


Under the "Order" column, select the order in which you'd like the sections to appear.
Click "Save Your Changes" in order for the change to take effect.

Turning sections on and off

If you'd like to turn sections on or off — in other words, determine whether or not they
are live for the world to view — you may do this from the sections list. Under the "Live"
column, check the box if you want the section to be live. If you do not want the section to
be live, uncheck the box. Click "Save" in order for the change to take effect.

Deleting a Section

If you would like to delete a section, click on the underlined "Delete Section" link under
the "Options" column. This process not only deletes the section, but also all pages within
it. The change is permanent and cannot be undone.

Pages

Once you have created the main sections of your web site, you will need to create pages
for each section. These pages are represented by the A and B points in your outline.

Creating a Page
To create a page, click on "New Page," number 2 You'll be presented with a "Page
Properties" screen.

From this screen, you may:

« name your page. This name will appear in the Title bar of your browser, and also
appear as the page name underneath each section.

« assign your page to a certain section. Select the section from the dropdown menu.

« Choose a template for your page. The two options include a one column and two
column page templates.

Once your page as been created you can edit the content which on the page by clicking
on the name of the page on sections and pages screen. You will now see a screen which
shows a preview of how the page currently looks. You can choose to edit any piece of
content on the page.

On the content editing screen you can specify a headline and body content for the page.
Basic formatting options are provided using a Microsoft Word like editing interface. This
content editing component is very basic and may display some glitches. When you are
done entering your content or pasting it in from Word or another text editor, use the
“Save Content” button to save your content and return to the page preview screen.

Ordering Pages
As the default, pages appear in the order that you create them. However, if you would
like to change the order of the pages, you can do so from the section and pages screen



Under the "Order" column, select the order in which you'd like the page and sections to
appear. Click "Save Your Changes" in order for the change to take effect.

Deleting a Page

In order to delete a page, return to the sections and pages screen. Under the "Options"
column, click "Delete Page" next to the page you wish to delete. You are able to delete
any page with the exception of the index.html (main) page of your site and the section
index page of each section. Deleting a page is a permanent action and the page cannot be
recovered.

Managing Media Files

Anything other than text inputted into a page is considered a "media" file. Media files
may be images (.gif or .jpg format), PDF files, Word or text documents, and more. There
are three steps to using media effectively in your web site:

1. Prepare your media files for web use.

Image files (generally created in Photoshop, ImageReady or other graphic manipulation
programs) must be in .jpg or .gif format. For best use within the two-column template
system (Tempate A or B), images placed in the left column should be no wider than 275
pixels; images placed in the right column should be no wider than 200 pixels.

Media files may also be PDF or Word documents.

2. Upload your media files to the web server using the CMS.

The file you are uploading must be located on your hard drive, a floppy or zip disk, or
any network drive. To upload a file, click on "Manage Media Files > Upload a File."
Browse for the file and then click "Upload." Add keywords to describe the file, and then
click "Save Media File." The media file then will be uploaded to the web server and may
be modifed or deleted any time by clicking on "Manage Media Files."

3. Insert the media file into your web site.
You may insert a media file into your web site from the "Page Content" section in the
"Edit Page" area of the CMS.
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Building a State Society Website Using AAN's Tools

Updated: October 14, 2004

Web Tools Overview

This tutorial will guide you through creating a site using the State Societies Content Management System (CMS), a web applicaion that allows
you to design and develop your website easily without a lot of technical expertise.

Using the CMS you can create and manage all of the content on your website, including: text, articles, pictures, sounds or mae. The CMS
provides several functions for users, including:

Content to be developed from scratch

Content to be changed or updated

Several people to edit content together

Display it in the correct standard formatting or template

Allows access to only those who should be creating and editing content

By visiting the State Societies CMS, you can do all of the above with templates provided by the AAN—and without the knowledge of HTML, the
language of the web. The State Societies CMS functions through any web browser, which also eliminates the need to purchase wé editing
software. You may create and edit your web site from any place you have access to the World Wide Web.

This document covers the basic knowledge required to create, edit, and maintain a website created with the AAN’s content management system
web application. The following topics are covered:

Site Structure: Developing a Blueprint
Developing Content

Posting and Editing Content on Your Website
Creating Sections

Ordering Sections

Making Sections Live to the Public

Deleting a Section

Setting Up New Pages

Creating a Page

Ordering Pages

Deleting a Page
Managing Media Files

Site Structure: Developing a Blueprint

The first step in planning your website is to create a blueprint. Think about the structure of your site and how it might beorganized. Most
websites start with four to six topics organized into sections. Sections focus on a single topic and may contain several pages on the same topic.
To help you get started the CMS has automatically generated the following sections, you may use, rename, or delete them at yaur discretion:

= Home
= About
= Membership
= Board of Directors
Events
Resources
AAN Advocacy
= National
= State specific

Developing Content

Once you have an outline for your site you can begin developing the text that will appear on your pages in each section. Wordprocessing
programs like MS Word are all you need to develop copy content. Make sure your content is as complete as possible before addng it to your
website.

Tip:
It's quite common for users to forget to review their copy for errors before posting it the world to see. Make sure to run aspelling and
grammar check through your word processor program to reduce mistakes before making your content public.

Populating and Editing Content on Your Website

Now that your content is ready to populate your website, you can login to the CMS by going to http://www.aan.com/apps/states-cms. Use your
email address and the password supplied by AAN staff. Once you are logged in you can choose from a list of sections (and pages) to edit.

From the section and pages screen, you can:
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Create sections for your web site (discussed below)

Create pages for your web site [make this an anchor to that section]

Edit your site home page, and other sections and pages of your web site
Manage all of your media files, including images, PDFs and other documents
Re-order pages and sections
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Creating Sections

When you first start creating your web site, several sections will already be defined. You can either use the section titlesprovided for you or you
can create new ones. Each section should correlate to the main topics listed in the outline you created.

From the "Sections and Pages" screen, create a section by clicking on "New section". Enter the name of your section. Keep thename short as
this will act as a button on your website’s interface.

Tip:
The CMS limits you the number of characters you can use for section names to no more than 75 total (that includes all the sed¢ions). This is to
ensure proper formatting for the look of the pages.

From the "New Section" screen, you can:

= Name the section. The name of the section will appear on the front page of your web site and should be the same name which ya: used
in your outline. The name of your section can be as long as you wish and should describe the contents of that section. For example, you
could name your section "About the California Neurology Association."

= Determine whether the page section should be "live". Select "Yes" if you want this section to appear public instantly; select"No" if you do
not want this section to appear live. You may return to this screen at any time to make this section live or not live. (See kelow for more
information.)
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Tip:
This feature is helpful if you want to work on a section and know you will not be able to complete it during your work sessio, or if you
are testing a section which is not ready for others to view.

Ordering Sections

Sections will be listed in the order that you create them, but you can change their order in the sections list. Under the "Oder" column, select the
order in which you'd like the sections to appear from the pull down menu. Click "Save Ordering" in order for the change to t&ke effect.

Making Sections Live to the Public
If you'd like to turn sections on or off — in other words, determine whether or not they are live for the world to view — youmay do this from the
sections list. To make a section public change the drop down menu under the "Live?" column to read "Yes". You must click "Sawe Ordering" in

order for the change to take effect. Change the drop down to "No" if you would like to make edits and do not want that sectian to be available to
the public.

Deleting a Section

To delete a section, and all of the pages in that section, click on the underlined "Delete Section" link under the "Options"column. The change is
permanent and cannot be undone.

Setting Up New Pages

Now that you have created the main sections of your web site, you can begin creating new pages with content for each section.Pages should
refer to the "a" and "b" points in your outline.

Creating a Page

From the "Sections and Pages" screen, create a page by clicking on "New Page". This will take you to a "Page Properties"” screen. From here you
can name a page, assign it to a specific section and choose a formatting template for it.
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= Name your page: enter the title of your page in the "Name" field. When completed, the name will appear in the title bar of yair browser,
and also appear as the page name underneath each section.

= Assign your page to a certain section: select the section from the dropdown menu.

= Select a template: choose a one-column or two-column page template. Note: see Managing Media Files (below) for formatting redrictions
with certain types of content.

Once your page as been created you can populate and edit content. In the "Sections and Pages" screen, click on the name of tle page you would
like to add or edit content. You will see a screen which shows a preview of how the page looks. Click "Edit" on right above te piece of content
you want to edit.

On the content editing screen you can specify a headline and body content for the page. Basic formatting options are providedusing a Microsoft
Word® like editing interface.

This content editing component is very basic and may not display and handle all content perfectly. When you are done enteringyour content or
pasting it in from Word or another text editor, use the "Save Content" button to save your content and return to the page preview screen.

Tip:
You may type in text or paste text from another program like a word processing program. Reduce errors by making sure to run a
spelling check on your copy before inserting it into the CMS program.

Ordering Pages

Pages appear in the order that you create them. However, if you would like to change the order of the pages, you can do so flom the section and
pages screen. Under the "Order" column, select the order in which you'd like the page and sections to appear. Click "Save You Changes" in
order for the change to take effect.

Deleting a Page

In order to delete a page, return to the sections and pages screen. Under the "Options" column, click "Delete Page" next to tie page you wish to
delete. You are able to delete any page with the exception of the index.html (main) page of your site. Deleting a page is a pprmanent action and
the page cannot be recovered. Note: You cannot delete a section from the "Delete Page" screen (see "Deleting a Section" above).

Managing Media Files

Anything other than text inputted into a page is considered a "media" file. Media files may be images (.gif or .jpg format),PDF files,
downloadable Word or text documents, and more. There are three steps to using media effectively in your web site:
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1. Prepare Media Files

Image files (generally created in Photoshop®, ImageReady® or other graphic manipulation programs) must be in .jpg or .gif fomat. For best
use within the two-column template system (Template A or B), images placed in the left column should be no wider than 275 pixels; images
placed in the right column should be no wider than 200 pixels.

2. Upload Media Files to the Web Server Using the CMS

The file you are uploading must be located on your hard drive, a floppy or zip disk, or any network drive. To upload a file,click on "Manage Media
Files" then "Upload a File". Browse for the file and then click "Upload"”. The media file then will be uploaded to the web serer and may be
modified or deleted any time by clicking on "Manage Media Files."
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3. Insert Media Files on to the Website
You may insert a media file into your web site from the "Page Content" section in the "Edit Page" area of the CMS.

State Societies Website Admin

www.aan.com/apps/states-cms/index.cfm?event=sites.help
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AAN-HOSTED
STATE SOCIETY WEBSITE AGREEMENT

1. Parties. The parties to this Agreement are the American Academy of Neurology
(“AAN”), 1080 Montreal Avenue, St. Paul, MN 55116, and the

(“Society”).

2. Purpose. AAN agrees to develop and host a template website for Society, to assist
in membership development and retention, promote Society’s annual meeting and other
key meetings, and communicate important association news (advocacy, practice issues,
etc.) related to Society.

3. Operation and Maintenance. AAN agrees to host Society’s website for a period of
one year from the date of the website launch in accordance with the following terms:
a. Society agrees to utilize the template website to input copy and update content
at least quarterly.
b. If the content is not updated quarterly, AAN retains the right to take the website
offline after providing thirty days’ written notice to Society.
c. After the initial one year period, AAN and Society will review the success of the
website and may negotiate an agreement for ongoing service.
d. Society agrees to keep AAN informed of current leadership in Society and of
Society’s website administrator.
e. The website names will be sub-domains of aan.com (e.g., can.aan.com or
am.aan.com), and all website names must be approved by AAN.
f.  AAN reserves the right to periodically take down the site for maintenance, to
upgrade the site, or to modify the appearance or functionality of the site.

4. Use of Name. Society shall not use the names “American Academy of Neurology,”
or “AAN,” or any of AAN’s other trademarks online or in any advertising, publicity, or
otherwise regardless of the medium employed, without the prior, express, written
consent of AAN. AAN may withhold such consent in its sole discretion. Intentional
violation of this paragraph is a material breach of this Agreement.

5. State Society Content. Society agrees that it will not post on Society’s website any
material that is owned by another organization and is protected by copyright or
trademark laws, is defamatory, or otherwise violates federal or state law. Further, unless
specifically authorized in writing by AAN, Society’s website must not contain any
advertising (or links to advertising) or mention any pharmaceutical or other commercial
products. Upon written notice to Society, AAN reserves the right to immediately take
the website offline in the event of any advertising (or links to advertising) or mention of
any pharmaceutical or other commercial products appearing on Society’s website.

6. Confidentiality. Society shall maintain the confidentiality of all the confidential and
proprietary information and data (“Confidential Information”) of the AAN. Society shall



take all reasonable steps to ensure that no use, by Society or by third parties, shall be
made of the AAN’s Confidential Information without the AAN’s prior, express, written
consent. AAN’s Confidential Information shall remain the property of the AAN and shall
be considered to be furnished in confidence to Society when necessary under the
terms of this Agreement. Upon any termination, expiration, non-renewal, or rescission
of this Agreement, Society will i) deliver immediately to AAN all Confidential Information
including, but not limited to, all written and electronic documentation of all Confidential
Information, and all copies thereof; ii) make no further use of Confidential Information;
and iii) make reasonable efforts to ensure that no further use of Confidential Information
is made by Society or its officers, directors, employees, agents, contractors, or any
other person or third party. Confidential Information shall not include any information
which:

(1) was at the time of receipt, publicly available;

(2)  after its receipt, becomes available to the public through no fault of the
Receiving Party;

(3) was in the possession of the Receiving Party before its receipt from the
Disclosing Party or its representatives;

(4) is received in good faith by Receiving Party from a third party and is not
subject to an obligation of confidentiality owed to the third party;

(5) is independently developed by Receiving Party without reference to
Information received hereunder, as established by competent proof; or

(6) is disclosed pursuant to a requirement or request of a government agency,
subpoena or other legal proceeding, provided that in the event that Receiving Party
becomes legally compelled (by deposition, interrogatory, request for documents,
subpoena, civil investigation demand, other demand or request by government agency
or the application of statutes, rules and regulations under the federal securities laws or
similar process) to disclose any of the Information. The Receiving Party shall provide
the Disclosing Party with prompt written notice of such requirement prior to such
disclosure to allow the Disclosing Party to seek a protective order or other remedy. In
the event that a protective order or other remedy is not obtained, or that the Disclosing
Party waives compliance with the provisions hereof, the Receiving Party agrees to
furnish only that portion of the Information which the Receiving Party reasonably
believes is legally required to be furnished.

7. AAN Content. Society agrees to allow AAN to input content on Society’s website
including, but not limited to, advocacy updates, guidelines and other practice-related
information, and AAN products and services. Such content is and shall remain at all
times the sole and exclusive property of AAN.



8. Disclaimer language. If Society posts information about clinical trials on its website,
the website shall prominently post the following disclaimer: “American Academy of
Neurology and [fill in Society hame] do not endorse any pharmaceutical products used
in the clinical trials described on this website and do not make any representations
about the accuracy of the information obtained from the trials.” Society will provide
written notification to AAN prior to posting such disclaimer or trial. In addition, either
party may post a separate disclaimer that states: “This website is the cooperative effort
of [fill in Society name] and the American Academy of Neurology, however, the
American Academy of Neurology is not responsible for the content on Society’s website
and Society is also not responsible for the content on Academy’s website.”

9. Indemnification. Society shall indemnify and hold AAN harmless from any loss,
liability, costs or damages, including reasonable attorney’s fees, arising from actual or
threatened claims or civil or administrative actions resulting from its (or its officers,
directors, employees, agents, contractors, members or participants (as applicable))
violation of this Agreement.

10. Relationship of Parties. The relationship of AAN and Society to each other is
that of independent contractors. Nothing herein contained shall at any time be
construed to create the relationship of employer, employee, partnership, principal and
agent, or joint venture between AAN and Society.

11. Term of this agreement. The term of this Agreement shall commence when signed
by both parties and shall continue for one year from the date of Society’'s website
launch, or as may be extended with the written consent of both parties. Either party
may terminate this agreement at any time by giving thirty days prior written notice to the
other party. Sections 4, 6, 7, and 9 survive any termination, expiration, non-renewal, or
rescission of this Agreement.

12. Waiver. A waiver by a party of any term, provision, or condition of this Agreement,
whether by conduct or otherwise, is not a waiver of any other provision of the
Agreement, and will not constitute a continuing waiver. A waiver is not binding unless
put in writing by the party making the waiver.

13. Applicable Law. This Agreement and the rights and obligations of the parties
hereunder shall be governed by the laws of the State of Minnesota, except that no
Minnesota conflicts of law or choice of law provision shall apply to this Agreement. The
exclusive forums for actions between the parties in connection with this Agreement are
the State District Court in Ramsey County, Minnesota, or the United States District
Court for the District of Minnesota. Each party agrees unconditionally that it is
personally subject to the jurisdiction of such courts. This Agreement is made and
performed in the State of Minnesota.

14. Severability. Should a court declare any part, term, or provision of this Agreement
invalid, void, or unenforceable, all remaining parts, terms, and provisions remain in full



force and effect.

15. Entire Agreement. This Agreement contains the entire agreement between the
parties relating to the rights granted and the obligations assumed.

AMERICAN ACADEMY OF NEUROLOGY

Date :
Catherine M. Rydell, Executive Director
SOCIETY

Date:
By
Its



Professional Association

Meeting Promotion

The following resources are available to help neurosocieties promote meetings:

Targeted Email Blasts

Using our grassroots communication software, Vocus, the Academy can send an email message on
behalf of your state society to all the AAN members in a single or multiple states. Please note that we
cannot send meeting announcements to all US members. On average, 20-24 percent of these emails are
opened. This is a slightly higher open rate than most non-profit blast emails. We can include your
society’s logo or branding (all images must be saved as URLs) and up to one attachment. To enhance
guality, we have a new template for interested societies to fill out. We can generally send the messages
out on your desired schedule; however, we may not be able to accommodate requests outside the
scope of the Academy’s guidelines for contacting members.

Sample meeting promotion schedule:

Save the date! 4-6 months before meeting

1°** Meeting Registration notice 6-8 weeks before meeting

2" Meeting Registration notice 3-4 weeks before meeting

Last call to Register 1-2 weeks before meeting

AAN Mailing Lists

The Academy offers up to two free mailing lists a year to neurosocieties. Once the request is submitted,
it takes staff about a week to send member mailing information in an Excel spreadsheet.

AAN Website/ AANnews Calendar

The Academy adds the date, contact information, and links for upcoming state neurological societies
meetings on the www.aan.com calendar. In addition, meeting information is added to a pod on the
Advocacy homepage (www.aan.com/advocacy). The Academy also writes newsstand stories about past

and upcoming state society meetings. Often these stories will be included in the twice monthly AANe-
news email that goes to all AAN members in the US. State society meetings are also included in the
calendar of the monthly AANnews publication.

www.aan.com/advocacy Page 1
dshowers@aan.com




Creative solutions

(0]

(0]

Ask your State Medical Society to post your meeting on their website or publications.

Ask neurosociety leaders or members to send the meeting notice to colleagues, universities,
hospitals, clinics, etc.

Ask your pharmaceutical representatives or other exhibitors to distribute meeting flyers to other
offices or customers. (Note: rules/customs vary state to state. FSN has had a lot of success using
this technique to recruit for their Neurology for the non-Neurologist program.)

Recruit Office Managers to send meeting notices to their colleagues or regional organizations.

Recruit PA’s, nurse practitioners, or other meeting attendee targets to send meeting notices to
their colleagues or regional organizations.

Work with County or City neurological societies to promote your meeting. Offer to cross-
promote their next meeting.

www.aan.com/advocacy

dshowers@aan.com

Page 2



AMERICAN ACADEMY OF

NEUROLOGY

Professional Association

NEUROSOCIETY MEETING COMMUNICATION TEMPLATE

Please allow up to 3 business days for Academy staff to process your request. Contact Dave
Showers at dshowers@aan.com or (651) 332-8683 with questions.

When would you like your | *DATE:
message to be sent?

What subject line should *SUBJECT LINE:
the email have?

Who should the email *FROM:
appear to be from? (ie.
meeting planner or society

president)

Do you want to include an | *ATTACHMENT: YES ___

attachment? (optional; NO __

limited to one attachment

per email) (If yes, please include with completed form)
*EMAIL BODY:

Please return completed form (and requested attachment) to Dave Showers at
dshowers@aan.com.




AMERICAN ACADEMY OF NEUROLOGY PROFESSIONAL ASSOCIATION
2009 MAILING LIST RENTAL ORDER FORM:

STATE NEUROLOGICAL SOCIETY

Academyv Order#

Academyv ID#

Contact Information Shipping Information
Name: Name:
State Society: Company:
Address: Address:
Telephone: Telephone:
Email: Email:
Order Information
Customer Purchase Order: Date Labels Needed:
Mail Date: Mailing Piece Description:
For Profit L] Non-Profit (Tax Exempt) | [] Tax Exempt #
MAIL LIST SELECTS (Select One) MEMBER TYPES SELECTS (Select desired types)
Geo Group State/Zip Selects Practicing Neurologists

(Add States Below) Residents /Fellowships Only

L] US Only All Physician including Seniors/Residents/Fellowships

[J| US and Canada

All member types including non-physicians

State or Province:

GUIDELINES:

A state society can receive a maximum of two free mailing lists per year.

E-mail transfer is the only delivery medium.

Mailing list requests must be directed to Dave Showers (dshowers@aan.com).
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Exhibiting & AAN Updates

Academy staff has been formerly exhibiting at state neurological society meetings since 2004. In 2008 Academy staff

Exhibiting

members were present at 16 state society meetings, and are on track to be present at 18 in 2009.

Both the Academy and your society benefit from this exhibiting relationship. For many AAN members it is the only
opportunity they have to speak with Academy staff face to face. This is especially true for physicians who do not attend
the AAN’s Annual Meeting or Regional Conferences. It gives your society’s members a chance to learn current Academy
initiatives, membership benefits, and upcoming events.

Exhibiting allows Academy staff to gain knowledge of member needs and collect first hand member feedback. In person
communication is important in the development of our grassroots advocacy network, and gives staff a venue to
advertise our advocacy training programs. Although the percentage of state society members who are not members of
the AAN is small, exhibiting also allows Academy staff to promote Academy membership.

Exhibiting involves one or two Academy staff members attending your meeting and offering Academy related resources
and messages. Information is presented at a booth, similar to that used by other exhibitors. However, since Academy
staff is there to offer Academy resources - not to sell products - it is advantageous for the Academy table to be located
outside of the general exhibit space. The most desirable location is near the registration table where we have the
opportunity to greet all attendees and are happy to provide registration support.

AAN Updates

Academy staff is also available to present the overall Academy message during an “Academy Update”. It works best
when this is included on the agenda ahead of time. These updates can include any of the following: overall Academy
update, advocacy, medical economics, or practice management. It is best to allow 15 to 30 minutes on the agenda for
these updates. If you cannot make time on the agenda, staff is always willing to present a quick five minute update.

www.aan.com/advocacy Page 1
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Needs Assessments

A common difficulty experienced by state societies is a lack member motivation and an overall misunderstanding or lack
of mission for the society. For this reason, the Academy is able to assist societies by providing needs assessments of
their membership. This allows the Academy to gather highly valuable data to help the society meet the unique needs of
its members.

Each year three needs assessments are offered free of charge on a first come, first served basis. If you are interested in a
needs assessment for your society, please contact Dave Showers at dshowers@aan.com. Please allow Academy staff
three months for the electronic assessment and data collection.

View an example of the Washington State Neurological Society Needs Assessment.

www.aan.com/advocacy Page 1
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= E Needs Assessment for New Statewide Neurological Society

11705

ID#

1) How important isa Washington State neurological society to you? (Please choose only one)

O Very important O Important O Somewhat important O Not important
2) Areyou amember of the following or ganizations? If YES, for how many years?
a) American Academy of Neurology O No O Yes
b) American Neurological Association O No O Yes
¢) American Medical Association O No O Yes
d) County Medical Association O No O Yes
€) Medica Society of the State of Washington O No O Yes
f) Local neurological association O No O Yes

If YES which one(s)?

3) Which of the following services, by level of importance, should a state neurological society provide?

Very Somewhat Very
I mportant Important Important Unimportant Unimportant
a) Monitoring WA legidative developments @) O @) O O
b) Advocacy events at state assembly @) @) O O @)
¢) Assisting with HM O contract negotiations ) O O O O
d) CME courses for neurologists @) O @) O O
€) Coalition building with outside groups ) O O @) @)
f) Educating the general public about neurology @) O @) O O
g) Training, assistance with computersin medicine O O @) O O
h) Group purchasing program for office supplies, etc. O O @) O O
i) Group insurance plans (life, disability, etc.) @) O @) O O

j) Other

©)
O
O
O

4) If a state neurological society were formed to fulfill those unmet needs, how much would you be willing to contributein
annual dues? (Please choose only one)

O%$5 O$H0 O$I00 OO0 O $200 O Other (please provide amount) $

5) If a Washington State neurological society were formed, would you beinterested in volunteering to support the effort?
O Yes (Please go to question #6) O No O Possibility

6) If yes, in what capacity would you be willing to participate? (Please select all that apply)
O Board membership O Committee membership (Please go to question #7)

O Speakershureau O Other

7) If you have selected committee member ship in question #6, please specify the type of committee membership you are
interested in (Please select all that apply):

O Practice O Medical economics O Legidative affairs/advocacy O Education

Thank you for completing this survey!
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Neurosociety Structure

A vision is one of the beginning elements of any society and lays the foundation for the society’s goals and objectives.

Operational Plan

The commitment of leadership to attain the vision begins the enthusiasm and energy that makes the society a success.
With a vision to lead the society and the leadership to guide it, the society will grow and develop into a strong voice for
neurology.

A strategic plan should be developed out of the vision. The strategic plan set a plan for the society. It should examine the
society’s strengths and weaknesses, opportunities and threats, mission statement and goals. The strategic plan should
also look for the necessary actions to implement the strategies.

Leadership

Many possibilities exist for the structure of a society. The following is the title and description of positions commonly
found in society structure. How the leadership is formed should be based on the needs of the society and desires of the
organizing leadership. The leadership offices and duties should be outlined in the society’s bylaws and/or constitution.

President

The term of the president is generally one to two years. One advantage to a two year term is the continuity of leadership
it provides the society. The responsibilities of the president usually include chairing meetings, sharing information on
organizational needs and accomplishments, working with other leaders to identify needs of the society, appointing
committees to achieve goals, serving as or appointing a media spokesperson, coordinating the preparation of a
newsletter, setting the society’s agenda, and representing the society at other meetings as requested.

The President also works closely with the president-elect, when the structure includes such a position. When leaving
office, the President should prepare a detailed assessment of the society’s activities, including fiscal and legislative
information; create a list of names, phone numbers and addresses of all contacts that have been of service to the
society; list all incomplete projects; offer assistance to the new president for a smooth transition.

Vice President (President-elect)

The vice president, or president-elect, assists the president and acts on behalf of the president. The vice president also
assumes the duties of the president in the event he/she can no longer perform the presidential duties. The vice
president may also be given additional responsibilities, including long-rang planning, public relations, annual meeting, or
committee chair.

Secretary

The secretary’s responsibilities include the recording and distributing of meeting minutes and accurate record keeping.
Additional duties of the secretary may include keeping all working files, keeping updated society membership lists, and
preparing meeting announcements and agendas.

www.aan.com/advocacy Page 1
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When the secretary’s term is complete, he/she should prepare a detailed written assessment of the position, create a
list of names, phone numbers and addresses of all contacts used by the secretary, create a list of incomplete projects,
and offer availability for advice and consultations as needed.

Treasurer

The treasurer handles the state society’s finances, which include the reporting and accounting for all association funds.
More specifically, the duties of the treasurer include paying the society’s bills, keeping complete and accurate financial
and tax records, preparing necessary budget information and financial forecasts, filing state and federal tax reports and
returns, maintaining checking and investment accounts, authorizing investments and disbursements, recommending
insurance coverage, advising the board on the status of outstanding dues payments, and preparing regular financial
reports.

As the treasurers terms ends, financial reports should be prepared, signature cards on all accounts need to be changed
to the new treasurer’s name, and all financial files should be transferred.

Committees

An excellent way to get membership involved in the activities of the society is through committees. When selecting
committees, the chairperson must be carefully chosen to ensure the committee reaches its goals. Qualities of an
effective chairperson include good communications skills, good listening skills, the ability to control without dominance,
knowledge of parliamentary procedure, and the time and resources to carry out the responsibilities.

The committee members should represent all areas of the general membership. Itis also a good idea to have term
limits for committees to allow for new ideas and viewpoints to develop. Committee members should be provided with
information regarding their responsibilities, expectations, limits of authority, and financial and reporting guidelines.

The standing committees of the society and their responsibilities should be described in the bylaws and/or constitution
of the society.

While committees can be formed for many reasons, the following list mentions some common committees in societies:
Annual Meeting Committee

The responsibilities of this committee include the organization and planning of all aspects of the society’s annual
meetings. This committee may also be the organization's liaison to other events such as the Academy (AAN/AANPA)
Annual Meeting.

Finance Committee
The finance committee develops and maintains the budget and other financial obligations.
Bylaws Committee

The bylaws need to be revisited and revised as the society grows and changes. This committee reviews the bylaws and
makes and hears suggestions for changes.

Legislative Committee (Advocacy)
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Relationships with state legislative and regulatory leaders and state legislative affairs are the focus of a legislative
committee. This committee recommends goals for political activity and monitors any lobbying efforts of the society.

Strategic Planning Committee

The Strategic Planning Committee reviews the society’s goals and objectives, and suggests strategies for its future
growth and direction.

Membership Committee

Membership recruitment and retention activities, current member lists and member involvement are the focus of this
committee.

Communications Committee

A newsletter is one of the most effective ways to get members informed of the society’s accomplishments and activities.
The Communications Committee prepares the newsletter and distributes it to the membership. Another useful tool for
communications is the internet. The Communications Committee may also be responsible for the development of a
website and monitoring of content.

Nominating Committee
The Nominating Committee has the important task of developing the slate of candidates for leadership election.
Public Education Committee

The focus of the Public Education Committee should be to promote neurology in the general public. It deals with media
and monitors developments, as well as develops public service activities to promote neurology.

Member Services

Many services may be offered to membership through a local society. The following list gives some suggestions:

e CME Courses

e  Group Buying Program
e Legislative Advocacy

e Membership Directory
o Newsletters

In order to ensure that the society is meetings the demands and expectations of the members, periodic evaluations
should be performed membership evaluations can measure how active the members are, how well communications
efforts work, and what members would like that the society does not currently provide. Evaluating the performance of
the society from the members’ viewpoint is essential, since it is the members who form the base of the society.

www.aan.com/advocacy Page 3
dshowers@aan.com




Laws, Regulations and Organizational Structure

Early in the organization efforts, the leadership should file the necessary paperwork according to both state and federal
laws. They should also draft the organization paperwork necessary to provide structure to the society. Laws and
regulations vary from state to state, so the advice of an attorney may be warranted. It may also be of assistance to
review other societies’ paperwork, such as Articles of Incorporation, Bylaws, and the application for tax-exempt status.
Remember, federal regulations as well as state law much be taken into consideration. Helpful documents and examples
may be obtained by contacting Dave Showers, Administrator, State Society Relations at the American Academy of
Neurology Professional Association — dshowers@aan.com.
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Professional Association
Checklist — How to Get Started

Preliminary Assessment — Key Questions:

0 Has a neurosociety in your state previously existed?
0 If yes, contact former leaders for key documents, bank account information, tax returns,
membership lists, incorporation information

0 Are there active city, county, or regional neurology-specific groups in your state?
0 Ifyes, are they adequately meeting the needs of participating members? Would a state
neurosociety compete or partner with these local groups?

0 Ideally, what would a neurosociety in your state provide to its members? What would be its primary
focus? How would you define success?
o]
Getting Started — Checklist:

v Research steps to establishing a non-profit organization
0 Many elements go into creating a non-profit organization, even a simple one. Know what your options
are before you begin.
O Resources: Free Management Library http://managementhelp.org/np progs/org dev.htm

v Identify a core group of other interested individuals (potential Board)
0 Keep the following factors in mind:
= Balanced geographic representation
=  Mix of private and academic practice backgrounds
= Age/experience diversity
= Experience with CME, grant writing, website development, accounting, membership, public
relations, etc.

v' Consider conducting a member needs assessment
0 Request an AAN-template needs assessment
0 Contract a third party to do a needs assessment
0 Conduct your own needs assessment

v Create a mission statement
O A mission statement defines why an entity exists
0 TIP: keep it concise; no more than a paragraph
O Resources: www.missionstatements.com

v' Propose short and long-term goals
0 What resources will be needed?
0 What expertise will be needed?
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v Financial assessment

0 Identify major initiatives and expenditures

0 Develop an operating budget

O Establish dues structure
=  When/how will they be collected?
=  Will you need to open a new bank account?
=  Will you need an accountant?
= TIP: Consider reduced dues for students & residents

0 Identify sources of non-dues income (i.e. grants, exhibit space, etc.)
= Decide if you want to solicit other income sources
= Consider adopting rules to guide the use of industry support
= See what other neurosocieties receive funding

v Draft bylaws
0 Bylaws define how the Board operates and the organization functions
0 Sample bylaws — CT Neurological Society

v' Determine if you need to incorporate
O Reasons to for an organization to incorporate:
= Toown property/bank account;
= To ensure on-going existence;
= To protect leadership from personal liability related to society operation.
O Articles of incorporation are a governing document that generally specifies an organization’s name,
purpose or mission, place of business, primary officers, etc.
0 Toincorporate, you need to file articles of incorporation with the Secretary of State or Secretary of
Commerce (varies state to state).
= You'll need: A Board of Directors and Board-approved articles of incorporation.

v'  Determine if you need to file for state non-profit/federal tax-exempt status
From the IRS website (http://www.irs.qov/charities/index.html):

0 State: Non-profit status may make an organization eligible for certain benefits, such as state sales,
property, and income tax exemptions. Although most federal tax-exempt organizations are non-profit
organizations, organizing as a non-profit organization at the state level does not automatically grant the
organization exemption from federal income tax.

0 Federal: According to the IRS, to file as a tax-exempt organization you must be a corporation,
community chest, fund, or foundation to receive federal tax-exempt status. Articles of association may
also be used in place of incorporation. See IRS Publication 557 (http://www.irs.gov/pub/irs-

pdf/p557.pdf).

= 501(c)(3) — charitable nonprofit (most common type)

= 501(c)(4) — civic leagues and social welfare organizations

= 501(c)(6) — business leagues, etc.

= NOTE: Being tax-exempt is not the same as being tax-deductible.

= TIP: Allow plenty of time to research state and federal tax options and parameters. Consider
seeking legal advice.
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v Assign roles and responsibilities
0 Elect officers
0 Decide on appropriate organizational model
0 Consider forming committees to oversee major initiatives (meetings, newsletters, website, advocacy,
etc.)

v Plan tentative meeting schedule

Other Considerations:

e Develop advocacy & government relations strategy
e Build coalitions
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Helpful Resources

Article: Before You Start a Nonprofit: The Essential Steps

http://nonprofit.about.com/od/nonprofitbasics/bb/beforenonprofit.ntm — This article outlines the key considerations in
creating a non-profit organization. Contains links to additional resources.

Free Management Library

http://www.managementhelp.org/strt_org/strt np/strt np.htm — This site has comprehensive resources to start a non-

profit organization.
Idealist.org

http://www.idealist.org/if/i/en/npofag —indexed collection of answers to Frequently Asked Questions about nonprofit

organizations. Started in 1994, the Q&A in the FAQ is continually updated using new materials from many sources
including online discussions.

United States Internal Revenue Service

http://www.irs.gov/charities/index.html — This site has all the forms and regulations pertaining to filing and existing as a

non-profit organization with the federal government.

Highlights:

http://www.irs.gov/charities/article/0,,id=129028,00.html| — links to state government web sites with useful
information for tax-exempt organizations

http://www.irs.gov/charities/content/0,,id=96986,00.htm| — FAQ about tax- exempt organizations

http://www.irs.gov/pub/irs-pdf/p557.pdf — Tax-Exempt Status for Your Organization (IRS Publication 557)

http://www.irs.gov/charities/charitable/index.html — Tax information for charitable organizations

http://www.irs.gov/pub/irs-pdf/f1023.pdf — Form 1023

MeetingsNet

http://meetingsnet.com/medicalmeetings/ — this website has several discussion forums and resources specific to CME

and medical meeting planning. Includes: best practices for getting grants, compliance with regulations, contract
negotiation, and other helpful advice.
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Sample articles of incorporation

Sample bylaws — for organizations without members
Sample bylaws — for membership organizations

Sample position descriptions for voluntary board members

MINNLESOTA
— R
COUNCIL OF

————————
NONPROFITS

Handbook for Starting a Successful Nonprofit
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By law, only four items are required
in the articles of incorporation:
name, address of the registered
office and name of its registered
agent, the address of each incorpo-
rator, and a statement that the cor-
poration is organized under chapter
317A of the Minnesota Statutes.

Inclusion of other information, as
sampled here, can assist in obtaining
tax-exempt status, help define the
purpose of the organization, defer
liabilities, and outline operational
provisions such as voting and mem-
bership.

The following articles of incorporation are intended only as a model. They
show some of the most general ways of writing articles of incorporation. Due to
Internal Revenue Service restrictions of tax-exempt organizations, it is neces-
sary for a tax-exempt organization to include some language provided in IRS in
Publication 557. These statements are noted below. Organizations are free to
reproduce all, or parts of the samples provided in this section.

Note: Sample articles provided by the Secretary of State’s Office do not include
statements required by the IRS for approval of tax exemptions.

Items highlighted in bold type signify
information specific to the organixa-
tion. Other information provided in
this sample may or may not fit the
needs of a spedific organization and
should be used only as an example.

Organizations must include a street
address, not a PO Box, as its regis-
tered address.

Language provided in Article il is
required by the IRS to obtain tax-
exempt status. The organization
must include this statement and
state its charitable purpose, as high-
lighted in this example. See IRS
Publication 557 for details.
Organizations may choose one or
more from the following list of
terms to describe their activities:

» charitable
amateur athletics -
educational
literary

religious

scientific

Organizations should provide a brief
description of the charitable pur-
pose of the nonprofit.

ARTICLES OF INCORPORATION
OF ABC NONPROFIT

The undersigned incorporator(s) is an (are) individual(s) 18 years of age or
older and adopt the following articles of incorporation to form a nonprofit
corporation (Chapter 317A).

ARTICLE I — NAME
The name of this corporation shall be ABC Nonprofit.

ARTICLE I — REGISTERED OFFICE ADDRESS

The place in Minnesota where the principal office of the corporation is to be
located at 1515 University Ave. N, St. Paul, Minnesota 55114.

ARTICLE IIT — PURPOSE

This corporation is organized exclusively for charitable, religious, educational,
and scientific purposes as specified in Section 501(c)(3) of the Internal Revenue
Code, including for such purposes, the making of distributions to organizations
that qualify as exempt organizations under Section 501(c)(3) of the Internal
Revenue Code, or the corresponding section of any future federal tax code.

The purpose of this corporation is:

. to support and conduct non-partisan research, education, and
informational activities to increase public awareness of juvenile
delinquency; ‘

. to combat crime within neighborhoods; and

. to prevent community deterioration.
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Language provided in Article IV is
required by the IRS to obtain tax-
exempt status. See Publication 557,
included in the appendix of this
book, for more information.

If the organization will not have a
voting membership body, it is only
necessary to state that the organiza-
tion will not have members.

This statement of directors’ lack of
rights to interest or property helps
the IRS determine tax-exempt sta-
tus for the organization

The minimum number of board
members a Minnesota nonprofit
must have is three. The initial board
of directors is generally smaller and
a full board is voted on at the first
_board meeting, or annual meeting.

By including this statement of per-
sonal liability, a director can avoid
personal liability as long as he or
she runs the organization in a legal,
reasonable manner.

It is important to remember that
directors can still be held liable for
debts to the IRS, debts due to
fraudulent activity, and employment
claims. D&O insurance and further
protect the assets of board mem-
bers, staff and volunteers.

ARTICLE IV — EXEMPTION REQUIREMENTS

At all times the following shall operate as conditions restricting the operations
and activities of the corporation:

1. No part of the net earnings of the organization shall inure to the bene-
fit of, or be distributable to its members, trustees, officers, or other pri-
vate persons, except that organization shall be authorized and empow-
ered to pay reasonable compensation for services rendered and to
make payments and distributions in furtherance of the purpose set
forth in the purpose clause hereof.

2. No substantial part of the activities of the corporation shall constitute
the carrying on of propaganda or otherwise attempting to influence
legislation, or any initiative or referendum before the public, and the
corporation shall not participate in, or intervene in (including by publi-
cation or distribution of statements), any political campaign on behalf
of, or in opposition to, any candidate for public office.

3. Notwithstanding any other provisions of this document, the organiza-
tion shall not carry on any other activities not permitted to be carried
on by an organization exempt from federal income tax under Section
501(c)(3) of the Internal Revenue Code or corresponding section of
any future tax code, or by an organization, contributions to which are
deductible under section 170(c)(2) of the Internal Revenue Code, or
corresponding section of any future tax code.

ARTICLE V — MEMBERSHIP/BOARD OF DIRECTORS

This corporation shall have members. The eligibility, rights and obligations of
the members will be determined by the organization's bylaws.

The management of the affairs of the corporation shall be vested in a board of
directors, as defined by the corporation’s bylaws. No director shall have any
right, title, or interest in or to any property of the corporation.

The number of directors constituting the initial board of directors is four (4);
their names and addresses are as follows:

Susan Gerrison, 27 1st Ave. S, Minneapolis, Minnesota 55441
Gerald Smith, 1250 Douglas Ave., Bloomington, Minnesota, 55431
Roger Schroeder, 198 Polk Blvd., Minneapolis, Minnesota 55406
Andrea Koppin, 18510 37th St., #D, Minneapolis, Minnesota 55408

Members of the initial board of directors shall serve until the first annual meet-
ing, at which their successors will be duly elected and qualified, or removed as
provided in the bylaws. '

ARTICLE VI — PERSONAL LIABILITY

No member, officer, or director of this corporation shall be personally liable for
the debts or obligations of this corporation of any nature whatsoever, nor shall
any of the property of the members, officers, or directors be subject to the pay-
ment of the debts or obligations of this corporation. -
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A copy of the original articles and
bylaws should be filed for the orga-
nization's records.

The incorporators can be anyone,
but usually are the chair/president,
- vice chair/vice president, treasurer
and secretary of the original board
of directors.

The articles must include the
addresses of each of the incorpora-
tors.

ARTICLE VII - DURATION/DISSOLUTION
The duration of the corporate existence shall be perpetual until dissolution.

Upon the dissolution of the organization, assets of the corporation shall be dis-
tributed for one or more exempt purposes within the meaning of Section
501(c)(3) of the Internal Revenue Code, or corresponding section of any future
federal tax code, or shall be distributed to the federal government, or to a state
or local government, for a public purpose.

ARTICLE VIII - INCORPORATORS

In witness whereof, we, the undersigned, have hereunto subscribed our names
for the purpose of forming the corporation under the laws of the State of
Minnesota and certify we executed these Articles of Incorporation this May 22
of 2001.

Signature (Incorporator 1)

Address, City, State, ZIP

Amendments to the articles, such as
a change in address, change in name
or other operational change, must
be filed with the Secretary of State.
A $35 filing fee applies for each set
of amendments. See the Secretary of
State’s Web site for more informa-
tion at www.sos.state.mn.us.,

Signature (Incorporator 2)

Address, City, State, ZIP

Signature (Incorporator 3)

Address, City, State, ZIP

Signature (Incorporator 4)

Address, City, State, ZIP
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The following bylaws are intended only as a model. They show some of the
most general ways of writing bylaws. An organization has a great deal of lati-
tude in shaping its bylaws, and does not need to follow this model. Keep in
mind that the organization can and should amend its bylaws as often as neces-
sary to keep up with changes to the organization.Organizations are free to
reproduce all, or parts of the samples provided in this section.

Note: Organizations with voting members, should see the sample bylaws pro-
vided on page 42 of this handbook.

Items highlighted in bold type signify
information specific to the organiza-
tion. Other information provided in
this sample may not be adequate for
all types of nonprofits and are pro-
vided only as an example.

Article | must be included. For
organizations not incorporated,
state that the nonprofit is organized
in compliance with the laws of
Minnesota.

The purpose statement must main-
tain the standards stated in IRS
Publication 557 and give a brief
description of the organization’s
goals to ensure approval of Federal
tax exemptions.

Organizations with a voting mem-
bership should use the sample
bylaws on page 42 of this
publication.

Minnesota law requires a minimum
of three directors. The statutory
limit for a board term is ten years.

A board of directors must meet at
least once during a fiscal year.

For more information on board
governance, see page |8.

BYLAWS OF
ABC NONPROFIT

ARTICLE I — NAME AND PURPOSE

Section 1 — Name: The name of the organization shall be ABC Nonprofit. It
shall be a nonprofit organization incorporated under the laws of the
State of Minnesota

Section 2 — Purpose: ABC Nonprofit is organized exclusively for charitable,
scientific and education purposes. '

The purpose of this corporation is:

. to support and conduct non-partisan research, education,
and informational activities to increase public awareness
of juvenile delinquency;

. to combat crime within neighborhoods; and

. to prevent community deterioration.

ARTICLE II — MEMBERSHIP

Section 1 — Membership: Membership shall consist of the board of directors.

ARTICLE III — BOARD OF DIRECTORS

Section 1 — Board role, size, and compensation: The board is responsible for
overall policy and direction of the association, and delegates responsi-
bility of day-to-day operations to the staff and committees. The board
shall have up to 20, but not fewer than 16 members. The board
receives no compensation other than reasonable expenses.

Section 2 — Terms: All board members shall serve two-year terms, but are eli-
gible for re-election for up to five consecutive terms. )

Section 3 — Meetings and notice: The board shall meet at least quarterly, at an
agreed upon time and place. An official board meeting requires that

prrZ4
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each board member have written notice at least two weeks in advance. aLd .

Section 4 — Board elections: During the last quarter of each fiscal year of the
corporation, the board of directors shall elect Directors to replace those
whose terms will expire at the end of the fiscal year. This election shall
take place during a regular meeting of the directors, called in accor-
dance with the provisions of these bylaws.
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Minnesota law requires a quorum of
directors for the purpose of con-
ducting transactions, consisting of at
least one-third of the directors cur-
rently holding office.

According to Minnesota law, a board
must consist of at least a chair/pres-
ident and a treasurer. Other offices
can be created as needed.

Section 5 — Election procedures: New directors shall be elected by a majority
of directors present at such a meeting, provided there is a quorum
present. Directors so elected shall serve a term beginning on the first
day of the next fiscal year.

Section 6 — Quorum: A quorum must be attended by at least forty percent of

board members for business transactions to take place and motions to
pass.

Section 7 — Officers and Duties: There shall be four officers of the board, con-

sisting of a chair, vice-chair, secretary and treasurer. Their duties are as
follows:

The chair shall convene regularly scheduled board meetings, shall
preside or arrange for other members of the Executive Committee to
preside at each meeting in the following order: vice-chair, secretary,
treasurer.

The vice-chair shall chair committees on special subjects as designated
by the board.

The secretary shall be responsible for keeping records of board
actions, including overseeing the taking of minutes at all board meet-
ings, sending out meeting announcements, distributing copies of min-
utes and the agenda to each board member, and assuring that corporate
records are maintained.

The treasurer shall make a report at each board meeting. The treasurer
shall chair the finance committee, assist in the preparation of the budg-
et, help develop fundraising plans, and make financial information
available to board members and the public.

Section 8 — Vacancies: When a vacancy on the board exists mid-term, the sec-

retary must receive nominations for new members from present board
members two weeks in advance of a board meeting. These nomina-
tions shall be sent out to board members with the regular board meet-
ing announcement, to be voted upon at the next board meeting. These
vacancies will be filled only to the end of the particular board mem-
ber's term.

Section 9 — Resignation, termination, and absences: Resignation from the

board must be in writing and received by the secretary. A board mem-
bers shall be terminated from the board due to excess absences, more
than two unexcused absences from board meetings in a year. A board
member may be removed for other reasons by a three-fourths vote of
the remaining directors.

Section 10 — Special meetings: Special meetings of the board shall be called

upon the request of the chair, or one-third of the board. Notices of spe-
cial meetings shall be sent out by the secretary to each board member
at least two weeks in advance.
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Committees are assigned by the
board of directors to work on spe-
cific issues facing the organization.
Standing committees, such as an
Executive Committee or Finance
Committee, should be outlined in
the bylaws, whereas ad hoc commit-
tees can be created for a time peri-
od set by the board of directors.

Though not required, it is highly rec-
ommended that the executive direc-
tor be required to attend all board
meetings. This will ensure the execu-
tive director is aware of all board
discussions and the board is aware
of the executive's activities.

It is necessary for the bylaws to
detail how they are to be amended.
Because the bylaws are more
deuailed than the articles of incor-
poration, they should be updated
and changed in accordance with the
organization’s growth and change.

A copy of the original articles and
bylaws should be filed for the orga--
nization’s records.

ARTICLE IV — COMMITTEES

Section 1 — Committee formation: The board may create committees as need-

ed, such as fundraising, housing, public relations, data collection, etc.
The board Chair appoints all committee chairs.

Section 2 — Executive Committee: The four officers serve as the members of

the Executive Committee. Except for the power to amend the articles
of incorporation and bylaws, the Executive Committee shall have all
the powers and authority of the board of directors in the intervals
between meetings of the board of directors, and.is subject to the direc-
tion and control of the full board.

Section 3 — Finance Committee: The treasurer is the chair of the Finance

Committee, which includes three other board members. The Finance
Committee is responsible for developing and reviewing fiscal proce-
dures, fundraising plan, and annual budget with staff and other board
members. The board must approve the budget and all expenditures
must be within budget. Any major change in the budget must be
approved by the board or the Executive Committee. The fiscal year
shall be the calendar year. Annual reports are required to be submitted
to the board showing income, expenditures, and pending income. The
financial records of the organization are public information and shall
be made available to board members and the public.

ARTICLE V — DIRECTOR AND STAFF

Section 1 — Executive Director: The executive director is hired by the board:

The executive director has day-to-day responsibilities for the organiza-
tion, including carrying out the organization’s goals and policies. The
executive director will attend all board meetings, report on the
progress of the organization, answer questions of the board members
and carry out the duties described in the job description. The board can
designate other duties as necessary.

ARTICLE VI — AMENDMENTS

Section 1 — Amendments: These bylaws may be amended when necessary by

two-thirds majority of the board of directors. Proposed amendments
must be submitted to the secretary to be sent out with regular board
announcements.

CERTIFICATION

These bylaws were approved at a meeting of the board of directors by a two-
thirds majority vote on May 22, 2001.

Secretary Date
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The following bylaws are intended only as a model. They show some of the
most general ways of writing bylaws. An organization has a great deal of lati-
tude in shaping its bylaws, and does not need to follow this model. Keep in
mind that the organization can and should amend its bylaws as often as neces-
sary to keep up with changes to the organization. Organizations are free to
reproduce all, or parts of the samples provided in this section.

Items highlighted in bold type signify
information specific to the organiza-
tion. Other information provided in
this sample may not be adequate for
all types of nonprofits and are pro-
vided only as an example.

Article | must be included. For
organizations not incorporated,
state that the nonprofit is organized
in compliance with the laws of
Minnesota.

The purpose statement must main-
tain the standards stated in IRS
Publication 557 and give a brief
description of the organization’s
goals to ensure approval of Federal
tax exemptions.

Article Il is an example of a mem-
bership organization’s bylaws. For an
example of a non-membership orga-
nization’s bylaws, see page 39.

The board of directors must decide
who will be eligible for membership
and if dues will be paid. This should
be laid out in the bylaws.

A person or organization cannot
automatically be made a member.
Minnesota law states that a person
may not be admitted as a member
without the person's express or
implied consent.

Members are of one class, with
equal rights, unless otherwise stated
in the articles and bylaws.

BYLAWS OF
ABC NONPROFIT

ARTICLE I — NAME AND PURPOSE

Section 1 — Name: The name of the organization shall be ABC Nonprofit. It
shall be a nonprofit organization incorporated under the laws of the
State of Minnesota

Section 2 — Purpose: ABC Nonpreofit is organized exclusively for charitable,
scientific and education purposes.

The purpose of this corporation is:

. to support and conduct non-partisan research, education,
and informational activities to increase public awareness
of juvenile delinquency;

. - to combat crime within neighborhoods; and

. to prevent community deterioration.

ARTICLE II — MEMBERSHIP

Section 1 — Eligibility for membership: Application for voting membership
shall be open to any current resident, property owner, business
operator, oir employee of the city of Saint Paul that supports the
purpose statement in Article I, Section 2. Membership is granted
after completion and receipt of a membership application and annual
dues. All memberships shall be granted upon a majority vote of the
board.

Section 2 — Annual dues: The amount required for annual dues shall be
$100 each year, unless changed by a majority vote of the members at
an annual meeting of the full membership. Continued membership is
contingent upon being up-to-date on membership dues.

Section 3 — Rights of members: Each member shall be eligible to appoint one
voting representative to cast the member’s vote in association
elections.

Section 4 — Resignation and termination: Any member may resign by filing a
written resignation with the secretary. Resignation shall not relieve a
mémber of unpaid dues, or other charges previously accrued. A mem-
ber can have their membership terminated by a majority vote of the
membership.

Section 5 — Non-voting membership: The board shall have the authority to
establish and define non-voting categories of membership.
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A nonprofit with voting members
should hold at least one meeting of
its members per year.

Unless otherwise specified by the
articles or bylaws, a quorum for a
meeting of members is ten percent
of the members entitled to vote at
the meeting according to Minnesota
law.

Minnesota law requires a minimum
of three directors. The statutory
limit for a board term is ten years.

A board of directors must meet at
least once during a fiscal year.

Minnesota law requires a quorum of
directors for the purpose of con-
ducting transactions, to consists of
at least one-third, of the directors
currently holding office.

For more information on board
governance, see page 18.

ARTICLE III — MEETINGS OF MEMBERS

Section 1 — Regular meetings: Regular meetings of the members shall be held
quarterly, at a time and place designated by the chair.

Section 2 — Annual meetings: An annual meeting of the members shall take
place in the month of Octeber, the specific date, time and location of
which will be designated by the chair. At the annual meeting the mem-
bers shall elect directors and officers, receive reports on the activities
of the association, and determine the direction of the association for
the coming year.

Section 3 — Special meetings: Special meetings may be called by the chair, the
Executive Committee, or a simple majority of the board of directors. A
petition signed by five percent of voting members may also call a spe-
cial meeting. ‘

Section 4 — Notice of meetings: Printed notice of each meeting shall be given
to each voting member, by mail, not less than two weeks prior to the
meeting.

Section 5 — Quorum: The members present at any properly announced meeting
shall constitute a quorum.

Section 6 — Voting: All issues to be voted on shall be decided by a simple
majority of those present at the meeting in which the vote takes place.

ARTICLE IV — BOARD OF DIRECTORS

Section 1 — Board role, size, and compensation: The board is responsible for
overall policy and direction of the association, and delegates responsi-
bility of day-to-day operations to the staff and committees. The board
shall have up to 20, but not fewer than 16 members. The board
receives no compensation other than reasonable expenses.

Section 2 — Terms: All board members shall serve two-year terms, but are eli-
gible for re-election for up to five consecutive terms.

Section 3 — Meetings and notice: The board shall meet at least quarterly, at an
agreed upon time and place. An official board meeting requires that
each board member have written notice at least two weeks in advance.

Section 4 — Board elections: New directors and current directors shall be elect-
ed or re-clected by the voting representatives of members at the annual
meeting. Directors will be elected by a simple majority of members
present at the annual meeting.

Section 5 — Election procedures: A Board Development Committee shall be
responsible for nominating a slate of prospective board members rep-
resenting the associations diverse constituency. In addition, any mem-
ber can nominate a candidate to the slate of nominees. All members
will be eligible to send one representative to vote for each candidate,
for up to 10 available positions each year.

Section 6 — Quorum: A quorum must be attended by at least forty percent of
board members for business transactions to take place and motions to
pass.
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According to Minnesota law, a board
must consist of at least a chair/pres-
ident and a treasurer. Other offices
can be created as needed.

Committees are assigned by the
board of directors to work on spe-
cific issues facing the organization.
Standing committees, such as an
Executive Committee or Finance
Committee, should be outlined in
the bylaws, whereas ad hoc commit-
tees can be created for a time peri-
od set by the board of directors.

Section 7 — Officers and Duties: There shall be four officers of the board, con-
sisting of a chair, vice-chair, secretary and treasurer. Their duties are as
follows:

The chair shall convene regularly scheduled board meetings, shall
preside or arrange for other members of the Executive Committee to
preside at each meeting in the following order: vice-chair, secretary,
treasurer.

The vice-chair shall chair committees on special subjects as designated
by the board.

The secretary shall be responsible for keeping records of board
actions, including overseeing the taking of minutes at all board meet-
ings, sending out meeting announcements, distributing copies of min-
utes and the agenda to each board member, and assuring that corporate
records are maintained.

The treasurer shall make a report at each board meeting. The treasurer
shall chair the finance committee, assist in the preparation of the budg-
et, help develop fundraising plans, and make financial information
available to board members and the public.

Section 8 — Vacancies: When a vacancy on the board exists mid-term, the sec-

retary must receive nominations for new members from present board
members two weeks in advance of a board meeting. These nomina-
tions shall be sent out to board members with the regular board meet-
ing announcement, to be voted upon at the next board meeting. These
vacancies will be filled only to the end of the particular board mem-
ber's term.

Section 9 — Resignation, termination, and absences: Resignation from the

board must be in writing and received by the Secretary. A board mem-
bers shall be terminated from the board due to excess absences, more
than two unexcused absences from board meetings in a year. A board
member may be removed for other reasons by a three-fourths vote of
the remaining directors.

Section 11 — Special meetings: Special meetings of the board shall be called

upon the request of the chair, or one-third of the board. Notices of spe-
cial meetings shall be sent out by the secretary to each board member
at least two weeks in advance.

ARTICLE V — COMMITTEES

Section 1 — Committee formation: The board may create committees as need-

ed, such as fundraising, housing, public relations, data collection, etc.
The board chair appoints all committee chairs.

Section 2 — FExecutive Committee: The four officers serve as the members of

the Executive Committee. Except for the power to amend the Articles
of Incorporation and bylaws, the Executive Committee shall have all
the powers and authority of the board of directors in the intervals
between meetings of the board of directors, and is subject to the direc-

tion and control of the full board.

Handbook for Starting a Successful Nonprofit

Page 44



Though not required, it is highly rec-
ommended that the executive direc-
tor be required to attend all board
meetings. This will ensure the execu-
tive director is aware of all board
discussions and the board is aware
of the executive’s activities.

It is necessary for the bylaws to
detail how they are to be amended.
Because the bylaws are more
detailed than the articles of incor-
poration, they should be updated
and changed in accordance with the
organization’s growth and change.
Membership organizations may
involve their members in the
amendment procedures.

A copy of the original articles and
bylaws should be filed for the orga-
nization’s records.

Section 3 — Finance Committee: The treasurer is the chair of the Finance

Committee, which includes three other board members. The Finance
Committee is responsible for developing and reviewing fiscal proce-
dures, fundraising plans, and the annual budget with staff and other
board members. The board must approve the budget and all expendi-
tures must be within budget. Any major change in the budget must be
approved by the board or the Executive Committee. The fiscal year
shall be the calendar year. Annual reports are required to be submitted
to the board showing income, expenditures, and pending income. The
financial records of the organization are public information and shall
be made available to the membership, board members, and the public.

ARTICLE VI — DIRECTOR AND STAFF

Section 1 — Executive Director: The executive director is hired by the board.

The executive director has day-to-day responsibilities for the organiza-
tion, including carrying out the organization’s goals and policies. The
executive director will attend all board meetings, report on the
progress of the organization, answer questions of the board members
and carry out the duties described in the job description. The board can
designate other duties as necessary.

ARTICLE VII — AMENDMENTS

Section 1 — Amendments: These bylaws may be amended when necessary by

two-thirds majority of the board of directors. Proposed amendments
must be submitted to the Secretary to be sent out with regular board
announcements.

CERTIFICATION

These bylaws were approved at a meeting of the board of directors by a two-
thirds majority vote on May 22, 2001.

Secretary Date
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The following descriptions are taken
in part from Kenneth N. Dayton’s
Governance is Governance, published by
Independent Sector, Washington DC

Minnesota law requires a minimum
of three directors. The statutory
limit for a board term is ten years.

Minnesota law requires a nonprofit
to have a chairperson and treasurer.

Under Minnesota law, nonprofit
directors are responsible for man-
agement of the business and affairs
of the corporation.

The following are sample position descriptions for a voluntary board of direc-
tors. These samples are intended only as a model. They show many common
responsibilities and functions of board members, but each organization should
customize its board structure and responsibilities as necessary. Organizations
are free to reproduce all, or parts of the samples provided in this section.

POSITION DESCRIPTIONS
for ABC Nonprofit's Voluntary Board of Directors
Chairperson
Function:
. To assure that the board of directors fulfills its responsibilities for the
governance of the organization.
® Work with staff to achieve the mission of the organization.
Responsibilities:
° Have general active management of the business and governance of
the organization.
. Convene and preside over regularly scheduled board meetings or

arrange for other members of the executive committee to do so.

. Maintaining continued interaction with the executive director.

) See that orders and resolutions of the board are carried out.

. Sign and deliver legal documents in the name of the organization.

° Maintain records of and, when necessary, certify proceedings of the
board and members.

) Assist in recruiting board and other talent for voluntary assignments.

. Prepare a review of the executive director and recommend salary for
consideration by the appropriate committee.

. Be available as a spokesperson when necessary.

. Give a charitable contribution, in an amount reasonable relative to per-
sonal assets, to the general fund of the organization.

° Perform other duties as prescribed by the board.

Treasurer

Function:

) To assure that the board of directors fulfills its fiduciary responsibili-
ties for the organization.

) Work with staff to achieve the financial goals of the organization.

Responsibilities:

. Keep accurate financial records for the organization.

° Assure the accurate completion and timely submission of IRS Form
990, and, if applicable, oversee the organizations annual independent
audit.

. Deposit and endorse money, drafts, and checks in the name of the
organization.

. Report at each board meeting on the finances of the organization.

° Serve as chairperson on the finance committee.

o Assist in the preparation of an annual budget.

o Aid with development of fundraising plans.

° Give a charitable contribution, in an amount reasonable relative to per-

’ sonal assets, to the general fund of the organization.

. Perform other duties as prescribed by the board.
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Member, board of directors

Resources

* BoardSource
www.boardsource.org

* MAP for Nonprofits, Free
Nonprofit Management Library

www.mapfornonprofits.org

* Nonprofit Board Answer Book, excel-
lent publication by the
BoardSource.

www.bourdsource.org

* Principles and Practices for Nonprofit
Excellence, a reference guide for
board members on responsibili-
ties and ethical practices of non-
profits, published by the
Minnesota Council of Nonprofits.
Available online and in print.
www.mnen.org

* Fiduciary Duties of Directors of
Charitable Organizations, the
Minnesota Attorney General's
Office, Charities Unit. (free)
www.ag.state.mn.us/charities/

* Minnesota Statutes, Section 317 A,
regarding nonprofit corporations.

See page 18 for more information

about board governance for non-
profits.

Function:

To provide overall governance to the organization, represent it in the
community, and accept the ultimate legal authority for it.

Responsibilities:
Planning

Oversee the organization’s philosophy and review management’s per-
formance in achieving its mission.

Annually review the environment and approve strategic operating and
fundraising plans and annual budget..

Approve major policy changes.

Administrative

Elect, monitor, advice, support, reward, and when necessary, change
top management in the organization.

. Approve appropriate compensation and benefits for staff.

. Propose a slate of directors to members to fill vacancies as needed.
Approve a performance review of the executive director and establish
his/her compensation based on recommendations of the personnel
committee and the chairman of the board.

Operational

) Review the results achieved by the management as compared with the
organization’s mission, annual and long range goals.

. Provide candid and constructive criticism, advice, and comments.

] Approve major actions of the organization, such as capital expendi-

tures and major program and service changes.

Finances and Fundraising

Assure that the board and its committees are adequately and currently
informed through reports and other methods, of the condition of the
organization and its operations.

Review compliance with relevant laws affecting the organization.
Assist staff and fundraising committee with developing contacts and
fulfilling a fundraising plan.

Give a charitable contribution, in an amount reasonable relative to per-
sonal assets, to the general fund of the organization.

Perform other duties as prescribed by the board.
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AMERICAN ACADEMY OF

NEUROLOGY

Professional Association

Existing Neurosocieties




Professional Association

Membership Recruitment and Retention

Members are essential to the success of all organizations. Therefore, membership recruitment and retention should be a
top priority of your society. Recruiting new members is extremely important for the growth of your society, but
retention is equally important; it takes less effort to keep a member than find a new member! Below are tips and
strategies from a training session given by Mark Levin, CAE, CSP at the 2008 State Society Leadership Roundtable.

Remember the Three essentials to membership and growth:
= Personalize
= Customize
* Empathize
What can leadership do?
* To keep members you must engage them
» Acknowledge applications and new members the day you receive them
» Explain the benefits of joining your society — don’t assume that they know
» Make personal calls to inactive members
* Publish testimonial letters from every membership type on your website
* Publicize your leadership in state society wherever possible
» Set goals for new membership (i.e. every board member recruits three new members each year)
» Help members overcome these objections to joining:
> 1 don’t have time...
> It’s not relevant...
> | can get the benefits without joining...
What are members thinking?
* Where will | find time?
» What is my return on investment?

= |s there a positive difference in my practice because of my association with this neurosociety?

www.aan.com/advocacy Page 1
dshowers@aan.com




Recruitment Strategies:
* Empathize
> Offer the benefits of meeting attendance
= Discover their interests
> Show them how they can become involved an provide input
» Strength in numbers
> More effective to say, “We represent 80% of neurologists rather than 50%”
> You can accomplish more with members going in the same direction
= Peer to Peer

> Feel, felt, found — “I know exactly how you feel, | felt the same way myself. | found that joining this
neurosociety helped...”

Written communication should always be:

» Concise — you have 2.5 seconds to get their attention!
* Timely

* Professional

* Part of the effort, but not all of it!

www.aan.com/advocacy Page 2
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AMERICAN ACADEMY OF

NEUROLOGY

Professional Association

Media Relations




: NEUROLOGY
Professional Association
Media Interviews

Interviews with the media offer a prime opportunity to get your message to the public. The opportunity to participate in

an interview may come about as the result of a press release or because of calls to your society from a reporter looking

for topic experts, or data. In either event, the following recommendations can help you be prepared:

Preparation:

Plan and Remember Key Talking Points — Make just two or three concise points.
Know Your Audience

Anticipate Tough and Controversial Questions

Provide Information About You and Your Organization Prior to Interview

During the Interview:

Don’t Be Afraid to Repeat Key Point

Expect Interruptions — Make major points early as time may be limited.

Keep it Simple — Avoid using acronyms, complicated medical terminology, and too many numbers.

Be Yourself — Don’t develop a different persona for the media interview

Stress the Positive — When appropriate relate good news and helpful information.

Pause — Briefly pause before answering difficult questions to avoid “ers” and “ums.”

Don’t Allow Distractions to Throw You

Never Go “Off the Record” — Everything is on the record when speaking to a reporter.

Never Lose Your Cool

Never Say “No Comment” — People perceive this as a “guilty as charged” answer.

Always Tell the Truth — Never lie. Make your answers straightforward and clear, but don’t say more than you
want to say.

Prepare for the Unexpected — Do not be surprised by changes in an interviewer’s personality. An amiable
person may become a tough investigate reporter on camera.

Stay Within Own Area of Expertise — Know that you don’t have to know everything. Don’t allow yourself to be
drawn to other topics.

Stay Focused and Stay Calm

On-Camera Interviews

Ask Questions Before Interview— It is okay to talk through questions you may have for the reporter before the
interview.

Wear the Right Clothing — Wear comfortable and well-fitting clothing. Black suits or white clothing may distort
skin color due to light absorption and reflection. Blue is best.

Look at the Interviewer, Not the Camera — During an on-site interview, always look at the reporter, not the
camera. Look interested even when not speaking —the camera may be on you. If this is a satellite interview, or
interview with no on-site reporter, look directly into the camera.

Don’t Worry About Stumbling - If the interview is taped and you stumble, simply stop and ask to start over
again. Reporters want a good sound-bite. If the interview is live, simply correct any misspoken words and
continue on with your answer.

Look Relaxed - Sit in a relaxed position, leaning slightly toward the interviewer.

www.aan.com/advocacy Page 1
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o Keep it Conversational — Keep your voice conversational. Clarity and sincerity, not volume, convey conviction.

Radio Interviews

e Ask Questions Prior to Interview — When interviewed over the phone, ask for reporter’s affiliation, name, and
phone number. Ask how much the interviewer knows about your organization and the topic. Prior to going live
on the air, it is perfectly acceptable to talk through the questions the reporter wants to ask in preparation.

e Speakin Short Sentences — Use short, declarative sentences. Try to state your position in 10 seconds or less.

e Speakin Listener Terms — Remember: “What’s in it for them?”

www.aan.com/advocacy Page 2
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Professional Association

Interview Bill of Rights

e To know who is interviewing you and whom he or she represents

e To know approximately how long the interview will last

e To know the general subject matter or issue in advance of the interview
e To know who the other parties are being interviewed for the same story
e To have a public relations person present during the interview

e To be treated courteously

e To be informed when the story will be published or aired

e To have nothing recorded on audio or videotape without your prior knowledge and
approval

e To stop the interview after a reasonable amount of time, after the key questions have
been answered

www.aan.com/advocacy Page 1
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Bridging

What’s Important to Remember...

Oh, that reminds me...

That’s not my area of expertise, but what | can tell you is...

That’s a good point. | think you would also be interested to know...

I’'m not sure...is the issue. | think...is what we’re really talking about...

Let me add....

....Which takes us back to....

That’s an interesting question. It leads me too...

Before | forget...

Before we get too far off the topic, | want to add...

At this point, some background information may be helpful...

www.aan.com/advocacv
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: NEUROLOGY
Professional Association
Press Releases

o Newsworthy — Consider the “why should | care?” factor. The issue or topic should be new or related to an
upcoming event, such as a Senate committee hearing or a floor vote. You may “tie-in” your story with an
existing community event. Be aware of reporter deadlines. Call to find out specific details.

e Know Your Audience — The audience is the press, so it is best to include a brief definition of uncommon
medical terms.

e  Prioritize Information — Make sure the first 10 words of your press release are effective, as they are the
most important. Use an inverted pyramid approach with the main idea at the top followed by important
details, less important details. This is a good technique in case editors need to cut the story to fit space
constraints; they can do so without losing critical information.

e Clear and Concise - Press releases should be one page answering who, what, when, where, why, and how.
The information should be concise and interesting.

¢ Include Contact Information — Provide as much contact information as possible, including individual to
contact, office phone, cell phone, pager, email, website address.

e Accuracy - Information should be 100 percent reliable and accurate. Never overstate your claims or invent
facts.

e Target Specific Media- It is best to send your press release to a specific reporter. Call to find the name of the
health, medical, government, or feature reporter, depending on your issue.

e Human Interest - Your goal is to arouse emotion without getting emotional (no exclamation points).

e Local Focus - The issue or topic should have a local angle. If it is a national issue, show how it is affecting the
people in your community.

e Visual Appeal - Have photos or graphics available. Charts or graphs help explain statistics.

Personalization - Provide quotes from authoritative sources and the people affected.

Examples of press releases issued by the American Academy of Neurology can be found at http://www.aan.com/press/
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e Local newspaper

e State newspaper

e Local radio station

e State public radio

e Your peers

e Local Universities

e Contact the AAN

e Your Federal and state legislators
e Your State Society’s website

e State medical society

e Local chapters of patient organizations
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Professional Association
Letters to the Editor

Letters to the editor are used to endorse an issue, educate, or set the record straight. Most letters are written in

direct response to another article, however, they can also be written to express a specific opinion. It is critical
that letters to the editor be well researched, well written, and include some data that backs up the statement.

o Timely Response - Write a response in a timely manner. Attempt to respond via email the same day as the
original article was printed.

e Applicable - Make the letter applicable to your community for relevance. Keep facts pertinent to the topic
and concise.

o Keep it Short - Keep your letter short due to limited amount of space. For example, the New York Times
requires such letters to be fewer than 150 words.

e Strong Lead Sentence - Begin with a strong lead that includes your position or point you are trying to convey
and close with a strong sentence. Often letters cover one to two main points. Keep in mind what you want
the audience to remember.

e Sign the Letter

e Contact Information - You must also provide your contact information so that the newspaper can verify the
sender.

¢ Follow Newspaper Guidelines - Many newspapers have their letter guidelines available on their website if
you want to check on specific policies.

e AAN Endorsement - If you wish to have the American Academy of Neurology endorse your letter, please
submit to Angela Babb.

Source: Angela Babb, AAN Media & Public Relations Team ababb@aan.com
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Advocacy Resources

Located on the front page of the Advocacy website, the news stand features the latest information about legislation on

Advocacy News Stand

the state and federal fronts, as well as other activities and other advocacy related events.

Issue Pages

Focusing on topics affecting neurology on a legislative basis, each issue page comes with a tool kit (found in on the right
of each page) providing background information, talking points, legislative outcomes, the Academy’s position statement
(if available) and other resources that can help with legislative research. These issue pages can also offer links to state
issues, should a specific state be considering legislation on that issue.

Position Statements

A listing of position and policy statements developed by the AAN to help guide them and others in decision making.
Vocus
An easy way to be make your voice heard on Capitol Hill, this unique software allows you to send a letter to your

representatives in Congress in a few effortless steps. Members must have their AAN issued ID number to login.

Capitol Hill Report

A weekly blog written by AANPA Legislative Counsel, Mike Amery, updating and educating members about the
Academy’s ongoing efforts in Washington D.C.

Palatucci Advocacy Leadership Forum

Taking place every January, members are encouraged to apply for this interactive forum that will give them the tools to
advocate for the critical issues important to them. Training includes the development of individual advocacy action plans
with media and legislative training. Advocates have achieved success developing coalitions, obtaining financial support
for research, lobbying for fair reimbursement, and organizing state neurological societies.

Neurology on the Hill

An event held every spring where members learn about health care issues affecting neurology, followed by a trip to
Capitol Hill to meet with their Congressional representatives to explain neurology’s issues and message.

Viste Neurology Public Policy Fellowship

An excellent opportunity to gain hands-on experience in federal policy, this program offers the opportunity for an
individual to live and work in Washington D.C. for up to one year, where they will work directly for a Congressional
office, Congressional committee or Executive branch. The deadline to apply is October 15 each year.

State Resources
A page dedicated to state neurological societies, here members can find when and where their next state society
meeting is taking place, as well as a direct link to their state neurological society website.
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For more information, please contact the Advocacy staff:

Rod Larson, Chief Health Policy Officer, rlarson@aan.com

Mike Amery, Legislative Counsel, Washington D.C. Office mamery@aan.com

Amy Kaloides, Senior Manager, Advocacy akaloides@aan.com

Melissa Larson, Program Manager, Advocacy Development mlarson@aan.com

Tim Miller, Health Policy Analyst tmiller@aan.com

Dave Showers, Administrator, State Society Relations dshowers@aan.com

Derek Brandt, Administrator, Advocacy dbrandt@aan.com
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Practice Management Resources
Practice Products

ICD-9-CM for Neurologists Book/online
This printed version features the latest coding updates including new migraine revisions and new sub-codes to better

define status. Also available with online access for the latest updates and CPT codes.

Practice Survival Kit
Includes 2009 ICD-9-CM Book + Online w/ CPT codes, E/M Pocket Coding Guide and Practice CD.

E/M Pocket Coding Guide

Neurology Today reported that under-coding may cost each physician as much as $50,000 per year. But with this 2006
updated, durable laminated pocket guide, E/M coding is systematized and simplified. Available in single units, packs of 3
and packs of 10.

Pocket Guidelines

Put dozens of experts in your pocket with these compact, easy-to-access summaries of AAN clinical practice guidelines
and algorithms. No practicing neurologist should be without these convenient, spiral bound guides. The Adult version is
72 pages. The Child version is 54 pages.

Practice Online Resources

Podcasts

HIT Sound Off: Members of the American Academy of Neurology sound off about the health information technologies
they use in their practices to help optimize patient management, scanning solutions, electronic prescribing, voice
recognition software, and secure online communications.

E/M Templates: An audio recording is available for more information on the use of these templates.

E/M Audio Conference: The audio conference covers appropriate coding for patient visits and how the Academy's new
E/M templates can assist members

Pay-for-Performance: This series will address the Physician Quality Reporting Initiative (PQRI) as well as other Pay-for-

Performance initiatives.

Practice Guidelines

The American Academy of Neurology (AAN) develops clinical practice guidelines to assist its members in clinical decision
making related to the prevention, diagnosis, treatment, and prognosis of neurologic disorders. Each guideline makes
specific practice recommendations based upon a rigorous and comprehensive evaluation of all available scientific data.
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http://www.aan.com/storefront/Revenue_Coding_Reimbursemen_C30.cfm?UserID=6053369&jsessionid=f030f3e5a0fa1b90c0605924d7b1b2e13157
http://www.aan.com/storefront/Practice_Survival_Kit_P490C30.cfm
http://www.aan.com/storefront/E_M_Pocket_Coding_Guide_P13C30.cfm
http://www.aan.com/storefront/Guidelines_More_C32.cfm
http://www.aan.com/rss/?event=feed&channel=21
http://www.aan.com/globals/axon/assets/4226.mp3
https://www.aan.com/globals/axon/assets/4837.mp3
http://www.aan.com/rss/index.cfm?event=feed&channel=15
https://www.aan.com/go/practice/guidelines

Quality Initiatives

There are several different measurement sets in different stages of completion. Measurement Projects Completed:
Stroke and Stroke Rehab, Sleep Apnea, Substance Abuse, Geriatrics

Quality Alliances

The AAN monitors several additional national-level quality measure collaborations, which identify, publish, and
disseminate quality indicators.

Patient Safety
Tips and Tools: AAN's Patient Safety Subcommittee reflects the Academy's commitment in this area, with cross-
functional representation needed to identify and address patient safety issues.

Resources: Links to articles and online tools to assist members in integrating patient safety into their practice.

Pay-for-Performance

The AAN is committed to helping its members better understand Pay-for-Performance as it develops. The following tools
are posted on the AAN website to assist members.

Glossary

FAQs

AAN PowerPoint

Measures and Specifications

Reporting Tools
Pay-for-Performance Listserv

Public & Private Insurer Relations

The Academy is committed to pursuing advocacy related activities with health plans, specialty societies, employers, and
other private sector entities. This includes but is not limited to researching, building relationships with, and maintaining
open communication with these entities.

AANPA Principles of Coding for Intraoperative Neurophysiological Monitoring and Testing (IOM) lays out the best

evidence for IOM, as well as listing the surgical indications for monitoring and the primary electrophysiological services.
A set of recommendations is provided on the level of supervision of the service, the number of cases that can be
monitored simultaneously, and the optimal training level of the technologist. In addition, coding guidance is presented.

Medicare Fee Schedule RVU and Dollar Values

Information on Medicare Part D plans

Coding and Reimbursement
Coding FAQs: The AANPA’s Coding Subcommittee has compiled a list of frequently asked coding questions which cover a
variety of subjects from E/M coding to ICD-9 coding.

Stroke Coding Guide for Critical Care Coding: Covers key points to account for time spent caring for stroke patients

ICD-9 Coding for Stroke
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http://www.ama-assn.org/ama/pub/category/17763.html
http://www.ama-assn.org/ama1/pub/upload/mm/370/sleepapneapc.pdf
http://www.ama-assn.org/ama/pub/category/18656.html
http://www.ama-assn.org/ama/pub/category/17757.html
https://www.aan.com/go/practice/quality/alliances
http://www.aan.com/go/practice/patientsafety/tips
http://www.aan.com/go/practice/resources
http://www.aan.com/go/practice/paymentpolicy
http://www.aan.com/globals/axon/assets/2863.pdf
http://www.aan.com/globals/axon/assets/2835.pdf
http://www.aan.com/globals/axon/assets/2865.pdf
http://www.aan.com/globals/axon/assets/4941.pdf
http://www.aan.com/go/practice/pay#tools
mailto:p4p@aan.com?subject=P4P%20Listserv
http://www.aan.com/go/practice/paymentpolicy
http://www.aan.com/globals/axon/assets/4748.pdf
http://www.aan.com/globals/axon/assets/3458.pdf
http://www.aan.com/go/practice/medicare
http://www.aan.com/go/practice/coding/faqs
http://search.aan.com/vivisimo/cgi-bin/query-meta?v%3afile=viv_34DHSU&v%3astate=root%7croot&url=http%3a%2f%2fwww.aan.com%2fglobals%2faxon%2fassets%2f2858.pdf&rid=Ndoc0&v%3aframe=redirect&
http://www.aan.com/globals/axon/assets/3268.pdf

E/M Templates

Information on Running a Practice

Coding Audio Conferences: The Academy is helping members take some of the confusion out of coding. The 2009 Coding

Audio Conferences review proper coding in common circumstances, helping participants to code with greater precision.
Coding experts will present four audio conferences on: CPT Coding for Neurologic Procedures, Avoid Coding Pitfalls and
Reduce Claim Denials, ICD-9-CM Diagnosis Coding for Neurologists and an Introduction to ICD-10-CM, and E/M:
Minimize Mistakes, Maximize Reimbursement

Audit Brochures
The internal billing audit brochure will help you learn the steps to performing an internal audit in your office.

The AAN and the AMA have again partnered to create an external audit brochure guiding physicians through a

retrospective health plan audit.

BRAINS (Business and Research Administrators in Neurology Society)

BRAINS, an affiliate of the AAN, is a group of both academic and private practice administrators and managers with a
focus on opportunities that will benefit those who are managing neurology and neurosurgery groups, working together
to advocate for change and identify issues of importance to administrators and managers in neurology.

BRAINS Newsletter

Health Information Technology

Electronic Health Records Reports

The 2008 Electronic Health Records (EHR) Vendor Report is now ready for viewing. This is the third year

the AANPA has published a vendor report that evaluates the business benefits, functionality, and financial viability of
various EHR vendor applications according to the needs of neurology practices.

Read the 2008 Report

Read the 2007 Report

Read the 2006 Report

EHR Listserv

Technology Related Articles

The AAN Blog area on the AAN.com home page contains articles covering trends in the field of neurology that are
contributed by AAN members. The articles listed below are those that relate to technology.
e Remote Consultation Offers a Valuable Alternative to Face-to-Face Medical Treatment, by Bruce Cohen, MD,
FAAN
e Health 2.0 for Neurologists, by Barbara Scherokman, MD, FAAN, and Michael Segal, MD, PhD
e Effective Neurology Presentations, by Barbara Scherokman, MD, FAAN
e E-Readers for Neurologists, by Saty Satya-Murti, MD, FAAN
e Advances in Technology Increase Telestroke's Viability, by Lawrence Wechser, MD, FAAN
e Multimodal Monitoring and Neurocritical Care Bioinformatics, by J. Claude Hemphill, MD, FAAN, and Michael De
Georgia, MD
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http://www.aan.com/go/practice/coding/evaluation
http://www.aan.com/go/education/cme/aan#audio
http://www.aan.com/globals/axon/assets/2539.pdf
http://www.aan.com/globals/axon/assets/2538.pdf
http://www.aan.com/go/practice/brains
http://www.aan.com/globals/axon/assets/5415.pdf
http://www.aan.com/globals/axon/assets/4207.pdf
http://www.aan.com/globals/axon/assets/3107.pdf
http://www.aan.com/globals/axon/assets/2290.pdf
mailto:csagsveen@aan.com?subject=I%20would%20like%20to%20join%20the%20EHR%20discussion%20listserv
http://www.aan.com/news/?event=read&article_id=4744
http://www.aan.com/go/practice/Health%202.0%20for%20Neurologists,%20by%20Barbara%20Scherokman,%20MD,%20FAAN,%20and%20Michael%20Segal,%20MD,%20PhD
http://www.aan.com/news/?event=read&article_id=5402
http://www.aan.com/news/?event=read&article_id=6903
http://www.aan.com/news/?event=read&article_id=6811
http://www.aan.com/news/?event=read&article_id=6972

Reports from Practice Editor

Practice and Technology Editor's Vision Statement
Editor's Report, January 2009

Editor's Report, January 2008

Editor's Report, November 2007

For more information, please contact the Medical Economics and Clinical Practice Staff:

Rod Larson, Chief Health Policy Officer, rlarson@aan.com

Medical Economics
Amanda Becker, Associate Director, Medical Economics abecker@aan.com

Katie Kuechenmeister, Manager, Medical Economics, kkuechenmeister@aan.com

Gina Gjorvad, Administrator, Medical Economics, ggjorvad@aan.com

Corinn Sagsveen, Health Policy Specialist csagsveen@aan.com

Clinical Practice
Wendy Edlund, Director, Clinical Practice wedlund@aan.com

Sarah Tonn, MPH, Senior Manager, Quality Improvements tonn@aan.com

Thomas Getchius, Manager, Clinical Practice Guidelines tgetchius@aan.com

Cathy Borbas, PhD, MPH, Program Manager, Safety and Quality Improvement cborbas@aan.com

Rebecca Swain-Eng, Program Manager, Performance Measurement rswaineng@aan.com

Julie Cox, Program Manager, Guideline Dissemination jcox@aan.com

Laura Moses, Program Manager, Guideline Development Imoses@aan.com

Amy Wallace, Administrator, Clinical Practice awallace@aan.com
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https://www.aan.com/go/about/site/busis
http://www.aan.com/news/?event=read&article_id=7122&page=72.45.45
https://www.aan.com/news/index.cfm?event=read&article_id=3378&page=72.45.45
https://www.aan.com/news/index.cfm?event=read&article_id=2098
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AAN Resources

Become an AAN member today!

Members cite Neurology and the Annual Meeting as the top two reasons to join the Academy, but in time they come to
count on the AAN for a vast array of services and support.

Membership Demographics Benefits of Membership
Members 21,358 Education

United States 17,957 Science

Canada 815 Advocacy

International 2,586 Practice Guidelines
Residents 3,451 Publications

Average Age 48 years Patient Education
Female Percentage 27.5%

Publications Free to Members

Neurologf

Neurology Today"

AANnews®

Membership Directory and Resource Guide

. . . ®
Continuum and Quintessentials

Neurology Now" patient magazine

Becoming a member of the AAN provides neurologists with leading neurology science and news publications, discounts
on continuing medical education opportunities, practice tools and resources, advocacy training and support at state and
federal levels, and patient education tools and resources.

For more information on AAN membership contact Laurie Weyandt at lweyandt@aan.com .
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http://www.aan.com/go/membership/join
http://www.neurology.org/
http://www.neurotodayonline.com/pt/re/neurotoday/home.htm;jsessionid=Jw3DT2BQ7vkrnGgJP0tFjdn0dLwQpR4zRs0gmMWlsM1g1pYySk2G!-1862535748!181195628!8091!-1
http://www.aan.com/go/elibrary/aannews
http://www.aan.com/membersearch/
http://www.aan.com/go/elibrary/continuum
http://www.neurologynow.com/pt/re/neuronow/home.htm;jsessionid=Jw4Tk6w9wJ0nzc0LTTYSY3FN89JvTPsp627QQNn6BS5MvmkmK4LD!928310026!181195629!8091!-1
mailto:lweyandt@aan.com

