






Minnesota Cancer Registrars Association (MCRA)
Policy and Procedure Manual

TITLE: Expense Reimbursement
Policy Number: Gen. 01
Original:  04/1995


Reviewed: 12/01, 09/03, 07/15
Revised:   02/2015


Replaces:  04/2011
Responsible Person Unit/Committee: Executive Committee
PURPOSE: To ensure proper reimbursement for members
POLICY: Members will be reimbursed for Association-related expenses not reimbursed by their employers or other sources, upon request.  Acceptable expenses include postage, copying, and supplies.  Advance approval must be obtained from the President and the Treasurer for any expenses anticipated exceeding $100.

Mileage reimbursement will be provided to current MCRA Committee members upon request.  Committee members will receive reimbursement at one-half the current IRS rate for every mile over 25 miles each way to attend Committee meetings.  Example: 60 mile round trip, reimbursed for 10 miles.

DEFINATIONS AND GUIDELINES: Committee members will be reimbursed for association related expenses such as mileage, postage, and copying upon request.
PROCEDURE: Any member anticipating an expense that will exceed $100 will contact the President and the Senior Treasurer in advance, and will obtain a written, fax, or e-mail approval.

Requests for reimbursement will be submitted to the MCRA Treasurer on the “Request for Reimbursement” form, and a check will be issued to the Committee member for the requested amount.  

REQUEST FOR REIMBURSEMENT

PAYEE NAME
________________________________________

ADDRESS  

_____________________________________________




_____________________________________________




_____________________________________________

REASON FOR REQUEST    ________________________________________________

________________________________________________________________________

REQUESTED BY ____________________ DATE OF REQUEST _________________

AMOUNT


ITEM(S)

$____________

________________________________________________

$____________

________________________________________________

$____________

________________________________________________

$____________

________________________________________________

$____________

________________________________________________

TOTAL  $____________   
(PLEASE ATTACH INVOICE OR RECEIPTS)

Submit to current MCRA Treasurer

For  MCRA Use:

   APPROVED BY __________________        DATE OF APPROVAL _______________

   DATE CHECK SENT _______________      CHECK SEQUENCE # ______________

TITLE: Records Retention
Policy Number: Gen. 02

Original:  04/1995


Reviewed: 07/2015
Revised:   07/2015


Replaces:  -
Responsible Person Unit/Committee: President, Treasurer, Committee Chairs
PURPOSE: To ensure records are retained and destroyed properly. 
POLICY: MCRA records will be maintained for a specific length of time by those designated to have primary and secondary responsibility for records retention.  The Records Retention Schedule is maintained as a separate document; the current version is dated 4/30/11.

The President is responsible for reviewing and updating the Records Retention Schedule.

DEFINATIONS AND GUIDELINES: See retention schedule below.
PROCEDURE: Each officer and committee chair reviews the records for which s/he has responsibility at least once per year and at the end of his/her term.  Records are properly catalogued, archived, or recycled according to the Records Retention Schedule. Documents in Active Status are turned over to the new officer or committee chair. These documents are preferably in electronic format.  Documents are turned over at or before the transitional Executive Committee meeting in the spring or at the spring business meeting.  This can be done via email.  

Documents due for permanent preservation are to be forwarded to the current MCRA Treasurer. 

Permanent preservation in archives refers to documents stored on the MCRA laptop for three years, with a backup CD or flash drive prepared at least annually.  The current MCRA Treasurer is responsible for the archived documents. 
	I. Minnesota Cancer Registrars Association - Retention Schedule

	Description of Records
	Primary  Record Responsibility
	Secondary Record Responsibility
	Length of Time Records must be Retained

	Minutes of Meetings

Committee Reports

Annual Reports
	Secretary
	President
	Active:  Retain in Active filing for 2 years.

Semi-active: Retain in semi-active storage for 1 year.  

Final Disposition:  Permanent Preservation in Archives – 9 years

	Policies and Procedures
	President
	Secretary
	Permanent Preservation of most current revision of policy/procedure

	Canceled Checks


	Treasurer
	None
	3 years on laptop, then transfer to CD. 

	Bank reconciliations
	Treasurer
	None
	

	Accounts payable and Accounts receivable ledgers and schedules (treasurer’s reports)
	Treasurer
	None
	

	Audit reports
	Treasurer
	President
	Permanently

	General correspondence (memos, letters, emails)
	Committee members/all offices
	None
	3 years, then transfer to CD

	Bylaw and amendments
	Bylaws Chair
	President
	Active:  Current year

Final Disposition:  Permanent Preservation in Archives


NOTE:  Committee members/all offices other than those with primary and secondary record responsibility are to keep records for as long as they are considered “administratively useful”.   

TITLE: Audit
Policy Number: Gen. 03

Original:  04/1995



Reviewed: 07/2015
Revised:   07/03, 10/03, 04/11, 07/15
Replaces: - 

Responsible Person Unit/Committee: President, Treasurer
PURPOSE: To ensure proper transactions within the MCRA money accounts.
POLICY: MCRA’s books will be audited by a person independent of the Treasurer at the end of each fiscal year.  MCRA fiscal year is May 1 – April 30.

The auditor will be provided with up $75.00 in cash or a gift certificate in appreciation for time spent conducting the audit.

The President is responsible for reviewing and updating the Records Retention Schedule.
PROCEDURE: MCRA’s books will be audited by a person independent of Treasurer at the end of each fiscal year.  MCRA fiscal year is May 1 – April 30.

The auditor will be provided with up $75.00 in cash or a gift certificate in appreciation for time spent conducting the audit.
TITLE: Outstanding Member
Policy Number: Gen. 04

Original:  04/1995



Reviewed: 07/2015
Revised:   1999, 2002, 10/03, 04/11, 07/15
Replaces:  -

Responsible Person Unit/Committee: All MCRA members
PURPOSE: To recognize an outstanding MCRA member
POLICY: MCRA established an Outstanding Member Award in 1999 to honor members who have made a significant contribution to MCRA and to the cancer registry profession.  A committee of past MCRA Presidents developed the eligibility criteria, nomination procedures, and nomination form; they are maintained as a separate document.

The Awards Committee consists of the current President and three current active members appointed by the President.  Each member must have served on the Executive Committee.  The President is a non-voting member of the Committee. 

The award is presented by the President at the Fall business meeting.  The Outstanding Member receives a certificate and a gift, his/her name is engraved on the perpetual plaque, and s/he receives a complimentary registration for the next workshop.

An award need not be presented every year if there are no nominations or if the Awards Committee does not feel any nominees meet the criteria.

PROCEDURE: The Awards Committee modifies the Outstanding Member Award nomination form and announcement annually, and sends them to all active members no later than two weeks prior to the nomination deadline. 
A current active member fills out a nomination form, writes a narrative summary, obtains letters of support, and forwards them to the President.  The Committee selects the award recipient and notifies the President.

The Awards Committee purchases the gift for the recipient, has the plaque engraved, gets the certificate printed, and submits receipts to the Treasurer for reimbursement.  The Treasurer issues a check.

The President makes the presentation at the Fall business meeting.

MINNESOTA CANCER REGISTRARS ASSOCIATION

OUTSTANDING MEMBER AWARD

Nominations are now open for the MCRA Outstanding Member Award, which will be presented by the President at the fall business meeting. 

Please review the policies and procedures for nomination and selection of a candidate.  Remember that the submitted documentation is the only information used in the selection process.  Nominations must be received no later than August 15.  The recipient of the “OUTSTANDING MEMBER AWARD” will receive a certificate and will be our guest at an MCRA workshop (workshop fee waived).   In addition, the honoree’s name will be engraved on a perpetual plaque that will be displayed at each workshop, and the award will be publicized in the MODMM.

PURPOSE:

· To honor a member of MCRA for outstanding contributions to the cancer registry profession.

· To encourage in members the desire to contribute to the development and growth of the profession.

· To further public awareness of the scope and importance of the profession.
ELIGIBILITY

· Candidates must be a current active member of MCRA.

· Candidates must have made an outstanding contribution to MCRA and to the cancer registry profession in one or more of the following ways: service to the association, outstanding achievement in professional practice, leadership, education, research and/or published materials.

NOMINATION CRITERIA:

Service to MCRA as evidenced in at least one or more of the following areas:

(These achievements do not necessarily need to have occurred in the past year.)

· Participation in MCRA, including serving as an officer, committee chair and /or committee member.

· Professional achievement as evidenced by: 

-Dissemination of knowledge or practice through consultation to others in the field.

-Recognized individual in area of specialty.

-Successful completion of NCRA certification and maintenance of certified   status. 

· Other contributions to the cancer registry profession through affiliate organizations i.e. American Cancer Society, Commission on Cancer, National Cancer Registrars Association, etc.

NOMINATION POLICIES:

· Nominations for the MCRA Outstanding Member Award will be accepted from all current active MCRA members. 

· Nominations will not be retained after the year they are submitted.

· If there are no nominations or if the nominations received do not meet the criteria, no award will be given that year.

PREPARATION OF THE NOMINATION FORM

The nomination form and supporting documentation are the only information about the nominees available to the Awards Committee.  Therefore, it is necessary to complete the nomination form in detail.  The individual nominating a candidate may choose to provide all the information requested on the nomination form without informing the nominee that he/she is proposing his/her name.  This is satisfactory provided that all the information necessary to adequately describe the candidate’s achievements is submitted for evaluation to the Awards Committee. 

To nominate a MCRA member for this award please submit: 

1. The application

2. A narrative summary  (no more than 200 words)

3. Letters of support, if desired.  (no more than 3)

All nominations shall be forwarded to the MCRA AWARDS COMMITTEE.  The committee shall select the award recipient and notify the President.  The President will make the presentation at the MCRA fall workshop/meeting.

The AWARDS COMMITTEE

The Awards Committee will consist of three current active members, and the current president as a non-voting member.  Each member must have served MCRA on the Executive Committee. The appointment shall change each year and will be made by the current President at the beginning of his/her term.

DEADLINE

The deadline for submission of nominations will be at least 30 days prior to the fall workshop/meeting.  DEADLINE FOR SUBMISSION:  August 15

MINNESOTA CANCER REGISTRARS ASSOCIATION

NOMINATION FOR OUTSTANDING MEMBER


Nominator’s Name: ___________________________________________________________

(I certify that I am a current active member of MCRA)

Address: ___________________________________________________________

City: __________________   State: ___________ Zip: _______________

Telephone: ___________________________   

E-mail address: _________________________

Nominee’s Name: ___________________________________________________________

Credentials: 

___________________________________________________________

Current Position: __________________________________________________________

Employer: ___________________________________________________________

City: ___________________   State: ________ Zip:  ________________

Telephone: ______________________  

Home Address if self-employed: ___________________________________________________________ 

MCRA Positions/Activities ______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

NCRA Positions/Activities: ______________________________________________________________

______________________________________________________________
______________________________________________________________

______________________________________________________________

Other Involvement:

______________________________________________________________
____________________________________________________________________________________________________________________________

______________________________________________________________

______________________________________________________________

Please include a narrative summary (no more than 200 words), and letters of support (no more than three).  Complete the form, and send with the nomination materials to the MCRA President to arrive no later than August 15.

SELECTION CRITERIA WORKSHEET

(1) MCRA OUTSTANDING MEMBER

Nominee: _______________________________________________________________

Check

if Yes

	Completed application







	

	
	

	Current active member of MCRA
	

	
	

	Has made outstanding contribution(s) to MCRA
	

	
Participation in MCRA
	

	

Officer
	

	

Committee Chair
	

	

Committee Member
	

	
	

	Has made outstanding contribution(s) to the cancer registry profession:
	

	
	

	
Service to/participation in NCRA
	

	
	

	
Dissemination of knowledge or practice through consultations to others
	

	
	

	
Recognized individual in area of specialty
	

	
	

	Completion of NCRA certification and maintenance of CTR status
	

	
	

	Achievement in
	

	            professional practice
	

	            leadership
	

	            education
	

	            research
	

	            published materials
	

	
	

	Contribution to affiliate organizations (ie., ACS, COC, NCRA, NAACCR)
	

	
	

	Narrative summary included with nomination form
	

	
	

	Letters of recommendation
	

	
	


TITLE: Executive Committee Meeting Attendance
Policy Number: Gen. 05

Original:  04/1995



Reviewed: 07/2015
Revised:   1999, 2002, 10/03, 04/11, 07/15
Replaces:  -

Responsible Person Unit/Committee: President
PURPOSE: To ensure to a committed Executive Committee.
POLICY: Executive Committee members need to be aware of the issues and actions of the Association in order to effectively carry out the Association’s activities in the best interests of its members.  All members of the Executive Committee are expected to attend at least 75% of the Executive Committee meetings and business meetings each fiscal year.  

PROCEDURE: The Executive Committee will discuss any instances where poor meeting attendance is affecting the Association, and take appropriate action to remedy the situation.
TITLE: Advertising in the MODMM
Policy Number: Com.01
Original:  04/1995



Reviewed: 07/2015
Revised:   1999, 2002, 10/03, 04/11, 07/15
Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PUROPSE: To allow outside entities to advertise in the MODMM.
POLICY: Paid advertising for appropriate commercial products or services will be permitted in the MODMM upon approval of the Executive Committee.

Advertising rates and ad sizes are as follows:

	Size
	Rate
	Trim Size

	Full Page
	$100
	7 x 10”

	Half Page Horizontal
	$50
	7 x 4 3/8”

	Half Page Vertical
	$50
	4 ¼ x 7 ¾”

	Quarter Page
	$25
	3 3/8 x 4 3/8”


Advertisers must provide their ads in a format ready for production, as specified by the Editor, at least two weeks prior to the production date.  Full payment must be received one week prior to the production date.  Advertisers will receive a 20% discount for identical ads placed in two or more issues if full payment for all editions is received one week prior to the first production date.

The Executive Committee and/or the MODMM editor reserves the right to reject any advertising that is not consistent with the standards of the MODMM and of MCRA.  Advertisers and their agencies assume total responsibility for all advertising content and any claims arising there from against the MODMM, MCRA, its members, or suppliers.

PROCEDURE: The MODMM Editor has authority accept advertisements, based on above. If the editor questions the appropriateness of an ad, the editor will then forward requests for advertising to the Executive Committee for approval, and notifies the advertiser of the Committee’s decision.  The Editor provides the advertiser with instructions for layout and submitting the advertisement.  The advertiser sends the production-ready ad and payment to the MODMM Editor.  The Editor forwards the payment to the Treasurer for deposit.

TITLE: Privacy
Policy Number: Mem.01

Original:  01/02



Reviewed: 07/2015
Revised:   01/02, 07/15


Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: To allow outside entities to advertise in the MODMM.
A. Forwarding Messages to Members 
POLICY: Individuals and organizations occasionally ask MCRA to send messages to members. Messages of general interest to members will be sent by e-mail from the Communications chair upon receipt of approval from the Executive Committee.  The types of messages that will be considered appropriate include employment opportunities, requests for information from other members or from affiliated organizations (NCRA, ACS, NAACCR, etc.), and announcements from entities involved in cancer registry work.  The message should provide benefit to MCRA members or to an organization whose activities benefit members.  One follow-up message from vendors who have contributed to MCRA workshops or projects will be permitted for each event attended.  The Executive Committee reserves the right to charge the requesting party for any postage and/or duplicating costs involved if entities specifically request forwarding of paper messages.

PROCEDURE: When a request is received, the Communications Committee chair will send an e-mail to all members of the Executive Committee providing the name and affiliation of the requestor, and a brief summary of the purpose and content of the material.  The material will be forwarded to the members if at least three-fourths of the Executive Committee approves.  

B.  Release of Membership Roster

POLICY: The membership roster (name, work address, work phone number, and/or work e-mail address) will be provided to qualified cancer- or registry-related individuals or organizations with a legitimate business interest, upon receipt of approval from the Executive Committee.  The types of requests that will be honored include those from a central registry in a nearby state seeking information that the MCSS cannot release research or funding opportunities from local universities or medical centers, etc.  Membership roster information will be released only when the objectives of a worthwhile project, preferably one that benefits MCRA members, cannot reasonably be accomplished in another manner.

PROCEDURE: When a request is received, the Communications Committee chair will send an e-mail to all members of the Executive Committee providing the name and affiliation of the requestor, along with a copy of the proposed message to be sent to members, and any justification provided.  The membership roster will be released for one-time use if all members of the Executive Committee who respond within one week approve.
C. Website 
POLICY/ PROCEDURE:  Members of the Executive Committee will be listed on the public portion of the website by office/committee affiliation, name, work address, work phone number, and work e-mail address.

The complete membership roster (including home address and phone information, if provided), will be posted on the members-only, password-protected portion of the website for members’ professional use only.  
D.  Opt-Out 
POLICY/ PROCEDURE:  Any member wishing to be excluded from the Release of Membership Roster or Website listings may do so by indicating such on the application for membership, on the annual dues renewal form, or by sending a written request to the Membership chair.
TITLE: Vendor Membership
Policy Number: Mem.03

Original:  01/02



Reviewed: 07/2015
Revised:   07/03, 11/03, 04/11

Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: To allow outside entities to advertise in the MODMM.

POLICY: Commercial companies whose business relates to the cancer registry field are eligible to become members of MCRA under a special vendor membership category.  The Executive Committee is responsible for setting the vendor member rate.

Staff or contractors of the vendor member may register for MCRA workshops at the member rate.

PROCEDURE: The Membership Committee chair will advise vendors of the policy and current dues, and assist them with getting an application form and sending payment to the Senior Treasurer.

The Professional Development Committee chair will provide vendors with workshop announcements and registration materials upon request.

TITLE: Stipend for President- Elect
Policy Number: Mem.05

Original:  04/97






Reviewed: 07/2015
Revised:   04/97, 10/03, 01/04, 07/04, 12/04, 03/05, 07/05, 04/11
Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: Ensure the MCRA President-Elect attends national conference.

POLICY: MCRA will provide the President-Elect with funds to attend the NCRA Annual Conference. MCRA will fund whatever part of the trip is not covered by the President-Elect’s employer.  This is to include registration, hotel, coach airfare and meals.

The President-Elect may apply for an advance of the funds no more than 60 days prior to the Conference.  If the President-Elect is unable to attend the conference because of unforeseen circumstances, s/he must return the advance.

If the President-Elect declines the trip, or is able to obtain full funding from his/her employer.
Any member receiving funding toward a trip as President-Elect will not be eligible for another stipend until the fourth year following the trip.  
PROCEDURE: If the President-Elect requests an advance, s/he will notify the Treasurer.  The Treasurer will issue a check for the advance.  After attending the meeting, the President-Elect will submit receipts.  The President-Elect must return the advance if s/he is unable to attend the meeting after receiving an advance.

After attending the meeting, the President-Elect will submit receipts and a reimbursement request, to the Treasurer.  The Treasurer will issue a check for the approved amount.  The Communications chair will remind the President-Elect to write an article outlining what was learned at the conference for the MODDM.  The President-Elect will submit an article to the editor of the MODMM within 30 days of returning from the conference.
Terms for accepting MCRA funding to attend the NCRA conference

In accepting MCRA funding to attend the NCRA Annual Educational Conference, I agree to:

· Attend a majority of the sessions. 

· Give back to MCRA by completing one of the following: 

· Writing an article describing at least two sessions I attended and submitting it to the MODMM editor within 30 days of returning from the conference. 

OR

· Presenting a verbal report (15-30 minutes) at the next MCRA workshop, this must include highlights from all conference sessions attended.  I will inform the Communications chair and the chair of the Professional Development Committee if I choose this method so they can put me on the agenda for the next workshop.

· Adhere to reimbursement procedures as specified by MCRA.  

· Retain and submit required receipts to the MCRA Treasurer by the deadline specified by the MCRA Stipend for NCRA Conference Policy and Procedure.
· Refund in full any advance provided by MCRA if I am unable to attend the conference.

I, the undersigned, have read, understand and agree to abide by each of the above stipulations for accepting MCRA funding to attend the National Cancer Registrars Association Conference.

___________________________________________               _____________________

Signed






                   Date

Terms for accepting NPCR/MCSS funding to attend the NCRA conference

In accepting NPCR/MCSS funding to attend the NCRA Annual Educational Conference, I agree to:

· Attend a majority of the sessions. 

· Give back to MCRA by completing one of the following: 

· Writing an article describing at least two sessions I attended and submitting it to the MODMM editor within 30 days of returning from the conference. 

OR

· Presenting a verbal report (15-30 minutes) at the next MCRA workshop, this must include highlights from all conference sessions attended. I will inform the Communications chair and the chair of the Professional Development Committee if I choose this method so they can put me on the agenda for the next workshop.

· Confirm with the MCRA Communications chair that all administrative requirements have been met before making non-refundable reservations.  These include:  confirmation of availability of funding, confirmation of member’s eligibility for funding (see policy Mem.04), Minnesota Department of Health approval for funding out-of-state travel, and completion of the Annual Plan Agreement between MCRA and the MCSS.

· Adhere to expense limits and reimbursement procedures as specified in the Annual Plan Agreement.  

· Retain and submit receipts for all expenses to the MCRA Treasurer by the deadline specified by the Treasurer.

· Refund in full any advance provided by MCRA if I am unable to attend the conference.

I, the undersigned, have read, understand and agree to abide by each of the above stipulations for accepting NPCR/MCSS funding to attend the National Cancer Registrars Association Meeting. 

___________________________________________               _____________________

Signed






                   Date

TITLE: CTR Exam Reimbursement
Policy Number: Mem.06

Original:  04/97


Reviewed: 07/2015
Revised:   04/97, 01/04, 04/11
Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: Ensure the MCRA eligible members have funds to sit for the CTR exam.

POLICY: MCRA members are eligible for reimbursement of $100 to partially cover the costs of taking the CTR exam.  Members may apply for funding only once, regardless of the number of times they take the exam.

Applying for funds prior to the exam date is encouraged, but applications will be accepted up until three months after the date of the exam for which funding is being requested.

Applications are available from the Professional Development Committee and on the MCRA website.
PROCEDURE: The applicant completes the MCRA stipend application, attaches a copy of the Certification Examination application, and forwards it to the MCRA Treasurer.  The Treasurer issues a check. 
APPLICATION FOR MCRA STIPEND OF $100.00 FOR CTR EXAMINATION

NAME:  ________________________________________________________________

WORK ADDRESS:  
______________________________________________________




______________________________________________________




______________________________________________________

DATE TAKING CTR EXAMINATION: ______________________________________

Please attach a copy of your Certification Examination application and return this form to the MCRA Treasurer.  Application for these funds prior to the examination date is encouraged, but all applications must be received within 3 months of the date of the exam.

Please note: these MCRA funds can only be applied for one time per member.

Signature ________________________________
 Date: ______________________

For MCRA Use:

   APPROVED BY ___________________      DATE OF APPROVAL ______________

   DATE CHECK SENT _______________      CHECK SEQUENCE # ______________

TITLE: Scholarships
Policy Number: Mem.08

Original:  02/94



Reviewed: 07/2015
Revised:   02/97, 09/03, 09/05, 04/11
Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: Ensure the MCRA eligible members have educational opportunities.

POLICY: MCRA will provide funding for eligible members to attend approved educational programs such as meetings of other state associations, NCRA or NAACCR regional workshops, and other local workshops.  Meetings should meet the guidelines for approval of continuing education credits from NCRA.  CTR exam prep workshops, the NCRA annual conference, and MCRA workshops will not be included in this support.  

The Membership Chair and two members selected by the Chair will serve as the Scholarship Committee for the purposes of this activity.  

To be eligible to apply for a scholarship, a member must have been an active member of MCRA for at least one year, and must not have received any monies to attend the NCRA annual meeting or any other workshops in the past two years.  Total educational support will not exceed $300 per year for all approved applicants.

Members may apply for an advance of the scholarship funds no more than 60 days prior to the workshop date.  If the member is unable to attend the workshop because of unforeseen circumstances, s/he must return the advance.

PROCEDURE: Suggested workshop(s) and the deadline(s) for applying for funds will be announced in the MODMM when possible, and by mail or e-mail when necessary.  Applying members will complete the scholarship application form and forward it to the Scholarship Committee.  The committee will review all applications and determine whether to award funding, and the amount of any awards for each workshop.  The applicants will be notified of the decision prior to the registration deadline for the workshop.  After attending the conference, the member will submit receipts for expenses totaling at least the awarded amount, and the Treasurer will send him/her a check for that amount.

If a member is requesting an advance, s/he will notify the Treasurer once the scholarship request is approved.  The Treasurer will issue a check for the advance.  After attending the meeting, the member will submit receipts totaling at least the approved amount to the Treasurer.

SCHOLARSHIP REQUEST FORM
Name __________________________________________________________________

Employer/Facility ________________________________________________________

Phone _________________________________ Fax _____________________________

E-mail ______________________________ Year Joined MCRA __________________

Please list any previous scholarship money received from MCRA:

Workshop ________________________________________ Year ________________

Workshop ________________________________________ Year ________________

I wish to apply for scholarship funds to attend the following educational activity:

Name of Meeting/Workshop ________________________________________________

Sponsoring Organization ___________________________________________________

Date(s) ___________________________
Place _______________________________

Registration Fee ____________________
Deadline ___________________________

Advance Requested?   Yes     No

Please submit a copy of the workshop agenda or program, along with this form, to the MCRA Membership Committee Chair.

TITLE: Workshop Refund
Policy Number: PD.01

Original:  




Reviewed: 07/2015
Revised:   06/93, 04/97, 12/01, 06/03, 04/11
Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE:  
POLICY: In the event MCRA cancels a workshop, registration fees will be refunded in full.

If a person registers for a workshop but s/he does not attend because of severe weather, one-half the registration fee will be refunded if a written request is received within one month of the workshop.  One-half of the fee will be retained to cover costs associated with registration and workshop expenses.

Refunds for other reasons may be requested; they will be reviewed by the Executive Committee and approved or denied at the sole discretion of the Committee.

PROCEDURE: Requests for reimbursement are to be submitted in writing to the Treasurer, and must be received within one month of the workshop.  The Treasurer will forward the request to the Executive Committee for review and approval or denial.  The Treasurer will notify the person requesting the refund of the Committee’s decision, and issue a check if a refund is approved.
TITLE: Vendor Exhibits at Workshops
Policy Number: PD.02

Original:  




Reviewed: 07/2015
Revised: 04/98, 07/01, 01/02, 04/11
Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: 
POLICY: 
Non-Profit Vendors

Non-profit vendors (such as the American Cancer Society), who have educational materials to display will be allotted exhibitor space at no charge.  One workshop registration, including lunch and breaks, will be included in exchange for the educational materials.

Commercial Vendors

Commercial vendors (such as pharmaceutical representatives, contract abstracting firms, or registry software vendors) will be allotted exhibitor space for a charge of $100 per workshop. One registration, including lunch and breaks, will be included.  The fee may be waived with permission of the MCRA Executive Committee if the vendor contributes sufficient merchandise, educational materials, or in-kind support to MCRA
All Vendors
Vendors will be notified by the Professional Development Committee of approximate anticipated attendance, the size of exhibitor space, availability of electrical and phone hookups, and any facility-specific policies so they can appropriately tailor their exhibit sizes and types.

Vendors will be encouraged to donate materials for door prizes or attendee gifts, if possible.

Vendors will be responsible for obtaining any necessary sales tax permits.

PROCEDURE: Interested vendors will notify Professional Development regarding their interest to display at the MCRA workshop.  

Dear 

The Minnesota Cancer Registrars Association (MCRA) welcomes both educational and commercial vendors at its semiannual educational workshops.  We are now extending an invitation to those vendors who exhibited at the recent NCRA and/or NAACCR conferences to provide a display at MCRA conferences.  Our workshops usually have approximately 60-75 registrars from Minnesota, Wisconsin, and North and South Dakota in attendance.  

Vendors wishing only to distribute educational materials free to our members will be provided with a table at no charge.  Vendors who are promoting commercial products or services will be charged a fee of $100 per table.  All tables will have room for a larger display either behind or on top of the table.  Vendors are responsible for all arrangements and fees related to rental equipment or electrical and phone hook-ups.  Each exhibitor will receive one workshop registration, including lunch and refreshments.  We also request that all exhibitors provide us with materials or merchandise that can be used for participant gifts or door prizes, if possible.

The next MCRA workshop will be <DATE>, at <FACILITY> in <CITY>.  If you would like more information, or to apply to have an exhibit, please contact <PDC CHAIR> at <PHONE>.

Thank you very much for considering an exhibit at the MCRA workshop.

Sincerely,

Professional Development Committee Chair

TITLE: Student Attendance at Workshops 
Policy Number: PD.04

Original:  




Reviewed: 07/2015
Revised: 06/98, 06/02, 07/03, 04/11

Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: 
POLICY: Anyone formally registered in a college-level health information program is eligible to attend MCRA workshops at a reduced fee.  The fee will be used to cover the cost of the food provided.

PROCEDURE: The Professional Development Committee will include a student rate on the registration form for all workshops. This rate will be set by the Executive Committee, after the member rate has been determined.

The Communications and Professional Development Committees will include the availability of a student workshop rate in any publications/notifications concerning MCRA workshops.  MCRA members speaking before student groups will also publicize the availability of student rates for workshop attendance.

TITLE: CTR Exam Preparation Materials 
Policy Number: PD.05

Original:  




Reviewed: 07/2015
Revised: 07/03, 04/11



Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: To ensure MCRA members have current materials to successfully pass the CTR exam.

POLICY: MCRA will maintain a selection of CTR exam preparation materials to be loaned to members who are studying for the exam.

MCRA members may borrow each item for one month, and they may borrow only one item at a time.  Materials may be borrowed for additional time if no other members request them.  Materials loaned out for additional time must be returned immediately if they are requested by another member who has not previously borrowed them.
PROCEDURE: The Professional Development Committee will annually review materials currently held by MCRA and evaluate whether they are current and of high quality.  The Committee will also identify any new or revised materials issued since the last review, and determine whether new materials need to be purchased, keeping in mind the anticipated revision dates of key coding/reference books that are covered on the exam.  If new materials are needed, the Committee will determine which materials are of the highest quality at a reasonable cost, and purchase the materials.  Invoices will be forwarded to the Senior Treasurer for payment.

The Professional Development Committee will provide the materials to members, and maintain a tracking system to ensure that they are returned on time.

TITLE: CTR Exam Acknowledgment 
Policy Number: PD.06

Original:  




Reviewed: 07/2015
Revised: 07/03, 04/11



Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE: To recognize MCRA members have successfully passed the CTR exam.

POLICY: MCRA members who pass the CTR exam will be presented with a token acknowledgment. This gift will generally be a key chain or pin with the designation “CTR”. 
The CTR Committee will be a subcommittee of the Professional Development Committee.

PROCEDURE: The CTR Committee will select and purchase the appropriate gifts and present them to the new CTRs at the first workshop following official notice from NCRA in The Connection stating the member has passed the exam. The person purchasing the gifts will submit receipts and a request for reimbursement to the MCRA Treasurer, and the Treasurer will issue a check.
TITLE: Speaker Honoraria and Expenses
Policy Number: PD.07

Original:  




Reviewed: 07/2015
Revised: 11/03, 03/05, 04/11


Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PURPOSE:
POLICY: MCRA will provide an honorarium to speakers who make presentations at official MCRA workshops.  Invited local speakers will receive a $100 honorarium and a thank-you note.

MCRA will reimburse expenses for invited speakers from national organizations according to the policies and conditions of the organization.  These speakers will not receive an honorarium unless it is included in the arrangements worked out with the organization.  All expense requirements and estimates will be provided to MCRA prior to booking the speaker.

MCRA members who speak on behalf of national organizations will be provided with a complimentary workshop registration and mileage reimbursement upon request.  Additional expenses may be provided at the discretion of the Executive Committee.

PROCEDURE: For invited local speakers, the Professional Development Committee Chair writes a thank-you note, gets a check for $100 from the Treasurer to include in the note, and presents it to the speaker after his/her presentation.

For speakers from national organizations, the Professional Development Committee Chair works out the arrangements with the organization and obtains Executive Committee approval of the anticipated expenses prior to the workshop.  The Professional Development Committee Chair then works with the Treasurer to reimburse the expenses according to the approved arrangements.  The Professional Development Committee Chair writes a thank-you note and presents it to the speaker after his/her presentation.

For MCRA members who speak on behalf of national organizations, the member and the Professional Development Committee Chair work out the arrangements and obtain Executive Committee approval if necessary.  The Professional Development Committee Chair writes a thank-you note and presents it to the speaker after his/her presentation.  The speaker submits a mileage reimbursement request, or receipts for other pre-approved expenses, to the Treasurer, and the Treasurer issues a check.

TITLE: Workshop Host
Policy Number: PD.08

Original:  01/04



Reviewed: 07/2015
Revised: 04/11



Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PUROPSE: 
POLICY: The facility hosting an MCRA workshop will receive one free registration for that workshop.  The person receiving the registration need not be an MCRA member, but must be an employee of the facility’s Cancer Registry.

PROCEDURE: The host facility will select a staff member to receive the free registration.  That person will send in his/her registration form marked “Host”, and will not enclose any payment.
TITLE: Workshop Stipend Drawing
Policy Number: PD.08
Original: 03/04


Reviewed: 07/2015
Revised: 07/04, 04/11


Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PUROPSE: 
POLICY: A drawing will be held at each MCRA workshop to award one active member a free registration for the next workshop.  Members need not be present to win.  A member receiving a free workshop will not be eligible to enter the drawing again until the third year following the free registration.  Previous free workshop registrations awarded to host facility staff or to Outstanding Member recipients have no bearing on eligibility for this drawing.

The Executive Committee may suspend or reinstate this policy at any time based on the financial situation of the Association.  

PROCEDURE: The Membership Chair will provide a list of eligible active members’ names.  The Professional Development Chair will conduct a drawing during each workshop. The person selected will send in his/her registration form for the following workshop marked “free drawing”, and will not enclose any payment.
TITLE: Checks for Incorrect Amount
Policy Number: Treas.01

Original: 06/03


Reviewed: 07/2015
Revised:  04/11


Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PUROPSE: 
POLICY: MCRA will not accept checks that are made out for an incorrect amount.
PROCEDURE: Incorrect checks will not be deposited.  The Treasurer will return the incorrect check to the sender with a request to resubmit a check made out for the correct amount.  The sender will not be assessed any applicable late fee if the original check was received before the specified deadline for that activity.
TITLE: Donated Expenses
Policy Number: Treas.02

Original:




Reviewed: 07/2015
Revised:  11/03, 04/11


Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PUROPSE: 
POLICY: MCRA will keep track of supplies, services, and time donated by members or their employers.  Examples of donated expenses include copying, postage, door prizes, and long-distance phone calls.  The Association needs to know the value of donated expenses in order to plan a budget in the event that donations cease.

Donated mileage expense should be reported at the current IRS rate.

PROCEDURE: All members responsible for obtaining donated items or services will complete the “Estimated Donated Expenses” form and submit it to the Treasurer at least quarterly.
ESTIMATED DONATED EXPENSES
DATE ____________________________

NAME _________________________________________________   

OFFICE/COMMITTEE ___________________________________

EXPENSES DONATED BY_____________________________________________________

· COPIES 
        ________________________________________

· POSTAGE        ________________________________________

· TELEPHONE   ________________________________________

· SUPPLIES        ________________________________________

· MILEAGE        ________________________________________

· OTHER 
        ________________________________________

· ESTIMATED TIME COMMITMENT/HOURS ______________

TOTAL $ ___________________________

TITLE: Deposits to Accounts
Policy Number: Treas.03

Original:




Reviewed: 07/2015
Revised:  07/05, 04/11


Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PUROPSE: 
POLICY: All deposits to MCRA bank accounts will be made in a manner so as to reduce the chances of the deposit being lost and to maximize the ability to trace the deposit.
PROCEDURE: The Treasurer will make all deposits to MCRA bank accounts by hand-delivering the deposit to the bank, or by sending the deposit via certified mail, return receipt requested.

TITLE: Annual Membership Renewal
Policy Number: Mem.09

Original: 04/11



Reviewed: 07/2015
Revised:  




Replaces:  -

Responsible Person Unit/Committee: Executive Committee
PUROPSE: 
POLICY: Annual membership renewal/update is performed on an annual basis.  Annual dues must be received by February 1 of each year.

PROCEDURE: Membership Chair will review and update the membership application.  

Membership Committee will send a reminder to the membership each year by December 15.  This will include a copy of the membership application, a link to the MCRA website and reminder that dues must be submitted by February 1.

Checks received by the Membership Chair will be sent to the Treasurer within two weeks.

Membership chair will update the MCRA membership roster and distribute to all members by March 15.
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