
[image: image1.emf]
OKLAHOMA CANCER 

REGISTRARS ASSOCIATION

ORGANIZATIONAL MANUAL

TABLE OF CONTENTS

POLICY AND PROCEDURE

FORWARD
3

PURPOSE, VISION, MISSION
3
MAJOR STRATEGIES
5

HONORARIUM POLICY FOR MEETINGS
6

CODE OF ETHICS
6

FISCAL GUIDELINES

FISCAL………………………………………………..…………………………………………………...7

COMMITTEE ACCOUNTS…………………………………..…………………………………………8

MEMBERSHIP……………..……………………………………………………………………………10

TRAVEL……………..…………………………………………………………………………………...11

CONTRACTS…………...………………………………………………………………………………..11

FORMS…………………………………………………………………………………………………   11

STANDING RULES FOR COMMITTEES

EXECUTIVE COMMITTEE………………..…………………………………………………….……12

MEMBERSHIP COMMITTEE……………..………………………………………………………….13

NOMINATING COMMITTEE………..……………………………………………………………….14

DISTINGUISHED MEMBER AWARD………………………….….…………………...……………15

BYLAWS COMMITTEE…………………..…………………………………………...………………16

EDUCATION COMMITTEE……………..……………………………………………………………17

PUBLIC RELATIONS COMMITTEE………………..……………………………………………….18

WAYS AND MEANS COMMITTEE…………..………………………………………………………19

WEBMASTER COMMITTEE ………………………………………………………………………...20

OFFICER GUIDELINES

PRESIDENT……………………………….……………………………………………..………………21

PRESIDENT ELECT……………………………….…………………………..……………………….22

PAST PRESIDENT……………………………………………………..……………….……………….23

VICE PRESIDENT………………………………..……………………………………………………..24

SECRETARY……………………………..…………………………………………………………..….25

TREASURER…………………..……………………………………………………………………...…26

HISTORIAN…………..……………………………….…………………………………………………27



APPENDICES

APPENDIX A


TRAVEL EXPENSE REPORT FORM


ADVANCE TRAVEL EXPENSE REPORT FORM


MISCELLANEOUS REIMBURSEMENT FORM
FORWARD


This manual has been developed to outline the responsibilities of the Officers of this association.  It is intended to serve as a frame work upon which to build and grow: thus revisions are anticipated.

It is the responsibility of each elected official and appointee to review their charges for accuracy and completeness.  The entire text should be read to determine how each of office interacts with OCRA’s Membership, the Officers and Special Appointments.  Special attention should be paid to lines of communication between the President, Vice-President, President-Elect, Secretary, Treasurer, Historian, Past President and Committee Chairs.  This is always a chain of communication and is as fragile as one link that binds it together.

The only portion of this manual that requires a vote of the membership is the By-Laws.

Other portions of the manual may need to be updated based upon changes to the By-Laws.  The OCRA By-Laws are to be kept in alignment with NCRA By-Laws as long as they uphold the needs of OCRA.

PURPOSE OF THE ASSOCIATION

The purpose of the OCRA shall be to promote research and education in Cancer Registry administration and practice so that we may be of greater service to the cancer patient.  To promote this purpose, the OCRA shall:

1. Establish standards of education for Cancer Registrars.

2. Raise the level of knowledge and performance of Cancer Registrars through continuing education.

3. Disseminate information to members of this association regarding current activities, research and trends in the cancer field.

4. Initiate and/or participate in programs to improve and standardize the compiling of Cancer Registry information.

5. Seek active liaison with professional and governmental organizations, which utilize data derived from Cancer Registries.

VISION

The Oklahoma Cancer Registrars Association provides educational opportunities and a networking system for all its membership.

MISSION
To be innovative in providing quality information resources for members, individuals and other organizations through strengths of our registry structures and enhance our professional standards to improve patient outcome.

MAJOR STRATEGIES
A. Promote and enhance professional standards
1. Promote basic registry education programs

2. Provide continuing education opportunities through symposia, annual meetings, and publications.

3.         Develop or purchase education materials for membership use.

4.         Strengthen certification process by supporting certification preparation education.

B. Improve patient outcome
1. Endorse and promote uniform data standards to ensure data quality.

2. Encourage data usage and dissemination.

C. Expand organizational structure
1. Strengthen affiliations with national and other states associations.
2. Develop association guidelines.

3. Develop liaison representation with other organizations.

D. Expand membership
1. Support special interest groups.

2. Encourage membership affiliations with other health care professionals (organizations).

3. Promote diversification of membership.

E. Stimulate financial growth and maintain stability
1. Maintain a balanced budgeting process.

2. Develop reserves equal to at least one year’s operating expenses.

3. Develop new resources for revenues.

4. Enhance the fiscal procedure process, which ensures fiscal controls.

F. Expand data usage
1. Promote the registry as a bench-marking tool.

2. Increase awareness of availability of registry data.

3. Endorse the use of registry data in research.

4. Promote registry data for marketing purposes.

5. Encourage the collaborative use of data.

G. Monitor Strategic Plan
1. Establish a formal annual plan review.

2. Establish an annual plan status report to the membership.

H. Promote networking and communication
1. Continue to enhance the OCRA newsletter

2. Increase circulation of the OCRA newsletter.

3. Publish electronic addresses of the membership as they are made available.

4. Education membership on the uses of the Internet in the day-to-day operations of registry work.

I. Promote registry management as a profession
1. Promote visibility of OCRA and registry activities.
2. Promote the hiring of certified tumor registrars to employers.

3. Develop a recognition program for certified registrars.

HONORARIUM POLICY FOR MEETINGS

OCRA members as speakers:  OCRA members will be reimbursed for travel, per diem, or registration fees following the outline as in the fiscal guidelines.

Non-OCRA member speakers:  As a non-profit organization it is the custom of OCRA not to pay an honorarium.  Individual consideration will be given to special circumstances by the education workshop sub-committee.  Non-member speakers will be reimbursed for coach airfare, meals, and one night lodging.

One complimentary registration will be given to organization that OCRA has liaison with, such as the Oklahoma Health Information Management Association, Oklahoma Medical Association, etc.

CODE OF ETHICS
The code of ethics of the Oklahoma Cancer Registrars Association shall be those most currently adopted by the National Cancer Registrars Association, Inc.  The Code of Ethics and the guide to the interpretation of the code of ethics shall be a part of the membership packet for all new members and shall be available at each annual meeting for distribution to those requesting a copy.

OCRA FISCAL GUIDELINES

January – December 
I.
FISCAL
A. The treasurer oversees the financial affairs of the organization and should be aware of the procedures which will further the organization with regard to maximum interest rates on savings and checking accounts.  Funds should be placed in secure, federally insured institutions to minimize the risk of loss of funds.  No funds for this kind of investment can be allocated without the approval of the Executive Committee.

B. Account records are the responsibility of the OCRA treasurer.

C. All cash accounts are to be reconciled on a monthly basis upon receipt of monthly bank statements by the treasurer.  Financial reports and budget analyses are to be reported at each Executive Committee meeting.  These reports are to be reviewed by the Executive Committee.  For any emergency regarding these matters, a conference call must take place among the members of the Executive Committee.  The treasurer should monitor the budgeted categories so that expenses do not exceed the budgeted amounts without executive approval.

D. The treasurer records all receipts, disbursements, (including their source documents), deposits checks and pays bills in a timely manner. 

E. The vice president shall audit the treasurer’s report of the completed preceding fiscal year prior to the being presented by the treasurer at the annual meeting.

F. The president-elect, in conjunction with the treasurer, will prepare and submit a proposed budget at the first Executive Committee meeting.  Recommendations will be evaluated by the Executive Committee and a proposed budget will be finalized and approved at the second Executive Committee meeting.

G. The Vice-President will conduct an audit on all expenses incurred from January 1st through September 30th of the current year.   

H. The Internal Revenue Service Form 990 must be filed with the IRS by the fifteenth day of the fifth month after the fiscal years (IRS Instruction Form 990, Item G.)

I. Each officer, committee chairman and workshop coordinator will prepare a report of expenses incurred during their term of office.  This will cover items that were donated by their hospital to defer cost to the organization.   This information will be used by the incoming president to prepare the estimated budget for the next year.

OCRA FISCAL GUIDELINES

January – December 
Continued

J. With Executive Committee approval, cash advances are available if necessary but should always be equal to or less than the anticipated expenses.  All cash expenditures must be returned to the treasurer within 10 days from expenditure of the expense.

K. Any member to request payment of expenses incurred during the fiscal year must have Executive Committee approval before presenting the bill to the treasurer.  Payment in the year expense is incurred is encouraged to keep records accurate.

L.  The treasurer or the president will sign all checks.  The treasurer should have appropriate documentation for the expense.  If the treasurer is not available, the treasurer will notify the president.  In such cases, the check(s) will be sent to the president for signature.

M. The transfer of the treasurer’s responsibilities should occur after the incoming treasurer takes over the office on January 1st.  The incoming treasurer will support the outgoing treasurer at the fall workshop by helping to collect the dues for the coming year.

N.
The incoming treasurer should establish a new interest bearing account in the area where the treasurer lives.  The treasurer should establish the new account with the deposits submitted at the fall workshop.    

O.
A “letter of transfer” may be required for the incoming treasurer to set up an account.  Usually it requires the signature of the outgoing president and treasurer.  This should be completed prior to the end fiscal year so the account is already established. 

P.
The former treasurer will continue to pay the bills until the new account is established and the signature cards signed by the new president and treasurer.  The current accounts will be closed by December 31st so the balance at the first of the year will reflect all funds belonging to OCRA.

II. COMMITTEE ACCOUNTS:
A. WORKSHOPS/STUDY DAYS/ ANNUAL MEETING

1. The workshop agenda and financial expense must be approved by the Executive Committee.  The cost for each workshop will be set for member, non-members, and students.

2. The workshop host and an additional two registry staff from that facility may attend the conference at no registration charge.

OCRA FISCAL GUIDELINES

January – December 
Continued

3. A workshop host(s) may invite their institution to participate in the workshop as a free admission if the meeting facility is provided at no cost.  A reservation must be submitted for planning purpose.  If a lunch expense will be incurred by OCRA, the visitors must cover the expense of their lunch.

4. Members of OCRA participating as a speaker at the workshop will be responsible for full payment of the registration cost.

5. Any expense incurred by a speaker who requests restitution must have the approval of the Executive Committee for payment prior to the expenditure.

6. Vendors may set up displays at the fall and spring workshop.  Vendor fees are set at $150.  This includes one 6-ft table for display of product, meals while at workshop, registration, and CE hours awarded to the program.

7. College students associated through a student mentoring program with our membership will be offered the opportunity to attend the workshop at a reduced rate approved by the Executive Committee.

8. A member enrolling in a workshop must have all previous workshop payments current to be able to enroll, unless other arrangements have been made and approved through the Executive Committee. 

9. Based upon cause, a refund for members who are not able to attend the workshop after making payment must be approved by the Executive Committee.

B. COMMITTEE MEETINGS/EXECUTIVE COMMITTEE

Committee chairs will be responsible for notifying the treasurer and/or president of expenses anticipated by their committee members prior to the meeting and have approval of expenditures before payment by the treasurer.

C. WAYS AND MEANS

A perpetual inventory system should be set up and maintained on all sale items used to raise funds for OCRA.  A final copy should be retained by the treasurer.

D. NEWSLETTER

1. The Executive Committee will determine the charges for advertising in the newsletter.  This includes job ad and vendor information.  
OCRA FISCAL GUIDELINES

January – December 

Continued

2. The newsletter will be produced by the president and the public relations chair and distributed quarterly.

III. MEMBERSHIP

A. The membership dues will be determined by the Executive Committee at the third quarterly Executive Committee meeting and approved by the membership at the annual business meeting.  
B. Membership dues and collection will begin November 1st of each year. Payments are due by January 1st of each year.

C. Membership dues must be postmarked by January 31st.  The membership chair will be responsible for sending a final dues notice to members who have not paid their dues this date.  
D. A correspondence will be sent by the membership chair to any delinquent member notifying them that their name will be dropped from the official membership list if payment is not made after the final due notice letter.  Notification will also be sent to the President.  

E. If the member’s check is returned for any reason, it is the member’s responsibility to pay any bank penalty, fee and correct the problem.  If the check is not made good in within thirty (30) days, the member’s name will be removed from the official membership list and the member will be made inactive on the OCRA website.  

F. Membership dues will be for full membership and associate membership.

G. The membership chair will be responsible for maintaining the official membership roster based upon payment made to the treasurer.  This roster will be updated on an ongoing basis and will be posted on the OCRA website.
OCRA FISCAL GUIDELINES

January – December 

Continued

IV. TRAVEL

A. The Executive Committee members or designated representatives will be reimbursed authorized expenses to attend approved meetings.  Receipts are required for all expenses with the exception of gratuities.

B. Based upon available funds, the Executive Committee can authorize the payment of the registration fee and all expenses incurred by the president-elect, acting president or an alternate delegate to the NCRA annual meeting.  An estimated expense budget must be submitted to the Executive Committee prior to the NCRA meeting.

C. Based upon available funds, the Executive Committee can authorize the payment of the registration fee for the president to attend the NCRA annual meeting.

D.
OCRA will pay the registration fee directly to NCRA and airline tickets to the airline.  All other expenses should be submitted to the treasurer with the original receipts attached.

E.
If there is a need, an Executive Committee member attending an Executive Committee meeting can be reimbursed for gas used and turnpike toll charge by submitting a receipt. 

V. CONTRACTS

All OCRA contracts must have the Executive Committee approval before signing.  A lawyer’s approval may sometimes be required

VI. FORMS

#001
Membership Application - Membership

#002
Miscellaneous Reimbursement Form -Treasurer

#003
Advance Travel Expense Report - Treasurer

#004
Travel Expense Report – provided by attendee

(See appendix A for forms)

STANDING RULES FOR COMMITTEES

EXECUTIVE COMMITTEE

(As a whole)
The following charges apply to all members of the Executive Committee unless a more explicit statement is included in the specific charges to your committee or appointment:

1.0
Assist with other assignments, as directed by the president.

2.0  
Maintain at least monthly contact with the president.

3.0
Update the procedure manual for current office.

4.0
Submit all documents to be published to the president for review.

5.0
Submit a written report of your official activities to the president prior to each scheduled meeting of the Executive Committee.
6.0
Prepare an annual report to the membership for inclusion in the OCRA annual report.  

Submit the original report to the president for distribution four weeks prior to the annual meeting.

7.0
Be prepared to forward all files to the incoming office at the fall educational conference.

8.0
Read all charges to all officers, committees and appointments at the fall educational conference as there may be a charge under someone else’s assignment that affects the current position.

MEMBERSHIP COMMITTEE

Standing Rules:  This Committee shall consist of a chair, the OCRA treasurer and president.  

Specific Charges:

1.0 Coordinate with the historian on obtaining member photos for updating the membership list on the website.

2.0 Send out an application to join OCRA to all current members with the encouragement to invite and recruit new members.  Accept application for membership and submit it to Executive Committee for approval.

3.0
Membership Chair duties include:


a.   Send out a statement of dues to the membership annually.

b.   Send a membership application via email, or mail to those without email access.  

c.   Send welcome letter from membership chair and electronic membership card to

member when dues are paid.  Also sends a current membership roster to paying members via email or mail to those without email access.

c. Collect and submit all dues received to the treasurer.

d. Update membership roster as needed with new rosters available on the website.  Place names of new members in OCRA newsletter.


4.0
Conduct any other duties, which may arise pertinent to membership in this association.

5.0
Maintain a current membership packet (electronic or hard copy) including:

a. Welcome letter from the president.

b. A welcome letter from the membership chair.

c. An OCRA Membership roster along with a copy of the OCRA Bylaws and Organization Manual.

d. An application form to join the NCRA and a brochure on the CTR certification examination from the NCRA to those without email access.  Those with email accessibility may access NCRA through the web.  Notification will be sent when annual OCRA application is emailed with link attached.  
6.0  
Prepare a list of new members that have been OCRA members for 1 year prior to 
the selection of candidates for the new elections.

7.0
Be responsible for maintaining the USB thumb drive, and for maintaining and updating files on the drive.   

NOMINATING COMMITTEE
Standing rules:  This committee shall be chaired by the vice president and consist of two or more members if needed.

SPECIFIC CHARGES

1.0 Receive and tender nominations for the officers of this association and the Outstanding and Distinguished Membership Award for the coming year.

2.0
The chair for the Distinguished Member Award will keep the selection of all candidates 

confidential.  After the nominations are received, past recipients will serve in the final selection for the award with the most recent recipient chairing the committee.

3.0
Receive notices of acceptance from nominees before placing their name on the ballot and elicit a biological sketch from each nominee.

4.0
Nominations of the officers shall be made by the nominating committee.  Voting for the officers shall be by mail, email or FAX.

5.0
Ballots with instructions for their use shall be placed in the mail or sent via email to all active members at least six weeks prior to the annual meeting.

6.0
In order to be counted, a ballot must be returned, either by mail, email or FAX to the nominating committee chair and must be received prior to the deadline of the election. 

7.0 The Nominating Committee shall meet to open and tabulate ballots before the

third week prior to the annual meeting.

7.1  Ballots received after the deadline, shall be destroyed unopened with a vote of the organization during the annual business meeting.

7.2 All counted ballots shall be destroyed with a vote of the organization during the annual business meeting.

8.0 Officers shall be elected by the plurality of the votes cast by the active members in good standing.  In case of a tie, the election shall be decided by lot.

9.0
The president should be notified of the winning candidates when the balloting result is complete.

10.0
The president and the nominating committee chairman will notify all candidates running for office about the results of the election.
11.0
Members shall be notified of the election results prior to the annual meeting and the officers shall assume office at the end of the fiscal year.

12.0
Update report of annual officers and spring and fall workshop facilities.

MEMBERSHIP RECOGNITION

OCRA has established two recognitions for educational contributions made by members of our association to further the education and advancement of the registry profession.

The first award is the OCRA MEMBER RECOGNITION AWARD.   This awards a member for their contribution to the direct education of the OCRA membership or to any State of Oklahoma organization that directs their effort toward cancer education, improvement or the advancement of the cancer registry profession. 

We value the early contributions of new members and eligible candidates can be recognized after two years in the organization. This recognition is given at the spring workshop and is shared by the membership and notice is given to the hospital where the recipient is working.

The second award is the OCRA DISTINGUISHED MEMBER AWARD.  This award is given to recognized noteworthy contribution to our profession over a long period of time and in all aspect of the cancer registry profession.  It addresses local, state, regional and national contribution to education, improvement or advancement of the cancer registry profession.

Recognition is shared at the fall workshop with the members of OCRA, the family of the recipient and the hospital where the recipient is working. 

.  

The application forms are available at the spring and fall workshops. The forms are sent out in the spring by the Nominating Committee with the call for nominations. The forms can be printed from the OCRA web site (www.ocra-ok.org). 

BYLAWS COMMITTEE

Standing Rules:  This committee shall be chaired by the president-elect and consist of two or more members if needed.

Specific Charges

1.0  Shall solicit proposed amendments to the bylaws and standing rules from officers, committees and active members in the first and second issues of the OCRA newsletter.

2.0
Shall meet to review proposed amendments that are received from the membership board and the committee.

3.0
Present a draft of the proposed amendments and committee recommendations to the Executive Committee, allowing enough time to distribute proposed changes to membership thirty (30) days prior to the annual business meeting.

4.0
Will send proposed by-laws amendments along with Executive Committee recommendations to the membership at least thirty (30) days prior to the annual business meeting.

5.0
Following approval of bylaws amendments at the annual business meeting, the


chair shall be responsible for incorporating amendments into final form.

6.0
Shall send newly revised by-laws to the Executive Committee within sixty (60) days following the annual business meeting.

7.0
Annually review any changes to NCRA bylaws to assure consistency between the NCRA bylaws and OCRA bylaws.

8.0 Submit an article regarding changes in the by-laws for the summer issue of the 

OCRA newsletter.

9.0
The members of the Executive Committee are to retain an official copy of the organizational manual of OCRA.

EDUCATION COMMITTEE

Standing Rules:  This committee shall consist of a chair and two or more members, if needed.  The workshop committee members will be included as part of this committee.

SPECIFIC CHARGES

1.0
Serve as chairman of the workshop sub-committee:

1. Education committee

2. President

3. President elect

4. Immediate past president

5. Treasurer

6. Ways and means chairman

7. Public relations chairman

It is their responsibility to help the hosting facility with the preparation of the workshop and the annual meeting of the general assembly, setting the workshop agenda, obtaining speakers, offering presentations and/or in any other way as requested.  The committee will procure a location for the next years spring and fall workshop.  

2.0
Arrange study days, classes or tutoring for those who are preparing to take the Cancer Registrars’ Certification Examination.

3.0
Offer other educational opportunities as needed or requested.

4.0
Make recommendations to the Executive Committee concerning purchase of educational materials.

PUBLIC RELATIONS COMMITTEE

Standing Rules:  This committee shall consist of a chair and two or more members, if needed.

SPECIFIC CHARGES

1.0 Select at least one (1) committee member in addition to the chair.

2.0 Assist the president in writing and publishing four issues of the newsletter.  Suggested schedule is December, March, June and September.

a. Newsletters should include:

Reports on association affairs

Board decisions

Educational items

Committee reports

Election results and other items of interest

b. The newsletter following the annual meeting should include:

Names and addresses of new officers and committee chairs

Bylaws changes

Annual business meeting minutes

3.0
Assist the membership chairman and historian in compiling and maintaining a pictorial membership directory.

4.0
Serve on the education workshop sub-committee.

5.0
Get proclamation from the governor for National Cancer Registrar’s Week.

6.0
Schedule picture with the governor and OCRA membership for National Cancer Registrar’s Week.

WAYS AND MEANS COMMITTEE

Standing Rules:  This committee shall consist of a chair and one or more members, and shall include the treasurer as one of these members and shall:

SPECIFIC CHARGES

1.0 Develop means to assure that the treasury can support all functions without membership assessment, as a non-profit organization should subsist on dues, etc. only.

2.0 Maintain a current inventory of items purchased to sell. 

3.0
Maintain a list of previous vendors.

4.0
Submit a copy of the inventory list and vendor list to the Executive Committee. 
5.0
Serve on education workshop sub-committee

6.0
Responsible for conducting fund raising activities at the spring and fall conferences.

WEBMASTER COMMITTEE
Standing Rules:  This committee shall be chaired by the Webmaster and consist of those members responsible for assisting with the website:  Membership Chair, Treasurer, Historian, and any other member appointed by the Webmaster.

SPECIFIC CHARGES

1.0 Coordinate with Webmaster by making decisions regarding any major changes to the 

OCRA website.  

2.0 Coordinate to make any necessary changes to Webmaster job responsibilities or other 

OCRA Executive Board Committee responsibilities as they relate to the OCRA website.  

3.0 Determine any fees associated with non-member entities posting open positions on the 
Job Board on the OCRA website.  

OFFICER GUIDELINES
PRESIDENT
· Must be fully informed of OCRA by-laws and the responsibilities of each officer, committee chair and appointee; must monitor and aid each toward fulfilling these responsibilities.

· Shall appoint the committee chairs.

· Shall schedule quarterly Executive Committee meetings; the dates, times and meeting place shall be set by the president.

· Shall notify committee chairs of their duties as outlined by the bylaws.

· Shall serve as liaison to NCRA.

· Solicit items from Executive Committee members for meeting agendas; mail notice with proposed agenda at least two weeks before the scheduled Executive Committee meeting.

· Review draft of minutes from the secretary and return with corrections within two weeks of receipt.

· Is responsible for composing quarterly newsletter for the association in conjunction with the public relations chairman.

· Shall prepare agenda for the general business meetings; make sure all officers and committee chairs have copies of their reports available to members at the general business meetings.

· Shall send welcome letters to new members.

· Participate in selection of general business meeting sites, dates and theme.

· Recognize and present awards to Executive Committee members at the general business meeting held in the fall.

· Organize and label all information at the end of term and forward files to new president.

· Update procedure manual.

· Responsible for collecting organizational manuals from outgoing Executive Committee and distributing to the incoming Executive Committee in collaboration with the president-elect.

PRESIDENT ELECT
· Must assume the office of president for the following term.

· Shall assist the president in carrying out duties in an effort to prepare for the presidency.

· Shall serve as the bylaws committee chair.

· Shall participate in decision making at Executive Committee meetings.

· Must notify the president as early as possible if unable to attend an Executive Committee meeting.

· Must appoint and confirm new committee chairs; to be announced at the general business meeting held in the fall.

· Shall submit articles and news items for the OCRA newsletter.

· Must review job description at the end of the term and make suggestions for improvement; submit revised job description to the Executive Committee.

· Must make all records, correspondence and other pertinent materials available to the incoming president-elect at the close of the fall general meeting.

· Shall represent OCRA at the National Cancer Registrar’s association meeting.

· Must prepare the annual budget for the January Executive Committee meeting.

· Responsible for collecting organizational manuals from outgoing Executive Committee and distributing to the incoming Executive Committee in collaboration with the president.

PAST PRESIDENT

· Shall serve as advisor to the president and Executive Committee.

· Shall submit articles and news items to the OCRA newsletter.

· Must review job description at the end of the year and make suggestions for improvement; submit to this to Executive Committee.

· Must make all records, correspondence and pertinent material available to the incoming past president at the close of the fall general meeting.

VICE PRESIDENT

· Shall assume duties of the president in her/his absence.
· Shall assume the office of the president should a vacancy occur.
· Shall assist the president in carrying out her/his duties.
· Shall serve as the nominating committee chair.
· Shall perform an audit on all expenses incurred prior to the close of the fiscal year (September 30th).
· Shall participate in decision making at the Executive Committee meetings.
· Shall complete assignments by the president
· Shall submit articles and news for the OCRA newsletter
· Must review job description at the end of the year and make suggestions for improvement; Submit this to the Executive Committee.
· Must make all records, correspondence and pertinent materials available to the incoming vice president at the close of the fall general meeting.
SECRETARY

· Must accurately and completely record all business conducted at Executive Committee meetings and the general business meetings.

· Shall maintain an attendance roster for each meeting and attach it to the official copy of the minutes.

· Shall submit a rough draft of minutes to the president within two weeks of each meeting; produce a final copy at the next meeting.

· Must mail previously approved and corrected meeting minutes to the president at least four weeks in advance of each Executive Committee meeting.

· Shall maintain files of all attendance records, committee memberships, committee reports and minutes.

· Shall conduct the general correspondence of the association.

· Shall keep the official roster and call roll when required.

· Shall participate in decision making at Executive Committee meetings.

· Shall submit articles and news items to OCRA newsletter.

· Shall submit a written annual report to the president at least thirty (30) days prior to the annual meeting; copies will be filed with the general business meeting minutes.

· Shall notify the president as early as possible if unable to attend an Executive Committee meeting.

· Must review job description at the end of the year and make suggestions for improvement; submit this the Executive Committee.

· Must make all records, correspondence and other pertinent materials available to the incoming Secretary at the close of the fall general meeting.

TREASURER

· Shall receive and disburse all funds of the association; keep an accurate and timely accounting thereof; pay bills promptly and retain appropriate documentation.

· All cash accounts are to be reconciled on a monthly basis upon receipt of monthly bank statements by the treasurer.  Financial reports and budget analyses are to be reported at each Executive Committee meeting.  These reports are to be reviewed by the Executive Committee.  For any emergency regarding these matters, a conference call must take place among the members of the Executive Committee.  The treasurer should monitor the budgeted categories so that expenses do not exceed the budgeted amounts without executive approval.

· The treasure, in conjunction with the president-elect, will prepare and submit a proposed budget at the first Executive Committee Meeting.  Recommendations will be evaluated by the Executive Committee and a proposed budget finalized and approved at the second meeting.

· The Internal Revenue Service Form 990 must be filed with the IRS by the fifteenth day of the fourth month after the fiscal years (IRS Instruction Form 990, Item G.)

· The transfer of the treasurer’s responsibilities should occur after the incoming treasurer takes over the office on January 1st.  The incoming treasurer will support the outgoing treasurer at the fall workshop by helping to collect the dues for the coming year.

· The incoming treasurer should establish a new interest bearing account in the area where the treasurer lives.  The treasurer should establish the new account with the deposits submitted at the fall workshop for new memberships for the coming year.  

· A “letter of transfer” may be required for the incoming treasurer to set up an account.  Usually it requires the signature of the outgoing president and treasurer.  This should be completed prior to the workshop so the account is already established. 

· The former treasurer will continue to pay the bills until the new account is established and the signature cards signed by the new president and treasurer.  The current accounts will be closed by December 15 so the balance at the first of the year will reflect all funds belonging to OCRA.

· Is responsible for registration fees and disbursements for the general meetings.

· Shall serve as member of the membership and ways and means committees; responsible for income from fund raising projects.

· Shall participate in decision making at Executive Committee meetings; complete special assignments by the president.

· Shall submit a written report to the president prior to Executive Committee meetings which are not attended by the treasurer; notify the president as early as possible if unable to attend an Executive Committee meeting.

· Shall submit a written annual report to the president at least thirty (30) days prior to the general business meeting in October; copies will be filed with the annual meeting minutes.

· Review job description at the end of the year and make suggestions for improvement; shall submit this to the Executive Committee. 

· Shall submit a report to the Executive Committee.

· Must make all records, correspondence, forms, suggestions for next years meeting and other pertinent materials available to the incoming treasurer at the close of the fall general meeting.
· Responsible for maintaining PayPal account for online payment; coordinate with webmaster on PayPal online payments. 

HISTORIAN
· Shall be responsible for the safe-keeping of all memorabilia of the association, including but not limited to:  scrapbooks, photo albums, and digital camera for OCRA.

· Shall be responsible for the taking and recording of photos of all workshops and general business meeting and in coordinating with the Membership Chair on obtaining photos of members for the Membership Directory

· Shall be responsible for maintaining photos and albums on the OCRA website.

· Shall be responsible for updating of the association scrapbook.

· Serve on the pictorial directory sub-committee.

· Shall create a display at the fall workshop.

· Must review job description at the end of the year and make suggestions for improvement; submit this to Executive Committee.

· Must make all records, correspondence and other pertinent materials available to the incoming historian at the close of the fall general meeting.

.
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