President Operations Manual
(Last updated 9/18/2019)

Duties:
· Appoint Chairs of all standing committees. 

· Provide a listing of Committee Chairs and members to the Secretary/Treasurer.
· Chair the Executive Committee and Finance Committee.
· Plan and provide agenda for monthly Executive Committee meetings

· Appoint member(s) to fill vacancies for any elected officer except President or President Elect.

· Appoint member(s) to fill vacancies in committee chairs, presidential appointments, and elected committee membership.

· Write articles for quarterly publication of TODAA Today on timeframe determined by editor (Past President).
· Serve as the liaison to NCRA (National Cancer Registrars Association) and represent the members of TODAA to NCRA.

· Attend (if able) the annual NCRA educational conference. The registration will be paid by TODAA.  A report, oral and written, will be given at the TODAA Annual Business Meeting.

· Coordinate and/or appoint designee to coordinate the assembly of the Tennessee basket for the annual NCRA meeting and the purchase of the TODAA gift for the NCRA basket with the $200 approved by the Executive Committee. 
· Present actions to the Executive Committee for discussion/vote via meeting or email.
· Work with the Chair of the Education Committee (Vice President) to determine appropriate times during the annual meeting for the business meeting and installation of new officers. 

· Determine agenda for business meeting at the annual meeting.  (Example attached)

· Request written reports of activities from all officers and committee chairs prior to the annual meeting.  If the officer/chair is not able to attend the annual meeting, the President should give the report previously submitted.

· Determine if a quorum (majority of voting members registered) is present at the annual business meeting from the roll call by the Secretary/Treasurer.

· Conduct annual business meeting.
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2018 TODAA ANNUAL BUSINESS MEETING

Gatlinburg, TN

September 27, 2018

I. Call to Order- Leslie Stroud
II. Roll Call- Debbie Brooks
III. Approval of September 28, 2017 Annual Business Meeting Minutes- Memphis, TN

IV. 2018 Officer and Committee Reports
A.  President report - Leslie Stroud

B. Vice President Report/Education Committee – Cathy Busch/Ellen Perkins

C. Secretary-Treasurer Report/Membership Committee – Debbie Brooks

D. Past-President Report/Communication Committee- Ellen Perkins

E. Middle Regional Representative- Patricia Lentz

F. East Regional Representative- Tonya Davis-Myers

G. West Regional Meeting Representative- Beverly Brawner

V. New Business

A. Bylaws Committee- Tonya Davis-Myers
B. Recognition of new CTRs
C. Installation of 2019 Officers- Ellen Perkins

