conference.

· Attend MAPA BOD meeting.

· Submit to AAPA any resolutions or policy changes agreed upon by the delegation.

February

· Reserve hotel rooms, and make flight reservations for AAPA HOD.

· Register for AAPA NCRM

March

· Attend NCRM Provide report of the meeting if delegated to do so.

April

· Attend MAPA BOD meeting.

· Oral report at MAPA Spring CME business luncheon on AAPA HOD proposed policy changes and resolutions.

May

· Write newsletter for imPAct on AAPA HOD proposals if information is timely enough.

· Attend -AAPA HOD.

· Assign a chief delegate for the following years AAPA HOD.

June

· Provide written report of summary of AAPA HOD actions and discussion.

· Write article for imPAct on AAPA HOD actions.

· Attend MAPA BOD meeting.

 Leadership Position Descriptions

	MAPA Position
	Parliamentarian

	Date
	Approved 4/6/00


Purpose

To define the duties of MAPA Parlimentarian.

Policy

The Executive Committee appoints the Parliamentarian. New appointments will be considered annually at the summer meeting and in conjunction with the seating of the new board members. He/she must be a fellow member in good standing with MAPA. This is a voluntary, nonvoting position.

Responsibilities

A.
To attend all officially designated board and academy meetings.

B.
To serve as a resource for parliamentary procedures during the meeting and as needed with other functions.

C.
Maintain for the academy a current copy of Sturgis for reference.

D.
Annually review and recommend revisions to this position description.

Time Commitment

Skills and Experience Required

Leadership Position Description

	MAPA Position
	PA Student Representative

	Date
	Revised 11/99

Reviewed 6/00


Policy

General Responsibilities

· Serve as liaison between the Board of Directors and student members of their respective programs. 

· Represent views on the Board of Directors. 

· Promote MAPA membership to fellow students. 

· Submit a quarterly report 2 weeks prior to each Board of Directors meeting. 

· Submit an article for 2 editions of imPAct, highlighting student views or highlighting student activities.

· Encourage student participation in the student challenge bowl.

Committee Responsibilities

· Facilitate student participation and involvement on the student relations committee and other committees of interest to the student.

Attendance Responsibilities

· Attendance is expected at all Board of Directors meetings. Representative should contact the President if unable to attend. Alternate shall then be appointed

· Attend Leadership Retreat/Strategic Planning Session.

Time Commitment

This position will require approximately 5-8 hours per month.

Skills and Experience Required

The student representative’s chief responsibility is to act as a point of contact between fellow students/colleagues and the Board of Directors. During Board meetings, this officer will be expected to be the strong voice that lobbies on behalf of the contemporaries he or she serves. This means that whoever holds this position must be a natural mediator who is in touch with the wishes and needs of the constituency. Sensitivity to delicate issues and a diplomatic personality are highly desired.

Skills/experience needed to successfully serve in this position are: 

· Timeliness in completing projects 

· Willingness to learn

· Delegation skills 

· Dedication 

· Communication skills

Procedures

Authority

Annual Calendar of Events and Activities

Leadership Position Description

	MAPA position
	Liaison to Federal PAs

	Date
	Originated 6/00


Purpose

To define the duties of the MAPA Federal PA Liaison. 

Policy

The Executive Committee appoints the Federal PA liaison. New appointments are considered on an as needed basis. S/he must be a fellow member in good standing with the AAPA and MAPA. This is a voluntary, non-voting position. The Federal PA Liaison position is a subcommittee of the Membership Committee.

Responsibilities

A.
Recommended attendance at all officially designated Board and Academy meetings.

B.
Serve as a resource and liaison for Federal PAs practicing within the state Minnesota.

C.
To facilitate communication between the MAPA Board of Directors and Federal PAs.

D.
Submit Board Reports prior to each Board of Directors Meeting.

E.
Present an update at the Spring and Fall Board of Directors Meetings, which are held in conjunction with the regular CME.

F.
Submit a budget annually if needed.

G. Annually review and recommend revision of this position description.

Time Commitment

Skills and Experience Required

Procedures

Authority

Annual Calendar of Events and Activities

Leadership Position Description

	MAPA position
	Professional Wellness (Impairment) Contact

	Date
	Originated 1/01


Purpose

To serve as a confidential contact for PA’s who are experiencing Professional Impairment.

Policy

He or she shall

· Make policy recommendations to the Board of Directors, when approprate.

· Maintain a presence in imPAct

· Maintain confidentiality

· Establish liaisons with state professional wellness committee

· Submit a report twice yearly to the Board of Directors.

· Be included in the twice yearly MAPA Business Meeting.

Time Commitment

This position will require approximately 1-3 hours per month. 

Skills and Experience Required

· Prior committee experience recommended

· Strong communication skills

· Confidentiality skills

· Interest in professional wellness (impairment)

· Leadership skills

Procedures

Authority

Standing Committees

	Committee
	Audit Committee

	Date
	Approved
9/9/93

Revised
4/7/00, 9/21/00, 12/14/02


Purpose

To delineate the function of the audit committee.

Policy

Annually several thousand dollars are received and handled by MAPA’s Treasurer and / or MAPA’s Administrative Staff and can be accessed by the Treasurer, Administartive Staff and the President. An internal audit procedure has been endorsed to assure fiscal responsibility. 

Responsibilities

To review selected income and expense reports for MAPA.

Time Commitment

One hour prior to the Winter Board of Director’s meeting.

Skills and Experience Required

Procedures

The audit committee shall consist of the President-Elect, a Past President, and a MAPA member at large. The committee shall conduct an audit of the financial records of MAPA  prior to the Winter Board of Director’s meeting. The records reviewed shall be from the previous fiscal year (July through June).  The Treasurer and a representative of the Administrative Staff are expected to be in attendance and supply the needed records for the audit. The results of the audit shall be reported at the BOD meeting following the audit.

The purpose of the audit is to assure the integrity of the financial affairs of the Academy. The persons conducting the audit should be members who were not in a position to access or write checks on any MAPA account during the fiscal year being reviewed. If any of the above mentioned parties are in that position, the President will appoint a person or persons from the membership to fill the three-member committee.

Authority

MAPA Policy Manual

Standing Committees

	Committee
	Bylaws Committee

	Date
	Approved
04/20/85

Revised
12/12/92, 1/15/00

Reviewed
7/16/94, 6/00, 1/04


Purpose

To outline the duties and objectives of the MAPA Bylaws Committee.

Policy

To review MAPA Bylaws and Policy Manual; to present any needed revisions or additions to the Board; to insure that the Academy functions in accordance with its Bylaws and Policies; and to insure that MAPA is in compliance with AAPA Constitution, Bylaws and policies as a constituent chapter.

Responsibilities

A. The President shall appoint a chairperson who is a fellow or affiliate member of MAPA. 

B. Review the MAPA Bylaws and Policy Manual on at least a yearly basis. Parameters for that review shall include, but not be limited to:

1) Identifying a policy for each MAPA Committee and, position description for each officer. 

2) Improving manual organization and format.

3) Differentiating procedure from policy.

4) Identifying potential or actual policy conflicts.

5) Assessing grammar and content of policies.

6) Identifying obsolete policies.

7) Proposing a mechanism for helping insure that action mandated in the policies is adhered to.

Time Commitment

Skills and Experience Required

Procedures

A. Bylaws Changes: The Bylaws shall be amended by a two-thirds vote of the fellow members of the Academy provided notice of the proposed amendment shall be given in writing to fellow members of the Academy at least fifteen days prior to the respective vote on the proposed amendment. ‘Me vote shall be cast in person or by mail.

B. Policy Changes: Policy statement or position description changes may be submitted by many sources including but not limited to: MAPA Committees, the Board and Academy members. The changes are presented in a written form to the Board prior to the Board meeting at which they will be discussed. A majority vote of the Board is needed for acceptance. Discussion and voting on changes can take place by e-mail or at a Board meeting.

C. For changes in the charter of the Academy refer to the procedure in Sturgis’ Standard Code of Parliamentary Procedure.

Authority

MAPA Bylaws and Policy Manual

AAPA Constitution, Bylaws and Policy Manual

The Standard Code of Parliamentary Procedure, Alice Sturgis, McGraw Hill
Annual Calendar of Events and Activities

Standing Committees

	Committee
	Continuing Medical Education Committee

	Date
	Approved
9/21/89

Revised
12/01/90, 12/12/92, 10/11/99 

Reviewed
7/16/94, 6/00, 6/02, 1/04

Timeline Updated 6/02


Purpose

To offer, plan and present continuing medical education seminars for MAPA members and appropriate others. To provide a forum for MAPA business meetings.

Policy

The Chairperson and committee members meet several times each year to discuss, plan, and organize the two main CME seminars and others as appropriate.

Responsibilities

The CME chairperson is a member of the Board Directors. S/he calls and plans the agenda for each CME committee meeting. The chairperson oversees the following:

A.
Hotel Negotiations

B.
Speaker and Topic Decisions

C.
Confirmation of Speakers and Thank-you letters after conference

D.
Arrange Payment of Speakers

E.
Public Relations for CME Events

F.
Brochure and Postcard Development and Mailing before CME Events

G.
Registration

H.
Apply for CME Credit Approval through AAPA

I.
Social Activities

J.
A/V Needs of Speakers to Hotel

K.
Miscellaneous and Last Minute Details

L.
Conference Speaker Evaluation

M.
Preparation of Conference Folders to include: Handouts, Nametags, Final Agenda, and Evaluation Forms

N.
Budget Preparation

0.
Development and Maintenance of CME Committee Policy and Procedure Manual

Time Commitment

Skills and Experience Required

Procedures

Authority

MAPA Bylaws and Policy Manual

Annual Calendar of Events and Activities

CME Timeline(Updated 6/1/02)

January

· Send conference information to CME publications (Spring)

· Design and print brochure (Spring)

· Online registration on MAPA website (Spring)

· Mail brochure (Spring)

· Process registrations (Spring)

· Design confirmation letter (Spring)

· Mail Speaker confirmation and request AV/handouts (Spring)

· Consider sites for future conference (Spring)

February

· Resume to hotel (Spring)

· Design and print “Reminder” postcard (Spring) 

· Mail “Reminder” postcard (Spring) 

· Meeting registration information for imPAct (Spring)

March

· Compile onsite information/packets (Spring)

· Design and print syllabus (Spring)

· Pre-con with hotel (Spring)

· Confirm hotel meal counts (Spring)

· Syllabus sent to hotel (Spring)

April

· Spring Conference (or late March)

· Summary article for imPAct (Spring)

May

· Schedule Meeting Layout (Fall)

· Compile Topics/Speakers (Fall)

· Compile and send AAPA CME Credit application (Fall)

June

· Request out of state mailing labels (Fall)

· Design “Save the Date” postcard (Fall)

· Mail the “Save the Date” postcard (Fall)

· Consider sites for future conference (Fall)

· Preview article for imPAct (Fall)

July

· Send information to CME publications (Fall)

· Design and print brochure (Fall) 
· Online registration on MAPA website (Fall)

· Mail brochure (Fall)

· Design confirmation letter (Fall)

· Mail Speaker confirmation and request AV/handouts (Fall)

August

· Resume to hotel (Fall)

· Design and print “Reminder” postcard (Fall) 

· Mail “Reminder” postcard (Fall)

· Compile onsite information/packets (Fall) 

· Meeting registration information for imPAct (Fall)

September

· Design and print syllabus (Fall)

· Pre-con with hotel (Fall)

· Confirm hotel meal counts (Spring)

· Syllabus sent to hotel (Spring)

· Fall Conference (or early October) 

October

· Schedule Meeting Layout (Spring) 

· Summary article for imPAct (Fall)

November

· Compile Topics/Speakers (Spring)

· Compile and send AAPA CME Credit application (Spring)

December

· Request out of state mailing labels (Spring)
· Design “Save the Date” postcard (Spring)
· Design “Save the Date” postcard (Spring)

· Preview article for imPAct (Spring)

Chapter Policy Statements

	Policy Statement
	Corporate Relations Committee

	Date
	Approved 1/5/02

Revised timeline 6/04
Revised 2/09, 3/10 name only


Purpose

The Corporate Relations Committee exists to serve to as a liaison with Pharmaceutical and other health related companies for sponsorship in support of MAPA activities.  
Responsibilities

A.  Raise non-dues revenue for MAPA.

B.  Attend meetings and work closely with the continuing education committee and MAPA administrator on the logistics of the exhibit hall, exhibitor appreciation events and with companies that wish to sponsor speakers or other events (e.g. meal functions, breaks) at MAPA CME conferences.

C. Serve as liaison with pharmaceutical companies for sponsorship in support of MAPA activities (e.g. corporate membership, newsletter and membership directory sponsorship).

D. Encourage companies to give unrestricted grants to MAPA.

E. Implement Board of Directors charges to the committee.

F. After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors.

G. Provide leadership to the committee.

H. Report back to the committee on decisions of the Board of Directors that may affect the committee's work or activities.

I. Solicit new volunteers to serve on the committee.

J. Appoint the committee members.

K. Provide oversight of committee functions.

L. Attend all BOD and other MAPA meetings of importance.

M. Attend and facilitate all committee meetings

N. Attend Leadership Retreat/Strategic Planning Session

Time Commitment

This position will require approximately 2-10 hours per month.  

Skills and Experience Required

· Prior committee member experience, Comfortable soliciting contributions, Communication and Leadership skills, Interest in fund raising, Diplomacy and Administrative skills

Authority:  MAPA Policy Manual

Timeline in addition to Exhibits

Recruit sponsorship for imPAct and MAPA activities ongoing – strategic planning, student challenge bowl, silent auction, ect.

Annual Calendar of Events and Activities – count down centered around CME meetings

4 months prior (December/January)

· Review prospectus with CME Chair and MAPA Administrator.

· Review cover letter to include with prospectus

· Attend meeting of CME committee

3 months prior (January/July)

· Recruit additional exhibitors

· Monitor exhibitor list with MAPA Administrator
2 months prior ( February/August)

· Recruit additional exhibitors

1 month prior (March/September)

· Arrange for on site help with exhibit day

2 weeks prior

· Get final listing of exhibitors from MAPA Administrator.

1 week prior

· Communicate with MAPA Administrator on any final details

· Confirm with the exhibit workers, the time and location they should meet and begin helping

Immediately following

· Publish list of exhibitors with thank you in imPAct.

· Follow up on any contacts, requests to sponsor speakers, ect

· Make a suggestion list of things to change or do differently for the next meeting – put in the file

	Committee
	Human Resources / Elections Committee

	Date
	Approved
4/20/89

Revised
12/12/92, 9/04, 6/05, 10/05, 1/09

Reviewed
7/16/94, 7/98, 6/00


Purpose

To facilitate involvement of the general membership in MAPA activities.

To establish procedures for soliciting MAPA members who wish to be candidates in the annual election. Procedures for special elections and appointments to fill vacancies shall be as outlined in the Bylaws.

Policy

The Human Resources Committee will assist the other Committees in seeking active members.  The HR Committee will seek ways to communicate the available opportunities for involvement to the general membership.

Election of MAPA officers will be held in the second quarter of each calendar year.

Responsibilities

The Human Resources Committee is responsible for:

1. Assisting Committees in preparing “information packets” designed to help recruit new members for the Committees.

2. Facilitating an atmosphere of inclusion; by the Board / for the membership.

3. Recruiting candidates for elected office(s) with the goal of at least 1-2 candidates for each seat.

4. Assuring that all candidates are fellow AAPA and MAPA members in good standing.

5. Obtaining biographical outline from each candidate for publication in imPAct.

6. Preparing ballots and voting instructions and providing same to all eligible voters at least 14 days prior to the election.

7. Counting all ballots, unless the Human Resources Chairperson is a candidate; then the Exec Board will select 2 non-candidate members to count ballots.

The President is responsible for selection of Academy members who will serve as committee chairpersons.

Time Commitment

Skills and Experience Required

A working knowledge of the Committees within the Academy.  A willingness to help others identify their strengths and areas of interest


Authority

MAPA Bylaws and policies set forth by the Board.

Annual Calendar of Events and Activities

July – September

· Recruit and identify potential candidates for needed and future board positions

· Send personal invitation to identified candidates to attend Fall CME Board meeting

September – October

· Make personal connection with potential candidates at Fall CME Meeting

· Follow up and answer any questions generated from BOD meeting; time commitments etc.

November

· Ask candidates for a definitive commitment to MAPA

December

· Invite candidates to January Strategic Planning meeting

· Obtain biographical outline and statement from each candidate

· March  

·  Submit bios for publication in March - April edition of imPAct
April – May- June

· Prepare and distribute ballots and voting instructions to all MAPA members in good standing a minimum of 14 days prior to the election
April - May - June

· Tally the votes and prepare an article for imPAct re: the results

All Year Long

Recruit . . . .Recruit….. Recruit
Standing Committees

	Committee
	Professional Practice Committee 

	Date
	Adopted
9/23/99

Reviewed
6/17/00, 4/04, 3/10 name change


Responsibilities

General Responsibilities

· Act as a liaison between state and federal legislature and the state Board of Medicine and the constituency 

· Mentor membership concerning legislative issues and craft new PA legislation in concert with the Board of Directors. 

· Work with lobbyist and legal counsel. 

· Become aware of current reimbursement legislation/policies concerning Medicare/Medicaid issues, and other third-party payers. 

· Serve as a contact for organization members concerning third-party payment issues. 

· Submit written quarterly reports at least two weeks prior to each Board of Directors meeting. 

· Write letters to membership during times of important legislation to inform the constituency and gain support for PA issues.

· Make policy recommendations to the Board of Directors, when appropriate. 

· Write articles for imPAct to regularly update the PA constituency.

Committee Responsibilities

· Implement Board of Directors charges to the committee. 

· After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors. 

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities. 

· Solicit new volunteers to serve on the committee. 

· Appoint the committee members. 

· Provide oversight of committee functions. 

· Provide leadership to the committee.

Attendance Responsibilities

· Attend and facilitate all committee meetings. 

· Miss no more than one Board of Directors meeting. 

· Attend Leadership Retreat/Strategic Planning Session.

Time Commitment

This position requires approximately 6 - 15 hours per month with increased hours while state/federal legislatures are in session, especially if they are voting on specific PA legislation.

Skills & Experience Requirements

· Interest in the legislative process

· Prior committee member experience

· Communication skills

· Leadership skills

· Interest in reimbursement issues

· Administrative skills

· Delegation skills

· Diplomacy skills

Procedures

Authority

Annual Calendar of Events and Activities

July

· Prepare new budget/summer Board meeting

· Attend HECAPP 3 3rd Wednesday of the month

· Continue revision of key contact network

August

· Continue to solicit input on needed changes or clarification 

· Attend 14ECAPP 3 d Wednesday of the month

September

· L&R Committee meeting at CME

· Hold Open Forum at CME

· Attend HECAPP 3rd Wednesday of the month

· Work on new legislation

· Consider working on Legislator(s) campaigns

October

· Attend HECAPP 3 d Wednesday of the month

· Resume periodic Committee conference calls

· Tune up key contact network

· Consider working on Legislator(s) campaigns

November

· Attend HECAPP 3 d Wednesday of the month

· Continue to work on new legislation

· Letters of congratulations to new Legislators

December

· Attend HECAPP 3rd Wednesday of the month

· Winter Board meeting/Board retreat

· Continue working on new legislation

January

· Attend MMA Legislative Summit and/or host MAPA Day on the Hill

· Prepare talking, points for pending legislation

· Update/revise key contact lists

· Attend HECAPP 3 d Wednesday of the month

· Attend MMA Legislative Committee meeting

· Periodic MAPA L&R Committee conference calls

February

· Grassroots lobbying

· Potential for testifying before committees

· Attend HECAPP 3 d Wednesday of the month

· Attend MMA Legislative Committee meeting

· Periodic MAPA L&R Committee conference calls

March

· Grassroots lobbying

· Potential for testifying before committees

· Attend HECAPP 3 d Wednesday of the month

· Attend MMA Legislative Committee meeting

· Periodic MAPA L&R Committee conference calls

April

· Grassroots lobbying

· Potential for testifying before committees

· Hold Open Forum at CME

· Attend HECAPP 3rd Wednesday of the month

· Periodic MAPA L&R Committee conference calls

· MAPA L&R Committee meeting at CME meeting

May

· In “odd” years continue grassroots lobbying, etc.

· Attend HECAPP 3 rd Wednesday of the month

· May still be continuing conference calls

June

· Continue pursuing liaison relationships (this is, of course, ongoing)

· Attend HECAPP 3 d Wednesday of the month

	Committee
	Reimbursement Committee 

	Date
	Adopted
3/5/09


Responsibilities

General Responsibilities

· Maintain awareness of current reimbursement policies concerning Medicare/Medicaid issues, and other third-party payers. 

· Serve as a contact for MAPA members concerning third-party payment issues. 

· Work with lobbyist and legal counsel as necessary / appropriate.

· Submit written quarterly reports at least two weeks prior to each Board of Directors meeting. 

· Make policy recommendations to the Board of Directors, when appropriate. 

· Write articles for imPAct to regularly update the PA constituency.

Committee Chairperson Responsibilities

· Implement Board of Directors charges to the committee. 

· Prepare a yearly committee budget to be approved by the Board of Directors. 

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities. 

· Solicit new volunteers to serve on the committee. 

· Appoint the committee members. 

· Provide oversight of committee functions. 

· Provide leadership to the committee.

Attendance Responsibilities

· Attend and facilitate all committee meetings. 

· Attend at least 3/4 of the scheduled Board of Directors meetings. 

· Attend Leadership Retreat/Strategic Planning Sessions.

Time Commitment

This position requires approximately 4-6 hours per month; more if meetings with payers are needed.

Skills & Experience Requirements

· Interest in reimbursement issues

· Prior committee member experience

· Communication skills

· Leadership skills

· Administrative skills

· Delegation skills

· Diplomacy skills

Procedures

Authority

MAPA Bylaws and Policies set forth by the Board of Directors

· Annual Calendar of Events and Activities

Weekly – review Medicare Part B e-news

Monthly – review Medicare Part B Communique

Periodically – review subscription publications as they become available

As needed – respond to membership questions on reimbursement issues
· July

Article for July / August issue of imPAct

· August

· September

Article for September / October issue of imPAct

· October

· November

Article for November / December issue of imPAct

· December

· January

Attend Strategic Planning & winter Board meeting

Article for January / February issue of imPAct

· February

· March

Article for March/April issue of imPAct

· April

· May

Article for May/June issue of imPAct

· June

Prepare Committee budget; attend Strategic Planning meeting

Standing Committees

	Committee
	Membership Committee

	Date
	Approved
9/21/89

Revised
12/12/92, 1/5/02, 6/07
Reviewed
7/16/94, 7/98, 6/00


Purpose

To maintain current membership and to recruit new members. To maintain accurate and current records and correspondence regarding members of MAPA.

Policy

To correspond regarding old and new membership, billing for dues, etc. To provide a written format for continuity of the committee.

Responsibilities

A.
To develop/revise a MAPA membership brochure for distribution to each member.

B.
To recruit new members and retain current membership in accordance with the Bylaws of this organization.

C.
To maintain current and accurate membership lists to assure each member the services due him/her as a member of MAPA.

D.
To provide a format for continuity of this committee to new chairpersons and members.

E.
To develop an annual budget.

F.
To periodically review and recommend revision of this policy statement as needed.

G.
Oversee the Subcommittee for Awards.
Time Commitment
Skills & Experience Requirements
Procedures

1.   Late Membership Renewals:  PA’s renewing MAPA membership from the Fall CME conference through the end of the year, will receive 3 months free MAPA membership for the current year, and their dues will be applied to the following calendar year.  They will be able to register for the Fall CME conference at the member rate.

Authority

MAPA Bylaws, and policies set forth by the Board.

Annual Calendar of Events and Activities

January-February

· MAPA office collects renewals

· Letter sent to those who have renewed

· Prepare for and Attend Strategic planning/BOD meeting

· Reminder letter sent to nonrenewed members

· Ongoing mailings (see mailing summary sheet)

March-April

· Call nonrenewals

· Prepare for and Attend BOD meeting/Spring CME

· Survey compilation

· Ongoing mailings (see mailing summary sheet)

May-June

· Prepare for and Attend BOD meeting/Strategic planning

· Budget 

· Membership Directory

· Ongoing mailings (see mailing summary sheet)

July-August

· Ongoing mailings

· Consider meeting to brainstorm ideas for membership recruitment

September-October

· Prepare for and attend Fall CME/BOD meeting

· Start to put together/update packets for renewal mailings and recruitment mailings

· Ongoing mailings

November-December

· Send out renewal mailings and recruitment mailings

· Ongoing mailings

Other membership duties

· Membership brochure

· Other membership recruitment projects

Standing Committees

	Committee
	Public & Professional Relations Committee

	Date
	Approved    3/11/89

Revised      12/12/92

Revised      7/16/94, 9/21/00


Purpose

To educate, promote and increase recognition of the Physician Assistant concept/profession among health care professionals and the general public.

Policy

To promote the PA concept statewide through distribution of printed materials, audiovisuals and other mass media tools, and to form liaisons with various health professions and others.

Responsibilities

A.
MAPA President shall appoint a chairperson who must be a fellow or affiliate member of MAPA.

B.
Chairperson

1 )
Functions as a mediator between MAPA’s Board and the committee.

2)
Selects at least three (3) other MAPA members, who are in good standing, to the committee.

3)
Formulates and submits an annual budget.

4)
Presents an annual outline of the goals/projects to the Board.

5)
Reviews and revises the policy statement as needed.

6)
Submits committee reports to MAPA’s Secretary before the Board meetings.

7)
Attends all officially designated Board and academy meetings or appoints an alternate from the committee.

8)
Facilitates projects for the committee.

C. Committee Members

1)
Support various committee projects.

2)
Attend and/or participate in committee meetings.

3)
Assist Chair in developing projects.

4)
Assist Chair in fundraising efforts.

Time Commitment

Skills & Experience Requirements

Procedures

A. The committee will develop annually material for “National PA Week” of October 6th, to be used by the membership and academy in celebrating/promoting PA Week.

B. All information endorsed by MAPA intended for the public concerning the PA profession shall be previewed by the committee for consistency with the mission and purpose of the committee and the academy.

C. A scrapbook of all activities the committe and other PA’s involving the promotion of PA’s and education of the public will be collected and organized for submission annually for the AAPA annual contest.

D. The committee is responsible for developing and maintaining a “Loan Library” of materials about the PA profession and public medical education for the use of the membership. This includes, but is not limited to, displays, audiocassettes, CD-ROM, videos, printed materials and photos.

E. An awards subcommittee will be organized and maintained to promote, manage and award the “Minnesota PA of the year” award. This is given yearly at the Spring CME meeting.

F. All actions of the committee are subject to final approval by the MAPA Board of Directors. 

Authority

MAPA Bylaws and Policies set forth by the Board.

Annual Calendar of Events and Activities

July

· Board meeting

· Report due to board

· Submit scrapbook entry

August 
· PA Day promotion mailing;

September
· Preparation/ planning for PA Day events

· contact media about special broadcasts/printings

October
· October 6th PA DAY! 

· Board meeting

· Report due to board

November 

December 
· Prepare Christmas card mailings

January
· Board meeting; Report due to board; solicit for new committee members

February

March
April

· Board meeting/CME

· Report due to board

· Committee meeting at CME;

May

June
· Budget setting/goal setting for year

· Final preparation for Scrapbook submission

Standing Committees

	Committee
	Publications Committee

	Date
	Initiated 8/2000

Revised 1/04

Reviewed 2/05


Purpose

To support chapter goals and activities and to serve the profession through regular publications in print, and other media.

Policy

Responsibilities

General Responsibilities

· Provide news of important and/or interesting activities of chapter members or officers. 

· Disseminate news of general interest or sufficient importance to the chapter membership. 

· Acknowledge the contributions of members, friends, and sponsors of the chapter. 

· Provide a forum for members to address issues relating to the profession. 

· Provide professional information for administrators, legislators, and regulators about the profession. 

· Utilize new media and technology in support of the above objectives. 

Committee Responsibilities

· Implement the charges of the Board of Directors to the Committee 

· Prepare annual committee budgets for approval by the Board of Directors. 

· Provide leadership to the committee. 

· Recruit and appoint members of the committee. 

· Facilitate a smooth transition when changes occur in the personnel or vendors utilized for chapter publications. 

· Work with other chapter committees to develop publications of service to the profession and the chapter. 

· Honor AAPA guidelines in producing chapter publications. 

· Serve as a responsible steward of the membership dues of chapter members. 

· Solicit sponsorship and advertising to minimize the expense of chapter publications.

Attendance Responsibilities

· Attend and facilitate all committee meetings, at least twice per year at the chapter conferences. 

· Attend Board meetings to report on committee activities, or arrange for a suitable substitute. 

· Attend the annual chapter strategic planning session, or arrange for a suitable substitute. 

Time Commitment

This position requires approximately 20 hours per month, with an increase during months when publications are being prepared.

Skills & Experience Requirements

· Interest in improving your skills ‘in writing and commentary.

· Timeliness in completing projects.

· Interest in journalism, commentary, or graphic arts.

· Willingness to follow the direction of the Board and Executive Committee

Procedures

Authority

Annual Calendar of Events and Activities

Calendar for Jobs Listing Coordinator –  MAPA Administrator

Every month

· Receive and pass on to Newsletter Editor the newest ads and how long to run,

· As each new ad is printed in imPAct - send copy to the advertiser to verify their ad is appropriate,

· Keep records and documentation of all advertisers and payments.

· Send to Treasurer all payments made to MAPA by advertisers

· Coordinate ads on website and ImPAct

Every other month

· Send out billing to current job listings

January only

· Contact our yearly advertisers and confirm whether they would like to have their ad to run for the next calendar year.

Standing Committees

	Committee
	Scholarship Committee

	Date
	Submitted 3/3/23/00

Reviewed 6/00


Purpose

To establish, maintain, and distribute funds for physician assistant student scholarships.

Policy

To set up and oversee fundraising activities, solicit funds, collect moneys raised and give them to die Treasurer to deposit into a separate fund specifically for scholarship moneys. To educate eligible PA students about the availability of the scholarships and distribute the applications. To collect the completed applications and decide who die recipients will be. To present the scholarships to the recipients.

Responsibilities

A.
The President shall appoint a Chairperson who must be a fellow or affiliate member of MAPA.

B.
Chairperson

1) Serves as mediator between the Board and the committee.

2) Appoints 3 or more MAPA members ‘in good standing to serve on the committee.

3) Chairs the committee meetings and directs the focus of the committee.

4) Maintains ledger of scholarship funds and operation funds.

Time Commitment

Skills & Experience Requirements

Procedures

A.
Coordinate efforts for fundraising events (e.g. Fun Run at Fall Conference, Raffle at Spring Conference)

B.
Obtain funds from other sources: (e.g. Pharmaceutical Reps, Educational Institutions, Employers)

C.
Coordinate distribution of application to students coordinate selection of scholarship applications

D.
Award scholarships to recipients. Award Criteria:

1) Applicant must be MAPA member

2) Applicant must be current student in their first year ‘in a PA program

E.
Present budget of Operation Funds to board on a yearly basis; estimate goals for fundraising on a yearly basis.

Authority

MAPA Bylaws, and policies set forth by the Board.

Annual Calendar of Events and Activities

July
· Visit new students - review scholarship opportunities

· Prepare for Fall fundraiser

August
· Prepare for Fall fundraiser

September
· MAPA Fall Conference - Fundraiser

· Write imPAct article re: Fall Fundraiser results - deadline 11/1

· (Initial call for Auction Donations - Spring Fundraiser - deadline 11/1)

October
· Write imPAct article re: scholarships and applications - deadline 11/1

· Prepare for Spring Fundraiser

November
· Meet with Committee re: Spring Fundraiser

December
· Write imPAct article re: Spring Fundraiser - deadline 1/1

January

· Make scholarship applications available (visit schools, send apps, website)

February
· Letter to Mayo and Ortho regarding scholarship funds - deadline 3131

· Prepare - Spring Fundraiser

· Reminder to students regarding application deadline

March
· March I - Deadline for student scholarship applications

· Meet with committee to determine award winners and prepare for spring fundraiser - early March

· Notify student winners - send letters

· Write imPAct article re: student winners - deadline 511

April

· Spring conference - Fundraiser

· MAPA Spring conference - give scholarships to students at business mtg.

· Write imPAct article re: spring fundraising results - deadline 511

May
· Send letter to previous year’s scholarship winners re: committee involvement

June
· Meet with committee re: Fall fundraiser

· Write imPAct article re: Fall fundraiser - deadline 7/1

Standing Committees

	Committee
	Scholarship Committee Chair

	Date
	Submitted 3/23/00


Purpose

Policy

Responsibilities

S/he shall:

· Coordinate efforts for fundraising events (Family 5K Walk/Run, Raffle, Silent Auction)

· Work to obtain funds from other sources (Pharmaceutical Reps, Educational Institutions, Employers)

· Coordinate distribution of applications to students,

· Select scholarship recipients; award scholarships to recipients

· Maintain accurate ledger of scholarship funds held by the MAPA Donor Advised Fund of the Physician Assistant Foundation

· Serves as a contact person for the MAPA Donor-Advised Fund, administered through the

· Physician Assistant Foundation.

· Provide leadership to committee members

· • Make policy recommendations to the Board of Directors when appropriate

· • Submit at least two articles for imPAct per year

· Submit quarterly reports to the Board of Directors

· Serves as mediator between the Board and the committee

Committee Responsibilities

S/he shall:

· Implement Board of Director charges to the committee

· Prepare yearly budget to be approved by the Board of Directors

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work

· Appoint committee members- solicit new volunteers to serve on committee

Attendance Responsibilities

S/he shall:

· Attend and facilitate all committee meetings

· Miss no more than one Board of Directors meeting per year

· Attend Leadership Retreat/Strategic Planning Session

Time Commitment

This position requires approximately 5- 10 hours per month, with an increase prior to fundraising events (Fall and Spring Conferences).
Skills & Experience Requirements

· Prior committee member experience

· Communication skills

· Interest in fundraising

· Leadership skills

· Delegation skills

Procedures

Standing Committees

	Committee
	Student Relations Committee

	Date
	Initiated
11/99

Reviewed
6/00
Revised calendar 3/10


Purpose

The MAPA student relations committee’s main responsibility is to establish and maintain a strong relationship between MAPA and PA students.

Policy

Responsibilities

General Responsibilities

· Encourage involvement of students in MAPA meetings and activities. 

· Promote student membership and future conversion to fellow MAPA members. 

· Foster communication between MAPA and PA programs. 

· Educate PA students about MAPA, AAPA, and professional issues relating to physician assistants. 

· Communicate and disseminate information to students.

Committee chair responsibilities

· Implement the Board of Directors charges to the committee.

· Prepare yearly committee budget to be approved by the Board of Directors.

· Provide leadership to the committee.

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities.

· Solicit new volunteers to serve on the committee.

· Appoint the committee members.

· Provide oversight of committee functions.

· Attend Board of directors meetings. If unable to attend, MAPA President must be notified. An alternate should be appointed to attend.

· Attend, and facilitate all committee meetings.

· Attend Leadership Retreat/Strategic Planning Session

· Responsibility for recognizing student contributions

Time Commitment

This position will require approximately 5-10 hours per month.

Skills & Experience Requirements

· Interest in students and mentoring. 

· Prior committee member experience. 

· Timeliness in completing projects. 

· Communication skills. 

· Delegation skills. 

· Leadership skills. 

· Administrative skills.

Procedures
Authority

Annual Calendar of Events and Activities:  Student Relations

June-September

· Set up and visit incoming classes 

· Distribute student handbook to student representatives 

· Send out/distribute MAPA applications 

· Assist programs with registration of student societies with AAPA and submission of application. 

· Notify secretary and administrator of new student representatives' names and addresses. 

· Solicit mentees for the Mentor program; submit names and contact information to Mentor 

· Program Coordinator 

· PA Night Out

September-November

· Invite and encourage student representative attendance to Fall BOD

· Invite and encourage student attendance to Fall CME 

· Prepare report for Fall BOD 

· Fall CME 

· Fall BOD 

· Invite and encourage student attendance at PA night out 

· PA night out

December


· Invite and encourage student representative attendance to Winter Strategic Planning/BOD 

· Prepare report for Winter BOD 

· Help Scholarship Committee advertise scholarships

January

· Inquire about appropriate date for Augsburg Professional Panel (usually second-year students between rotation 3 and 4 on End of Rotation Day) -- contact:  Brenda Talarico 

· Inquire with student rep at LaCrosse regarding interest in Professional Panel 

· Notify programs of dates of MAPA spring meeting 

· Inquire about interest of students in attendance to AAPA meeting; notify them that there is money available for the HOD/AOR reps and Challenge Bowl team 

· Begin to plan for student challenge bowl at Spring CME: prizes,set up, food, emcee, judges, advertise to students 

· Strategic Planning meeting

February

· Encourage participation of students at MAPA Spring CME, Student Challenge Bowl, and AAPA 

· Continue to plan for Challenge Bowl

March

· Send out applications for graduation funds to student reps. 

· Invite students to participate in MAPA Spring CME and Challenge Bowl; may wish to send registration forms to student reps 

· Invite student reps to Spring BOD (at the CME) 

· Prepare BOD report for Spring BOD 

· Continue to plan for Challenge Bowl 

· Advertise MN Program to Practice handbook for 3rd year students that is available online.

April

· Challenge Bowl 

· Solidify plans for Augsburg Professional Panel (panelists, food, advertising, time, date) 

· Gifts, plaques, thank-yous and/or certificates for outgoing student reps – may give at Spring CME 

· Spring CME 

· Spring BOD 

· Make plans for MAPA representation at Augsburg and LaCrosse graduations and/or celebrations

· Send out money applications for AAPA HOD/AOR and Challenge Bowl Team reps 

· Ensure students have graduation funds 

· Donate an item to the Silent Auction

· Complete budget worksheet

· May

· Attend/ensure MAPA representation at Augsburg/LaCrosse graduations

· Solidify which students will receive MAPA money for AAPA attendance and ensure they receive the money

· Prepare BOD report

· Invite and encourage attendance at PA night out

Chapter Policy Statements

	Policy Statement
	Absence from Board Meetings

	Date
	Approved
09/21/89

Revised
12/01/90, 12/12/92

Reviewed
07/16/94, 04/06/00, 2/05


Purpose

To define MAPA policy regarding absence of elected officers and appointed committee chairpersons from Board Meetings.

Policy

As stated in Section 7 of the Bylaws:

b)
Any director failing to attend two consecutive meetings of the Board of Directors shall, at the option of the remaining directors, surrender their membership on said Board.

Procedure

A.
If an elected officer or appointed committee chairperson misses two consecutive Board meetings, without good reason, the President shall notify that person in writing that s/he is in jeopardy of being removed from the Board.

B.
Extenuating circumstances regarding the absence should be explained to the President prior to, or immediately following, the absence.

C.
A majority vote of the remaining, elected officers and appointed committee chairpersons is necessary to remove someone from the Board, and may be taken following two unexcused absences.

Procedures

Authority

MAPA Bylaws and Policy Manual

Chapter Policy Statements
	Policy Statement
	Advertising Employment Opportunities on the MAPA WebSite 

	Date
	Provisional Approval by Executive Committee 8/07

Approved       11/01/07


Purpose


Determine the mechanism by which advertising on the employment page of the MAPA Web Site will be managed. 

Procedure

· The cost will be $125 for inclusion on the employment page for two months.  Additional months can be added at $75 per month.  Invoices are sent as soon as the ad is live on the site. 

· Ads will not include graphics.  MAPA reserves the right to edit if needed.

· An e-mail blast will be sent as requested for an additional $125 charge.  If the email blast is combined with a web posting, the email will be sent after the ad is online.  Email blasts will be done once a week on a designated day (Tuesday).  No more than five (5) opportunities will be combined into the e-blast.

· The Physician Assistant’s Referral Service (PARS) will be the primary vehicle for email blasts for job ads.

· As potential employers are identified they will be sent PARS packets with a standardized format to provide information for inclusion in an e-blast.
· This policy is to be reviewed annually.

Chapter Policy Statements

	Policy Statement
	Awards Policy

	Date
	Approved
09/27/90

Revised
12/12/92, 04/07/00

Reviewed
07/16/94, 2/05,2/21/07


Purpose

MAPA will establish a mechanism to properly recognize outstanding physician assistants.  This recognition is appropriate to encourage service to the profession and the Academy, provide motivation, and improve retention of quality physician assistants in the Academy.

Policy 

Each year the Academy will recognize service to the Academy and/or the Profession by its leaders, general members or others who make a significant contribution to the PA profession.  Recognition may be given for length of service, specific accomplishment, or for community service.  The awards committee will establish the specific categories and criteria.  

The PA of the Year Award will annually be awarded to the outstanding PA who exemplifies and embodies those qualities and philosophies that characterize the profession, and uses those attributes to serve the profession and society. The recipient of this award will be recognized in ImPAct and will receive a free one-year membership to MAPA and a plaque recognizing their accomplishment. 

The Presidential Award will annually be awarded to a PA who, as recognized by the immediate past president, has made a contribution to MAPA that is exceptional.  A traveling trophy will be presented to the recipient. This trophy will be returned at the next year’s ceremony, and a commemorative plaque will be given to the awardee for personal retention. 

Candidates:

Candidates for the PA of the Year Award and The Presidential Award may be past or present members of the Board, individuals from the general membership in good standing, or PAs within the state who are not members.  The nominations for recognition may come from the BOD, general membership, physicians, the public at large or from within the awards committee.  Occasionally, recognition of a non-MAPA member may occur, if that person (or group) has done some service to develop, promote, or otherwise meet the philosophies that characterize the PA profession.

Awards Committee:


The awards committee shall be a subcommittee of the Public and Professional Relations Committee.  The committee must have at least one current board member and one individual from the general membership, but may include additional members at the discretion of the President and Public and Professional Relations Committee Chair.  The awards committee will make the selection of the recipient of the PA of the Year Award. The Immediate Past President (IPP) will make the selection of the recipient of the Presidential Award.  The IPP may choose to consult with the awards committee.

Presentation:


Presentation of the awards would have the most impact when done at a specially allotted time and early in the year.  The PPR chair will present the PA of the Year Award. The Presidential Award will be presented by the IPP.  The awards committee or an appointed representative may present the other awards.

Procedures


The Chair of the PPR committee will get the names of the award recipients to our executive administrator at least 3 weeks prior to the Spring CME meeting at which the awards will be presented.  The executive administrator will insure that all awards are prepared for presentation and brought to the Spring CME meeting.
Authority 



MAPA Policy Manual
Chapter Policy Statements

	Policy Statement
	Board Credit Cards

	Date
	Adopted
6/19/99

Revised
4/7/00, 9/22/00, 7/21/01, 1/04, 6/05, 11/07


Purpose:  To provide a framework for utilization of MAPA Corporate Credit Card(s).

Policy

MAPA offers Corporate Credit Cards to designated members of the MAPA leadership.  MAPA’s administrator will have a MAPA credit card as well

Those officers or committee chairpersons interested in obtaining a card will be approved by the executive board.

The total limit for all cards combined can be no more than $15,000.

These cards will only be used for expenses associated with approved MAPA concerns or interests, outlined in the MAPA Reimbursement Policy. Amounts will be charged to the budget for the person using the card, or the entity for which the purchase was made. If the purchase is for an entity other than the cardholder that entity must approve the expenditure.

The executive board can revoke the card privileges at their discretion at any time.

Procedures

Bills will go directly to MAFP (MAPA Administrative Services) from the credit card company.  The credit card holder is responsible to submit a voucher to MAFP outlining the expenses to facilitate proper allocation of expenditures.

Authority

MAPA Policy Manual

Chapter Policy Statements
	Policy Statement
	MAPA Checking Account

	Date
	Provisional Approval by Executive Committee  8-21-07

Approved 11-1-07


Purpose


To authorize MAFP to act as MAPA’s fiscal agent and to provide a listing of authorized signers for the MAPA Checking Account with M & I Bank.

Policy:

       A listing of which Officers and which Administrative Personnel are authorized to sign MAPA checks and other related financial documents needs to be established.

Procedures:

        The following Officers and Administrative Personnel are authorized as above:

· MAPA President

· MAPA Treasurer

· MAFP Associate Director

· MAFP Executive Vice President

        As new Officers assume their duties, and/or new Administrative Personnel are hired, Signature Cards from M & I will need to be signed and returned to M & I.

Authority

MAPA Policy Manual

Chapter Policy Statements
	Policy Statement
	Conference Calling

	Date
	Approved
10/04/03

Revised            6/7/07, 1/09


Purpose

To provide a framework for access to the MAPA conference call numbers.

Policy:

MAPA  has established an account with Telspan, an organization that offers reservationless conference calling capability and webconferencing.

Conference calls are encouraged to provide an opportunity for input by and participation from members who would otherwise not be able to participate due to distance or other deterrents.
Procedures:

Officers or committee Chairpersons who wish to have accesss codes can request them from the MAPA Administrator.

Bills will go directly to MAPA’s corporate address from the conference call company. The person who initiates the call is responsible to submit information to the Administrator identifying which Officer or Committee to allocate the expenditure to.

Authority

MAPA Policy Manual

Chapter Policy Statements

	Policy Statement
	Disposal of Old Records

	Date
	Initiated 9/22/00


Purpose

Policy

MAPA Records may be disposed when no longer needed to comply with legal requirements.

The Past President will identify an ad hoc committee each fall to review records for disposal or archival storage. Once items are identified for disposal, the destruction of the record shall not occur until the board has voted and approved for this action. The Past President shall note the action of destruction in the report to the board of directors for the next board of directors meeting.

Phone records, vouchers and other correspondence may be destroyed by vote of the Board of Directors based on the recommendation of the ad hoc committee.

Records excluded from this process are official meeting, minutes, Treasurer reports, and income tax filing.

Unless storage is a problem, seven years will be the time records will be considered for destruction.

Preferred method of destruction is shredding or burning.

Procedures

Authority

MAPA Procedure Manual

Chapter Policy Statements

	Policy Statement
	Donation Policy

	Date
	Initiated 1/5/02


Purpose

This policy will define and assist MAPA with decision making when a company or an individual requests a donation from MAPA.

Policy

A. The organization or individual shall be in good standing with MAPA.

B. The request for donation shall be in accordance with the mission, goals and objectives of MAPA.  

C.  The request shall be made to the BOD for consideration at the next meeting.  If a decision is needed to be made between board meetings, it may take place by e-mail vote.  

D.  The request shall be approved by the BOD with majority vote approval.

E. Efforts to anticipate total donations will be made during the budget allottment process. 

Procedures

Authority

MAPA Policy Manual
Chapter Policy Statements

	Policy Statement
	Duties of Standing Committee Chairs: A general description for all committee chairs

	Date
	


Purpose

Policy

The most important responsibility of the chair is to act on the charges assigned to the committee by the President/Board of Directors. Each committee chair is responsible for developing, recommending, and implementing organizational plans and a budget for their respective committee. Another part of the chair’s responsibility is determining the committee’s meeting schedule for the year. The chair of each committee should always be well informed of all committee activities. This will aid in the preparation of a final report of the year’s activities, which will include final budget estimates and recommendations for the following year. Committee chairs should coordinate with the Board of Directors and other committee chairs, as needed.

Chapter Policy Statements

	Policy Statement
	Executive Committee Liaison to Standing Committees

	Date
	Reviewed 6/00


Purpose

To increase communication between executive board and committee’s and improve board efficiency

Past President:  Publications, Public and Professional Relations, Elections

President:  Legislative and Reimbursement, HOD

President-Elect:  Directors at Large, Student Relations

Secretary:  Bylaws, Membership

Treasurer: CME, Corporate Affairs, Scholarship

	
	President
	Past-Pres
	Pres-Elect
	Secretary
	Treasurer

	Committees
	
	
	
	
	

	Bylaws
	
	
	meet
	assigned
	

	CME
	
	
	meet
	
	assigned

	Elections
	
	assigned
	
	
	

	Legislative & Reimbursement
	assigned
	
	meet
	
	

	Membership
	
	
	meet
	assigned
	

	Public & Professional Relations
	
	assigned
	meet
	
	

	
Corporate Affairs
	
	
	meet
	
	assigned

	Publications
	
	assigned
	meet
	
	

	Scholarship
	
	
	meet
	
	assigned

	Student Relations
	
	
	assigned
	
	

	Other officers
	
	
	
	
	

	Directors-at-Large
	
	
	assigned
	
	

	AAPA Delegates
	assigned
	
	meet
	
	

	Other contacts
	
	
	
	
	

	AAPA NC Region Liaison
	
	
	meet
	
	

	PA Advisory Council
	
	
	meet
	
	

	Augsburg Prog Director
	
	
	meet
	
	

	UW-L Prog Director
	
	
	meet
	
	


Expectations:

· The Executive Board members should meet with the assigned Chairs at least twice during the year for planning: annual budget request, imPAct submissions, committee membership and goals

Chapter Policy Statements

	Policy Statement
	Policy on Health Care Access

	Date
	Adopted
12/14/02

Revised



Purpose:  To clarify MAPA’s position on Access to Care

Policy

The Minnesota Academy of Physician Assistants (MAPA) supports expanded health care access for all people. MAPA encourages innovation in health care delivery, but remains committed to the model of physician directed team care. MAPA maintains that continuity of care is a high priority, so communication of all health care delivery with the primary provider(s) should be maximized within the constraints of regulation, patient confidentiality and patient preference.

Procedures

Authority

MAPA Policy Manual

Chapter Policy Statements

	Policy Statement
	Honorary Membership Policy

	Date
	Initiated 7/21/01




Purpose

Honorary membership in the Minnesota Academy of Physician Assistants is a significant honor bestowed by MAPA for life.  It was established through the Bylaws, with the following description:

Article III, Section 7:  An honorary member shall be a person who has rendered distinguished service to the Physician Assistant profession and/or MAPA.  Such members shall be nominated by an active Academy member, approved by the board of directors within one year, and approved by the general membership.  They shall not be entitled to vote or hold office.  They shall be exempt from paying dues.

Procedure

A. Nominations:  must be submitted to the MAPA BOD using the form below.  

B. Submissions:  must be received by the MAPA BOD at least 60 days prior to a scheduled board meeting for consideration.  

C. Granting:  Honorary MAPA Memberships are granted by a 2/3 vote of the board of directors and approved by the general membership at the fall or spring business meeting.

D. No more than 2 honorary memberships are granted in any one year.  

E. Recognition:  Recipients shall receive a certificate, which shall be presented at the MAPA business meeting at the following CME seminar.  

Authority

MAPA Bylaws and Policy Manual

MAPA HONORARY MEMBER NOMINATION FORM

1. Nominator:  

a. Name:

b. Address

c. Phone:

d. Fax

e. E-mail

2. Nominee:

a. Name

b. Address

c. Phone

d. Fax

e. E-mail

3. Date and place of birth:

4. Professional credentials:

5. Employment:

6. Memberships and leaderships in organizations (at county, state, provincial and national levels, also list achievements or outstanding contributions)

7. Career Achievements

8. Role(s) in MAPA or relationship to the PA profession:

9. Reason for Nomination (identify the contributions that the nominee has made, attach evidence if appropriate)

10. Other endorsees:  Name, address, fax, phone and statements.

Submit to:  MAPA President

Chapter Policy Statements
	Policy Statement
	Links on MAPA Web Site

	Date
	Approved
10/05/06

Revised           3/29/07, 11/01/07


Purpose


Determine the mechanism by which “links” shall be placed on MAPA Web Site.

Procedure

A. Requests for placement of a “link” on MAPA Web Site may come from Board members, members at large, or non-members.  

B. The individual making the request shall offer an explanation as to why this request should be granted and the length of time for the link to be maintained.

C. The request shall be directed to the Publications Chair/Webmaster for consideration.

D. Requests will be granted on a case-by-case basis.  Two members of the Executive Committee can determine if a request is to be granted.

E. Charges for placement of a “link” shall be as follows:

Affiliated Organization 

 $100 or reciprocity

Charitable Organization 
$100 / fee may be reduced at the discretion of  the Executive Committee

For-profit Organization 

 $200



Recruitment or Marketing 
 $600


Charges are for a three month placement of the “link”

F. If the requesting organization wishes to also have a “Mass E-mail” on the same subject the cost shall be ½ the above plus the charge for the “Mass E-mail”.

G. The Executive Committee members who determine that a request is valid will approve and forward it to Staff.

This policy is to be reviewed annually.
Chapter Policy Statements

	Policy Statement
	MAPA Representation at AAPA Functions

	Date
	Approved
4/06/00

Reviewed
6/00, Houskeeping 1/04, 6/05


Purpose

To clarify the responsibilities of MAPA representatives to the AAPA House of Delegates, the National Meeting, and the North Central Regional Meeting 

Policy

House of Delegates

MAPA has 4 delegates (based on current AAPA apportionment) and can have an unlimited number of alternate delegates. The HOD functions begin on Saturday morning and end on Monday afternoon. The functions include not only the reference committee hearings and voting on resolutions but also the various forums that take place during; those three days.

It is expected that MAPA will have a minimum of three (or whatever is the current AAPA apportionment number) representatives at each function (assuming there are an equal number of alternates). It is expected that those in attendance will prepare a report for the Board of Directors and articles for imPAct within one month of the event.

The Chief Delegate will, if necessary, make assignments. It is hoped that the attendees will volunteer to attend those functions that are of most interest to them - eliminating, the need to “assign” attendance. The Chief Delegate will prepare a list of functions and attendees for reference.

The funding for the Delegates and Alternates is outlined in the policy on “Reimbursement for Academy Expenses”. It includes travel to and from the HOD meeting location and lodging at single room rate for a maximum of four nights..

AAPA National Meeting

If MAPA chooses to have a funded representative(s) at the National Meeting (in addition to the HOD) it is expected that the representative(s) will attend the following: The Regional Meeting on Monday afternoon; the Legislative and Reimbursement meetings which are generally held on Tuesday morning; the Medical Board Representative meeting that is generally held on Wednesday morning; any other relevant meeting such as the Public Education Coordinators group etc.

It is expected that MAPA representative(s) to the aforementioned will prepare a report for the Board of Directors and articles for imPAct within one month of the meetings. In addition the representative(s) will share any handouts/materials gathered with the appropriate MAPA Committee chairperson(s) as soon as possible.

North Central Regional Meeting

The number of funded representatives that MAPA sends to the NCRM varies from year to year depending upon the location of the meeting and the interest/availability of leaders to attend. The Board of Directors will choose the representative(s) no later than the winter Board meeting.

It is expected that the representative(s) will attend all of the functions and prepare reports as outlined above. Reimbursement is for travel to and from the NCRM meeting location; lodging at the single room rate for a maximum of two nights.

Procedures
Authority

MAPA Policy Manual

Chapter Policy Statements
	Policy Statement
	MAPA and annual Mayo NP/PA Conference

	Date
	Approved
1-12-07


Purpose


Outline the policy and procedure for MAPA’s participation in the annual Mayo NP/PA Conference.

Policy


Beginning in 2005 the MAPA BOD chose to co-sponsor (with the University of Minnesota and the Association of SE Minnesota Nurse Practitioners) the annual conference “Internal Medicine Reviews for Nurse Practitioners and Physician Assistants” held in Rochester each fall. 


A condition of co-sponsorship was that a PA gathering be held as part of the conference that could be hosted by MAPA. 


MAPA will fund one Executive Committee representative (or their designee) and one CME Committee representative (or their designee) to attend the conference as an official delegation.a brief summary of the proposed project (2-3 sentences)
Procedure

H. A line item within the budget will be created for the purpose of funding this endeavor.

I. The representatives from the previous year are responsible for submitting the funding / budget request.

J. The Executive Committee and the CME Committee will determine the representatives to attend.

K. In conjunction with the Mayo Planning Committee, MAPA leadership will develop plans for the PA gathering.

L. The MAPA representatives will report to the full Board on the activities.

M. This policy is to be reviewed annually.

Authority

MAPA Policy and Procedure Manual

Chapter Policy Statements
	Policy Statement
	Use of MAPA “Mass E-mail”

	Date
	Approved
12/14/02 10/05/06

Revised          3/29/07


Purpose


Determine the mechanism by which the MAPA “Mass E-mail” list will be utilized, and to outline charges for use of MAPA Mass E-mail.  To define the procedure by which individual members notify MAPA of their consent to be included in “Mass E-mails”.

Procedure

A. The general categories for which “Mass E-mail” might be utilized include:

To notify members about MAPA events

To request action by members; such as in response to pending legislation

To advertise non-MAPA CME opportunities

To market goods or services

B. Members shall have the opportunity to “opt out” of “Mass E-mail” when they join / renew their membership.

C. At NO TIME shall members e-mail addresses be released to anyone outside of MAPA.

D. Requests to initiate a “Mass E-mail” to all MAPA members with known e-mail addresses may come from Board members, members at large, or non-members.  

E. Requests will be granted on a case-by-case basis.  Two members of the Executive Committee can determine if a request is to be granted.

F. The proposed text for the “Mass E-mail” will be provided to the President who will then contact another Executive Committee member to review the request.

G. The Executive Committee members who determine that a request is valid will approve the content of the message and forward it to Staff.

H. Charges for non-MAPA related messages shall be the same as for rental of MAPA mailing labels. 

Affiliated Organization 

 $100 or reciprocity

Charitable Organization 
 $100 

For-profit Organization 

 $200

Recruitment or Marketing 
 $600

I. This policy is to be reviewed annually.

Authority

MAPA President or Executive Committee Member
	Policy Statement
	Policy on MAPA Operational Funds

	Date
	Adopted   1/16/10



Purpose:  To provide the Board and MAPA Treasurer financial guidelines
Policy: Guidelines for MAPA Operational Funds
Summary: MAPA will maintain two distinct funds: (1) Operational Fund (checking account, short-term investments in money market funds and CDs and (2) Investment Fund (long term reserve).  The Operational Funds policy will outline the parameters for day-to-day operations and the decision-making processes.

Operating Fund – The operating fund will provide sufficient cash (minimum of one months’ expenses) to cover current year operating expenses in a timely manner.

The operating fund will be housed in a bank that is FDIC-insured, offers both checking accounts (preferably interest-bearing) and certificates of deposit and the ability to transfer funds within components of the institution without penalty.
The objective of the Operating Fund is preservation of principal, liquidity, and maximizing investment income within these constraints. At all times, the Operating Fund must maintain a minimum cash balance equal to one month of the current year’s expense budget. The MAPA Accountant will monitor cash flow to assure the cash balance is maintained and report to the Treasurer on a monthly basis.

Funds designated for short-term investment may be invested in certificates of deposit with maturities of no longer than one-year and a rotating cycle of dates of maturity to provide access if needed.

Approved Securities:  

Money market funds

FDIC insured checking accounts, savings accounts, and certificates of deposit

Authorized Officers to Approve Purchasing/Selling Securities: The Treasurer and President are the authorized officers to approve purchasing or selling of certificates of deposit.  The Treasurer may delegate the actual purchasing and selling operating fund investments to the Accountant or Administrator. 

At the end of each fiscal year, the Treasurer will examine the operating fund balance and make recommendations to the Board regarding cash that could be re-invested in the Operational Fund or transferred to the Investment Fund (Long Term Reserve).  It is recommended that 50% of the net gain at the end of each fiscal year be moved into the Long-Term Reserve Fund.

Chapter Policy Statements 

	Policy Statement
	Reimbursement for Academy Expenses

	Date
	Approved
12/12/92 (Replaced “Policy Statement Re: Reimbursement for Expenditures”)

Revised
12/04/93 04/06/00, 7/21/01, Housekeeping 1/04, 6/05, 10/05, 1/10

Reviewed
7/16/94


Purpose

To define policy and procedures for payment of, or reimbursement for, expenses incurred on behalf of MAPA.

Policy

1) Annually the Board will establish a budget of projected expenses and income for the following year. Each Board member, committee chair or other functionary will submit budget proposals for their area(s) of responsibility. Once the budget has been approved, the Office may initiate payment for budgeted expenses.

2) Unbudgeted expenses may be paid with Board approval. Unbudgeted expenses in excess of $100.00 over total budget allotment require prior Executive Board approval.

3) Reimbursable expenses incurred while officially representing MAPA at functions such as AAPA House of Delegates, Constituent Organizations Resources Exchange, Capitol Connections, Federation of State Medical Boards, etc. include the following (subject to budgetary limitations):

A) Air transportation at the cost of coach fare.

B) Airline charge for one piece of checked luggage

C) Public ground transportation at cost.

D) Private ground transportation at one half the current federal rate.

E) Parking

F) Registration fees for portion of meeting attended as MAPA representative (i.e. HOD not the CME portion).

G) Lodging cost of a single room.

H) Meals (M&I) up to the current federal rate for the location.

4) Board committee members and other functionaries will be reimbursed, subject to applicable budget limitations for the following:

A)
Postage

B)
Long distance telephone calls

C)
Official stationery, envelopes, and other supplies

D)
Copying/printing costs

E)
Secretarial costs (not to exceed $25/hour)

5) Board members, committee chairpersons, and other functionaries may, at their discretion, request reimbursement for mileage and lodging to attend Board meetings (subject to budget.) Reimbursement will be at one half the current federal rate per mile. Lodging will be for the cost of a single room with a maximum of  $150.00 per night.

6) Persons attending meetings as designated MAPA representatives (designated by the Board), may request reimbursement for travel at one half the current federal rate per mile if traveling by private vehicle, or the actual cost of public transportation.

7) MAPA will not reimburse for liquor consumption, in-room movies, or other entertainment expenses without prior approval by the Board.

8) If an expenditure is going to be “charged” to another committee the chair of that committee must authorize it.

Procedures

1) Requests for payment must be submitted to the Office with receipts on the form required by the Treasurer within 30 days of event.

2) The current federal mileage rate can be found at:  http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=9646
3) The current federal “M&I” (meals and incidentals) rate can be found at: http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=17943
Authority – MAPA Policy Manual
Chapter Policy Statements
	Policy Statement
	· Sponsorship of and Advertising in MAPA Publications

	Date 
	Adopted 1/11/08


Purpose

Determine the mechanism by which sponsorship of and advertising in MAPA Publications will be managed. 
Procedure

Advertising in imPAct:

Employment ads are available at the following cost:

· ½ page for $200 per issue

· ¼ page for $150 per issue

· A 10% discount is available with pre-payment for three or more consecutive issues.
The editor reserves the right to review and approve the content of the ads.

Sponsorship of imPAct:

· Each issue of imPAct will be available for exclusive sponsorship at a cost of $750

· The sponsor will provide an advertisement, in the format required by our printer, which will be displayed on the back page of the sponsored issue.  

· In the print version the advertisement will be in black and white; in the electronic version it can be in color if desired.
The editor reserves the right to review and approve the content of the advertisement.

Sponsorship of the Membership Directory

· Exclusive sponsorship of the Membership Directory is available at a charge of $1500

· The sponsor can have a full-page advertisement placed at his/her discretion in the Directory.

· The sponsor will provide the advertisement in the format required by our printer.

· The advertisement will be in black and white.

 

 

This policy is to be reviewed annually.

Chapter Policy Statements

	Policy Statement
	Policy for Student Membership

	Date
	Initiated 9/28/01


Purpose:   To define the term of student membership in MAPA and to clarify student registration at CME sessions

Policy:  Student membership in the Minnesota Academy of Physician Assistants shall be available to students enrolled in a ARC-PA or predecessor agency approved physician assistant program or an unapproved program recognized by the AAPA.  

Term of membership in MAPA will begin upon the students’ enrollment in the PA program (May of year 1) and continue through December of the year of graduation from the PA program (Dec of year 2 or year 3).  

Students will be allowed to register for conferences at the student rate.  PAs that have received their certification and wish to collect CME credits will be required to register at the full MAPA member registration rate.  

The Medical Letter will not be included in the membership for students.

*  The membership fee for students in 2 year programs will be $30.00.  

*  The membership fee for students in 3 year programs will be $45.00.

*  Student Membership may be pro-rated at $15.00.  
Procedures

Authority

MAPA Procedure Manual
Chapter Policy Statements

	Policy Statement
	Policy on MAPA funding of students to meetings

	Date
	Adopted
1/9/0404

Revised



Purpose:  To place policy and procedure for funding students to meetings.

Policy:  MAPA funding of students to meetings.

Definitions:

Program = UW-L and Augsburg PA programs

AOR = Academy of Representatives

HOD = House of Delegates

NCRM = North Central Regional Meeting

SRC = student relations committee

ImPAct = MAPA newsletter

National meeting, AOR and HOD:

AOR:  Every program gets 1 representative (per program, not per class) to the AOR.  

Up to 1 representative per program shall have a sponsorship of up to $200.  

HOD:  Only 10 programs across the country get a “seated” delegate to the HOD.  These 10 programs are chosen by way of lottery.  All other programs can send one alternate to the HOD, and the alternates take turns filling in on the House floor and voting on different issues.  

The order of sponsorship shall be as follows:  If either UW-L or Augsburg is selected through the HOD lottery, this seat shall have a sponsorship of up to $400.  If neither program is selected through the lottery, the stipend should be divided evenly between the 2 AOR student representatives.

The requirements to obtain sponsorship are as follows:

1. Must be a MAPA student member in good standing.

2. It is a requirement for both the AOR and HOD that the student be a member of AAPA.

3. It is up to the students and the programs to determine who these representatives shall be.  

4. A written request/application for sponsorship should be submitted to the MAPA board care of the SRC chair.

5. Each recipient should write an article to report on his or her participation for publication in ImPAct. 

NCRM:

One team from each program will be sponsored to participate in the student challenge bowl first and foremost.  If further funding is available, cost of lodging and travel will be covered.  A stipend of up to $200 will be provided to each program.  A challenge bowl team consists of 3 students.   The first year class of each program shall have the highest priority of being sponsored.  If, for any reason, a team of first year students cannot be organized, then the second year class shall have next priority, and then third year class in turn.  

The requirements to obtain sponsorship are as follows:

1. All 3 challenge bowl team members must be MAPA student members in good standing.

2. It is a requirement by AAPA to participate in NCRM that the students be AAPA members and have a student chapter affiliated with SAAPA.  

3. The MAPA SRC chair should be notified of students that are interested in participating and a request for funding should be submitted (one request per team).  

4. It is up to the students to determine what 3 students will participate and if monies allow, how they should be distributed.  i.e. If the $200 covers conference registration, lodging and other travel expenses, will the 3 students invite other classmates to attend and share the funding.  

5. The students that are sponsored to attend should write an article to report on their participation for publication in ImPAct.  One article can be submitted as a group. 

Financial amounts that are listed in this policy statement are subject to change depending on the state of the MAPA budget.  The policy will be reviewed on a yearly basis and updated as needed.  

Procedures

Authority

MAPA Policy Manual
Application for funding to NCRM or National Conference

Circle one:

Conference attending:            NCRM                   National Conference

PA program:                          Augsburg                UW-L

Capacity you plan to participate:          AOR                    HOD                  Challenge bowl

If request is for challenge bowl, please list the three team members and their contact information below.  Please include their AAPA and MAPA member ID numbers.  

________________________________________________________________________________________________________________________________________________​​​​​​________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If request if for individual to AOR or HOD, please list your contact information below including your AAPA and MAPA member ID numbers.  

________________________________________________________________________________________________________________________________________________________________________

Why do you want to participate in the meeting?  

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If funding is approved, what will the monies be used towards?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for your interest.  Please forward this application by mail or e-mail onto the student relations chair.  Contact information for the SRC chair can be found on the MAPA website at:  http://www.mnacadpa.org
Chapter Policy Statements
	Policy Statement
	Use of MAPA Member File Information

	Date
	Approved
6/20/92

Reviewed
12/12/92, 7/16/92, 7/16/94

Revised           9/21/00, 12/14/02, 10/05/06, 1/12/07


Purpose

To determine who has access to the current MAPA mailing labels; when the labels can be sold; to whom the labels may be sold, and charges for each sale.  To also define the procedure by which individual members notify MAPA of their consent to be included in labels that are sold.

Procedure

N. Mailing addresses may not be released to any group without prior authorization from the individual PA. This may be accomplished by a check off on the membership application or renewal form.  The potential uses of this information will be described in the membership materials.

O. A signed agreement, MAPA Mailing List Rental Agreement, must be returned from the buyer to the designated MAPA representative prior to the release of the mailing labels.   If the purchaser is a student the MAPA Mailing List Rental Agreement for Student Members of MAPA shall be used.  This agreement will include a statement that the labels 

a. May not be used for telemarketing efforts.

b. Are for one time use only.

c. May not be resold.

P. Charges for the labels shall be:

a. Educational Purposes

Affiliate Organization


$100 (or may choose reciprocity)

Nonprofit Organization


$100

For Profit Organization


$200


        b. Recruitment / Marketing


$600
        c.
Student Members for Thesis Work
$  25

Q. This policy is to be reviewed annually by the Executive Committee.


Authority

MAPA President or Executive Committee 

Member MAPA Mailing List Rental Agreement
The Minnesota Academy of Physician Assistants’ (MAPA) mailing list is available for approved one time only use. You agree that the information furnished by MAPA will not be duplicated by any means, electronic or mechanical, nor will it be reused for purposes other than the specific one-time mailing reviewed and authorized by MAPA. The information may not be provided or resold to any other party, or used for telemarketing purposes. You will be liable for attorney's fees and court costs resulting from any violation of this agreement. 

Please acknowledge your acceptance of these terms by signing below. Complete the bottom portion of this form and return it with payment and a copy of the materials you wish to send to the MAPA office below.

I have read and understood the terms outlined above, and agree to abide by them.

Signature: 
   Date: 

	Mailing
Affiliated
Non-profit
For-profit
Recruitment
Sponsor:
Organization
Organization
Organization
or Marketing

	Minimum fee:
( $100.00
( $100.00
($200.00
( $600.00

	

	List format needed:
	Method of Payment:

	(  Printed labels
Subject to additional fee if you require a special format
	(  Check
	Check No: 


	
	(  Credit Card (circle one):
	Am Ex
Visa
MasterCard
Discover

	(  Electronic
( ASCII comma delimited
( ASCII tab delimited
( Microsoft Word
( Microsoft Excel
	Card No: 
  Exp. Date: 


Signature authorizing charges:  




	Purchaser's Information (please print legibly):

	Name of person signing above: 


	Organization distributing this mailing: 


	Address: 


	City, State, Zip: 


	Phone: 
  E-mail:


MAPA, 600 South Highway 169, Suite 1680, St. Louis Park, MN 55426

( voice 952-542-0130 ( fax 952-542-0135 ( office@mnacadpa.org  ( www.mnacadpa.org
	Policy Statement
	Use of MAPA Member File Information by Students

	Date
	Approved
12/14/02


Purpose

To determine the mechanism by which MAPA student members have access to the MAPA membership file information and / or to the membership for the purpose of thesis surveys.

Procedure

R. Augsburg College PA Program faculty will determine which of the students working on their Master’s thesis will have priority for access to the MAPA membership.

S. There will be no more than four (4) students per year.

T. The students will follow the guidelines contained in the “MAPA Mailing List Rental Agreement For Student Members of MAPA”.

U. This policy is to be reviewed annually.

Authority

MAPA president or Executive Committee Member

MAPA Mailing List Rental Agreement 

For Student Members of MAPA

Please be advised that the rental of the MAPA mailing list is for one time only use of the list.  However, a follow-up mailing may be approved when requested on the original proposal, and when directed only to those addressees who do not respond to the original mailing. 

When a follow-up mailing is approved, two sets of labels will be provided with the expectation that any unused labels will be destroyed.  The bill for the mailing list will be increased to retrieve the cost of the materials only. Late requests for a follow-up mailing will be reviewed and billed separately from the original approval.
You agree that the information furnished by the Minnesota Academy of Physician Assistants (MAPA) will not be copied or duplicated by any means, electronic or mechanical, nor will it be reused for purposes other than the one time mailing that we have seen and authorized, nor will it be resold to any organization for their own use without prior consent of the MAPA.  You will be liable for attorney's fees and court costs resulting from use that is contrary to this agreement.  Please acknowledge your acceptance of these terms by signing below. 

Prior to agreeing to rental of the list, the Student Relations Chairperson and the President need to review the project for which the list will be used.  Please contact them via MAPA's web site www.mnacadpa.org to begin the review process.

I have read, understood, and agreed to the terms relating to the rental of the MAPA mailing list as outlined above.
SIGNATURE:                                                                        MAPA number ___________  DATE: _______

Signature of Augsburg Faculty member ______________________________

I wish to receive labels for consenting MAPA members in this format (check one):

Alphabetical by last name ___

Alphabetical by City___

Zip Code order ___

Other _________________________________________________________________________

I realize that the labels are being provided to me "at cost"; and that requesting a special format may increase the cost. 
I wish to request a second set of labels for the purpose of a follow-up mailing as outlined above. _____
The basic cost of rental / labels is $25.00.  Please enclose a check for that amount and mail to 

MAPA, 600 South Highway 169, Ste 1680, St. Louis Park, MN 55216

Phone 952.542.0130
If a special request increases the cost you will be notified before the request is processed. 

Contact information for requesting student:

Name _________________________________________________________________________

Address _______________________________________________________________________

City _______________________________________ State _________ Zip _________________

Phone _______________________________ E-Mail ___________________________________
Chapter Policy Statements
	Policy Statement
	Use of MAPA Name, Symbol, Logo

	Date
	Approved
1/013/06


Purpose

To provide guidance on the use of MAPA’s logo in order to protect credibility of the organization.

Policy:
The Minnesota Academy of Physician Assistants shall supply its name, symbol or logo only to products and services that are owned by MAPA, produced or printed under contract with MAPA or have been received, reviewed and accepted by the Executive Committee which will follow the guideline that MAPA must approve associated content in order to grant the use of its logo.

Procedures:

Those parties interested in use of MAPA’s name, symbol or logo must submit their request to the board in writing along with the associated content.  This request will be reviewed and a decision made by the Executive Committee with input from the Board of Directors whenever possible.
Authority

MAPA Policy Manual

Frequently Used Acronyms and Abbreviations

AAFP
American Academy of Family Physicians. The national professional organization for Family Practice Physicians.

AAP
American Academy of Pediatrics. The national professional organization for pediatrics.

AAPA
American Academy of Physician Assistants. The national professional organization for PAs.

ACOG
American Academy of Obstetrics and Gynecology. The national professional organization for obstetrics and gynecology.

AMA
American Medical Association. The national professional organization for physicians.

ANA
American Nursing Association. The national professional organization for nursing professions.

AOR
Assembly of Representatives. The Student Academy of AAPA policy making body.

APAP
Academy of Physician Assistant Programs. The policy making body for PA programs.

BOMP
Board of Medical Practice. The body which oversees PAs in the state of Minnesota.

CAAHEP
Commission on Accreditation of Allied Health Education programs. The national accreditation body for PA programs.

CAP
Corporate Affairs Program. The official program within MAPA for corporate relations and sponsorship.

CCOW
Capitol Constituent Organization Workshop. An annual leadership workshop conducted by AAPA for constituent organization leadership. Used to promote legislative issues with congressional leaders.

CME
Continuing Medical Education. Physician Assistants are required to remain current on their medical knowledge. 100 hours of continuing medical education is required every two years to maintain certification.

HOD
House of Delegates. AAPA’s policy making body.

HPSA
Health Professional Shortage Area. Federally designated region that has been determined to be significantly short of medical providers.

HPSP
Health Professionals Service Program.

WAS
Iowa Academy of Physician Assistants. The professional organization of Iowa PAs

MAFP
Minnesota Academy of Family Physicians. The state professional organization for Family Physicians.

MAPA
Minnesota Academy of Physician Assistants. The state professional organization for PAs.

MMA
Minnesota Medical Association. The state of Minnesota’s professional organization for physicians

MRHA
Minnesota Rural Health Association.

MUA
Medically Underserved Area. The designation for a geographical region which is in need of medical providers.

0J
O.J. Doyle. MAPA’s lobbyist at the Minnesota State Legislature

NCCPA
National Commission for Certification of Physician Assistants. The national certifying agency for Physician Assistants.

NCRM
North Central Regional Meeting. An AAPA sponsored meeting for regional constituent organizations to build on leadership, network, meet AAPA staff and to address state and national issues.

NRHA
National Rural Health Association. 

PA
Physician Assistant

PA-C
Physician Assistant Certified. Professional title used with notation to indicate successful completion of the national board exam.

PA-S
Physician Assistant Student. Professional title used with notation while on rotations.

PANCE
Physician Assistant National Certification Exam. The board exam, as issued by NCCPA.

PANRE
Physician Assistant National Recertification Exam.

RHAC
Rural Health Advisory Committee. This is a governor-appointed board which addresses rural health care issues in the state of Minnesota.

RPA
Registered Physician Assistant. Professional title used by some PAs to indicate state registration. Does not necessarily indicate national certification.

SAAAPA
Student Academy of the American Academy of Physician Assistants. The national professional association for PA students.

WAPA
Wisconsin Academy of Physician Assistants. The professional organization of Wisconsin PAs.
MAPA BOARD REPORT TEMPLATE

Date of Report (0/0/00)

A. Position:

B.  Committee Members:

C.  Activities:   since last board meeting
·  MAPA Goals Objectives being met

·  Estimates of completion dates

·  Comments on financial impact:  income and expenses
1.

2.  

3.

4.

5.

D. Projects:  planned for near future
1.

2.

3. 



4.

E. Proposals:  list of any proposals the position is recommending to BOD 

(description on BOD proposal template)



1.



2.



3.

form 2/3/00 wwa
Board of Directors Proposal Request 

Minnesota Academy of Physician Assistants

Date Submitted: 

Submitted by:

Name of Project/Activity:

Description / Overview:

a brief summary of the proposed project (2-3 sentences)
 

Goal(s) and Objective(s) the proposal is intended to achieve for MAPA
1.

2.

3.

Pros 2-3 points outlining why your committee/position supports the idea.
1.

2.

3.

Cons points outlining drawbacks, or reasons why this may not be a good idea
1.

2.

3.

Impact of this proposal

Financial: include any impact of implementing the proposal on the MAPA budget

a)      Projected expenses to chapter

1.

2.

b)      Projected revenues for chapter

1.

2. 

Other areas
MAPA Income Form

Date:________________________

MAPA Person submitting form:_____________________________________


Income source (company name and contact): _________________________


________________________________________________________________


Purpose of income:_______________________________________________


Committee/Office where income belongs:_____________________________


Amount:


$_______________________


Type of income: 

 Cash


(Circle one)









Check






Credit Card


Notes:___________________________________________________________

_________________________________
	MAPA office coding:

Account #                        $ Amount




________                  _________ 



Revised 3/27/04 wwa
[image: image3.jpg]MAPA Check Request Form

Purpose of Reimbursement:

% Are Invoices or Other Supporting Account Code Amount
Documentation Attached? LYes [ No 5
Make Check Payable To: $
Send To: $
$
$
Total Amount §
Submitted By Signature Date
OFFICE USE ONLY
Approved By Signature Date
Sending Instructions/Notes
MAPA Expense Codes (last updated 6/21/04)
5010 | MANAGEMENT FEE - THC 5710 | IMPACT PREPARATION 5610 | LEADERSHIP SUMMIT
5020 | PHOTOCOPIES 5720 | IMPACT PRINTING & MAILING 5620 | AAPA HOUSE OF DELEGATES
5030 | PHONE/FAX 5730 | DIRECTORY PREPARATION 5630 | NCRM
5040 | POSTAGE/FREIGHT 5740 | DIRECTORY PRINTING & MAILING
5050 | OFFICE SUPPLIES 5750 | WEB SITE DEVELOPMENT 7000 | LODGING
5070 | TAXES 5760 | WEB SITE ADMINISTRATION 7010 | ADVERTISING/PROMOTIONS
5080 | TECHNOLOGY UPDATES T | 7020 | PRINTING
5090 | MISCELLANEOUS 6000 | LODGING 7025 | PHOTOCOPIES
5100 | SUBSCRIPTIONS/MEDICAL LETTER 6010 | ADVERTISING/PROMOTIONS 7030 | POSTAGE
5110 | CREDIT CARD/BANK FEES 6020 | PRINTING 7035 | PHONE/FAX
5150 | INSURANCE 6025 | PHOTOCOPIES 7040 | FACILITIES
5180 | BAD DEBT 6030 | POSTAGE 7045 | AV RENTAL
6035 | PHONE/FAX 7050 | ENTERTAINMENT
5320 | PRESIDENT 6040 | FACILITIES 7055 | ACTIVITIES
5330 | PRESIDENT-ELECT 6045 | AV RENTAL 7060 | HONORARIA
5340 | PAST PRESIDENT 6050 | ENTERTAINMENT 7070 | GIFTS
5350 | SECRETARY 6055 | ACTIVITIES 7080 | MEALS
5360 | TREASURER 6060 | HONORARIA 7090 | REGISTRATION SUPPLIES
5365 | FINANCIALS 6070 | SOUVENIRS/GIFTS 7100 | REGISTRATION SUPPORT
5370 | DIRECTORS AT LARGE 6080 | MEALS 7130 | EXHIBIT SUPPORT
6090 | REGISTRATION SUPPLIES 7160 | MISCELLANEOUS
5505 | BOD 6100 | REGISTRATION SUPPORT 7180 | ADMINISTRATION
5506 | STRATEGIC PLANNING MTGS. 6160 | MISCELLANEOUS 7190 | ACCREDITATION
5510 | BYLAWS 6180 | ADMINISTRATION 7200 | EXHIBIT ADMIN
5515 | CONTINUING MEDICAL EDUCATION 6190 | ACCREDITATION 7205 | EXHIBIT MEALS
5516 | CORPORATE AFFAIRS 6200 | EXHIBIT ADMIN 7208 | EXHIBIT FACILITIES
5520 | ELECTIONS 6205 | EXHIBIT MEALS 7210 | EXHIBIT POSTAGE
5525 | LEGISLATIVE & REIMBURSEMENT 6208 | EXHIBIT FACILITIES 7220 | EXHIBIT PRINTING
5530 | MEMBERSHIP 6210 | EXHIBIT POSTAGE 7230 | EXHIBIT SUPPLIES
5535 | PUBLIC & PROFESSIONAL RELATIONS 6220 | EXHIBIT PRINTING 7240 | EXHIBIT PHOTOCOPIES
5540 | PUBLICATIONS & WEB SITES 6230 | EXHIBIT SUPPLIES
5545 | SCHOLARSHIP 6240 | EXHIBIT PHOTOCOPIES
5550 | STUDENT RELATIONS




Minnesota Academy of Physician Assistants

Application for Funding of Innovative Projects

This Application contains 3 sections:

I. Policy which outlines the requirements for the project. 

II. Application form.

III. Summary, submitted after project has been implemented. 

Application: 

Date of Application______________________________________

Name of Person to contact for more information: _______________________________________________________

Address:________________________________________________

Phone:__________________________________________________

E-mail:__________________________________________________

Section I: a. Provide a description of the project.

b. Who will be involved in this project?


 c. Where will the project be located?


 d. What is the intended outcome of the program?

You may attach a separate piece of paper if more room is needed.

11/03/2007
MAPA Application for Funding of Innovative Project  Part II

Submit within 3 months of completion of project, or if ongoing project, within 3 months of start of program.

Contact Information:

Name of Person to Contact for more information:_______________________________

Address:________________________________________________________________

Phone: _________________________________________________________________

e-mail:_________________________________________________________________

Please describe the outcome of your project. Include comments about successes, problems, failures and other challenges. 

If you have photographs or data, we would appreciate a representative sample.  

11/07/2007

2

