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Liaison:	AMERICAN CANCER SOCIETY – GREAT LAKES DIVISION

Written by:			Patricia O’Leary, RHIT, CTR

Date of Initial Approval: 	1993

Last Revision by:		Martha A. Hill, AAS, CTR

Revision Date:		11/1993, 11/1994, 11/1995, 11/2005, 10/2017

Liaison Appointed by:	Election of the Secretary per By-laws

Term of Liaison:		One (1) year term

Required Reports:	Progress reports for each Board of Directors meeting including special projects and expense report; budget; The Indiana Abstract newsletter article(s); annual report to the members

POLICY:	
1.0 Attend all ICRA Board of Directors meetings.
2.0 Communicate relevant information about the American Cancer Society to the ICRA Board of Directors and members. 
3.0 Serve as a resource for American Cancer Society programs that can be helpful to the cancer programs in Indiana hospitals.
4.0 Provide educational materials for attendees at the ICRA Fall Conference. 
5.0 Submit articles for the Indiana Abstract newsletter in a timely manner. 
6.0 Provide an update and display of materials available through the American Cancer Society at the ICRA Fall Conference and work with the ACS representative to provide speaker, materials, and other educational programs for the ICRA members.

PROCEDURE:

1.0 Term of Position:   The term of the Liaison position begins at the end of the Annual Fall Conference and runs through the year to the following Annual Fall Conference.  
2.0 Composition:  There shall be one (1) person determined by the election of the Secretary, as this position is per by-laws a portion of their duties.
3.0 Responsibilities:
3.1 Attend all board meetings
3.1.1 Let the President know in advance if you cannot attend the meeting.
3.1.2 Prepare a status report to be presented in writing at each Board meeting.
3.1.3 Make copies of the reports for the President and Secretary.   If you are unable to attend the meeting, a report should be mailed to the the President to be presented in your absence.
3.1.4 Complete other special assignments relevant to the relationship with the American Cancer Society.
3.2 Communication:
3.2.1 Provide relevant information to the Board and members regarding programs, materials that are available from the American Cancer Society.
3.2.2 Let the American Cancer Society know the initiatives of the Indiana Cancer Registrars Association so they can offer assistance when applicable.
3.3 Educational Workshops:
3.3.1 Determine if speakers are available through the American Cancer Society Organization if the Indiana Cancer Registrars Association is providing workshops for the membership.
3.3.2 Assist the American Cancer Society with handouts if appropriate at educational opportunities.
3.3.3 Have a representative from the American Cancer Society attend the ICRA Fall Conference and staff the vendor display.
3.4 Article for the Indiana Abstract:
3.4.1 Write articles about the activities of the American Cancer Society  
That would be helpful to Hospital Oncology Programs.
3.4.2 Send a copy of the Indiana Abstract to the ACS representative.
3.5 Annual Fall Conference:
3.5.1 Provide an American Cancer Society Display in the vendor room. 
3.5.2 Provide pertinent literature at the display
3.5.3 Address the membership with the ACS Liaison Report and be	 prepared to answer questions about the report.	
3.5.4 Ask a representative from the American Cancer Society to attend the Fall Conference and be at the display to answer questions from the attendees.
4.0 Policy & Procedures
4.1 Review and revise the policy & procedures annually at the conclusion of this term.
5.0 Tax Exempt Status
5.1 Use ICRA tax ID number to avoid sales tax on purchases for ICRA. 
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