Secretary/Treasurer Operations Manual
(Last updated 8/20/2020)

The Secretary/Treasurer’s term is 2 years.
Duties:
· Collect annual membership dues
· Maintain active list of members for each year

· Take minutes for monthly Executive Committee conference calls

· Distribute minutes to President to send out with the agenda prior to each month’s call
· Collect registration fees for annual meeting

· Maintain list of registrants for the annual meeting

· Maintain and balance checking account information 

· Send membership updates to the Immediate Past President and/or whoever is appointed to update the membership on the website monthly

Banking Information:
Checking Account Balances

Maintain a banking ledger of all dates and transactions to and from the bank account. Begin with the first of the year beginning balance. 

Deposit any checks received on a monthly basis (or more). 

Balance ledger against the online banking too to ensure all transactions are accounted for and there are no fraudulent charges. 

PayPal

Check PayPal often for payments of membership dues and meeting registrations. The banking information is linked to PayPal. Transfer any money in PayPal to the bank account and add that deposit to the banking ledger. 
Active Members List:
Make sure that members are aware to send checks to your address or pay via PayPal.

Maintain an active members list with email contact information for each year as people pay their membership dues. Include distinguished members on the active list, as they no longer have to pay dues. 
Send Past President or Webmaster a list of active or new members monthly so that they can be updated on the website. 

Monthly Executive Committee Conference Calls:

Take roll for each of the conference calls and type and distribute minutes. For your report each month report the bank balance, any outstanding deposits to be made, current debits and payments for the month, number of active members, and anything else that has occurred since the last call. 
Activities for Annual Meeting:
List of things needed
List of registrants for the annual meeting

Early bird registrants separate for drawing (if applicable)

CEU Certificates to be handed out at the end of the meeting (or emailed)

Financial Report for Business Meeting

Cash/Change for Ways and Means

Membership forms for people to fill out to pay next year’s dues at the annual meeting

Registration Table at Meeting

Greet attendees as they come in. Make sure that each attendee is registered and paid for the meeting. Make sure they sign in each day to manage attendance records. Hand out any bags or handouts needed for the meeting. Collect dues from attendees for the coming year. 

Business Meeting

Take roll using the list of registrants for the annual meeting and record. Report on number of active members for the year, current bank balance, any updates from the current year and any outstanding issues. Take minutes for the business meeting and distribute to Executive Committee by the end of the year. It is helpful to have each member of the executive committee send you their report electronically and make additional notes as needed. 

MEMBERSHIP APPLICATION
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Name: _______________________________________________
Birth Date:________________________

Certifications (CTR, LPN, RN, RHIT, etc.) _________________________________________________

Institutional Affiliation: __________________________________________________________________

Job Title: ________________________________________________________________________________

Mailing (Business) Address & Telephone

Other (Home) Address & Telephone

_________________________________________

__________________________________________

_________________________________________

__________________________________________

_________________________________________

__________________________________________

_________________________________________

__________________________________________

(    )_______________Fax (    )______________

(     )_____________________________________

Email:






Email:

Circle Region You Work In: West  Middle  East

Recruited by: ______________________

Membership Status: ___Active($25.00)   ___Associate($12.50)    ___Student($5.00)              __Sustaining($25)

Is your primary occupation directly involved in the cancer registry field?  ___ Yes   ___ No   ___ Other

Current membership(s) in related association(s) (NCRA, AMRA, etc.): _____________________________

I hereby apply for membership and agree to uphold the Bylaws of TODAA.

Signed: ___________________________________________________

Date: _________________________

Please complete the membership application and mail it, along with your check, to the Secretary/Treasurer listed below:

Debbie Brooks, CTR 

1024 Old Shiloh Rd 

Greeneville, TN 37745
Tumorregistrarsoftn@yahoo.com

