ISRT BOARD OF DIRECTORS POLICY AND PROCEDURE MANUAL

V.

SECTION V EXECUTIVE STAFF JOB DESCRIPTIONS

EXECUTIVE STAFF JOB DESCRIPTIONS

A. Communi cati ons Manager

s Job Description

1. AQualifications

a.

The Communications Manager must be an individual knowledgeable in editing and
publication.

2. Employment

a.

Employment is by two-thirds vote of the Board of Directors.

b. Theterm of employment may be terminated by a two-thirds vote of the Board of Directors.

3. General Duties of the Communications Manager

All executive staff, when on official business for the board or the Society, are official

spokes me n . The staff me mber s’ wor ds, whet her

reports, are interpreted to reflect the board and the Society policies. For this reason, each
staff member must be conscious at all times of what he is saying or writing, how it might be
interpreted by others and whether he is truly reflecting established policies. In the event
that a delegate is approached verbally or in writing regarding a concern/issue, the Chairman
of the Board shall be notified immediately and then the Chairman of the Board will consult
with all board members prior to giving a response. (Refer to Board Policy and Procedure
Section IIl. C. Communications Policy.)

Under the direction of the ISRT Board of Directors and in coordination with the Executive
Secretary, the Communications Manager is responsible for editing, layout, pictures and
captions of The Indiana Journal of Radiologic Technology and other communications as
assigned by the ISRT Board of Directors.

1) The Executive Secretary shall typeset all material and send information to the
Communications Review Committee for review.

2) The Communications Manager iis responsi bl

the final layout of the Journal in page numbers that are multiples of four (4) so the
number of pages printed is the most cost effective. The Communications Manager

will provide placementofpict ur es and captions with

possible.

3) The Executive Secretary will complete the typesetting and insertion of pictures and
captions. The Executive Secretary will work with the Communications Manager to

make final adjustments to the | ayout

text runs over to the next page, etc. Once the Executive Secretary completes the
typesetting for insertion of pictures, etc., the Executive Secretary will send the
completed journal by fax or email to the Communications Manager for a final
check. The final check will be to only proof for major errors, check the Table of
Contents, page numbering, etc. The intent is not to make small, minute changes,
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ISRT BOARD OF DIRECTORS POLICY AND PROCEDURE MANUAL

SECTION V EXECUTIVE STAFF JOB DESCRIPTIONS

major moving around of information, etc. so as not to delay printing and
distribution deadlines.

4) The Executive Secretary will select a printer, with board approval, to print and mail
the journal according to established deadlines. The Executive Secretary will supply
the copy ready journal to the printer in the desired format.

c. The Communications Manager is responsible for overseeing what is posted on the ISRT
website and provides direction to the Webmaster.

1) The Communications Manager will provide information to the Webmaster to post
on the website as needed. The Communications Manager is the only individual that
can direct the Webmaster to post new information on the website.

2) The Webmaster will update items on the website as needed. The Executive
Secretary will provide updates for items currently posted on the website directly to
the Webmaster as well as communicating those updates to the Communications
Manager.

d. Serve as a liaison with the Webmaster.
e. Serve as a liaison with Advance Newsmagazine
4. Specific Duties of the Communications Manager

a. The Communications Manager will choose what will be published under the direction of the
Board of Directors and the Communications Review Committee.

b. The Communications Manager shall utilize professional discretion when selecting pictures
for printing. Pictures which might be potentially embarrassing for an individual or the
Society will not be selected for printing.

c. Solicit quality articles and information on topics and issues of interest to the membership
for publication.

d. The Communications Manager has the right to hold material for publication at a later date.

e. TheJOURNAL or newsletter will be printed two times a year provided that there is adequate
material: fall/winter and spring/summer. Deadline dates will be published.

f. The Communications Manager shall coordinate activities listed in the Advance Contract.
(See Advance Contract for specifics)

g. Solicit commercial sponsorship for the ISRT website and relay the information to the
Webmaster.

h. Provide information to the Webmaster to post and/or update items on the website as
needed. The Communications Manager is the only individual that can direct the Webmaster
to post new information on the website.
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Respond to any requests for paid advertisements according to the fee structure established
by the Board of Directors. Provide a copy of the contract for all advertisers.

Transfer all funds received from advertisements to the Treasurer.
Provide the Executive Secretary with the names and mailing addresses of all advertisers.

The Communications Manager is required to attend the Annual Conference in order to take

pictures. For the Annual Meeting, the Communications Manager is required to be in

attendance all day Thursday, includingtherec ept i on and through the
luncheon on Friday.

. If the Communications Manager is unable to complete a job responsibility, attend a
meeting, etc., it is the responsibility of the Communications Manager to inform the
Chairman of the Board in writing as soon as possible.

If the Communications Manager is unable to fulfill their job responsibilities at a meeting,
and a replacement is appointed for that meeting, the replacement should receive the
benefits of that position excluding salary.

The Communications Manager is responsible for taking pictures at the Annual Meeting and

any other official meetings/functions of the ISRT for historical purposes and for use in the

ISRT Journal, newsletter and/or on the website. The Communications Manager shall select
appropriate pictures and provide captions for use in each issue of the JOURNAL, website

and any other publications. sndmesevhesa&glti ons
possible. The Communications Manager should attempt to take pictures of different ISRT

members in attendance to use in the Journal when at all possible. The Communications

Manager should be close to the head table during lectures, the Open Forum and Business
Sessions in order to obtain high quality

Routine pictures to take at the Annual Meeting:
1. Annual Meeting Committee
Participants at the meetings
Commercial Exhibit area and Representatives
Registration desk and committee
Business Sessions
Outgoing Board
Incoming Board
Incoming and Outgoing President
Incoming President alone
. Outgoing President alone
. Incoming President and whoever installs
. Incoming and outgoing President passing gavel
. Incoming President with gavel
. Pictures during the installation ceremony
. Any special requests by the President
. Essay and Exhibit Award winners
. Any Special Award Winners: Life Membership, etc.

OO NU A WN
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SECTION V EXECUTIVE STAFF JOB DESCRIPTIONS

18. Picture of all scientific exhibits
19. Attitude Adjustment Reception
20. Basket raffle winners
21. Past President's luncheon
22. All past Presidents in attendance at the luncheon
23. All Life and Honorary members in attendance at the luncheon
24. Executive Staff for coming year
Communications Manager, Director of Competitions, Executive Secretary,
Historian, Parliamentarian, Webmaster
25. Outgoing Student pages with Mentor
26 Incoming Student pages with Mentor
27. Outgoing Committees
9 Bylaws, Legislative Liaison, Tellers

p The Communications Manager is responsible for annually archiving digital images of ISRT
activities on CD-ROM. One copy of the CD will be distributed to the Executive Secretary, the
Historian and the archiving company.

g. Submitall expenses with receipts and a completed voucher to the Chairman of the Finance
Committee and the Treasurer within 30 days of the actual expense.

r. Submit written board reports as requested.

s. Secure and retain on file release forms for material to be published from all authors and/or
editors of previously published material.

t. Maintain accountability for quality and appropriateness of all printed material and accuracy
of unsigned material.

u The Communications Manager’'s equipment i ncl
1) Cannon camera
2) Cannon Digital camera with case and battery charger

Paid Employee Agreement

a. Upon acceptance of the position of the Communications Manager and appointment by the
Board of Directors, a paid employee agreement must be signed by the Communications
Manager, the ISRT President and the Chairman of the Board. The agreement lists salary and
payment schedule.

Forms

Publication Guidelines

Journal Release Form

Journal Prospective Advertiser Letter
Journal Advertiser Renewal Letter
Journal Advertising Contract

Journal Advertising Rates

"m0 oo oo
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Website Prospective Sponsor Letter

Website Prospective Sponsor Registration Form
Website Sponsor Renewal Letter

Advance contract

EE

COMMUNI CATI ONS MANAGER'™S JOB DESCRI PTI ON

ADOPTED: 10/83

AMENDED: 6/84, 9/86, 9/87, 9/88, 4/89, 9/90, 9/91, 9/93, 9/94, 9/97, 9/98, 9/99, 7/00, 1/01, 7/01, 1/02,
7/02, 7/03, 8/03, 03/04, 09/04, 07/05, 07/06, 11/06, 9/07
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PUBLICATION GUIDELINES

1. Information for publication may be submitted by the following individuals:

a. PRESIDENT--A report for every issue, keeping the members updated on Society activities.
b. PRESIDENT-ELECT--Any information pertaining to duties of the office.

c. CHAIRMAN OF THE BOARD--A report on the activities of the board.

d. BYLAWS--Any bylaw changes must be presented to the membership thirty days prior to the

Annual Conference. Therefore, bylaws to be printed in the JOURNAL or newsletter must be
submitted for the issue prior to the Annual Conference.

e. EDUCATIONAL MEETING CHAIRMEN--Advance notice should start well in advance with
progression from date and place to full schedule of classes and registration form.

f. ALLOTHER COMMITTEE/TASKFORCE CHAIRMEN--Any other news or information pertinent
to the members as requested by the board or Communications Manager.

2. All information should be submitted in an electronic format using Microsoft Word.

3. Ifthe information is to be in a special format, a printed copy of the information must be included with
the electronic file. Anyillustrations, or photographs must be originals, must be identified and be ready
for printing unless prior arrangements have been made with the Communications Manager.

4. Any other material submitted must have the author's full name and address. Previously published
articles must have written permission to reprint by the publisher and author. If the submission is a
paper/manuscript, the author must also send a computer disk with the material.

5. Although it is the responsibility of the Communications Manager to edit and proofread, it is requested
that every effort be made to have correct punctuation and spelling.

PUBLICATION GUIDELINES
ADOPTED:
AMENDED: 11/06
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SECTION V EXECUTIVE STAFF JOB DESCRIPTIONS
ISRT LETTERHEAD

JOURNAL RELEASE FORM

| hereby give my permission to the Communications Manager of THE INDIANA JOURNAL OF RADIOLOGIC
TECHNOLOGY or newsletter, to use my article

in the issue of THE

INDIANA JOURNAL OF RADIOLOGIC TECHNOLOGY or newsletter to be published

Signed

Title

Date

Other provisions as noted:

Signed

Communications Manager, The Indiana Journal of Radiologic Technology or newsletter

JOURNAL RELEASE FORM
ADOPTED: ?, Entered 9/91
AMENDED: 7/00
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SECTION V EXECUTIVE STAFF JOB DESCRIPTIONS

ISRT LETTERHEAD

Address
City, State, Zip

Name
Company Name
Address
City/State/Zip

Date
Dear Name,

| am presently serving as the Communications Manager of The Indiana Journal of Radiologic Technology and
newsletter. As the Communications Manager, | am responsible for soliciting new advertising to be included
in future issues of the publications. The Indiana Society of Radiologic Technologists would be pleased to
include (company name) as a new advertiser in our journal and newsletter.

The Indiana Journal of Radiologic Technology and newsletter, the official publications for the ISRT, are
published two times a year with a circulation of approximately 1000. The publications are read by radiology
department managers, chief radiologic technologists, staff radiologic technologists, radiologic technology
educators, radiation therapists, nuclear medicine technologists, radiologic nurses, student radiologic
technologists and sonographers throughout Indiana. The publications also reach technologists in Kentucky,
Michigan, Ohio and West Virginia.

For your information | have included a copy of the ad sizes and rate structure. | have also included a copy of
the (current issue) of the JOURNAL and newsletter for your perusal. If you are interested, please do not
hesitate to call or write. | have included my address and phone number. | look forward to hearing from you
and doing business with your company in the very near future.

Sincerely,

Name
Communications Manager, The Indiana Journal of Radiologic Technology and newsletter
Phone
E-mail

JOURNAL PROSPECTIVE ADVERTISER LETTER
ADOPTED: ?, Entered 9/91
AMENDED: 9/98, 7/00, 7/02
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ISRT LETTERHEAD

Address
City, State, Zip

Name
Company Name
Address
City/State/Zip

Date
Dear Name,

Your advertising contract with The Indiana Journal of Radiologic Technology and newsletter will expire with
the (next issue). | appreciate the business association that we have had in the past and look forward to a
continued association with (company name) in the months to come. If you would like to renew your
advertising contract, please complete the attached contract form and return it with the appropriate
remittance. An updated price list has been included for your information.

Correspondence should be directed to:

Name

Communications Manager
Address

City/State/Zip

Thank you for the support that you have shown in the past. | look forward to a continued working
relationship with you in the future.

Sincerely,

Name
Communications Manager, The Indiana Journal of Radiologic Technology and newsletter
Phone
E-mail

JOURNAL ADVERTISER RENEWAL LETTER
ADOPTED: ?, Entered 9/91
AMENDED: 9/98, 7/00
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ISRT LETTERHEAD

THE INDIANA JOURNAL OF RADIOLOGIC TECHNOLOGY AND NEWSLETTER

Agreement between  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
the Indiana Society of Radiologic Technologists, Inc. We, the company, hereby agree to the placement of an
advertisement in The Indiana Journal of Radiologic Technology and newsletter, the official publication of the
Indiana Society of Radiologic Technologists. We agree to purchase a page ad at the cost of

S . This advertisement will be printed in issue(s) of The Indiana Journal of Radiologic

Technology and/or newsletter.

This agreement is signed on this day of ,

Make checks payable to: ISRT

Signed by:

Company Representative Name

Title:

Accepted by:

ISRT Communications Manager name

JOURNAL ADVERTISING CONTRACT
ADOPTED: ?, Entered 9/91
AMENDED: 7/00
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SECTION V EXECUTIVE STAFF JOB DESCRIPTIONS
ISRT JOURNAL AND NEWSLETTER ADVERTISING RATES

J DESCRIPTION DIMENSIONS PRICE

x Full Page 7.25" x 1(S150
g Half Page (Vertical) 3.375"” x 1s120
Sl Haif Page (Horizontal) 7.25" x 4 %120
" Full Page 7.25" x 14(Ss100
I:l__: Half Page (Vertical) 3.375" x 1s80
i Half Page (Horizontal) 7.25" x 4.580
5 Quarter Page 3.375" x 4S540
; Eighth page 3. 37X5."5"x S 25

Business Card 3.375” x 248515

There is an additional $ 35.00 charge for material that is not
sent in print ready digital format.

ADDITIONAL INFORMATION:

Advertisement sizes reflect a standard JOURNAL page size:

Actual PageSizei s 8. 5" x 11"
Actual Printable Area for page is 7.25" x 10"

Margins are:

Top . 5
Bottom . b5
Inside border 7
Outside border 5

JOURNAL ADVERTISING RATES
ADOPTED:
AMENDED: 10/87,11/91, 7/00, 1/03, 2/08
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A limited number of FULL
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ISRT LETTERHEAD

Address
City, State, Zip

Name
Company Name
Address
City/State/Zip

Date
Dear Name,

| am presently serving as the Communications Manager of The Indiana Journal of Radiologic Technology and
newsletter. As the Communications Manager, | am responsible for soliciting new sponsorships for posting
on the ISRT website. The Indiana Society of Radiologic Technologists would be pleased to include (company
name) as a new sponsor on our website at www.ISORT.org.

| would like you to consider a donation to sponsor a link between our website and your organization.

Website links on the ISRT site will help fund scholarships, our member journal, student recruitment into the

radiologic sciences and the educational activities of our memb er s hi p. Al | l'inks wil|
designated home page. Sponsor information will be a single line hyperlink unless the sponsor provides and

electronically formatted logo for display.

The cost of a link is $240.00 per year, prorated monthly. The ISRT calendar year is January through
December. New sponsors will be billed based on the full months left in the year. Upon receipt of payment,
the link will be placed on the webpage within 14 days. Invoices will be sent out 30 days prior to the end of
each calendar year with payment required by January 30™.

I hope you will consider this opportunity to sponsor a link on the ISRT website. | have included a registration
form for your convenience. If you have any questions please do not hesitate to contact me for more
information.

Sincerely,

Name
ISRT Communications Manager
Phone
E-mail

WEBSITE PROSPECTIVE SPONSOR LETTER
ADOPTED: 8/03
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ISRT LETTERHEAD

ISRT WEBSITE REGISTRATION FORM

Name of Company

Mailing address

Contact name

Email contact

Amount enclosed:

The cost of a link is $240.00 per year, prorated monthly. The ISRT calendar year is January through
December. New sponsors will be billed based on the full months left in the year. Upon receipt of payment,
the link will be placed on the webpage within 14 days. Invoices will be sent out 30 days prior to the end of
each calendar year with payment required by January 30",

Online advertisers who wish to submit a graphics logo as their hyperlink must follow the criteria listed below:
Dimensions: 136 x 60 pixels
Image file format: GIF or JPEG

Send this form with payment to the ISRT Communications Manager. If you have a logo file that you would
like us to use over the single line entry format, send the electronic logo file to the Communications Manager

at www.isort.org.

Please make all checks to: ISRT

Send to: ISRT Communications Manager
Name
Address

City, State, Zip

WEBSITE REGISTRATION FORM
ADOPTED: 8/03
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ISRT LETTERHEAD

Address
City, State, Zip

Name
Company Name
Address
City/State/Zip

Date
Dear Name,

Your website link with advertising contract with The Indiana Society of Radiologic Technologists at
www.ISORT.org will expire in (month). | appreciate the business association that we
have had in the past and look forward to a continued association with (company name) in the months to
come. If you would like to renew your website link, please complete the attached registration form and
return it with the appropriate remittance. If thisis a continuing renewal, it is not necessary to send another
logo file.

Correspondence should be directed to:

Name

Communications Manager
Address

City/State/Zip

Thank you for the support that you have shown in the past. | look forward to a continued working
relationship with you in the future.

Sincerely,

Name
Communications Manager, The Indiana Journal of Radiologic Technology and newsletter
Phone
E-mail

WEBSITE RENEWAL LETTER
ADOPTED: 8/03
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B. Director of Competitions' Job Description
1. Qualifications
a. The Director of Competitions shall be an Active, or Life member of the ISRT.

b. The Director of Competitions shall be an individual knowledgeable in evaluation of essays
and exhibit displays.

2. Appointment
a. Appointment is by two-thirds vote of the Board of Directors.
b. Termination of appointment may occur by two-thirds vote of the board.

c. The board shall determine that there are no potential conflicts of interest between the
individual appointed as the Director of Competitions and any of the competitors for the
Annual Meeting exhibit and essay competitions and/or Student Scholarship participants.

3. Specific Duties of the Director of Competitions

a. All executive staff, when on official business for the board or the Society, are official
spokesmen. The staff member s’ words, wheth
reports, are interpreted to reflect the board and the Society policies. For this reason, each
staff member must be conscious at all times of what he is saying or writing, how it might be
interpreted by others and whether he is truly reflecting established policies. In the event
that a delegate is approached verbally or in writing regarding a concern/issue, the Chairman
of the Board shall be notified immediately and then the Chairman of the Board will consult
with all board members prior to giving a response. (Refer to Board Policy and Procedure
Section IIl. C. Communications Policy.)

b. The Director of Competitions shall be directly responsible to the Board of Directors.

c. The Director of Competitions shall review and submit recommendations as necessary for
revisions to the Annual Conference scientific essay and exhibit rules and the Student and
Past Presidents scholarship rules by the 2" board meeting.

d. The Director of Competitions shall conduct and oversee the Annual Conference essay and
exhibit competition and the Student and Past Presidents scholarship competitions according
to the rules set forth in the ISRT board policy and procedure manual, section IIl.

e. The Director of Competitions shall send an announcement of the Annual Conference essay
and exhibit competitions and the Student Scholarship by March 1, to all Indiana
radiography, radiation therapy, sonography, advanced imaging and nuclear medicine
programs, and district Presidents. The announcement should highlight any rules changes
made from the previous year and any problem areas needing emphasis. Rules will be
posted on the website.
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f.  Submit written board reports as requested.

g. Submit all expenses with receipts and a completed voucher to the Chairman of the Finance
Committee and the Treasurer.

7. Letter
a. Rule Changes/Invitation to compete letter
DIRECTOR OF COMPETITIONS' JOB DESCRIPTION

ADOPTED: 4/87
AMENDED: 9/87, 9/90, 9/91, 9/93, 9/94, 9/95, 9/97, 9/98, 9/99, 7/00, 1/01, 7/01, 3/02, 7/03, 8/03
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ISRT LETTERHEAD

Address
City, State, Zip

Date
Dear Radiologic Science Professionals,

Now is a wonderful time to become involved in the Indiana Society of Radiologic Technologists, your
professional society. The ISRT is again sponsoring the Jancosek Essay Competition and the Richard C.
Marks Scientific Exhibit Competition at the (year) Annual Conference in (city) to be held
(month, day, year).

Please consider participating in this educational activity. The complete essay and exhibit rules are
available on the ISRT website at www.ISORT.org. The information listed below highlights any major rule
changes from last year:

(List any major rule changes)

I ook forward to your participat i onatioh pleastdhi s vy e al
not hesitate to contact me.

Sincerely,

Name
Director of Competitions
Phone
E-mail

ANNUAL MEETING RULE CHANGES/INVITATION TO COMPETE LETTER
ADOPTED: 9/99
AMENDED: 7/01
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C. Executive Secretary's Job Description
1. Qualifications
a. The Executive Secretary must be an individual knowledgeable in secretarial duties.
2. Employment
a. Employment is by two-thirds approval of the Board of Directors.
b. Theterm of employment may be terminated by a two-thirds vote of the Board of Directors.
3. Specific Duties of the Executive Secretary

a. All executive staff, when on official business for the board or the Society, are official
spokesmen. The staff member s’ words, wheth
reports, are interpreted to reflect the board and the Society policies. For this reason, each
staff member must be conscious at all times of what he is saying or writing, how it might be
interpreted by others and whether he is truly reflecting established policies. In the event
that a delegate is approached verbally or in writing regarding a concern/issue, the Chairman
of the Board shall be notified immediately and then the Chairman of the Board will consult
with all board members prior to giving a response. (Refer to Board Policy and Procedure
Section IIl. C. Communications Policy.)

b. The duties of the Executive Secretary shall be as defined in Roberts Rules of Order, Newly
Revised, but may be modified by the Board of Directors.

c. The Executive Secretary shall act under the immediate supervision of the Board of Directors.

d. The Executive Secretary shall send a notice of board meetings to all board members,
committee/taskforce chairmen, student page(s) and executive staff six (6) weeks in advance
of the board meeting. All reports received shall be distributed to voting board members
and the Executive Secretary at least two (2) weeks in advance of the meeting.

e. The Chairman, Secretary, and Executive Secretary shall prepare the agenda for the board
meetings. An agenda will be sent to all board members, student page(s),
committee/taskforce chairmen and the executive staff at least one week prior to the board
meeting.

f. The Executive Secretary shall record and transcribe the minutes of the board meetings,
business sessions of the Annual Conference and any special meeting of the Society that
occurs (Executive Session excluded) with the assistance of the Secretary.

1) The minutes of all board meetings, business sessions and open forum shall be typed in
the adopted format. (See appendix.) The Action Worksheet and the first page of the
minutes shall be typed on ISRT letterhead.

2) Within 4 weeks, the minutes of the board meetings shall be transcribed and sent to the
Secretary and the Chairman of the Board to review for changes or corrections.
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3) Within six (6) weeks following the board meeting, the minutes shall be distributed to
the voting members of the board.

4) All original reports submitted during the term of office for any meeting shall be keptina
binder along with the approved original minutes for the meeting.

5) All original reports and original minutes for the term of office, shall be transferred to
the Historian by December 31 of each year.

6) The Executive Secretary shall retain a copy of all board minutes for two (2) years.

7) Within 30 days of the close of the Annual Conference, the minutes of the business
sessions shall be transcribed and sent to the Secretary and the Chairman of the Board.
The chairman and Secretary shall review the minutes for changes or corrections. After
review by the Chairman of the Board and Secretary, the Executive Secretary shall send
the minutes to the voting members of the board.

8) Minutes from the board meetings, Annual Meeting and any special meetings, shall be
reviewed, corrected and approved by the board at the next board meeting. Following
approval, the Executive Secretary shall correct the minutes, stamp each page of the
original minutes with the approval stamp, sign and date each page of the original
minutes.

10) All approved original minutes shall be kept in a binder by the Executive Secretary.

11) The Executive Secretary shall retain for 2 years, a copy of the minutes from board
meetings, Annual Conference and any special meeting of the society that occurs.

Receive and process all new ISRT membership applications. Verify fees and status. Prepare
and mail membership certificates, appropriate membership card indicating type and
duration of membership and new member information.

Send dues renewal notices by January 1 of each year. Verify fees and status as received.
Update all records. Mail new membership card indicating duration of membership.

Send second dues notice by February 15 of each year to all delinquent members. Members
not renewed by April 1 of the new dues year will be deleted from the membership roll.

Transfer all monies to the Treasurer.
Supply an official list of membership, upon request, to officers or committee chairmen.

Provide mailing labels upon request to officers and committee chairmen. Mailing label
requests for non-ISRT functions must be approved by the Chairman of the Board prior to
distribution of the labels.

. Maintain a current mailing list of accredited schools of radiologic technology, nuclear
medicine, radiation therapy and sonography and hospitals in Indiana.
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Maintain a current mailing list of hospitals in Indiana, facilities with radiation therapy and
mammography and commercial representatives.

Maintain a permanent mailing address for the Society.
Provide a summation of activities of the Executive Secretary at each board meeting.

Purchase and maintain all certificates, plaques, awards and brochures used by the ISRT and
provide those certificates and brochures as needed.

Purchase and maintain all official stationery and forms used by the Board of Directors and
distribute when requested.

Update bylaws and special rules with changes after each Annual Conference. Typeset the
approved changes for publication and distribution to the membership in the first issue of
the JOURNAL or Newsletter following the Annual Conference.

Maintain and update the current ISRT board policy and procedure manual.

Coordinate with the Tellers Committee Chairman to typeset, print and mail the ballots and
candidate biographies for the mail ballot election.

Verify Active status of all incoming board members 14 days prior to installation on the
Board of Directors.

Verify membership status of incoming committee/taskforce chairmen and members and
executive staff to the President-Elect prior to the Annual Conference.

Typeset all Society information including the JOURNAL, Newsletter, Website, advance
registration brochures/booklets and final program booklets for the Annual Meeting, One
Day Seminar brochures, attendance verification forms and any other information as
directed by the board. The Executive Secretary will select a printer, with board approval, to
print and mail materials according to established deadlines. The Executive Secretary will
supply the copy ready information to the printer in the desired format.

Under the direction of the ISRT Board of Directors and in coordination with the
Communications Manager, the Executive Secretary is responsible for typesetting, printing
and mailing The Indiana Journal of Radiologic Technology and/or a newsletter.

1) The Executive Secretary shall typeset all material and send information to the
Communications Review Committee for review.

2) The Communications Manager is responsible
final layout of the Journal in page numbers that are multiples of four (4) so the number
of pages printed is the most cost effective. The Communications Manager will provide
placementofpict ur es and captions with individual?’

3) The Executive Secretary will complete the typesetting and insertion of pictures and
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SECTION V EXECUTIVE STAFF JOB DESCRIPTIONS

captions. The Executive Secretary will work with the Communications Manager to make
final adjustments to the | ayout of
over to the next page, etc. Once the Executive Secretary completes the typesetting for
insertion of pictures, etc., the Executive Secretary will send the completed journal by fax
or email to the Communications Manager for a final check. The final check will be to
only proof for major errors, check the Table of Contents, page numbering, etc. The
intent is not to make small, minute changes, major moving around of information, etc.
so as not to delay printing and distribution deadlines.

4) The Executive Secretary will select a printer, with board approval, to print and mail the
journal according to established deadlines. The Executive Secretary will supply the copy
ready journal to the printer in the desired format.

Provide a complimentary copy of each issue of the JOURNAL and/or newsletter to all paid
advertisers, all contributors to ISRT educational meetings, the ASRT Executive Officer, ASRT
President, President of the Indiana Radiological Society, President of the Indiana Radiology
Business Management Association, RT ADVANCE, past ISRT Presidents who are not currently
members, and editors of state affiliates who reciprocate in kind.

Coordinate with the Historian and Communications Manager to archive ISRT documents.
The Executive Secretary shall maintain a copy of the recording medium of archived historical
data.

The Executive Secretary is required to attend the Annual Conference. For the Annual
Conference, the Executive Secretary is required to be in attendance all day Thursday,
including the reception and through t

If the Executive Secretary is unable to complete a job responsibility, attend a meeting, etc.,
it is the responsibility of the Executive Secretary to inform the Chairman of the Board in
writing as soon as possible.

If the Executive Secretary is unable to fulfill their job responsibilities at a meeting, and a
replacement is appointed for that meeting, the replacement should receive the benefits of
that position excluding salary.

Immediately following the Annual Conference and prior to the ASRT nominations deadline,
send the names and address of all incoming officers, executive staff and affiliate delegates
to the ASRT Executive Office.

Coordinate the selling of any ISRT merchandise.

Maintain the approved educational meeting guideline manuals. Provide a CD of the
manuals to the President, current and incoming General Chairmen and Vice Chairmen of all
educational meetings.

When educational meetings are completed, inventory the supply boxes and restock any
necessary items. Expenses will be paid for out if ISRT operational budgets.

Maintain appropriate letters for the Presidentand President-e | ect ' s dut i
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of the letters to the President and President-elect.
j- Maintain Past President’s pins.

kk. Annually, in January, request a list of technologists in Indiana from the ARRT, designated by
area of registry.

Il. Assist in coordination of information and food for the ISRT Strategic Planning retreat.

mm.  Contact the Governor by June 1 to obtain a proclamation for National Radiologic
Technology Week. As soon as the proclamation is received, distribute the proclamation to
the ISRT board no later than September 1. Make sure the sample proclamation sent to the
Governor’'s offi ce h a She Rroal@naticnomust e Gubmittkda t e s o n
electronically beginning in 2007).

nn. Maintain and store all equipment purchased by the Society for use at ISRT sponsored
educational meetings such as the PowerPoint projectors. Make arrangements to have the
equipment available at any ISRT sponsored educational meetings.

00. Annually, on the first business day of January, renew the affiliate charter with the ASRT and
submit the following:
1) Annual budget/financial statements
2) Affiliate bylaws in agreement with ASRT Bylaws
3) Articles of Incorporation
4) Verification that affiliate officers are ASRT members
5) Annual Conference information for the next year
6) Names and contact information for officers and directors
7) Names and contact information of affiliate delegates and alternates
8) Certificate of good standing verifying corporate existence is valid dated no later than 90
day prior to application being submitted
9) Evidence of IRS recognition of tax-exempt status

pp. Submit all expenses with receipts and a completed voucher to the Chairman of the Finance
Committee and the Treasurer within 30 days of actual expense.

gg. Submit projected budget needs for the JOURNAL and/or newsletter for the coming year to
the Finance Committee by June 1.

rr. The Executive Secretary's equipment includes:

1) Dell Studio Laptop

2) Dell computer and monitor

3) HP Laserlet M1522 MFP Printer, components, accessories and supplies
4) Office furniture

5) Filing cabinet

6) Storage cabinet

ss. The final duties of the year of the Executive Secretary are:
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1) Within 30 days of the close of the Annual Conference, the minutes of the business
sessions shall be transcribed and sent to the Secretary and the Chairman of the Board.
The chairman and Secretary shall review the minutes for changes or corrections. After
review by the Chairman of the Board and Secretary, the Executive Secretary shall send
the minutes to the voting board members.

tt. The Executive Secretary will provide updates for items currently posted on the website
directly to the Webmaster as well as communicating those updates to the Communications
Manager.

4. Computer Contents

a. The Executive Secretary will enter and update as necessary items in the computer as
directed by the Board of Directors.

5. Paid Employee Agreement

a. Upon acceptance of the position of the Executive Secretary and appointment by the Board
of Directors, a paid employee agreement must be signed by the Executive Secretary, the
ISRT President and the Chairman of the Board. The agreement lists salary and payment
schedule.

EXECUTIVE SECRETARY'S JOB DESCRIPTION

ADOPTED: 9/83

AMENDED: 6/84,9/86, 4/87,9/87,9/88,9/91, 9/92, 9/93, 9/94, 9/95, 9/96, 9/97, 9/98, 9/99, 7/00, 10/00,
1/01, 7/01, 7/02, 03/03, 7/03, 8/03, 01/04, 09/04, 07/05, 11/06, 9/07
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ISRT LETTERHEAD

Address
City, State, Zip

The Honorable (Governor's Name)
Office of the Governor

State House, Room 206
Indianapolis, Indiana 46204-2797
Date

Dear Governor ,

Medical imaging and radiation therapy saves lives. Radiologic technologists—the people who operate the
diagnostic equipment and perform the procedures—are an important of the health care team. Yet, few
people are aware of who radiologic technologists are or what they do.

That is why | am writing to you today to request that you issue an official public proclamation helping us
celebrate National Radiologic Technology Week on November 2-8, 2003, and educate the public about our
vital role in modern medicine and patient care. Such a proclamation would coincide with the national
observance of Radiologic Technology Week. This proclamation would add an extra stimulus to our efforts to
focus public attention on the proficient use of medical radiation and the consistent protection of patients
through the services of trained, qualified, and credentialed practitioners in diagnostic radiography, radiation
therapy, nuclear medicine and ultrasound technologists.

On the following page is language that radiologic technologists elsewhere have found to be effective in
summarizing our primary points. | hope this helps, and we thank you for your consideration.

Please forward the proclamation to me at 312 Vista Court, Plainfield, IN 46168.

Sincerely,

Name
ISRT President

REQUEST FOR PROCLAMATION
ADOPTED: ?, Entered 9/91
AMENDED: 9/99, 7/03
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WHEREAS,

WHEREAS,

WHEREAS,
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NRTW PROCLAMATION
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STATE OF INDIANA

EXECUTIVE DEPARTMENT
INDIANAPOLIS

PRACLAMATION

To ALL To WHoM THESE PrReseENTs Moy CoME, GREETING:

the health of our citizens is a major concern and responsibility of
health care professionals serving the citizens of Indiana; and

qualified practitioners specializing in the use of medical
radiation and imaging share a commitment to bring the people
of this state a safer, more compassionate environment; and

professionals in the radiologic sciences are dedicated to the
highest standard of professionalism and maintain those
standards through education, lifelong learning, credentialing
and personal commitment; and

November 2-8, 2004, has been designated as National
Radiological Week to focus on the safe medical radiation
environment provided through the skilled and conscientious
efforts of radiologic technologists;

NOW, THEREFORE, I, JOSEPH E. KERNAN, Governor of the State of Indiana,

ATTEST:

Todd Rokita
Secretary of State

do hereby proclaim November 2-8, 2004,

RADIOLOGIC TECHNOLOGY WEEK

in the State of Indiana, and invite all citizens to take due note of
the observance.

IN TESTIMONY WHEREOF, I have
hereunto set my hand and caused to be
affixed the Great Seal of the State of
Indiana at the Capitol in Indianapolis on
this 19th day of August, 2004.

CHoph Z. Lomaan—

BY THE GOVERNOR:  Joseph E. Kernan
Governor of Indiana

LLULL
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D. Historian's Job Description
1. Qualifications
a. The Historian must be an individual willing to store ISRT historical data and files.
2. Appointment
a. Appointment is by two-thirds approval of the Board of Directors.
b. Termination of appointment may occur by two-thirds vote of the Board.
3. General Duties of the Historian
a. All executive staff, when on official business for the board or the Society, are official
spokesmen. The staff member s’ words, wheth
reports, are interpreted to reflect the Board and the Society policies. For this reason, each
staff member must be conscious at all times of what he is saying or writing, how it might be
interpreted by others and whether he is truly reflecting established policies. In the event
that a delegate is approached verbally or in writing regarding a concern/issue, the Chairman
of the Board shall be notified immediately and then the Chairman of the Board will consult
with all board members prior to giving a response. (Refer to Board Policy and Procedure

Section IIl. C. Communications Policy.)

b. Itisthe responsibility of the Historian to collect and organize all items of historical interest
of the Society for preservation.

4. Specific Duties of the Historian
a. All documents shall be kept in chronological order.

b. Maintain all Board of Directors, Annual Conference and Spring Seminar minutes and
reports.

¢. Maintain a continuous listing of all exhibit competition winners with a photograph, if
possible, and the title of the exhibit.

d. Maintain a continuous listing of all essay competition winners with a photograph, if
possible, and a copy of the submitted essay.

e. Maintain a listing of all ISRT Presidents and terms of office, and a photograph, if possible.
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f.  Maintain a listing of all awards presented by the Board of Directors, i.e., Technologist of the
Year Award, President's Award, etc., with a photograph of the recipient, if possible.

g. Maintain a copy of each JOURNAL and Newsletter.

h. Maintain a copy of any mass correspondence sent to the membership and any surveys and
results.

i. Maintain a copy of all Advance and Final Program booklets for the Annual Conference and
any brochures for One Day Seminars.

j.  Keep secure in a safety deposit box, the original affiliate charter from the ASRT, gavel from
the ASRT Educational Foundation, original ISRT flag, ISRT banner and any other items
designated by the board.

k. Maintain any other historical data and material as directed by the Board of Directors.

|.  Upon direction of the board, have original items archived. It is recommended to archive
every 5 years. The recording medium should be stored in a fire safe box. (First archived in
2001.)

k. Submit all expenses with receipts and a completed voucher to the Chairman of the Finance
Committee and the Treasurer within 30 days of the actual expense.

HISTORIAN'S JOB DESCRIPTION
ADOPTED: 9/86
AMENDED: 12/86, 9/87, 9/90, 9/91, 9/92, 9/96, 9/99, 7/00, 1/01, 7/01, 7/03, 9/07
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E. Parliamentarian's Job Description

Qualifications

a.

The Parliamentarian shall be a registered parliamentarian or an individual with
parliamentary experience and expertise.

Appointment

a.

Appointment is by two-thirds approval of the Board of Directors.

b. Termination of appointment may occur by two-thirds vote of the board.

General Duties of the Parliamentarian

All executive staff, when on official business for the board or the Society, are official
spokesmen. The staff me mber s’ words,
reports, are interpreted to reflect the Board and the Society policies. For this reason, each
staff member must be conscious at all times of what he is saying or writing, how it might be
interpreted by others and whether he is truly reflecting established policies. In the event
that a delegate is approached verbally or in writing regarding a concern/issue, the Chairman
of the Board shall be notified immediately and then the Chairman of the Board will consult
with all board members prior to giving a response. (Refer to Board Policy and Procedure
Section Il. C. Communications Policy.)

The Parliamentarian shall perform the duties of a Parliamentarian as published in Roberts
Rules of Order, Newly Revised.

The Parliamentarian shall advise and assist with parliamentary procedure. If the
Parliamentarian is an ISRT member, he should refrain from speaking individually to issues
except in rare circumstances.

Submit all expenses with receipts and a completed voucher to the Chairman of the Finance
Committee and the Treasurer within 30 days of the actual expense.

PARLIAMENTARIAN'S JOB DESCRIPTION

ADOPTED:

AMENDED: 9/86, 9/87,9/91, 9/98, 9/99, 7/00, 1/01, 7/03, 9/07
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F. Webmaster's Job Description
1. Qualifications
a. The Webmaster must be an individual knowledgeable in web page design and upkeep.
2. Employment
a. Employment is by two-thirds vote of the Board of Directors.
b. Theterm of employment may be terminated by a two-thirds vote of the Board of Directors.
3. General Duties of the Webmaster

a. All Executive Staff, when on official business for the board or the Society, are official
spokesmen. The staff member s’ words, wheth
reports, are interpreted to reflect the board and the Society policies. For this reason, each
staff member must be conscious at all times of what he is saying or writing, how it might be
interpreted by others and whether he is truly reflecting established policies. In the event
that a delegate is approached verbally or in writing regarding a concern/issue, the Chairman
of the Board shall be notified immediately and then the Chairman of the Board will consult
with all board members prior to giving a response. (Refer to Board Policy and Procedure
Section IIl. C. Communications Policy.)

b. Under the direction of the Communications Manager, the Webmaster is responsible for
creating and maintaining all aspects of the ISRT website.

4. Specific Duties of the Webmaster

a. Asneeded, create and/or update pages on the ISRT website as needed upon direction of the
Communications Manager. The Communications Manager is responsible for overseeing
what is posted on the ISRT website and provides direction to the Webmaster.

b. The Communications Manager has the prerogative to choose what will be published under
the direction of the Board of Directors and the Communications Review Committee and will
relay information to the Webmaster.

b. The Communications Manager will provide information to the Webmaster to post on the
website as needed. The Communications Manager is the only individual that can direct the
Webmaster to post new information on the website.

c. The Webmaster will update items on the website as needed. The Executive Secretary will
provide updates for items currently posted on the website directly to the Webmaster as
well as communicating those updates to the Communications Manager.

d. Submit projected budget needs for the website for the coming year to the Finance
Committee by June 1.

e. Submit all hours for reimbursement according to the signed employee agreement.
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f.  Submit all expenses with receipts and a completed voucher to the Chairman of the Finance
Committee and the Treasurer within 30 day of the actual expense.

g. Submit written board reports as requested.

h. Maintain accountability for quality and appropriateness of all posted material.

5. Paid Employee Agreement

a. Upon acceptance of the position of Webmaster and appointment by the Board of Directors,
a paid employee agreement must be signed by the Webmaster, the ISRT President and the
Chairman of the Board. The agreement lists salary and payment schedule.

WEBMASTER’' S JOB DESCRI PTI ON
ADOPTED: 7/00

AMENDED: 1/01, 8/03, 03/04, 09/07
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