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Indiana Cancer Registrars Association
Policy and Procedure


Committee: 			MEMBERSHIP

Written by: 			Unknown

Date of Initial Approval:	Unknown

Last Revision by: 		Martha Hill, CTR

Revision Dates: 		9/1993, 10/2005, 10/2008, 11/2011, 09/2017

Date Last Reviewed:		11/2011, 09/2017

Appointed by: 			President

Term of Committee: 		One (1) year term

Composition: 		Committee chair and one (1) or more committee members
				optional.

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

POLICIES:
1.0 	Membership is a standing committees of ICRA. The committee approves and
	processes applications for membership, conducts membership drives, keeps on
	file all membership applications, and is responsible for coordinating and
	maintaining the membership directory.
2.0 	Membership dues are paid on a yearly basis, are due on April 1, and are
	delinquent after June 1. All dues are non-refundable and are not
	transferable if paid by an individual. Applications are accepted up to 60 days
	prior to an ICRA Annual Fall Conference.
3.0 	There are four classes of membership: Active, Associate, Student and Honorary.
4.0 	Any member who violates the By-laws or Code of Ethics of ICRA shall be
	expelled from the membership by a two-thirds vote of the Executive Committee,
	following a hearing.

PROCEDURES:
1.0	 Appoint committee members if needed.
2.0 	Mail membership applications in Late January/Early February.
2.1	Send a membership application and dues statement to current members
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2.2 	Send an ICRA information brochure, application form, and introduction
		letter to prospective members
	
3.0	When application is returned
	3.1 	 Make two copies of checks; one copy is sent to treasurer, one is kept in 						membership notebook.  Checks may be scanned and e-mailed to treasurer
	3.2 	If a Fifth Third Bank is close to Membership chair – deposit checks, if not,
		send checks to treasurer for deposit.  If  Membership Chair deposits checks,
make a copy of deposit slip for Membership book and mail the original to the
Treasurer with check copies.  Treasurer may opt to review deposits via the Fifth Third on-line 
Banking.
4.0	Obtain the new ID and Password for the Web site.
	4.1	Make business cards with the ID/Password
5.0 	Send membership card, letter/receipt and ID/Password card to member
6.0 	Update membership directory
	6.1 	If members home address is preferred mailing address put work name in
		parenthesis under member’s name. If work address is listed no parenthesis
		are included.
7.0 	Send Webmaster changes regularly. The Webmaster will update the on-line
	membership directory and downloadable directory file. The Webmaster also
	keeps a listing of the current email addresses for all members.
8.0 	File applications in alphabetical order in manual.
9.0 	Attend all Executive Board meetings
10.0 	Submit report of activities to the public relations chairman for publication in the
	Indiana Abstract.
11.0 	Prepare membership annual report and submit to the President before Fall
	Conference
12.0 	Policy & Procedures
12.1 	Before the last board meeting, review the policy and procedures, revise as necessary, request approval from the board for the revisions and submit a final copy to the Secretary.
13.0 	Tax Exempt Status
	13.1 	Use ICRA tax ID number to avoid sales tax on purchases for ICRA
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