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	This document is designed to provide detailed procedures for the operation of the organization supporting the Constitution and By-Laws of the Space Medicine Association of the Aerospace Medical Association.  It is meant to be a document that is easily changed and updated
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1.0 Introduction

This is meant to be a living document which supports the controlling guidance for SMA which are the Constitution and the By-Laws. It is by no means complete at the time of the initial writing nor will it be for the future if the Association continues to grow and evolve. Contributions to the improvement of our Association and to the content of this document are welcome!
1.1 Activities of SMA
· Support the development of the Space Medicine discipline through education of students and the membership

· Promote professional fellowship among colleagues in space medicine and allied sciences

· Serve as a forum for international exchange on space medicine issues

· Serve as a resource and advocate for space medicine related issues before AsMA

· Represent space medicine interests on AsMA committees including the Scientific Program Committee, the AsMA Nominations Committee and the AsMA Fellows and Associate Fellows

· Promote space medicine continuing education through SMA sponsored and SMA endorsed sessions at the annual AsMA Scientific Meeting 
· Recognize and encourages the development of young professionals through the annual presentation of the SMA Jeffrey Myers Young Investigator Award

· Encourage college/medical/resident/fellowship students with demonstrated academic achievement to pursue their interests in Space Medicine by awarding the SMA Jeffrey R. Davis Scholarship

· Encourage students with demonstrated academic achievement to pursue their interest in Space Biology and Space Medical Operations by awarding the SMA Wyle Scholarship

· Recognize first and primary authors of outstanding Space Medicine articles in the Aerospace Medicine and Human Performance (AMHP) journal with the SMA Journal Publication Award

· Promote recognition of peers in space medicine and the allied sciences through the annual presentation of the SMA Lifetime Achievement Award and through nominations for awards presented by AsMA
1.2 Benefits of membership

· Support to the nomination of Fellows to AsMA

· Access to the “Members Only” section to the SMA website containing the membership directory, Constitution and Bylaws, Space Medicine bulletin board, committee meeting information and historical archives

· Ability for members to contribute to the discipline and the Association though participation in committees and SMA leadership
1.3 Website

· Detailed information about the Association and the history of Space Medicine can be found on our web site: spacemedicineassociation.org. To enter the members section each member will receive his/her unique username and password. Contact the site administrator to have this set up. 
· If you have historic or current data that would be of interest or educational value to the membership please contact Mark Campbell at mcamp@1starnet.com to add data to the website.
2.0 Committees

2.1 Official committees (defined in the by-laws)
2.1.1 Executive Committee

President, President Elect, Secretary, Treasurer, Members at Large (6), Past Presidents (3), Historian

2.1.2 Awards Committee 
2.1.3 Nominating Committee
· The nominating committee is formed annually by the Executive Committee and is chaired by the President Elect. It should represent NASA centers and the locations of other members. Nominating committee members solicit nominations for the offices that will be open in the coming year, (always either Treasurer or Secretary, two MALs and the President Elect). The slate is compiled by the Chair and approved by the executive committee. Then the nominees are contacted to confirm their willingness to serve and they are asked to provide a half-page biographical sketch. The slate of candidates and their biographies are provided to the secretary no later than six weeks before the Annual Meeting who then constructs the ballot and sends it out to the membership for vote no later than four weeks before the Annual Meeting. The secretary tallies the votes. The chair of the nominating committee announces the new officers at the executive committee meeting and at the annual SMA luncheon.
2.2 Other Committees 
2.2.1 Committees are established as needed by the ExCom.  Previously formed committees have included the following: History Committee; Website and Electronic Media Committee (WEMCO); International Committee; and Finance Committee.

3.0 Financial Management

SMA is fortunate to have several loyal and generous donors who provide funds for both the operation of the Association and fund the awards and scholarships. One of the committees formed in 2008 was the Finance Committee. The Finance Committee developed a more formal process for the management of the Association finances including an accounting system and a process for investment of the scholarship funds.
Since 2009, the SMA has contributed to the ASMA Foundation (founded in 2007 to advance knowledge of aerospace medicine and to promote educational and research programs)
3.1 Scholarship and award account

Funds for the awards and scholarships come as donations dedicated to the SMA Jeffrey Myers Young Investigator Award, SMA Jeffery R. Davis Scholarship, SMA KBRWyle Scholarship, SMA Jeffrey P. Sutton Scientific Achievement Award or more generally to fund the educational programs of the association. 
4.0 Membership types and associated Dues

To become a member of the SMA, one must first be a member of AsMA. 
Dues are as follows

4.1 Regular member: $20/year; $50 for 3 years

4.2 Student: $5/year Student must be enrolled as a full-time student in an accredited college or university, medical school or osteopathic school or be in the process of serving an internship, residency or fellowship.

4.3 Emeritus: $25 one-time fee; must be an Emeritus member of AsMA; must have been an SMA member for at least 20 years, fully retired and over 65 years old.
4.4 Honorary: bestowed by the President 
4.5 Lifetime: $250 (must remain a member in good standing of the ASMA). Lifetime members receive a special SMA Lifetime Member pin.
Membership dues can be paid online on our website through PayPal.
5.0 Officer duties
5.1 President (One year position)
5.1.1 Regular duties:
· Identify annual initiative to improve the SMA
· Makes sure that responsibilities and functions of all Executive Committee members are being carried out 
· Serve as the liaison to AsMA and member of the AsMA Council.  Attends council meeting in November and May and gives an SMA report on the activities of the association

· Write at least an annual article for AMHP journal 
· Signs letters (as prepared by the Treasurer) to prospective donors requesting donations
· Coordinate meeting of Executive Committee at the Annual Scientific Meeting of AsMA, Executive Committee meeting by telecons scheduled as needed
· Coordinates with SMA Awards Committee Chair

· Prepares an annual report following the May meeting for publication in the AMHP journal.  Submitted to Pam Day prior to the end of May.

· Maintains the Manual of Operations for the Association

· Serves on the Finance Committee, if the committee is active

5.1.2   Annual Meeting duties

· Identify and invite luncheon speaker
· Arrange with hotel for ample luncheon seating based upon previous year ticket sales
· Prepare comments for the meeting
· Awards: determine what award plaques are to be given and inform Treasurer (who orders them)
· Introduce speaker
· Thank donors

5.2 President-elect (One year Position)
5.2.1 Regular duties
· Attend the Executive Committee meetings
· Chairs the nomination committee
· Identify committee members
· Set nomination schedule
· Collect nominations and bios of candidates
· Send ballot to executive committee for review
· Prepare ballot and provide to Secretary for distribution
· Announce slate of new officers at annual meeting
· Coordinates with the ad hoc committee chairs as needed
5.2.2.  Annual Meeting duties

· Coordinate luncheon accommodations
· 3 tables and 6 chairs outside
· AV equipment for speaker
· Seating at front tables
· Officers and speaker
· Donors
· SMA Lifetime Achievement Award and SMA Jeffrey P. Sutton Scientific Achievement Award
5.3 Treasurer (Two year position)
5.3.1 Regular duties
· Primary name on bank, savings and investment accounts (at the end of term prepares a transfer of account authorization for the new Treasurer).
· Helps manage PayPal account.
· Keeper of financial records 

· Provides a financial report to the Executive Committee during telecons
· Annual report at the luncheon

· Tracks the finances of the AsMA Foundation Educational fund and records all dividends as part of the educational fund

· Files IRS 501(c)(3) Tax Exempt status forms
· Collects and deposits dues

· Provides membership information to the secretary

· Prepare request for donation letters for President’s signature. (Current letter goes to Wyle)  

· Prepares letters of appreciation to donors stating the amount donated.  These letters serve as a tax receipt for the charitable donation. Sends letter of appreciation for contributions in kind (e.g. web maintenance costs currently incurred by Mark Campbell)

· Works with President and Members at Large (MAL) to establish and implement AsMA Foundation Educational fund distribution

· Chairs the Finance Committee, if the committee is active
5.3.2  Annual Meeting duties
· Purchase and distribute ~12 luncheon tickets (or the number deemed appropriate to cover award/scholarship tickets)

· Supporters (donors of $1000 or more, Two for Wyle)
· JMYIA (provides at least 4 tickets to Jeff Myers for YIs)
· Luncheon Speaker
· Award/Scholarship winners (Lifetime Achievement, Scientific Achievement, 2 Scholarships and Journal Award)
· Order award plaques from Awards of Distinction
· Donors of $1K or more every 2-5 years (Wyle)
· Past President award
· SMA Jeffrey Myers Young Investigator Award (JMYIA) This award is ordered with a blank for the name of the paper and the awardee.  The winner is announced at the luncheon and given to the awardee for a photograph.  You immediately snatch the award back and bring it back to Awards of Distinction to have the name engraved.  Then mail it to the winner
· SMA Journal Award
· SMA Lifetime Achievement Award (very special)
· Special President’s Award (given at the discretion of the SMA President)
· SMA Jeffrey R. Davis Scholarship
· SMA Wyle Scholarship
· SMA Jeffrey P. Sutton Scientific Achievement Award
· Advertise the merchandise available at the LandsEnd SMA Storefront 
5.4 Secretary (Two Year Position)
5.4.1  Regular duties
· Keeps member database 

· Updates membership database 

· Keep current documents
· Send them to archivist and web master as appropriate

· Send out ballot for election of officers (1 month before Annual Meeting)

· Tally ballots (prior to meeting)

· Keep minutes of Executive Committee meetings

· Send renewal notices to members as appropriate
· Send note to new AsMA members
· Send benefits of SMA membership list 

· Assign names to MAL for personal contact, as needed
· Design and order program for luncheon (MI Printing in Clear Lake has the luncheon template and needs only receive edits on previous year’s program)
· Design and print Flyer for luncheon speaker

· Compile agenda with assistance of the President and President-elect for all meetings 
5.4.2  Annual Meeting 

· Set up Executive Committee Meeting

· Send reminder note to Executive Committee

· Arrange for photos of luncheon
· Distribute Programs at the luncheon
5.5  Member at Large (MAL - six elected to three year positions)

5.5.1 Regular duties
· Attend Executive Committee Meetings

· Assist with the Website and Electronic Media Committee to post relevant news, updates and information as directed by the WEMCO Chair

· Contact new AsMA members by email and invite them to join SMA (~January)
· Interface with members of Executive Committee and assist with initiatives as needed

· Send out membership certificates to new lifetime members-June

· Develop and hand out flyers at the AsMA meeting for the luncheon
· Assist at the luncheon meeting with set-up, pictures, flyers and other duties as required
· Assist in collecting dues from members at the luncheon meeting
5.6 Historian
The Historian is the keeper of the gavel—literally. The Historian should remind the membership of the significance of the gavel and the fact that it flew on Space Shuttle mission STS-58, Spacelab Life Sciences 2, in October 1993, at each meeting.
5.7 Website and Electronic Media (WEMCO)
The Historian is the keeper of the gavel—literally. The Historian should remind the membership of the significance of the gavel and the fact that it flew on Space Shuttle mission STS-58,
6.0 Awards
6.1 SMA Lifetime Achievement Award
A new award effective 2015.  Will be presented annually at the SMA luncheon. Recipient is seated at the front table and is given ~10 minutes to speak at the luncheon. SMA provides a plaque and tickets to the luncheon for recipient and a guest
6.2 SMA Jeffrey Myers Young Investigator Award
Awarded each year to one person, the awardee receives a check for $500, a signed copy of the DeHart/Davis Spaceflight Physiology book a ticket to the SMA luncheon and a plaque. The awardee is recognized at the SMA luncheon.
6.3 SMA Journal Award

The SMA Award for Journal Publication will be presented to a member of the SMA who is the first author of an article published during the previous year in Aviation Apace and Environmental Medicine.  The SMA Awards committee will nominate candidates to the SMA Executive Committee who will select the winner by a majority vote.  The award will be presented at the SMA annual meeting.
6.4 SMA President’s Achievement Award 
On discretion of the current SMA president this award is presented at the annual luncheon in May. The recipient will be recognized at the luncheon.
6.5 SMA Jeffrey P. Sutton Award

Awarded each year to one person. Will be presented annually at the SMA luncheon. SMA will provide a ticket to the SMA luncheon. The recipient will be recognized at the luncheon. Funds may be made available to offset recipient’s travel costs, if needed, at the discretion of the SMA Executive Committee.
6.6 SMA Jeffrey R. Davis Scholarship

Awarded each year to one person. The recipient receives a check for $1000. If the recipient chooses to attend the AsMA Scientific Meeting in May, SMA will provide a ticket to the SMA luncheon, a signed copy of the DeHart/Davis Spaceflight Physiology book and a plaque. The recipient will be recognized at the luncheon.
6.7 SMA Wyle Scholarship

Awarded each year to one person. The recipient receives a check for $500. If the recipient chooses to attend the AsMA Scientific Meeting in May, SMA will provide a ticket to the SMA luncheon a book and a plaque. The recipient will be recognized at the luncheon.
7.0 Meetings

7.1 Standard Meeting Agenda for the meeting in May

7.1.1 President’s report

7.1.2 Secretary’s report

7.1.3 Treasurers’ report

7.1.4 Election of new officers

7.1.5 Recognition of donations/donors

7.1.6 Presentation of the President’s Achievement Award
7.1.7 Presentation of the Young Investigators award

7.1.8 Presentation of the Journal Award

7.1.9 Presentation of the Jeffrey R. Davis Scholarship

7.1.10 Presentation of the Wyle Scholarship

7.1.11 Presentation of the Jeffrey P. Sutton Scientific Achievement Award

7.1.12 Presentation of the Lifetime Achievement Award

7.1.13 Invited Lecture

7.1.14 Installation of the new President

7.1.15 Presentation of the Past President Plaque

7.2 Executive Committee agenda

7.2.1 Review of minutes from the previous meeting

7.2.2 Treasurers report (balance of the accounts)

7.2.3 Finance committee (fund raising) 

7.2.4 Membership activities (secretary)

7.2.5 Old business

7.2.6 New business

7.2.7 Planning for the Annual Meeting

· Awards

· Speaker

· Logistics
8.0 SMA sponsorship of panels for the Annual AsMA Scientific meeting

SMA should sponsor at least 4 panels every year
sponsoring: requires that an SMA member is involved in establishing a panel and therefore should be attended by the SMA members.
endorsing: panel is valued as containing interesting space medicine related presentations and SMA members are encouraged to attend the panel

9.0 SMA support to the AsMA Journal

It is the goal of the SMA to submit and publish a one page article at least every other month explaining some facet of Space Medicine. 
10.0 SMA nomination processes for positions on ASMA Council and on SMA Executive Committee
10.1 SMA nomination process for positions on the AsMA Council

10.1.1 Assumptions

· SMA intends to nominate SMA members to the council to represent the SMA interests and be active participants in developing policy and support for the SMA

· All SMA members who express interest will be considered

· The SMA Executive Council makes the decision on who should be nominated, not a popular vote

10.1.2 Annual Process

· New SMA president appoints the SMA Nomination committee representative

· Should be someone who knows the AsMA organization

· Sometime in summer or early fall, SMA Secretary sends out a call to all members for nominations (for which ever positions are open). Includes information about the duties of the position (we have not done this in the past)

· Candidates can self-nominate or be nominated by another SMA member

· Candidates should be a member of SMA in good standing

· Candidates need to provide a ½ page bio highlighting their SMA and AsMA activities

· Candidates also need to provide their CV
· SMA Nomination committee representative reviews the candidates and creates a summary for the SMA Exec council
· Exec council votes or otherwise decides on which candidates should be nominated
· No more than 2 candidates for VP, Secretary or Treasurer positions
· No more than 3 candidates for MAL positions
· SMA Nomination committee representative enters nominations and supports with lobbying to the rest of the committee. 
10.2 SMA nomination process for positions on the SMA Executive Committee
10.2.1 Assumptions
· All SMA members who express interest will be considered
· The SMA Executive Committee makes the decision on who should be nominated, not a popular vote
10.2.2 Annual Process
· New SMA president-elect chairs the nomination committee
· Sometime in fall, SMA Secretary sends out a call to all members for nominations (for which ever positions are open). Includes information about the duties of the position
· Candidates can self- nominate or be nominated by another SMA member
· Candidates should be a member of SMA in good standing
· Candidates need to provide a ½ page bio highlighting their SMA and AsMA activities
· SMA Nomination committee representative reviews the candidates and creates a summary for the SMA Executive Committee
· Exec council votes or otherwise decides on which candidates should be nominated
· President elect prepares the ballot for the SMA membership
11.0 Appendices
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