
1 
 

GUIDEBOOK FOR MMA 
 
 
 
 
 
 

MANAGEMENT OF 
BRANCHES 

2009 
 

  



2 
 

GUIDEBOOK FOR MMA 
 

 
Management of Branches 

(1) TERRITORY OF BRANCH 
 

(i) The territory of each Branch shall be the geographical 
boundaries of each State or Federal Territory, except for 
the Sabah Branch which shall include Federal Territory of 
Labuan. 

 
(ii) The place of work of a member in a State or the Federal 

Territory shall determine the Branch of the Association to 
register his/her membership. 

 
 
(2) FINANCIAL YEAR OF BRANCH 
 

The Financial year of each Branch shall start on January 1st 
and end on December 31st. 

 
 
(3) ELECTION OF BRANCH COMMITTEE 
 

(i) The Branch Committee shall be elected at the Annual 
General Meeting of the Branch, except in the case of the 
Sarawak and Sabah Branches where elections may be by 
postal ballot. 

 
(ii) The Branch Committee shall take office immediately 

after the Annual General Meeting of the Association and 
shall hold office until the next Annual General Meeting of 
the Association. 

 
(iii)  No member may be elected to the Branch Committee 

if not present at the Branch Annual General Meeting 
unless his written consent to serve, certified by the 
Branch Honorary Secretary has been obtained 
beforehand and handed in to the Chairman of the 
Branch. 
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(4) COMPOSITION OF BRANCH COMMITTEE 

 
(i) The Branch Committee shall manage the affairs of the 

Branch as provided in this Constitution and abide by the 
guidelines of the Council. 

 
(ii) The Branch Committee shall be composed of the 

following officers: 
 

(a) Chairman 
(b) Vice-Chairman 
(c) Branch Honorary Secretary 
(d) Branch Honorary Treasurer 
(e) Chairman of SCHOMOS Sub-Committee 
(f) Chairman of PPSMMA Sub-Committee 
(g) and not more than five other members 
 

(iii) The Chairman shall hold office for not more than two (2) 
consecutive terms. 

 
(iv) Vacancies in Branch Committee 
 

In the event of a vacancy amongst any of the following: 
 
(a) Chairman - The Vice-Chairman shall take 

over as acting Chairman for the 
remaining term of office. 

 
(b) Vice-Chairman - The Branch Committee shall 

nominate one of the members 
to act as the Vice-Chairman. 

 
(c) Honorary Secretary- The Branch Committee shall 

nominate one of the members 
to act as the Honorary 
Secretary for the remaining 
term of office as allowed for 
under By-Law V (6) (iv). 

 
(d) Honorary Treasurer- The Branch Committee shall 

nominate one of the members 
to act as the Honorary 
Treasurer for the remaining 
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term of office as allowed for 
under By-Law (6) (iv). 

 
(e) Committee members- The Branch Committee shall 

appoint Branch members to 
fill the vacancy. 

 
(v) The Branch Honorary Secretary shall inform the Council 

when vacancies are filled in the Branch Committee. 
 
(vi) All members of the Branch Committee and every officer 

performing executive functions in the Branch shall be 
Malaysian citizens. 

 
 
(5) DUTIES OF BRANCH OFFICERS 
 

(i) The duties of the Officers of the Branch shall be the 
same as their counterparts in the Council with 
modifications for the efficient working of the Branches 
and shall be in harmony with the Articles and By-Laws of 
the Constitution. 

 
(ii) The Branch Honorary Treasurer shall maintain an 

inventory of all assets and properties of the Branch. 
 
 

(6) The duties and powers of the Branch Committee shall be: 
 

(i) (a) To prepare and submit to the Branch Annual 
General Meeting the budget of the Branch for the 
ensuing year; 

 
 (b) Based on the approved Branch Budget to obtain the 

Grant for the Branch from the first (1st) Meeting of 
the Council of the Association and; 

 
(c) To use the grant from the Council and or its own 

existing funds to provide services to Branch 
Members, subject to the following guideline; 
- any one expenditure above RM 5,000.00 requires 

approval at an AGM or   EGM of the Branch. 
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(ii) To manage the affairs of the Branch and arrange clinical, 
scientific and social meetings for the benefit of the 
members of the Branch. 

 
(iii) To ensure that the common policy of the Council of the 

Association is carried out at Branch level and to convey 
views of the Branch members to the Council. 

 
(iv) To fill vacancies in the Branch Committee and Branch 

Representatives to the Council. 
 
(v) (a) To prepare the Branch Annual Report together with 

an audited Statement of the Branch Annual 
Accounts to present to the Annual General Meeting 
of the Branch and; 

 
(b) To submit the adopted Branch Report and Financial 

Statement to the Council of the Association within 
seven (7) days after the Branch Annual General 
Meeting to print in the Annual Report of the 
Association. 

 
(vi) To appoint sub-committees within the Branch with their 

Terms of Reference. 
 
 
(7) Branch Committee Meeting shall be held at least once in 

three (3) months. 
 
 
(8) The Quorum for Branch Committee Meetings shall be half the 

number of Branch Committee members. 
 

 
(9) The Branch Annual General Meeting shall be held before 30th 

April of each year but not less than two (2) months before the 
National Annual General Meeting. 

 
 
(10) NOTICE FOR BRANCH ANNUAL GENERAL MEETING 
 

(i) The Branch Honorary Secretary shall send to all Branch 
members the Notice of the Branch Annual General 
Meeting at least four (4) weeks before the meeting. 
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(ii) In the notice, the Branch Honorary Secretary shall draw 

the attention of all members to By-Law V (10) (iii) on the 
notice required to submit resolutions. 

 
(iii) Any member desirous of moving any resolutions at the 

Annual General Meeting of the Branch shall give notice 
in writing thereof duly proposed and seconded to the 
Branch Honorary Secretary not less than twenty-one (21) 
days before the date of such meeting. 

 
(iv) At least fourteen (14) days before the Annual General 

Meeting of the Branch, the Branch Honorary Secretary 
shall notify all members of the agenda to be transacted 
at the meeting, and this shall include any Resolutions 
from members, the Annual Report and Audited Accounts 
and Budget of the Branch, the Minutes of the previous 
Annual General Meeting of the Branch and the Annual 
Reports of the Branch SCHOMOS and PPSMMA Sections. 

 
 
(11) AGENDA: BRANCH ANNUAL GENERAL MEETING 
 
 The Agenda for the business of the Branch Annual General 

Meeting shall include: 
 

(i) To confirm and adopt the minutes of the last Branch 
Annual General Meeting. 

 
(ii) Matters arising from the minutes. 
 
(iii) To receive and adopt the Annual Report of the Branch. 
 
(iii) To receive and adopt the Annual Reports of the Branch 

SCHOMOS and PPS. 
 
(v) To receive and adopt the audited Statement of Accounts. 
 
(vi) To elect Branch office bearers for the ensuing year in 

accordance to By-Law V (4) (ii). 
 

(vii) To elect the Branch Chairman of SCHOMOS by SCHOMOS 
members voting. 
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(viii) To elect the Branch PPS Chairman by PPS members 
voting. 

 
(ix)  To elect from the newly elected office bearers, the 

Branch Representative(s) (including alternate 
representative(s) to the Council for the ensuing year. 

 
(x) To appoint delegates to the Annual General Meeting of 

the Association in accordance with Article X (3). 
 
(xi) To appoint two Honorary Auditors who are not members 

of the Branch Committee. 
 
(xii) To deal with and vote on any other business on which 

twenty one (21) days notice has been given by a member 
to the Branch Honorary Secretary. 

 
 
(12) SPECIAL GENERAL MEETING 
 

(i) A Special General Meeting of the Branch shall be 
convened by the Branch Committee at anytime for 
any special reason, upon the receipt of a requisition 
in writing from at least twenty five (25) Ordinary 
Members in Benefit, Life Members and Exempt 
Members of the Branch stating the purpose in the 
form of one or more Resolutions but devoted to one 
single topic for each Resolution. 

 
(ii) The Branch Committee shall within fourteen (14) 

days notify all members in the Branch of the time 
and venue fixed for the Special General Meeting to 
consider the Resolutions. 

 
(iii) Notice summoning a Special General Meeting shall 

state the business to be discussed at the meeting 
as provided in the above said Resolutions. 

 
(iv) No business shall be dealt with by a Special General 

Meeting other than that for which it is specially 
convened. 
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(13) PROCEDURE FOR ELECTION OF DELEGATES 
 

(i) Each Branch of the Association shall appoint 
delegates to the Annual General Meeting of the 
Association appointed on the basis of one (1) 
delegate to ten (10) Ordinary/Life/Exempt members 
in the Branch. Members of the Council shall 
automatically be elected as delegates to the Annual 
General Meeting at their respective Branch Annual 
General Meetings. 

 
(ii) These delegates shall be Ordinary Members in 

benefit and or Life Members, and shall be appointed 
at the Annual General Meeting of the Branch and 
their names shall be forwarded to the Honorary 
General Secretary of the Association within seven 
(7) days after the Branch Annual General Meeting. 

 
(iii) In the event of the lesser number being nominated 

at the Branch Annual General Meeting, to Branch 
entitlement, additional delegates shall be appointed 
at the said meeting in order of registration. 

 
 

(13) QUORUM 
 

The quorum at a Branch General Meeting shall be one-half of 
the Life and Ordinary Members in the Branch who are in 
benefit or the above said members who should be twice the 
number of Branch Committee Members. 

 
 
(14) MINUTES OF BRANCH GENERAL MEETING 
 

The Branch Honorary Secretary shall make a summary record 
of proceedings at the Branch General Meeting which shall be 
approved by the Branch Chairman and circulated to all 
members within thirty (30) days of the meeting. Any 
amendments to the minutes by Branch members shall be 
sent in within fourteen (14) days of the receipt of the 
minutes. 
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(15) BRANCH REPRESENTATIVES TO COUNCIL 
 

A Branch which has a membership exceeding 500 in number 
shall be entitled to elect and additional representative on 
Council. Such a Branch representative shall be elected at 
Branch Annual General Meetings. 
 
 

(16) HANDLING OVER BRANCH PROPERTY 
 

All recorded assets and properties of the Branch shall 
be duly handed over by the Outgoing Committee to the 
In-Coming Committee before the Annual General 
Meeting of the Association. 
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FUNDING GUIDELINES 
 
 
BRH 410/6/ACC 
 
MALAYSIAN MEDICAL ASSOCIATION 
4TH FLOOR MMA HOUSE 
124 JALAN PAHANG 
53000 KUALA LUMPUR 
 
TELEPHONE : 03-40411375 (Hunting Line) 
FAX NO : 03-40419929 (Finance) 
E-MAIL : finance@mma.org.my 
 
TO  : THE HONORARY GENERAL TREASURER 
 MALAYSIAN MEDICAL ASSOCIATION 
 

1) Title of function :        

RE:  FUNDING OF CME/COMMUNITY HEALTH PROJECTS 
 
On behalf of the MMA        Branch, I submit herewith a request for funding of the 
following CME/Community Health Programme : 
 

 
Date :  ______________ Time : ________________ Venue :        
 

2) Name and Address of invited Speakers : 
           

Speaker 1   :   _____________________________   I/C No (Old)  :    
 
Membership status *LM/OM. Latest subs paid ……………….    (New) :    
 
Speakers 11 : ____________________________  I/C No (Old)  :    
 
Membership status *LM/OM. Latest subs paid ………………     (New) :   
   

3) Target Group of project : Medical Community/Public /Both 
 

4) Estimated number expected to benefit from project _______________________   
 

5) Estimated Expenditure (please give breakdown) 
 

 AMOUNT 
REQUESTED 

(RM) 

AMOUNT APPROVED 
BY MMA 

(RM) 
(FOR OFFICE USE) 

1) TRAVELLING   

a)  Airfare - Destination…………………………… _________________ _________________ 

Taxifare to & fro Airport ……………………… ________________ _________________ 

                                   …………………………. ________________ _________________ 

   

b) Mileage - Destination ………………………… _________________ _________________ 

    ( ……… x 0.40 per km)  ……………………… _________________ _________________ 

Toll charges .……………………………......... ________________ _________________ 
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 AMOUNT 
REQUESTED 

(RM) 

AMOUNT APPROVED 
BY MMA 

(RM) 
(FOR OFFICE USE) 

2) ACCOMMODATION   

Name of hotel ………………………………………... _________________ _________________ 

Rates (RM) …………...x…….……….x…………….. ________________ _________________ 

(No. of speaker) ________________ _________________ 

   

3) Rental of hall @ RM ______per hour/day _________________ _________________ 

4) Publicity-posters/banners….@RM____p/piece _________________ _________________ 

5) Mike/PA System @ RM ______ per hour/day ________________ _________________ 

6) Others (please give details)___________ _________________ _________________ 

____________________________________ _________________ _________________ 

____________________________________ ________________ _________________ 

   

TOTAL:  

============= 

 

=============== 

   
 
 
Signature : _________________________________      Date  : ______________________  
 
Name of Applicant : _________________________      I/C No (Old) : ________________  

Membership status *LM/OM. Latest subs paid ……………….  (New) : _______    ___ 

  

 
Position in Branch / Committee  _____________________________________________________  
 
Correspondence Address    _______________________________________________________    

          _________________________________________________________ 

          _________________________________________________________ 

          _________________________________________________________ 

 
Office Tel No       : __________________________       Fax No : ____________________________ 
  
Mobile Phone No : ____________________________   E-mail  : _____________________             
   
 
NOTES: 
 
1. All applications for funding must be submitted to the MMA Foundation via the Honorary 

General Treasurer of MMA at 2 months before the function held. Request received after the 
event will not be entertained. 

 
2.  All reimbursements must be submitted to the MMA Foundation via the Honorary General 

Treasurer of MMA after the event, to be accompanied by original receipts and bills. No 
advance payment will be made. 
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