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PRESIDENT
BYLAWS:  Shall preside at all MCRA business meetings and at the Executive Committee meetings.  The President shall appoint all standing committee chairpersons and shall establish ad hoc committees:  shall appoint liaisons; and shall be an ex-officio member of all committees except the Nominating Committee.

RESPONSIBILITIES:
· Develop goals and objectives for the year and strive to achieve them through your own effort and through the efforts of the Executive Committee.

· Review the bylaws of the Association prior to or at the beginning of your term in order to insure that you will guide Association activities in compliance with bylaws.
· Establish Executive Committee meeting dates and locations, preferably prior to the Spring Annual Business Meeting.

· Compile agenda items for Executive Committee meetings and Business meetings.  All officers and committee chairs are expected to report on their activities at each Executive Committee meeting.

· Distribute agendas to Executive Committee members in advance of the Executive Committee meetings, along with any materials to be reviewed in preparation for the meeting.  

· Preside at Executive Committee meetings.

· Monitor the activities of all Committees and provide assistance as needed.

· Write a President’s message for each issue of the MODMM.

· Review the bylaws for accuracy and/or the need for amendment.

· Prepare an annual report after receipt of Executive Committee reports, to be presented at the Spring Annual Meeting.
· Prepare letters or certificates acknowledging the service of all elected officers and committee chairs to be used by those people as documentation for NCRA CE credits.

· Maintain the procedure manual and revise each year as needed.

· Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by yourself or your employer.

PRESIDENT ELECT
BYLAWS:  Shall assume the duties of the President in his/her absence and shall succeed to the office of President at the conclusion of his/her term of office.
RESPONSIBILITIES:
· Act as co-chair of the Professional Development Committee to determine dates, content of and locations for continuing education events for the year.
· Begin general preparations with the host facility/hotel six months to one year prior to program date.  Consider:  Facilities for general meetings, break out sessions, hotel guest rooms, room set up and audiovisual equipment, food and refreshments for breaks and luncheons, preparation of program materials, budget limitations, and registration fees.
· Co-chair the Professional Development Committee to select program topics and speakers.  Topics and speakers are chosen to enhance the overall educational plan designed by the Professional Development Committee in communication with the Executive Committee.  Speakers from host facilities may be chosen when their expertise fits into the overall education plan.
· Obtain permission from speakers to videotape programs when appropriate and make arrangements for videotaping.
· Obtain curricula vitae for all speakers to submit with NCRA CE credit application.  Develop specific program objectives to submit with CE credit application.
· Work with the Professional Development Committee to develop a brochure and mail/e-mail.  Request mailing labels from membership chair as necessary.
· Pursue assistance from various funds to assist with meeting costs.
· Submit CE credit application to NCRA for ALL programs as soon as the programs are finalized so that programs will be published in The Connection.
· Work with Communications Committee to list MCRA programs in appropriate professional publications.
· If approved by the Executive Committee, contact vendors who may have funds to support continuing education of health care professionals.

· Prepare certificates of attendance and certificates of appreciation.  Work with the Professional Development Committee to prepare and summarize program evaluations.

· Make sure “thank you” notes are written to speakers and other contributing entities.  You may delegate this task to members of the Professional Development Committee.

TASKS OF THE OFFICE:
· Summarize and submit to the MODMM articles on the significant topics and issues discussed at the NCRA annual conference.

· Formulate goals and objectives for your year in office.  
· Review those goals and objectives in terms of accomplishment at the close of the year.  

· Appoint committee chairs and committee members prior to the Spring Annual meeting. Prepare a list of names and contact information for these committee people and and post on the MCRA website.
· Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by yourself or your employer.

· Write annual report of the Professional Development Committee together with your co-chair.  The report shall be submitted to the President prior to the annual meeting.

SECRETARY
BYLAWS: Shall be responsible for records of all MCRA proceedings and shall distribute minutes of all business meetings to the membership.

RESPONSIBILITIES:
· Shall keep on file all committee reports.

· Shall keep a copy of the official roster provided by the Membership Committee.

· Shall keep attendance records.

· Shall record minutes of the business meetings and distribute minutes to the membership.

· Shall read minutes from the previous business meeting for approval.

· Shall conduct the general correspondence of the Association.

· Maintain an adequate supply of MCRA letterhead and envelopes.

· Obtain updated mailing labels from the Membership Chair as necessary.

· Shall record minutes of the Executive Committee meetings and distribute minutes to the Executive Committee members.

· Write a summary of the Executive Committee meetings for the MODMM.

· Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by yourself or your employer.

· Shall submit a report of the activities of the Secretary for the year, in writing, to the President no later than one month before the annual meeting. 

TREASURER
BYLAWS:  Shall be responsible for the receipt and disbursement of all funds of MCRA and shall make written reports to the Executive Committee and to the membership.  The Treasurer shall serve on the Membership Committee.
RESPONSIBILITIES:
· Receive and deposit annual dues from current and new members, dues to be collected by membership chair.

· Receive bills and invoices; prepare checks (ongoing throughout the year).

· Reimburse Executive Committee members for authorized expenses.

· Reimburse authorized members for travel expenses to annual meeting of National Cancer Registrars Association, including travel supported by grant from Minnesota Cancer Surveillance System.

· Make reimbursements to CTR candidates from general funds, and upon notification of award from the special CTR Assistance Fund.

· Prepare honoraria for workshop speakers.

· Receive and deposit workshop registration fees, and prepare registration lists for MCRA workshops.

· Maintain income and expense reports on all MCRA sponsored workshops.

· Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by Treasurer or employer.

· Maintain financial records for all checking and saving accounts and saving certificates, using Quicken or similar accounting software.

· Monitor accounts and make transfers of funds between checking and savings accounts as necessary.

· Prepare annual budget for association and monitor income and expenses through budget process.

· Advise Executive Committee on status of all accounts, make recommendations on placement of accounts and purchase of savings certificates; carry out any changes in placement of funds as authorized by the Executive Committee.

· Prepare Treasurer’s Report for each business meeting and for each scheduled Executive Committee meeting.

· Prepare annual Treasurer’s report for the business meeting in the spring, to be submitted to the President no later than one month prior to the meeting.

· Prepare any required reports to State of Minnesota Department of Revenue.

· Obtain signature card from bank for transfer of authorized signature on accounts to incoming Treasure

· Maintain archived financial records of MCRA. 

PROFESSIONAL DEVELOPMENT COMMITTEE
BYLAWS: Shall be responsible for leadership in the Professional Development of MCRA membership.  It shall include the President-Elect, with responsibility for educational programs.  It will include persons responsible for support of members seeking CTR status, and any other members as deemed helpful by the President or the Executive Committee.

RESPONSIBILITIES:

Prepare and summarize the evaluations of continuing education programs, noting suggestions for improvement and future topics.


Recommend appropriate continuing education topics and faculty.


Formulate and maintain a proactive plan for continuing education, addressing CE needs and programs at least six months prior to program dates.


periodically formally assess the continuing education needs of the membership, using the results to guide continuing education efforts.


Monitor the CE offerings of other professional associations and submit to the MODMM as appropriate.


Solicit and obtain funding for continuing education activities from outside sources. 


Develop/locate/recommend for purchase; maintain; and distribute self-instruction materials for CTR exam preparation.  Develop a means for evaluating the effectiveness of these materials.

· Remind all members of the availability of the $100 stipend for the CTR examination.

Assess the need for basic oncology registry education in the State of Minnesota.  Recommend, plan, and execute educational programs directed to entry-level registrars as needed.


Establish and maintain liaisons with the Cancer Registrar Associations of North and South Dakota, Wisconsin, and Iowa for the purpose of sharing and publicizing continuing education programs.


Monitor current literature related to oncology data management (e.g., the Cancer Liaison Newsletter, the NCDB Newsletter, The Connection, NAACCR Narrative).  Report significant titles and topics in the MODMM.


Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by you or your employer.


Prepare a written report for each Business Meeting and an oral or written report for each Executive Committee Meeting.

 Prepare a written report of the committee’s activities and submit to the President prior to the annual business meeting.
***It is the recommendation of the Executive Committee that the Chair of the Professional Development Committee have been a member of the Committee the previous year for continuity of leadership. 

COMMUNICATIONS COMMITTEE
BYLAWS:
The Communications Committee will include persons responsible for the MCRA newsletter, The MODMM (The Minnesota Oncology Data Managers Monitor) and for taking photographs, liaisons to the Minnesota Cancer Council, National Cancer Registrars Association, Minnesota Health Information Management Association, Commission on Cancer, Minnesota Cancer Surveillance System, Others as felt necessary, in order to: 

1. Develop and implement projects designed to bring MCRA to the attention of the public and other allied health professions.

2. Communicate MCRA’s position on pertinent matters.

3. Publish a newsletter for the benefit of MCRA members.  This newsletter may also be distributed to other persons and organizations upon approval of the Executive Committee.

RESPONSIBILITIES:
•
Represent the members of MCRA to the liaison organizations and to the public.

•
Publish two issues of the MCRA newsletter, The MODMM: Spring and Fall as well as a Presidents message after NCRA attendance.
•
The Chair of this committee will solicit articles for publication in the MODMM and work closely with the editor of the MODMM. Articles should be solicited from each of the liaisons, the Executive Committee, as well as from the general membership. Select an MCRA member to be featured in the MODMM’s Member Spotlight.

•
Seek opportunities to promote MCRA activities to the public.

•
Communicate information to NCRA Regional directors regarding MCRA workshops/seminars, names of MCRA officers, and state activities for National Cancer Registrars Week.

•
Be sure the names of the current NCRA Midwest Regional Directors are on the MCRA mailing list.

•
If appropriate, submit names of potential candidates from MCRA for NCRA Standing Committees or other appointments.

•
Communicate MCRA’s position to other associations, as necessary.

•
Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by you or your employer.

•
Prepare a written report for each Business meeting and a written or oral report for each Executive Committee meeting.

•
Prepare a written report of the committee’s activities and submit to the President  prior to the annual business meeting.
WEBSITE COORDINATOR

BYLAWS: Shall be responsible for working with the Webmaster to ensure smooth operation of the MCRA website. 

RESPONSIBILITIES:

· Update the MCRA.net website with requested information from the executive committee (e.g. NAACCR webinars, updated documents (Policy and Procedure, Bylaws, etc.)
· Submit article for the MODMM as requested.
· Prepare a report for each Executive Committee Meeting and each Business Meeting.
· Trouble-shoot any problems brought forth about the website.
· Coordinate information with Website Coordinator to be communicated to the webmaster and posted on MCRA website.
· Ensure that the MCRA website information is current.
· Ensure that the MCRA website is fully operational and operating correctly.
BYLAWS COMMITTEE
BYLAWS:  Responsible for keeping the bylaws current.  Shall bring recommendations for bylaw amendments to the Executive Committee and shall distribute revised bylaws to the membership.

RESPONSIBILITIES:
· At the beginning of the year, carefully review the bylaws to become familiar with the provisions.

· Monitor Association activities for compliance with the bylaws.

· Bring any non-compliance with the bylaws to the attention of the President.

· Present proposed bylaws amendments, along with a rationale for amendment to the Executive Committee.

· Distribute proposed amendments to the bylaws to the membership no later than 30 days prior to the meeting at which action is being taken.

· Make revised bylaws available to the membership via the MCRA website.
· Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by you or your employer.

NOMINATING COMMITTEE
BYLAWS:  There shall be at least four members on the Nominating Committee, the chairperson (appointed by the newly elected President), the immediate Past-President, and two other members elected by the MCRA membership at the April Annual Meeting.  They are responsible for preparing, mailing, and tallying the ballots in accord with Article V.  No member of this committee shall be eligible for office.

RESPONSIBILITIES:
· Prior to fall MCRA meeting, call meeting for committee to obtain names for ballot.  Send email to membership seeking candidates.
· Send candidate profile forms with appreciation letter to all candidates.

· Introduce candidates at the fall meeting.  Ask for additional nominations if necessary.

· Type ballots and biographical sketches of nominees.  Include information sent to you by nominees.  

· Mail out ballots with cover letter by January 15th of the current year.  Obtain membership labels (excluding honorary members) from the Membership Chair.  Make labels of current Nominating Committee Chair and place on a stamped envelope (enclosed in ballot envelope). 

· Ballots shall be returned to the Nominating Committee Chair by February 15th.

· Call meeting for committee to count ballots after February 15th.  At least three members shall be present to count ballots.  The ballots shall be counted twice to ensure accuracy.  The candidates receiving the highest number of votes shall be declared elected.

· Report results immediately to President, President-Elect, and all candidates who ran for office.

· Follow-up with appreciation letters to all candidates.

· Send results (including thanks to all candidates and congratulations to all newly elected officers) to the March issue of the MODMM.  Announce that new officers will be installed at the Spring Annual meeting.

· Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by yourself or your employer.

· Prepare a written report for each Business meeting and an oral or written report for each Executive Committee meeting.

· Prepare a written report of the committee’s activities and submit to the President prior to the Spring annual business meeting.
MEMBERSHIP COMMITTEE
BYLAWS:  Shall be responsible for acceptance of new members and for distribution of updated rosters to the members.  The MCRA Treasurer shall be a member of this committee and provide updated information on payment of dues.

RESPONSIBILITIES:  

· Distribute dues notices by December 15th of each year.

· Mail invitations to prospective MCRA members.

· Mail or e-mail to new members a” Welcome New Member” letter, current MODMM newsletter, and links to the MCRA and NCRA websites.  
· Announce “newest” (not former/current) members in the MODMM.

· Prepare membership list and distribute to members via e-mail and post on the MCRA website.

· Provide mailing labels upon request for MCRA business.

· Prepare member names for a drawing at each business meeting.  The drawing will be for a free registration to the next MCRA workshop. 

· Contact the winner of the free registration.

· Maintain a record of all expenses of the office, either reimbursed by MCRA or donated by yourself or your employer.

· Prepare a written report for each Business meeting and an oral or written report for each Executive Committee meeting.

· Prepare a written report of the committee’s activities and submit to the President prior to the annual business meeting.


