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ISMA ANNUAL CONFERENCE GUIDELINE MANUAL
 
These guidelines are intended to aid and provide guidance to those local districts which have agreed to host an annual conference.  Requests for additions and/or clarifications and suggestions for changes are welcomed by this committee.  Thank you for helping to keep ISMA a strong and vital organization.

CONFERENCE ROTATIONS- this is used to determine the hosting chapter. 
 Year 	 	 	 	 	Chapter 
	2025 
	Twelfth District 

	2026 
	First District 

	2027 
	Southeast District 

	2028 
	St. Joseph District 

	2029 
	East Central District 

	2030 
	West Central District 

	 
	 

	2031 
	Twelfth District 

	2032 
	First District 

	2033 
	Southeast District 

	2034 
	St. Joseph District 

	2035 
	East Central District 

	2036 
	West Central District 

	 
	 

	2037 
	Twelfth District 

	2038 
	First District 

	2039 
	Southeast District 

	2040 
	St. Joseph District 

	2041 
	East Central District 



CONFERENCE HOSTING GUIDELINES 
 
1. The prior ISMA Conference chair shall be available to mentor the incoming ISMA Conference committee.  A conference chair is to be appointed by the Hosting Component District. 
 
2. The Conference chair is to set up all committees needed for the conference and seek participation to complete the committee work and ensure deadlines are met. 
 
3. The Conference Chair and the Hosting District shall be responsible for securing the hotel and planning all meal functions, within a set budget.  Also make hotel arrangements for AAMA representative, ISMA President and Conference chair and Co-chair. 
 
4. Profit monies after paid expenses are divided between the hosting District and ISMA unless the Conference is hosted by the State. 
  
5. Utilize the AAMA Representative for focus group during the ISMA conference weekend. 
 
6. Have a copy of the full ISMA conference agenda and registration form available on the ISMA website, ISMA registration desk at check- in; announce changes as necessary during the conference. 
 
7. Keep ISMA President advised of number of registrants. 
 
8. Advise Certification chair as to number of certified and recertified registrants. 
 
9. Prepare report for ISMA Board of Directors for the Annual Business meeting booklet. 
 
10. Write a welcome for the conference booklet. 
 
11. Arrange for Saturday banquet entertainment. 
 
12. Obtain proclamation from local government. 
 
 
The hosting district may borrow up to $500.00 from ISMA to start the conference fund if that chapter does not have enough to fund this initial outlay.  In such an event, these borrowed monies are to be repaid out of the conference revenues, depending upon available funds.  
 
[bookmark: _Toc176363244] Task delegations 
 The hosting district should form a team for the conference.  There are many different tasks in planning and hosting a successful ISMA conference.  These tasks should be delegated to various committees, so that no one member has a disproportionate share of duties.  A Conference Chair is essential, and a conference Co-Chair may be appointed.  Duties you may need to assign. 
 
· Finance 
· Hotel reservations 
· Decorations/favors/goody bags if applicable  
· ISMA conference registrations 
· Exhibitors 
· Welcome party/Entertainment 
· Ways and Means 
· Protocol (Proclamation, Meal line up, head table seating)
· AAMA representative liaison 
· Educational Sessions 
· Meals/breaks 
· Hospitality room 
· Annual business meeting raffle container for district door prize 
· Coordination with ISMA installing officer  
 	 
[bookmark: _Toc176363245][bookmark: _Toc190101046]FINANCIAL MANAGEMENT 
Conference Treasurer-(appointed by the conference chair) One person should be designated to keep all financial items, (i.e. receipts, bills, checkbooks, etc.) for the duration of the conference activities.  The Treasurer oversees the budget, balancing conference costs with income. 
 
1. Attending all conference meetings. 
2. A special bank account should be established by the hosting district for the sole purpose of transacting the financial business of the conference with the conference chair and/or conference treasurer authorized to sign checks.  All monies received should be acknowledged with a receipt, and all monies spent should be accounted for by invoices.  Receipts, invoices, cancelled checks, duplicate deposit slips and ledger for the conference should be ready for audit as soon as possible after the conclusion of the conference.  
3. Prepare an itemized list of all items to be reimbursed to the conference committee by ISMA for the ISMA Treasurer.  (See listing of ISMA conference cost responsibilities). 
4. After the close of the conference business, furnish the ISMA Treasurer and the Finance Chair with a complete financial report by the June meeting. 
5. Repay the loan back to ISMA if this applies.  This is a separate expense owed to ISMA by the hosting chapter. 
 Major financials items to be considered include: 
Conference Expenses 
Mailing, Printing, Badges, Speaker honorarium, Invited guests, Professional entertainers, Food and beverages, etc. 
Exhibits 
Conference Income 
Registration Fees, Contributions, exhibit space rental, Ways and Means  
 
[bookmark: _Toc176363246][bookmark: _Toc190101047]ISMA FINANCIAL RESPONSIBILITY 
Expenses for the ISMA Annual Conference will include AAMA National Representative’s lodging, registration, and incidental meals for the conference.  Meals for any attending guests or speakers when invited by the ISMA Executive Board or ISMA conference Committee shall be paid by the ISMA. 
It is the financial responsibility of ISMA to pay the following expenses incurred during the conference.  These items should be billed separately to the ISMA Treasurer.  This should be reflected in the ISMA Conference budget. 
1. Welcome items upon arrival for the AAMA Representative such as snacks, refreshments, etc.  Communicate with AAMA Representative before the conference regarding food and beverage preferences or allergy restrictions. 
2. AAMA provides transportation for the AAMA Representative to the ISMA Conference.  Arranging transportation to and from the airport for the AAMA Representative is set up by the ISMA liaison. 
3. Hotel accommodation for the AAMA Representative. 
4. Full registration fee for the AAMA Representative. 
5. All meals for the AAMA Representative from the time of arrival to the time of departure. 
6. Decorations (floral, candles, etc.) for the installation table. 
7. Registration ribbons for name badges, the name badges and lanyards. 
8. Annual Business Meeting Booklet printing
9. If for some reason the AAMA Representative arrives early, it will be the responsibility of the ISMA liaison to make additional accommodation for them.  If there are outside activities involved it will be the discretion of the ISMA liaison to pay for them or for the state to pick up the expense.  If someone picks up the representative, they will pay for themselves for any activities outside of the conference. 
The registration fees and rooms of the elected State Officers, Parliamentary Advisor, Corresponding Secretary, AAMA Representative, Conference Chair and Vice Chair are paid by the state.  Lodging accommodations will be reimbursed at one-half equivalency or the individual partial room rate expense except for the AAMA Representative.  One suite each will be provided for the President and Conference Chair.  Only the registration fee will be paid for Honorary members.
A complete financial statement must be provided to the ISMA Executive council at the next Executive meeting after the conclusion of the conference.  
 
[bookmark: _Toc176363247][bookmark: _Toc190101048]CONFERENCE RECEIPT 
If you have a receipt needing reimbursement, complete a voucher and submit it to the conference treasurer.  If this is not a budgeted expense, it will have to be voted on before being paid. 
If a member needs a receipt for the expense of the conference for employment, or school, etc., contact the treasurer of the conference or hosting district and they can provide a receipt with the necessary information on it. 
 
[bookmark: _Toc176363248][bookmark: _Toc190101049]REGISTRATION  
· List hours the registration desk will be open.  The hosting district members should be assigned to staff the registration desk during open hours, unless other arrangements have been made. 
· Maintain a complete list of all paid registrations received for the conference. 
· Order ribbons and make them available in all categories to members as needed. 
· Material you may wish to include about the surrounding area. 
· CEU checklist for AAMA. 
· Evaluation form of ISMA conference. 
· Meal tickets if needed
· Names of Exhibitors. 
· Official program of events. 
· Registration forms should be included in the Med-A-Scoop and on the Website at least 6 weeks prior to the conference. 
· Goody bags/door prizes, if applicable. 


[bookmark: _Toc176363242]PRELIMINARY PLANNING 
Annual Conference Check List and Responsibilities
1. Establish Theme						Team
2. Open a separate checking account			Conference Treasurer
3. Contact hotel to set dates					Chair
4. Program schedule						Chair/team
5. Registration form with pricing				Chair				
6. Hotel room rates & deadline				Chair
7. Select meals							Team
8. Speakers							Theme related topics CGA
9. CEU Applications						Education Chair
10. Entertainment (optional)					Team
11. Proclamation by Governor, Mayor of Hosting City	Protocol Chair
12. Flowers							Live or Silk?
13. Officer recognition gifts					Marketing Chair
14. Ways and Means						Ways & Means Chair
15. Decorations							Team
16. Door Prizes/Goody bags???				Team
17. Installation service						Contact Installing Officer
18. Speaker appreciation gifts/honorarium			Education Chair			
19. Registration table						Registration chair
20. Speaker Introduction					Education team
21. Welcome Party						Theme dependent
22. Storage for ways and means/chapter door 
a. prize/raffle baskets				Hotel contact
23. Exhibitors							Marketing Chair	
24. Program/Annual Business meeting 
a. and banquet booklets				Printing
Coordinate with corresponding secretary or President and incoming President
25. AAMA representative transportation			Hostess for representative
26. Special seating/line up					Protocol/Parliamentary Advisor
27. Charity Support						Marketing

CONFERENCE THEME

The conference hosting district should set a theme for the conference.  It should be healthcare focused and convenient for linking with the welcome party and education.

[bookmark: _Toc176363243][bookmark: _Toc190101050]CONFERENCE SITE 
The ISMA annual conference shall be in the spring of each year as stated in the ISMA Bylaws and approved by the Executive Board.  The ISMA Conference Committee (the hosting chapter) shall select the dates and make the choice of hotel for this conference. 
 
The choice of location should be based on several factors:  
Competitive bids should be obtained, when possible.  This will ensure obtaining the best location and facilities for the most reasonable rates. 

The hotel should have adequate space for the following:
Overnight accommodation for the expected number of attendees
Registration area for conference
Registration area for the Annual Business Meeting
Educational sessions 
Exhibitors space
Welcome Party/Annual President’s banquet 
ISMA Pre and Post board of director meetings. 
AAMA Representative’s meeting (if necessary)
Additional hotel charges such as regional/city taxes, audio/visual equipment, room set up, mobile bar/beverage set up.
	Can food be brought in, such as a special dessert for the President’s Reception.
	Can they accommodate dietary restrictions necessary for attendees
 
Questions to ask of the potential hotel site.  
· Incentives such as complimentary rooms for special guests, complimentary hospitality suites for the host officers, special services, etc. 
· Special pricing on meal functions and possible use of meeting rooms without additional charges. 
· Many hotels offer the assistance of their professional conference planners at no additional charge to the hosting district. 
· The final choice of location will depend on the ability of the hotel to comply with ISMA’s desire to have the registration fee as reasonable as possible for its members.  Examples: 
CONFERENCE CONTRACT:
1. Detailed written bid/contract from the hotel stating the total cost of meals, including gratuities and any other charges involved should be obtained.  
2. A written description in the contract of any complimentary features and what special services or assistance the hotel will supply at no extra cost. 
3. A list of the charges, including taxes, surcharges, etc., for the cost of attendee rooms should be listed in writing for single, double, triple, and quadruple room occupancy.  This information should be listed on the registration form available to each member and listed on the ISMA Website.  
4. Determine and have the hotel block off the number of rooms needed for guests, for business meetings or committees, and educational sessions, and meals. 
Guest rooms 
Estimate the number of attendees expected
	Plan on attendees sharing two to four per room
	Set a block of rooms to include 
a room for the AAMA representative
at least two handicapped accessible rooms
a suite for the President
a suite for the Conference chair and co-chair
ISMA officer rooms billed on the master account
Accommodation for any special guests attending the banquet
5. Determine the number of microphones and speaker podiums necessary, locate electrical outlets, audio-visual equipment needed and technical support staff. 
6. Adequate space for the head table at each event
7. Set the menu with adjustments needed to accommodate attendee allergies or food restrictions.

SETTING CONFERENCE DATE 
  
The ISMA Annual Conference will be held on the third weekend in April, unless held on another weekend due to site scheduling issues.
 
The conference city, site and date shall be announced to the ISMA Board 18 to 24 months in advance whenever possible.

The conference contract should be signed by the conference chair or designated representative.

CONTRACT EXAMPLE

  
 

 
[bookmark: _Toc176363230][bookmark: _Toc190101051]SALES CONTRACT 
The following represents an agreement between the Hilton Garden Inn Columbus/Edinburgh and outlines specific conditions and services to be provided. 
	CONTRACT ISSUE DATE: 
	9.19.23 

	EVENT: 
	ISMA Conference  

	CONTACT NAME: 
	Jane Seelig 

	OFFICIAL PROGRAM DATES: 
	4.12.24-4.14.24 


[bookmark: _Toc176363231][bookmark: _Toc190101052]FUNCTION SPACE 
Based on the requirements of your event, the Hotel has reserved the function space set forth in this agreement.  Then full rental amount of the function space must be paid, as a deposit, at the time of receiving the signed contract.  Function Space is not held until the deposit has been paid in full.  All Deposits are non-refundable. 
[bookmark: _Toc176363232][bookmark: _Toc190101053]FOOD AND BEVERAGE AGREEMENT 
Printed menu prices are the hotel’s current prices and are subject to change. Banquet food and beverage prices cannot be guaranteed more than three months prior to the scheduled event.  All food and beverage must be supplied and prepared by the hotel. Menu Selections and guaranteed head count must be given to the Director of Sales 10 days prior to the function. As the hotel buys and prepares based on the guarantee, this will become the minimum charge for your function. A final Head Count must be submitted no later than 3 days in advance of the function. In the event no final count is submitted to the hotel, the event will be prepared for the guaranteed head count.  
 
[bookmark: _Toc176363233][bookmark: _Toc190101054]ESTIMATED FOOD, BEVERAGE, AUDIO VISUAL, AND ROOM REVENUE SUMMARY 
	 
	Covers 
	Estimated Pricing 
	Group Charge 

	Guest Rooms  
	Ballroom 3 days 
	700.00 w/ food 
	2100.00 

	Guest Rooms  
	15 double queen rooms 
	126.00 
	Cutoff date: 3.14.24 

	TOTAL 
	 
	 
	 


 The above totals are estimated based on the average menu price at time of signing and are subject to change according to final menu selection and guaranteed covers. Total committed food and beverage charges are subject to 20% service charge.  All Charges are subject to applicable sales tax, currently 7%.  
 
[bookmark: _Toc176363234][bookmark: _Toc190101055]DEPOSIT AND GUARANTEE 
Guarantee of Rooms:  
Initials_____ Option 1:  The hotel will hold the set amount of rooms for up to 30 days prior to the date of arrival.  Any rooms not picked up prior to this time will be released from the group block and be returned to the hotel for resale.  It is understood that the guest attending the event must call the hotel and secure their room(s) with a credit card prior to this 30 day cutoff time. 
 
Initials________ Option 2:  In order for the set amount of rooms to be held until the day of arrival, a non-refundable deposit is required.  The total deposit due at time of contract signing is 25% of total room cost including tax.  The balance remaining must be paid on the day of arrival. 
 
[bookmark: _Toc176363235][bookmark: _Toc190101056]METHOD OF PAYMENT 
If you are paying by check, the check must be surrendered at least 2 weeks prior to the event to allow time for processing and clearing.  Should the event be within 2 weeks from date of contract signing and you are paying by check, the hotel will require a credit card to guarantee funds until the check has cleared the bank. 
If you are paying by credit card or debit card, funds will be withdrawn immediately to cover all required deposits.   
 
[bookmark: _Toc176363236][bookmark: _Toc190101057]FORCE MAJEURE 
Neither party shall be responsible for failure to perform this contract if circumstances beyond their control, including, but not limited to; acts of God, shortage of commodities or supplies to be furnished by the Hotel, governmental authority, or declared war in the United States make it illegal or impossible for the Hotel to hold the event. 
 
[bookmark: _Toc176363237][bookmark: _Toc190101058]CANCELLATION 
 You may cancel this Agreement only upon giving written notice to us.  The parties agree and understand that in the event of a cancellation, our actual damages would be difficult to determine.  Therefore, the parties agree on the following amounts to be paid by you to us upon notice of cancellation as liquidated damages: 
Cancellation between date of signing and 90 days of event, 20% of committed food & beverage revenue  
If notified between 89 and 60 days in advance of the event, 40% of committed food & beverage revenue  
If notified between 59 and 30 days in advance of the event, 60% of committed food & beverage revenue  
If notified between 29 and 10 days of the event, 80% of committed food & beverage revenue  
If notified Less than 10 days before the event, 100% of committed food & beverage revenue  Additional damages may be owed for cancellation of your sleeping room contract. 
  
[bookmark: _Toc176363238][bookmark: _Toc190101059]INDEMNIFICATION 
 To the extent permitted by law, you agree to protect, indemnify, defend and hold harmless its officers, directors, agents, and respective employees against all claims, losses or damages to persons or property, governmental charges or fines, and costs (including reasonable attorney's fees), arising out of or connected with your function, except those claims arising out of the sole negligence or willful misconduct of the Hotel.  You represent and warrant that your activities conducted at the Hotel and in connection with the function shall not infringe the patent, copyright or trademark rights or violate rights of privacy or publicity of any third party. 
 
[bookmark: _Toc176363239][bookmark: _Toc190101060]FUNCTION INFORMATION AGENDA 
	Date 
	Time 
	# of People 
	Function 
	Set-up 
	Meeting Room* 

	4.14.24 
	TBD 
	100 
	Business 
	Reception 
	Ballroom 

	4.15.24 
	TBD 
	100 
	Business 
	Reception 
	Ballroom 

	4.16.24 
	TBD 
	100 
	Business 
	Reception 
	Ballroom 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


*Meeting room locations are not guaranteed. The hotel reserves the right to re-assign meeting rooms.  
[bookmark: _Toc176363240][bookmark: _Toc190101061]SIGNATURES 
 	 
Approved and authorized by: 	Approved and authorized by Hotel: 
	Name:  (Print)  _______________________ Title:  (Print)  __Conference Chair________ 
Signature: ___________________________	   
Date:  	 _____________________________ 
	Name:  
Title:  
Signature: 
	____________________________  ____________________________


	
	Date:
	




[bookmark: _Toc176363241][bookmark: _Toc190101062]PROGRAM SCHEDULE 
1. Note that all times are either Eastern Standard or Central Standard, depending on the hosting conference time zone.
2. Plan a schedule of events for the conference for Friday, Saturday and Sunday
3. Workshops should be theme related and scheduled for each day indicating topic and speaker
4. Show the number of CEUs and category for each workshop
5. A board/business meeting is scheduled for each day (Preconference, Annual Business and Post conference)  
i. Coordinate the Preconference and Annual Business meeting times with the current President 
ii. Coordinate the Post Conference meeting time with the incoming President.
6. Include registration times
7. Note mealtimes
8. Show Exhibitor hours
9. The preliminary schedule may not include room location, but the final schedule should include this information.
10. The schedule should be posted on the ISMA Website and published in the Med-A-Scoop.
SCHEDULE EXAMPLE
[bookmark: _Toc190101063]2024 ISMA 68th Conference Schedule
[bookmark: _Toc190101064]Medical Assistants are the Backbone of Healthcare
10 CEUs (total)
All activities will be in the Ballroom unless otherwise specified.
Attire is business casual for all events except banquet which may be cocktail.
[bookmark: _Toc190101065]Friday, April 12, 2024
3:00 pm-6:00 pm			Registration open 	
5:15 pm				Pre-conference Board Meeting	Meeting Room D
6:15 pm 				Welcome and Buffet
7:00 pm-8:00 pm			Workshop #1 Topic:	Chiropractic Techniques
Speaker:
8:00 pm-9:00 pm	Scavenger Hunt (Get to know the members)
	Conference Chair Karen Pershing, CMA (AAMA)
	Conference Co-Chair Jane Seelig, CMA-A (AAMA)

[bookmark: _Toc190101066]Saturday, April 13, 2024		Exhibits open 9:00 am - 3:00 pm
6:30 am – 8:00 am			Registration open	
6:30 am – 8:00 am			Breakfast
						Special PIPS seating 7:00 – 7:45 am
8:00 am – 10:00 am	Workshop #2	Topic:	Spine Therapy
	Speaker:
9:00 am	Exhibits open		
10:15 am - 10:30 am			Registration for Annual Business Meeting  
10:30 – 12 noon	Annual Business Meeting 
Chapter Door Prize Drawing
12:00 Noon – 12:45 pm	Healthy Snack/AAMA National Representative/Vendor Shopping
1:10 pm - 4:10 pm 	Workshop #4	 Topic:	What Do You Know---The Hoosier Knowledge Bowl	
Speaker: Kit Stine, CMA (AAMA)
5:30 pm – 6:00 pm			Cocktails and group photos   
6:00 pm – 9:00 pm			Awards/Installation Banquet	
9:00 pm – 10:00 pm			Presidents Reception
					
[bookmark: _Toc190101067]Sunday, April 14, 2024
7:00 am – 8:00 am	Breakfast 
8:00 am – 9:00 am			Workshop #5	Topic:  Next of Kin: Forensic Medicine
Speaker:	James Ginder, ISMA Honorary Member
9:10 am – 11:10 am			Workshop #6	Topic:	Physical Therapy & Chair Yoga
						Speaker:	Judy Jackson
11:15 am – 12:15 pm			Post Conference Board Meeting 

[bookmark: _Toc176363249][bookmark: _Toc190101068]REGISTRATION FORMS 
Information to include on registration form: 
· Annual Conference year and number 
· Date 
· Location-Hotel name, address, phone numbers, website address, deadline for registration and cost. 
· Attire requirements
· Registrant’s Information 
Name, address, home & cell/work phone, district, office/board or committee. 
Membership Status-member, non-member or student. 
New or recertified CMA-(AAMA) since last conference. 
First time attendee, educator. 
Registration deadline (early bird and late). 
Indicate no refund and type of payment that is accepted. 
Member, non-member, student member and non-student member registration fees. 
Single day registration rate which will include meals. 
Single meal cost for guests. 
Where to send payment with registration form and whom to make payment to and e-mail addresses. 

REGISTRATION FORM EXAMPLE

2024 ISMA 68th ANNUAL CONFERENCE
HOSTED BY ISMA
April 12-14, 2024
The Hilton Garden Inn, Edinburgh, IN
Registration Form (please print)
Attire is business casual for all events except the banquet, which may be cocktail.
Name:		_________________________________________________
AAMA Member ID #__________________Credential:_________________
Address:	_________________________________________________
(City, State, Zip)_______________________________________________
Phone:	Cell:	________________	Home: _________________________
Email address:_________________________________________________
We need this information for your nametag please:
District (Chapter) Name:	_____________________________________
Current responsibility and credentials: Local/State/National _____________________________________________________________ _____________________________________________________________
Please circle one:	   Member	Student member 	Not a member	
Since April 2023, please check: ______New CMA (AAMA) ______ Educator
__________First time Conference attendee	________ Recertified CMA (AAMA)
…………………………………………………………………………….…
All workshops, meals and entertainment are included in the total registration package.  Registrations received by March 4, 2024		
Members:	$175.00		Student Members:	$50.00
Students:	$100.00		Non-members 		$200.00

Registrations received after March 4, 2024
Members:	$200.00		Student Members:	$75.00
Students:	$115.00		Non-members		$250.00

One Day registration without meals:			$125.00
Guest Meal only registration:		
Breakfast	$ 25.00		Dinner	$ 50.00
QUESTIONS????????
Karen Pershing, CMA (AAMA)		klpershing1@gmail.com	(574) 217-5948
Rita Michel, CMA (AAMA)		remichel49@gmail.com	(260) 358-7285

Please forward the completed form with check payable to:
ISMA Conference Fund
Rita Michel, CMA (AAMA)
xxxx xxxxx
xxxxxxx, IN xxxxx


 
REGISTRATION ATTENDEE TRACKING FORM
This is a spreadsheet used for creating name tags, financial statements, meal count, information for the certification chair and recognition during the banquet, first time attendee recognition, and conference chair report.  
Last name
First name
Credentials
Member #
Paid Amount
Check #
ISMA to pay
Chapter
Meals
	Guest
	Paid Meals
Saturday only Registration
Certified/Recertified
National Position
Educator
Member
Student
First Timer

REGISTRATION PACKETS 

Packets should include: 
1. Name tags-with the registrant’s name, credentials, district 
a These are created from the registration spreadsheet
b Best to print them a day prior to the conference start date due to late registrations and cancellations
c ISMA has name badge holders for the insertion of the name tags which can be put into the packet for the member to insert.
2. You may wish to include information about the surrounding area such as recommended restaurants and attractions.
3. 2 CEU attendance sheets, one for the member & one for AAMA (example follows)
4. Evaluation form for conference (example follows)
5. Meal tickets, if applicable 
6. Listing of exhibitors/vendors, if not included in the program booklet 
7. Conference program which may be included in the Annual Business Meeting book.
8. At least one card to be completed with the attendee’s name and chapter.  This may be created with labels prior to the meeting.
a The chapter door prize drawn at the Annual Business Meeting placed into the member’s chapter container at registration
b For use during the conference for games or challenges in education sessions.
9. Coupons offered by local businesses
10. Information sheets for first time attendees
11. Flower order form, if necessary.
12. Candidate campaign materials
13. Hotel floor plan showing meeting rooms
EVALUATION FORM FOR CONFERENCE EXAMPLE
Conference Evaluation Form
Super Regional Conference
July 11-13, 2024
Plainfield, IN
Please share your thoughts with us.

Schedule:  What did you like or what didn’t you like? __________________________________________________________________________________________________________________________________________________________________________________________

Workshops: What workshops did you like and why.  What workshops didn’t you prefer and why? __________________________________________________________________________________________________________________________________________________________________________________________

Location:  Did you like the hotel?  The location, the food? __________________________________________________________________________________________________________________________________________________________________________________________


What changes do you feel need to be made? 
__________________________________________________________________________________________________________________________________________________________________________________________

ATTENDANCE CEU CHECKLIST SHEET EXAMPLE
2024 ISMA 68TH ANNUAL CONFERENCE
CONTINUING EDUCATION SESSION CHECKLIST AND INSTRUCTIONS

The workshops/sessions at this conference have been granted approval by the American Association of Medical Assistants for Continuing Education Unit credit. To receive credit for each AAMA approved workshop/session attended, please follow the directions below: 
1. Fill in the requested information below. PLEASE PRINT LEGIBLY. 
2. Put a checkmark or “x” next to each session/workshop that you attend. 
3. Drop boxes for conference evaluations and CEU Checklists are located near the registration desk and can be accepted until 12 noon on Sunday, April 14, 2024. An extra copy of the checklist has been included so you may retain one for your records. 
Important: You must attend a minimum of 90% of each session to receive credit for attendance. No partial credit is given. 

NAME:____________________________________________________________________

MEMBER #_______________OR NON-MEMBER LAST FOUR DIGITS OF SS____________

ADDRESS: __________________________________________________________________

CITY/STATE/ZIP______________________________________________________________

TELEPHONE #______________________EMAIL(OPTIONAL)____________________________________

FRIDAY, APRIL 12, 2024          APPROVAL CODE/CEUs	SESSION TITLE

6:30 PM – 8PM 		142747/1CG	CHIROPRACTIC 101	

SATURDAY, APRIL13, 2024   APPROVAL CODE/CEUs	SESSION TITLE

8:00AM-10:00AM		142812/2C	SPINE SPEAK, MEDICAL TERMINOLOGY,
							AND NEURO ANATOMY FOR 
THE MEDICAL ASSISTANT
1:10 PM-4:10 PM		142852/3ACG	WHAT DO YOU KNOW--
							THE HOOSIER KNOWLEDGE BOWL

SUNDAY, APRIL 14, 2024     APPROVAL CODE/CEUs	SESSION TITLE

8:00 AM-10:00 AM		142912/2CG	WELLNESS ACTIVITIES FOR 
							MEDICAL ASSISTANTS

10:10 AM-11:10 AM		142715/1AC	NEXT OF KIN INTERVIEW			


WAYS AND MEANS
Each district is responsible for providing a basket with a minimum value of $50.00.  Proceeds from the raffle of these baskets go to ISMA.  Santa Bruce is provided a table for sale of his items in appreciation of him managing the sale of ISMA goods and the basket raffle tickets.  The hosting district may sell items to benefit their membership.
  
[bookmark: _Toc176363250][bookmark: _Toc190101069]DECORATIONS 
The decorations committee oversees decorations for the entire conference.  Special decorations related to the conference theme can be used or the hotel can provide generic decorations.
This includes: 
· General session and/or education rooms 
· Banquet and other special conference functions 
· Welcome party 
· Meal table favors/invitations provided by next year’s hosting district  
 
[bookmark: _Toc176363251][bookmark: _Toc190101070]AFFILIATED DONATIONS/GOODY BAGS 
Donations should be solicited from the area healthcare community whenever possible.  Often hospitals, physicians’ groups medical practices, pharmaceutical representatives, insurance companies, pharmacies, uniform shops, clinical supply companies, etc., are willing to donate funds or services to help make the conference a success.  Be sure to use as many resources as possible and members of the hosting district. 

Goody bags, containing pharmaceutical promotional items that are donated to the conference such as pens, pads of paper, etc. are optional but are fun souvenirs to take home.  These bags are handed out to attendees as they register. 
 


FINANCIAL SUPPORT LETTER EXAMPLE

EAST CENTRAL DISTRICT CHAPTER OF MEDICAL ASSISTANTS
SOUTHEAST DISTRICT CHAPTER OF MEDICAL
An affiliate of the Indiana Society of Medical Assistants and
The American Association of Medical Assistants

February 17, 2026

Dear Medical Professional:

Our organization is hosting the 67th Annual Conference of the Indiana Society of Medical Assistants April 28-30, 2023 at the Hilton Garden Inn in Edinburgh Indiana.  The education offered will provide the conference attendees with ten hours of continuing education credits applicable to their professional growth.  

The cost of hosting the conference is supported by the registration fee from attendees and any proceeds from fundraising events hosted by our district.  Because the attendees fund their association activities themselves, we make every effort to keep the registration fee reasonable to limit the impact on their family budget.  Therefore, we are asking you to sponsor a portion of this weekend to offset the expenses incurred.  In return for your support, you will receive recognition in the conference program booklet which is distributed to each participant.  

We deeply appreciate your consideration of this request.  Your support is an investment in the continued professionalism of your medical assistants and future medical assistants as many students attend our conference.  We are a not-for-profit organization, so your contribution does qualify as an education directed tax deduction.  

If you have any questions, please do not hesitate to contact me or the other members of our conference team.

Sincerely,

Jane B. Seelig CMA-A (AAMA)  
Conference Chair
janeseelig@att.net 812 603 1886

Sandra Johnson, CMA (AAMA), MS, CPC, CCS-P
Conference Co-Chair
sanljohn@ius.edu 812 256 5917

 
[bookmark: _Toc176363252][bookmark: _Toc190101071]WELCOME PARTY 
Plan the Welcome party using the ISMA conference theme and appropriate group participation activities, favors, decorations and prizes.  The Welcome party is held on the first evening of the conference. 
  
[bookmark: _Toc176363253][bookmark: _Toc190101072]SPEAKERS 


SPEAKER REQUEST EXAMPLE
The Indiana Society of Medical Assistants is hosting their 68th Annual Conference at the Hilton Garden Inn in Edinburgh Indiana April 12-14, 2024.  The theme of the conference is "Medical Assistants are the Backbone of Healthcare".  We are expecting approximately 50 members to attend our conference and will be providing continuing education credits for the education provided.  Certification is a requirement of membership; however, all medical assistants and students are welcome to attend the conference. 
We are requesting a speaker from OrthoIndy to provide information on the spine for the Saturday, April 13 8:00 am - 10:00 am time slot or Sunday, April 14 10:10 - 11:10 time slot.  We are also in need of a speaker to provide physical therapy education, possibly chair exercises for one of these time slots. 
We an affiliate of the American Association of Medical Assistants (aama-ntl.org).  Our website is insocmedasst.org where you can find information about our society as well as the conference. 
Thank you for considering our request for a conference speaker or two. 
Jane Seelig, CMA-A (AAMA)
Conference Co-chair
812 603 1886


Speakers should be consulted regarding any needs they may have to present their program.  Needs may include, but are not limited to duplication of handouts, podium, type of preferred microphone, and any audiovisual equipment needed.  The hotel may furnish some of this equipment at no additional charge.  ISMA has audio/visual equipment available for use.  One member should be the contact for the speaker/speakers.  This will eliminate any duplication of effort and miscommunication.  Someone should be assigned to introduce each speaker citing the information provided for obtaining CEUs.  When honorariums are provided information regarding the speaker’s choice of charity should be made prior to the conference.

Things to remember for each workshop. 
 
· Topic should have been published before conference time 
· Obtain CEU approval 
· Aama-ntl.org
· Sign in
· My account
· Program approval (at least 30 days prior to event)
· Title
· State or Chapter
· Subject category
· Length (one half hour increments, enter 1 or 1.5 only)
· Date
· Content
· Description
· Learning objectives (3-5)
· Speaker Name and Credentials
· Attach speaker’s qualifications
· Appreciation/honorarium gift/note 
· An allotted time should be assigned, and every effort should be made to adhere to the schedule should be made 
SPEAKER THANK YOU LETTER EXAMPLE
Dear 		Dear:

The Twelfth District Chapter and Indiana Society of Medical Assistants would like to thank you for your support and taking time to share your knowledge and expertise with our members during the 69th Annual Indiana Society of Medical Assistants Conference.  Our conference was a success this year because of people like you who share passion for caring for our communities.

Again, our members appreciate the high quality of your presentation and time you shared with us.  The evaluation comments were very complementary, and you received high ratings.

Rita Michel, CMA (AAMA)
Conference Chair

Pamela Neu, CMA (AAMA), MBA
Conference Co-Chair
 
[bookmark: _Toc176363254][bookmark: _Toc190101073]EXHIBITORS/VENDORS 
An email or letter should go out to potential exhibitors as soon as possible and include: 
1. Dates and location of the conference. 
2. Information about ISMA and the goal of our organization. 
3. The cost of exhibit space as determined by the hosting district.
4. Size of space available, number of tables, chairs, access to electricity, etc. provided. 
5. Dates and times to exhibit and by what time setup is required.  Suggest exhibitor hours on Saturday and times that do not interfere with other portions of the conference.  The availability and cost of meal tickets if applicable. 
6. Set deadline for response. 
7. The name of the companies exhibiting, and the representatives of those companies should be obtained.  A packet should be prepared for each company that includes a program, name tags for the representatives and any meal tickets if purchased or provided by ISMA. 
8. There should be one member assigned during the conference to act as a liaison by greeting and assisting the exhibitors. 
9. Each exhibitor should offer a door prize. 


VENDOR REGISTRATION FORM EXAMPLE:

INDIANA SOCIETY OF MEDICAL ASSISTANTS
ANNUAL CONFERENCE
HILTON GARDEN INN, EDINBURGH INDIANA
April 12-14, 2024
Vendor Registration Form                                                                                                          
Thank you for your interest in exhibiting at our 2024 Conference.  We are now accepting registrations on a first come first served basis.  The cost per vendor for two tables and two chairs is $50.00 plus a $25.00 merchandise raffle item. 
Vendor Hours:   Saturday April 13, 2024	8:30 am – 4:30 pm  
Please mail your completed registration form and exhibit/meal payment to:    
Karen Pershing, CMA (AAMA)
xxxx xxxxxxxx
xxxxxxx, Indiana xxxxx
The deadline for registration is March 29, 2024.
******************************************************************
Name: _______________________________________________________
Company Name: _______________________________________________
Description of items you exhibit: __________________________________
Website: _____________________________________________________
Phone Number: _______________________________________________
Two tables/2 chairs:  $50.00 ___________________
Additional table:  $50.00   ____________________
Lunch buffet is an additional cost of $35.00 per person, Dinner is $50.00 per person.
Any questions please contact:  Karen Pershing, CMA (AAMA)
(574) 217-5948 or klpershing1@gmail.com

[bookmark: _Toc176363255][bookmark: _Toc190101074]MEALS 
· The cost of the meals is included in the cost of the registration fee and will cover breakfast, lunch, dinner, unless other arrangements have been made.  Meals for guests should be offered, and the cost of each meal should be noted on the registration form, so that members wishing to purchase additional meal tickets can do so when they register. 
· If there are allergies, please note these for planning meals. 
· There should be a head table for the retiring and newly elected officers, MC and AAMA Representative for the Saturday awards and installation banquet. 
[bookmark: _Toc176363256][bookmark: _Toc190101075] HOSPITALITY 
If possible, have a room for hospitality where snacks can be provided when there are breaks.  There will be no charge for these snacks. This room can be used for storage overnight during the conference.
 
[bookmark: _Toc176363257][bookmark: _Toc190101076]ISMA PRESIDENT RESPONSIBILITIES 
The President’s theme should be used whenever possible.  
1. The ISMA Conference Chair should keep the ISMA President informed on all matters regarding the conference. 
2. Prepare an agenda for the annual meeting. (see the ISMA Procedure Manual for examples)
a) It should be distributed to the membership at least 30 days prior to the meeting. 
b) Prepare a script and submit a copy to the parliamentary advisor at least two (2) weeks prior to the meeting.  
c) Provide the recording secretary with a copy of the finalized script at the meeting. 
3. Attending conference planning meetings whenever possible. 
4. Prepare a letter for the program book with a picture if requested. 
5. Prepare the annual meeting book with all committee reports including the proposed budget. 
6. Extend printed invitation to the President of the Indiana State Medical Association, the ISMA physician advisors and any AAMA Advisor or Board of Trustees member from Indiana. 
7. Appoint committees for the Annual Meeting. 
a) Credential committee (3-4 members) 
b) Annual meeting minutes audit committee  
c) Financial audit committee  
d) Timekeeper 
e) Tellers (4-5 members including chair) 
f) Pages (4-5 members including chair) 
g) Memorial Service (Chaplain) 
h) Order a gavel with an engraved band to present to the incoming president at the banquet.  The band should indicate the president’s name, credential and term of office dates.  Repeat presidents should utilize the gavel used during the preceding term of office. 
i) Purchase gift for AAMA Representative, not to exceed $50.00 as an ISMA expense. 
j) See page 16 for the seating of business meeting. 
8. Invite to attend the Annual Banquet Indiana State Medical Association Insurance Agency Director of Insurance, Tom Martens, 322 Canal Walk, Indianapolis IN 47202 317 454 7734 ismaia@ismanet.org.   

[bookmark: _Toc176363258][bookmark: _Toc190101077]FLOWERS 
The conference committee may contract a local florist for the purchase of corsages.  The order form should be in the registration packet with a deadline for ordering and payment.   ISMA Vice President will order the flowers for the ISMA President, the AAMA Representative, and any Special guest.  Individual chapters may want to purchase corsages to honor any of their members.

FLOWER ORDER FORM EXAMPLE

FLOWER ORDER FORM
ORDERS MUST BE PLACED ON FRIDAY BY 9:00 PM

All corsages will have two silk roses with coordinating ribbon.

Color choices are
RED   WHITE   PINK   YELLOW
$11.00 per corsage

Payment must accompany this form, cash or check.  Make the check payable to ____________.

Flowers will be available for delivery or pick up after 4:30 pm on Saturday.

Person placing the order:	_________________________________________

Deliver to room ______________________	I will pick up ______________

Color preference:   red #___       white #___        pink #___       yellow #____

Method of payment:	cash	$______	check $___________ #_______

Cell phone number:	_________________________________________

 
[bookmark: _Toc176363259][bookmark: _Toc190101078]BANQUET 
The incoming ISMA President has the privilege of choosing an installation officer.  The installation service for the incoming ISMA President should be coordinated with the conference chair, including any special needs. Remember this is a professional function and people should dress professionally.  See the ISMA Procedure manual for an installation service example.
 
[bookmark: _Toc176363260][bookmark: _Toc190101079]GUEST SEATING
If guests and speakers are present for the banquet there should be a special table for them close to the head table.  Their names should be provided to the President and MC for introduction during the banquet.
 
[bookmark: _Toc176363261][bookmark: _Toc190101080]GENERAL HEAD TABLE SEATING 
ISMA President should extend greeting and present presiding MC of ceremony.  Seating as follows: 
1. The ISMA President is always seated in the center right, whether or not she is the presiding chair. 
2. If someone else is presiding, that chair is always seated center left. 
3. The ISMA officers are divided on either side along with AAMA Representative, special guests, Conference chair and Co-chair. 

HEAD TABLE LINE UP EXAMPLE
HEAD TABLE LINE UP
Karen Pershing, CMA (AAMA) Immediate Past President, Conference Co-Chair
Jane Seelig, CMA-A (AAMA) Conference Co-Chair
Heidi Sisson, CMA (AAMA) Treasurer
Joyce Edds, CMA (AAMA) CPT (ASPT), Recording Secretary
Sandra Johnson, CMA (AAMA) MS, CPC, CCS-P Corresponding Secretary
Bruce Johnson, Honorary Member, Master of Ceremony
Podium
Dianne Wimsett, CMA (AAMA) President
Aimee Quinn, BHA, CMA (AAMA) AAMA Trustee
Paula Schubert, CMA (AAMA) CPT (IASP) Vice President
Tom Martens, ISMA Director of Insurance 
Robin Martens, Palliative Care Nurse
Pam Neu, CMA (AAMA) Med-A-Scoop/Website Manager, AAMA Trustee
Rita Michel, CMA (AAMA) Parliamentary Advisor 
 
[bookmark: _Toc176363262][bookmark: _Toc190101081]POST CONFERENCE 
· Submit CEUs to AAMA within 30 days of Conference. This information is taken from the CEU attendance form.  The spreadsheet can be downloaded and sent to programattendance@aama-ntl.org. 
· Spreadsheet column headings:
Member #
SS# (for non-members)
First Name
Middle Initial
Last Name
Course Approval Number
Course Title
Course Date
Credential
Address
City
State
Zip Code
Email Address (for your convenience in communicating with attendees)
· Appreciation to the conference team by the Conference Chair. 
· The conference chair presents a final financial report at the ISMA Board of Directors June meeting with a check for one-half of the proceeds if applicable. 


PROTOCOL
	Proclamation is requested from the state and local government.
PROCLAMATION EXAMPLE





[image: ]roclamation

WHEREAS, The Indiana Society of Medical Assistants is an organization comprised of dedicated professionals employed as assistants to physicians and other health care providers in the field of medicine, and
WHEREAS, Medical assistants provide a vital health service to the citizens of Indiana through both administrative and clinical skills, and
WHEREAS, By continually striving to upgrade medical standards, medical assistants help improve health care services for all citizens, and

WHEREAS, The Indiana Society of Medical Assistants encourages and promotes professionalism among those individuals within this field and endeavors to increase the knowledge and skill of medical assistants, and

WHEREAS, The Indiana Society of Medical Assistants stimulates a feeling of fellowship and cooperation within the medical professional by improving public relations,
NOW THEREFORE l, James D. Lienhoop, Mayor of the City of Columbus, Indiana do hereby proclaim April 22-24, 2016 as the:
60th Annual Conference of the Indiana Society of Medical Assistants
To be held in Edinburgh, Indiana and I urge all citizens to recognize and support the vital service provided by medical assistants for the benefit of all Indiana citizens.
[image: ]IN WITNESS WHEREOF, I have hereunto set my hand and caused the seal of the City of Columbus, State of Indiana to be affixed this 22nd day of April 2016.auor, 
titu 
of 
Columbus, 
3ndiana

Signed
Z columbus


INDIANA STATE PROCLAMATION REQUEST EXAMPLE
In.gov website Governor request
Request a Proclamation
3/9/2023 2:16:36 PM
[bookmark: _Toc190101082]Introduction

Proclamations are provided by the Governor's Office as a service to Indiana residents with the goal of honoring and celebrating events or increasing awareness of noteworthy issues among citizens across Indiana. These public service documents are strictly honorary and are not legally binding. Proclamations are reviewed on a case-by-case basis. The Governor's Office reserves the right to decline any request for a proclamation as well as the right to make exceptions to the Guidelines Procedures for Proclamations. To submit an application for a proclamation, please review the Guidelines below and submit a completed Application for Proclamation Form.
Guidelines and Procedures
Proclamations should recognize a day or week.   The Governor's Office reserves the right to deny month-long proclamations.
Proclamations are issued for one date only per request for each calendar year.
Requests must be submitted using the electronic form below; phone, fax and mail requests will not be honored.
Any draft language submitted may be edited or revised without notice at the discretion of the Governor's Office.
Proclamations must hold statewide significance; out of state requests will not be processed.
Proclamations are not issued to honor individuals.
Proclamations are not issued for anniversaries (of businesses, individuals or groups), birthdays, or retirements.
Proclamations are not automatically renewed. Requests must be made on an annual basis.
Requests that are similar to already issued proclamations will be denied.
No proclamations may be used as part of an advertisement or commercial promotion without express permission from the Governor's Office.
Issuance of a proclamation does not constitute an endorsement by the Governor.
Requests must be submitted 6-8 weeks in advance of the requested delivery date or it will be denied.
[bookmark: _Toc190101083]Contact Information
First Name: Jane
Middle Name: B
Last Name: Seelig
Organization: The Indiana Society of Medical Assistants
Address
Address Line 1: 2905 Two Worlds Dr
Address Line 2:
City: Columbus
State: Indiana
Zip: 47201
Telephone: (812) 603-1886
Email Address: janeseelig@att.net
[bookmark: _Toc190101084]Proclamation Information

Title of Proclamation: The Indiana Society of Medical Assistants
Date(s) of Proclamation: 04/22/2023
Is the deadline for the Proclamation at least 6 weeks from today’s date?: Yes
Purpose of Proclamation: Recognition of the organization as they meet for the 67th annual conference.
Draft Language of Proclamation: (including 4-6 Whereas clauses): WHEREAS, The Indiana Society of Medical Assistants is an organization comprised of dedicated professionals employed as assistants to physicians and other health care providers in the eld of medicine, and WHEREAS, Medical assistants provide a vital health service to the citizens of Indiana through both administrative and clinical skills, and WHEREAS, By continually striving to upgrade medical standards, medical assistants help improve health care services for all citizens, and WHEREAS, The Indiana Society of Medical Assistants encourages and promotes professionalism among those individuals within this eld and endeavors to increase the knowledge and skill of medical assistants, and WHEREAS, The Indiana Society of Medical Assistants stimulates a feeling of fellowship and cooperation within the medical professional by improving public relations,
Deadline Date
Year: 2023
Month: 4
Day: 19
[bookmark: _Toc190101085]Notification Preference

Please select an option: x Mail
 Pickup
Confirmation

Confirmation:
x By checking this box I confirm I have read and understand the above guidelines and procedures and agree to the terms therein.


AAMA LIAISON GUIDELINES

When the representative is travelling by air:
1. Communicate by email to provide your contact information and obtain flight information.
2. Request information regarding dietary restrictions, preferred food, snacks and beverages.
3. Prior to arrival select a restaurant and local attraction to visit if time allows prior to driving to the conference site.
4. Provide the representative with information about your automobile for easy pick-up connection.
5. Assist the representative with hotel and conference registration.
6. Make yourself available throughout the conference to assist the representative without preventing other members from visiting at any time.
7. Purchase all the food and drink for the representative during the visit as needed, including a cocktail prior to the banquet.
8. Assist the representative with hotel check-out.
9. Prior to departure provide a meal and tour of the area if time allows. Include any members who wish to join you.

When the representative is travelling by car:
1. Communicate by email to provide your contact information and obtain an estimated time of arrival.
2. Request information regarding dietary restrictions, preferred food, snacks and beverages.
3. Prior to arrival select a restaurant and local attraction to visit if time allows after arriving at the conference site.
4. Assist the representative with hotel and conference registration.
5. Make yourself available throughout the conference to assist the representative with preventing other members from visiting at any time.
6. Purchase all food and drink for the representative during the visit as needed, including a cocktail prior to the banquet.
7. Assist the representative with hotel check-out.
8. Prior to departure provide a meal and tour of the area if time allows. Include any members who wish to join you.

AAMA REPRESENTATIVE BUREAU

Protocol for Hosting an AAMA Representative
The purpose of the Representatives Bureau is networking. It provides an opportunity for national leaders to meet and communicate with state society members.
	All AAMA representatives should be able to answer questions regarding the association and association policy; however, if questions arise that they cannot answer, representatives will refer those questions to the proper individual, department, or board.
As soon as the state society is notified of the name of its representative, send the representative information about your annual meeting and site. Use the Checklist for the AAMA Representatives Bureau provided in this document to ensure that all necessary information is exchanged.
When the representative arrives on-site, welcome them as you would a guest in your own home. Remember, the individual is a visiting dignitary representing the AAMA and should be shown all due respect and courtesy.
Allow the representative enough time to mingle with the members so members may share any concerns and make suggestions about issues affecting them as AAMA members. The AAMA representative is a vital communications link between constituent state societies and the AAMA. Many members do not have the opportunity to attend national meetings; therefore, they must be provided the opportunity to convey their thoughts to an AAMA national representative.

OFFICER RECOGNITION GIFTS
	These are put in the rooms for the elected, appointed ISMA officers, any BOT members and the AAMA representative.  It should be something which travels well.  Past items have been baskets with consumables and collectibles from the local area, craft items or Indiana mementos.

EXAMPLES OF BUSINESS MEETING DOCUMENTS FOR DISTRIBUTION

BALLOT EXAMPLE
BALLOT
1. ________________________________
2. ________________________________
3. ________________________________
4. ________________________________

BALLOT
1. ________________________________
2. ________________________________
3. ________________________________
4. ________________________________

BALLOT
1. ________________________________
2. ________________________________
3. ________________________________
4. ________________________________
PROPOSED MOTION FORM EXAMPLE
Proposed Motion Form

Clearly write down the motion.

I move that _____________________________________________________________ __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Motion made by:__________________________________________________
Seconded by:___________________________________________________

			PASSED			FAILED
After the motion has been moved and seconded, the form must be sent to the Parliamentary Advisor.

BUSINESS MEETING HEAD TABLE LINE UP EXAMPLE
 BUSINESS MEETING SEATING

Karen Pershing, CMA (AAMA) Immediate Past President, Conference Co-Chair
Heidi Sisson, CMA (AAMA) Treasurer
Joyce Edds, CMA (AAMA) CPT (ASPT), Recording Secretary
Aimee Quinn, BHA, CMA (AAMA) AAMA Trustee
Rita Michel, CMA (AAMA) Parliamentary Advisor
Dianne Wimsett, CMA (AAMA) President
Sandra Johnson, CMA (AAMA) MS, CPC, Corresponding Secretary
Paula Schubert, CMA (AAMA) CPT (IASP) Vice President
Pam Neu, CMA (AAMA) Med-A-Scoop/Website Manager, AAMA Trustee
Jane Seelig, CMA-A (AAMA) Conference Co-Chair

BANQUET HEAD TABLE LINE UP EXAMPLE
HEAD TABLE LINE UP

Karen Pershing, CMA (AAMA) Immediate Past President, Conference Co-Chair
Jane Seelig, CMA-A (AAMA) Conference Co-Chair
Heidi Sisson, CMA (AAMA) Treasurer
Joyce Edds, CMA (AAMA) CPT (ASPT), Recording Secretary
Sandra Johnson, CMA (AAMA) MS, CPC, CCS-P Corresponding Secretary
Bruce Johnson, Honorary Member, Master of Ceremony
Podium
Dianne Wimsett, CMA (AAMA) President
Aimee Quinn, BHA, CMA (AAMA) AAMA Trustee
Paula Schubert, CMA (AAMA) CPT (IASP) Vice President
Tom Martens, ISMA Director of Insurance 
Robin Martens, Palliative Care Nurse
Pam Neu, CMA (AAMA) Med-A-Scoop/Website Manager, AAMA Trustee
Rita Michel, CMA (AAMA) Parliamentary Advisor
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Business Meeting Seating Chart





	[image: A table and chairs with a few tables

Description automatically generated with medium confidence]	 


Banquet Seating Chart




APPENDIX:

BANQUET PROGRAM EXAMPLE
CMA (AAMA)
“REACHING FOR THE STARS”

[image: ]

INDIANA SOCIETY OF MEDICAL ASSISTANTS
68TH ANNUAL CONFERENCE
April 12-14, 2024
Indiana Society of Medical Assistants
68th Annual Conference 
Banquet and Installation of Officers
Saturday, April 13, 2024

Master of Ceremonies – Santa Bruce Johnson, ISMA Honorary Member
Introduction of 2023-24 ISMA Officers
Introduction of Guests
Recognition of Past Presidents and Award Recipients

Reconvening of 68th Annual Business Meeting
 Dianne Wimsett, CMA (AAMA)
Message from AAMA – Aimee Quinn, BHA, CMA (AAMA) AAMA Trustee
Karen Pershing, CMA (AAMA) Welcome

Dinner

Recognition of Members Achieving Certification 2023-2024
Jenifer Begley, CMA (AAMA)

Presentation of Awards – Dianne Wimsett, CMA (AAMA) 
ISMA Director of Insurance - Tom Martens

Installation of Officers – Jane Seelig, CMA-A (AAMA)

2023-2024 President’s Message – Dianne Wimsett, CMA (AAMA)
Presentation of President’s Gift 
2023-24 ISMA Vice President Paula Schubert, CMA (AAMA)
To
2023-24 ISMA President Dianne Wimsett, CMA (AAMA) 
2024-2025 President’s Message – Paula Schubert, CMA (AAMA)

Adjournment of 68th Annual Business Meeting

Ways and Means Raffle Drawing – Sandra Johnson, CMA (AAMA), MS, CPC
2023-2025 Presidents Reception

2024-2025 BOARD OF DIRECTORS

ISMA Elected Officers 

President					Paula Schubert, CMA (AAMA) 
Vice President				Heidi Sisson, CMA (AAMA)
Treasurer					Brandi Gaumer, CMA (AAMA)
Recording Secretary				Katja (Kit) Stine, CMA (AAMA)
Immediate Past President			Dianne Wimsett, CMA (AAMA)
Med-A-Scoop/Website Manager 		Pam Neu, CMA (AAMA), MBA
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MEDICAL ASSISTANT CREED

I BELIEVE IN THE PRINCIPLES AND PURPOSES OF MEDICAL ASSISTING.
I ENDEAVOR TO BECOME MORE EFFECTIVE.

I ASPIRE TO RENDER GREATER SERVICE.

I PROTECT THE CONFIDENCE ENTRUSTED TO ME.

I AM DEDICATED TO THE CARE AND WELL-BEING OF ALL PEOPLE.

I AM LOYAL TO MY EMPLOYER.
I AM TRUE TO THE ETHICS OF MY PROFESSION.

I AM STRENGTHENED BY COMPASSION, COURAGE, AND FAITH.


BANQUET SCRIPT EXAMPLE

Good Evening.  I am Santa Bruce Johnson, Honorary Member of the Indiana Society of Medical Assistants, and your Master of Ceremonies for this evening.  Just a little housekeeping to begin the evening; please place your electronic devices on vibrate, or even better, turn them off!  Following dinner we will have the Presidents’ Reception.

Will Joyce Edds, CMA (AAMA) CPT (ASPT), ISMA Recording Secretary please come forward to give this evening’s Invocation.

JOYCE GIVES INVOCATION

It is my honor to present to you the volunteer leaders of the Indiana Society of Medical Assistants.  Please hold your applause until the entire head table has been introduced.  On my far left and your right:

Karen Pershing, CMA (AAMA), Immediate Past President, Conference Co-Chair
Jane Seelig, CMA-A (AAMA), Conference Co-Chair
Heidi Sisson, CMA (AAMA), Treasurer
Joyce Edds, CMA (AAMA), CPT (ASPT), Recording Secretary
Sandra Johnson, CMA (AAMA), MS, CPC, Corresponding Secretary
On my far right, and your left:
Rita Michel, CMA (AAMA), Parliamentary Advisor
Pam Neu, CMA (AAMA), MBA, Med-A-Scoop/Website Manager and AAMA Trustee
Robin Martens, Palliative Care Nurse
Tom Martens, Indiana State Medical Association Director of Insurance 
Paula Schubert, CMA (AAMA), Vice President
Aimee Quinn, BHA, CMA (AAMA), AAMA Trustee
Dianne Wimsett, CMA (AAMA), President
(pause for applause)


DIANNE 
We have special guests with us this evening who are very deserving of recognition: Honorary Members Santa Bruce Johnson, Jack Begley, Kathy Heck, and James Ginder.  Thank you for your support of all the Indiana medical assistants.  Paula Schubert’s family is with us this evening: her husband Mike, his brother Frank Denton and sister-in-law Kim Denton, Paula’s daughters Nicole and Kayla, Kayla’s friend Jason Baker, and grandsons Boston and Silas.  I know Paula appreciates your support of the time she spends with us.  Thank you for joining us this evening.

BRUCE

It is time to recognize members who have given so much to ISMA and the medical assisting profession.  ISMA has recognized them for their contributions with Life Membership, Golden Apple Award, Leon Levi Award, Medical Assistant of the Year Award, and election as President.  Please stand as your name (without credentials) is called and remain standing.  Please hold your applause until I say “Thank You”.

Jenifer Begley, June Brown, Glennella Bruce, Tammy Daily, Joyce Edds, Sandra Johnson, Rita Michel, Marjorie Mikesell, Pam Neu, Karen Pershing, Clara Poirot, Jane Seelig, and Dianne Wimsett. Thank you for your continued support of ISMA.  (applause) You may be seated.

While you enjoy your dinner, I want to welcome you to make your final purchase of raffle tickets for our Ways and Means projects as well as your donations to the Past Indiana Presidents.  Thank you for your generous contributions.

DINNER

BRUCE
It is my honor to introduce ISMA 2023-24 President Dianne Wimsett, CMA (AAMA) for the reconvening of the 68th Annual Business meeting.

DIANNE

I would like to welcome all Indiana Society of Medical Assistant members, the out of state Medical Assistant members, Honorary members, and guests to the 68th Annual ISMA Conference Banquet and Installation of Officers in Edinburgh, Indiana. I would also like to welcome special guest Aimee Quinn, BHA, CMA (AAMA) our AAMA Representative.

[Message from AAMA – Aimee Quinn, BHA, CMA (AAMA)]

DIANNE

Karen Pershing, CMA (AAMA) conference chair.

[Welcome by Karen]

DIANNE

It is my pleasure to introduce Jenifer Begley, CMA (AAMA), who has a very special presentation for the AAMA new and recredentialed Certified Medical Assistants.

[Dianne assumes podium for the presentation of awards]

Tom Martens, please come forward to present the ISMA Medical Assistant of the Year Award.  He is the Director of Insurance for the Indiana State Medical Association Insurance Agency, the new sponsor of this award.

It is my honor to present this next award to a very special contributing member of our society.

Jane Seelig, CMA-A (AAMA) will now perform the installation service.

[Installation service]

DIANNE

As my second year as your President comes to an end, I would like to say that it has been an honor to serve as your Indiana Society of Medical Assistants President.

I would like to thank every member who has helped me during the past two years to make our society what it is today.  I would also like to thank my family, friends, and those who have mentored me.  Being a member of the Indiana Society of Medical Assistants is like having a second family.

I encourage all members to get involved whether it be at the local, state, or national level.  This is your society so step out of your comfort box and “REACH FOR THE STARS.”

Thank you again.  I am Dianne M. Wimsett, CMA (AAMA) ISMA President 2022-2024


Presentation of gavel and President’s Pin by Dianne to Paula and President’s gift by Paula to Dianne.

[speech by Paula]

[Paula adjourns the business meeting]

BRUCE
Before we continue with the printed program, I want to recognize another group of individuals who are very important to the future and foundation of this organization.  Will all the students and educators please stand.  You guide and are the future leaders of your association and your quality work performance promotes the best of Medical Assisting and AAMA.  Thank you.

Thank you to Conference Chair Karen Pershing, CMA (AAMA) and her support crew who worked so hard to make this weekend very special.

Sandy Johnson, CMA (AAMA) MS, CPC, Chair of the Ways and Means Committee, please join me for the drawing of the Ways and Means Raffles.

BRUCE
Thank you everyone.  It has been my pleasure to have served the ISMA membership as your Master of Ceremonies this evening.  Please stay and enjoy the President’s reception for the rest of this evening.
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