Regional Representative Operations Manual
(Last updated 8/16/2019)

Each region of the state will have a Regional Representative: West, Middle, and East

Duties:
· Serve on the Executive Board and attend conference calls as scheduled

· Serve as chair on any standing committee as appointed by the President

· All 3 Regional Representatives will serve as on the Distinguished Member Committee (one member will be designated at the chair)
· Provide an educational opportunity for the members of their region

Procedure for Planning Regional Meeting:
Date

Consider spring or early summer (as many people take vacation though summer) or in the fall following the annual meeting. 
Location
Choose a location that is free and easily accessed by many people in the region. Consider a meeting room in your facility that has AV equipment needed and space for everyone. 

Meetings range anywhere from 10-50 attendees. (West usually has less than 15, Middle close to 50, and East around 30)
Time
Since people are traveling potentially 2 hours consider setting meeting time to start at 8:30 or later.  Consider ending the conference at 3:30 for those traveling.  This would allow 6.5 CE hours with 1/2 hour for lunch.

Agenda/Speakers
Consider topics that would be helpful to fellow registrars in their everyday work. Choose a mix of physician and non-physician speakers. The State of TN Cancer Registry is always a good option for a speaker. Common topics include: State of TN updates, CoC Standards changes, new treatments in Radiation Therapy/Surgery/Chemotherapy, Abstracting updates, etc. The Executive Committee can also help suggest topics if needed. Keep in touch with your presenters via email or phone and try and get their presentations ahead of time. 
NCRA meeting application
Complete form on NCRA website for meeting and send it to the Secretary of TODAA.  They will submit this to NCRA with a check or use the debit card for payment. You will need your speakers’ credentials and objectives of their presentation to complete the form. You can email the speakers this part of the form for them to complete and return to you to copy and paste into the application.
Registration/Agenda forms
Include your agenda with times on the registration form. There is an example form attached below. Be sure to include:  $0 cost for members, $25 for non-members (which makes them a member), address of meeting, contact name and phone number, and RSVP by email date and email address to respond to.  Make sure that as you receive RSVP’s that you make an attendance roster in order that as the date of the meeting comes closer that you can adjust the # on menu if needed, also it will help you to know how many handouts to have available if you have any. It is also helpful to include details of where to park and how to get to the room if the facility is large. 

Food
TODAA covers the cost of the food and drinks for breakfast and lunch 

You may be able to get it provided for free by a drug representative.  
To keep simple-Continental breakfast or donuts and juice and boxed lunches work well. Also provide appropriate drinks (coffee, water, juice, tea). You can have it catered by your facility if you choose. 
Finalize food order after you finalize attendance. 

CEU Certificate
An example certificate is attached below that you can update for your meeting. Make sure you include the date and the number of CEU’s with the NCRA approval number. This can be handed out at the meeting or emailed to the attendees following the meeting.
Notify Executive Board and Members 
Send your registration and agenda forms to the Immediate Past President or Webmaster for distribution to the members and posting on the website.  
Speakers Gifts
You can choose what you would like to give your speakers to thank them for taking their time to come and speak to the group. It is nice to right a thank you note to go along with it. Gift certificates are popular (Starbucks or ITunes), or a small gift. Sometimes there is TODAA merchandise available for speaker gifts. Present your suggestion to the Executive Committee for approval. You can purchase these items and submit your receipt for reimbursement to the Secretary/Treasurer. 
On Meeting Day
Make sure you are familiar with the AV equipment in the room. Arrive early to ensure that the room is open and that your food can be set up. Send a sign in sheet around so that you can log who attended the meeting and have them include their email address. Make sure you have introductions for your speaker and introduce each one before their discussion. Give out speaker gifts. Enjoy the day with your peers.
After Meeting Day

Send a copy of your sign in sheet and any registration forms, membership forms, and dues collected to the Secretary/Treasurer. Email CEU certificates to each attendee if not handed out at the meeting. 

Procedure for Distinguished Member Committee:

The Distinguished Member Award honors one member for his/her outstanding contributions to TODAA. The President will appoint a Chair of the committee. A distinguished member is chosen every 3 years.
Call for Nominations

The Chair of the committee will work with the Past President/Webmaster to call for nominations for the Distinguished Member from the membership.

Choosing Honoree

All 3 Regional Representatives will collect and compile the nominations and choose a recipient at least 30 days prior to the Annual Meeting. The honoree will be kept a secret until the Annual Business Meeting.
Honoree Bio

Work with members of TODAA to compile a bio of the honoree to be read at the meeting with the award. 

Gift

The committee chair or designee will choose a gift for the honoree that can be presented to them at the annual meeting. It is nice for this gift to be engraved with TODAA Distinguished Member, year, name and credentials. “Things Remembered” is highly suggested to find and have this gift engraved. You can usually pick something on their website that can be picked up the same day often times. Work with the Secretary for payment or reimbursement. 

Presentation

The Chair of the Distinguished Member Committee will read the nomination and bio of the honoree and present them with the gift at the Business Meeting during the Annual Education Meeting. It is nice to choose someone who is going to be at the Annual Meeting and Business Meeting, but this is not always the case. Make every effort to see if that person will be in attendance or if there is someone from their facility who can accept in their absence. 
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West TN Regional Education Conference

This certifies that

_________________________________________________

Has participated in 6 hours (2.5 Category A) of Continuing Education on

July 29, 2010
Blount Memorial Hospital-Maryville, TN
NCRA event # 2010-081B

Leslie C. Stroud RHIA, CTR

West Tennessee Regional Representative
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West TN Educational Conference

West Cancer Center-Germantown, TN

GVS Training Room

Friday, August 7, 2015

 Agenda

7:45 am – 8:15 am: 
Registration

8:15 am – 8:30 am:
 Welcome

8:30 am – 9:30 am: 
Ambiguous Terminology in Radiology Reports




Andrew Dyer, MD- Memphis Radiological PC  

9:30 am – 9:45 am: 
Break

9:45 am – 10:45 am:
Current Coding Topics by Primary Site



Teresa Butler, RHIT, CTR- Tennessee Cancer Registry  

10:45 am – 11:45 am: Data Enhancement- 4 Ways to Improve Your Data



Leslie Stroud, RHIA, CTR- West Cancer Center 
11:45 am – 12:45 pm: Lunch provided by TODAA

12:45 pm – 1:45 pm:
Pathology- Special Stains for Cancer Diagnosis




David McGregor, MD- Duckworth Pathology Group
1:45 pm – 2:45 pm: 
Smoking Cessation in Cancer Patients



Janice Pazar, RN, PhD, HSP- West Cancer Center 
2:45 pm – 3:00 pm: 
Break

3:00 pm – 4:00 pm: 
Thyroid Cancer



Paxton Dickson, MD, FACS- UT Health Science Center 
******************************************************************************************

6 NCRA CEU Hours (2.5 Category A)
Free to TODAA Members, $25 for Non-Members

Please RSVP (so that we order enough food) to Leslie Stroud at leslie.stroud@mlh.org or 901-609-3530 by Friday, July 31, 2015.
See attached information for directions and details. 

West Cancer Center Administrative Office is located in The Methodist LeBonheur Outpatient 
Annex at Germantown Village Square. 

7714 Poplar Ave. Suite 200, Germantown, TN 38138

(Across the street from Methodist Germantown Hospital and above Office Max)

Parking is available in the open front lot as well as in the parking garage under Office Max. (entrance to the right of the building)

If parking in the outside lot: enter the MLH OP Annex (7714) and use the elevator or stairs to go to the second floor. Follow the signs to the second entrance into the suite (middle of the hallway on the right)

From the parking garage: Park on either P1 or P2 and use the elevator in the center of the garage to go to the top floor. Go through the glass doors straight across to the suite entrance. There will be signs.

Once in the suite, follow the signs and take a right at the first row of cubicles. The meeting room is all the way in the back. 

Please call my cell phone if you have any issues: Leslie 901-268-9165

