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President:
The President has the responsibility to uphold the Bylaws and policies of SEMATA. The President shall preside at all general meetings of SEMATA and shall be the chairperson of the Executive Board. 

The President shall authorize and initiate expenditures by the Treasurer within the limits of any approved budget of SEMATA and with approval from the Executive Board determined by a two-thirds majority vote. 

The President should prepare and submit to the general membership of SEMATA an annual report of the conduct of affairs of SEMATA including a budget and financial statement. 

The President shall have the power to establish special committees to function in areas of interest to SEMATA. The President may act as the delegate to the SNM’s Technologist’s section and to any other organization. 
NOTE: Communication, meetings, and voting may be conducted electronically or by phone!

Appoint nominating and bylaws chairperson and appoint committee board members as necessary (if bylaws and nominating are unable to appoint a chair)
· Contact the people appointed to confirm acceptance of nomination
· Have executive board approve by 2/3 majority vote 
Enforce meeting and seminar board member attendance- (50% required)
· Review spreadsheet provided by secretary for attendance at least twice a year (once after fall seminar and once after the spring seminar)
· Speak with board member if not in compliance after 1 year

· Remove board member from board if not noncompliant

· Keep President-Elect informed and keep documented with secretary

Call for Executive Board meeting prior to full board meeting:
Call for a full board meeting to be held in June or July.  Location and time are up to the president’s discretion, but make sure a room is available to fit at least 25 people
· Date of meeting should be primarily around availability of SEMATA officers 
Email out the date and time to the board, asking for attendance confirmation
Arrange for food and beverage for the board meetings to be reimbursed by the treasurer

Have a printed agenda to include: 

· Treasury Report
· Committee Chairs Reports


· Website/Networking/Communications

· Appointed committee members

· Update the board member contact information

· Have secretary get updated emails, etc and 

· Set tentative dates and locations for the fall and spring meetings

· Set tentative talks and speakers for fall meeting.  Have a few backups

· Have VOICE Coordinator set up CE committee meeting to discuss details in June or July

· President or President-Elect should attend CE meeting

· Discuss the fall Nuclear Medicine Week social gathering, set a tentative date and location . 

· Have someone spearhead this outing

· Any other outstanding issues

SEMINAR specifics:

Keep in constant communication with VOICE Coordinator about seminar specifics
Try to obtain vendor support or sponsorship of meeting.  Confirm sponsorship and follow through so monies are deposited into SEMATA account.

FALL MTG: In August, confirm date, location and speakers for fall meeting.  Remind speaker contacts to have the voice required information to the voice coordinator by PREDETERMINED date (need at least 8 weeks before meeting)
SPRING MTG: By late December, confirm date, location and speakers for spring meeting.  Remind speaker contacts to have the voice required information to the voice coordinator by PREDETERMINED date (need at least 8 weeks before meeting)
Another Continuing education committee meeting (or board meeting) can be called for or arrangements can be made via email for the food for the meeting and to make sure a few board members can arrive early to set up.  Who will be there early to start the coffee? Need to be there to set up 1 ½- 2 hours before seminar starts

Bagels, muffins or equivalent


Coffee and accessories


Juice, pop, and water

Plates, napkins, silverware, cups, garbage bags, coolers, ice

Other items:
· Mediation needs met: flash drives, microphone, computer, screen, pointer, time, other speaker needs

· Thank you gift cards for speakers
· Thank you cards (signed by the President)

· Raffle items 
· Pens, registration forms, markers, ID badges
· Pre-registration lists/paperwork
· ALL Forms: VOICE, evaluation, sign in sheets, punches or stamps for VOICE forms
· Ballots for board member election and/or bylaws 

· Signs for food and directions to auditorium
· Treasurer: Checkbook, cash, receipts
2 weeks ahead of the fall meeting, send a reminder and location map to the speakers.  Confirm with board member that they know what to bring.  Make sure final RSVP counts are in for food
Day of the meeting, have a written agenda for yourself. 
· Make a general welcome greeting 
· Explain forms that attendees must fill out

· Example: Please be sure you do not lose your seminar program (binder) TO RECEIVE VOICE CREDITS: Please keep the PINK CE certificate for your records. The BLUE VOICE credit forms MUST be handed in TODAY when you leave. Each speakers lecture is worth 1.0 CEH. PLEASE WRITE LEGIBLY AND RECORD THE COURSE NUMBERS YOU ATTEND ON YOUR CERTIFICATE – for your records. You MUST include a email address on the VOICE form- as the SNM will send you a completion certificate for your records this way ONLY!
· Please be sure to fill out the evaluation form (in your booklet) and turn that in as you leave for the day. It is the GREEN colored piece of paper

· Make sure that you have signed in on the sign in sheet and include your NMTCB and/or ARRT number if you do not have a VOICE (SNM) number. PLEASE WRITE LEGIBLY
· Explain format of meeting:

· Example: There are 6 speakers today. Each speaker will allow 5-10 minutes each for questions at the end of each session. 

· There will be 1 break –lunch at 11:00. Lunch is 45 minutes. These will be Panera boxed lunches and will be separated by type of sandwich-some have salads.  There are several places to eat- you may stay in the auditorium, eat in the glassed in waiting area outside of the auditorium, there is a cafeteria straight down at the end of the hall on this floor, there is 2 conference rooms and a lobby area on the first floor right above the auditorium.

· Explain elections and introduce candidates: 
· Example: We will conduct our annual elections at this meeting.  At the break- we will be collecting the ballots for the election of the SEMATA board . Please note that we have a question on the ballot regarding going paperless at future seminars and providing attendees a copy of the presentations on a CD instead of a paper program. 

· I would like to now introduce the slate of candidates for the 2008-2009 SEMATA board…
· Describe other events/raffles, etc:

· Example: There are three winners of the $50 gift cards for registering on line. We will announce the winners of these cards at the end of the meeting. The person must be present to win.
· Thank sponsors: A VERY special thanks to Astellas Pharmaceutical Company for sponsoring breakfast, and to Medical Physics Training.com for sponsoring the lunch beverages.

· Introduce speaker if no one else is available and thank each speaker with card and gift. 
· Make sure speakers and mediated equipment are set up (set up presentations for speakers and explain equipment)
· At the end of the seminar: Thank attendees for coming, and remind them to go to the website www.semata.org for all updated information. All future meetings and events will be posted. 
Confirm that all SEMATA sponsored or endorsed events and/or meetings are planned and organized by appropriate committees or individuals.

· Continuing Education seminars/meetings

· Nuclear Medicine Week Events

· Spring Social Gathering
· If open to the nuclear med community: Work with the “location” coordinator on food, time of gathering and final RSVP counts.  Make sure you include, or not, any vendors who have made donations that will be attending.  Coordinate with a board member or members on purchasing door prices based on number of paying attendees

· Make up a thank you card for each of the tables to thank the donating vendors.  Send out a thank you card to them for their participation

· As part of the social meeting, thank each of the vendors again, thank the board members, announce the new board members and do the door prize drawing.
Sponsorship: 

· Example: Send a letter in early August asking for donations from each of the local vendors.  Make sure the letter states our tax id # and on SEMATA letterhead.  The intention is to provide local technologists with quality continuing education.  State a date that you need to hear a response from them or you will be contacting them by phone.  Also state that for their donation, they will receive 2 tickets to the gathering for themselves or customers.

· Follow-up with each vendor on the given date to see about donations if you have not heard from them. 

Confirm that SEMATA website is maintained/updated (routinely view the site)
Keep archive of election and voting results at least 1 year after election.

Designate a photographer at SEMATA sponsored seminars and/or events to provide pictures to the webmaster to be put up on the SEMATA website.
Coordinate the ordering of a SEMATA shirt for new members of the SEMATA board
· Ask new member the size shirt to order
· Contact the board member responsible for shirt ordering to get a shirt ordered


Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
President-Elect:
Acts for the President in the case of his/her temporary or permanent absence or disability. The President-Elect will be the Vice-Chairperson of the Executive Board, and will be the primary delegate of the President in selected matters of SEMATA. 
The President -Elect shall be familiar with the duties and functions of the President of SEMATA in order to assume duties and responsibilities when serving as President or “acting” President.
Know and understand the duties of the President

Assist the President in preparing any of the duties above (as delegated) and attend all executive board meetings, committee meetings, and full board meetings.
Learn how to conduct an effective meeting

Assist all SEMATA officers and committees as needed

Purchase a thank you gift for the President to be given at the end of the year (to be reimbursed by SEMATA)
In charge of review and revision of Policy and Procedure Manual Review

· Review Policy and Procedure manual annually 
· Officers and Committee Chairs send notification of review 

· If revisions are necessary, set up a meeting with Executive Board to review and revise manual

Treasurer:

The Treasurer shall be responsible for receipt and disbursement of funds available to SEMATA under the authorization of the Executive Board and the direction of the President. 

The Treasurer shall give a short report on the status of SEMATA’s finances at each board meeting under the direction of the President. 
Upon switch over to a new Treasurer:

1. The new treasurer and immediate past treasurer must go to the bank that SEMATA has account with (PNC) and change the signature card and billing address  to the new treasurers. Each bank will have a policy to follow regarding whether an extra person should be assigned to the account other than the treasurer. This should be done in case of an emergency, so someone else can sign checks. Call the bank for current documentation that will be needed to make the changes on the account including meeting minutes with documentation showing the changes and dismissal of other person authorized on the account.
2. Visa authorized user and account billing address must also be changed. There are 2 separate cards that go back to one main account number and address.

Prior to a general board meeting:

1.
Get up to date financial figures based off petty cash, pay pal account, and checking account. Microsoft Money is used for general accounting ledger.

2.
Prepare a financial report for presentation to the SEMATA board

On going responsibilities:

1. Balance the check book with the current bank statement

2. Monitor the Visa bills for auto payment and match up with receipts

3. Pay any outstanding bills or reimbursement payments

4. Access balance and transfer out money from the paypal account into the general checking account until the balance is $500
Prior to a Continuing Education Meeting:

1. Keep an ongoing list of attendees, noting their name, place of employment, snm # and email address.  

2. Any member registering as an SNM member must be verified on the SNM website as a current member.

3. Any member registering through paypal must be verified as paying via paypal on their website 

4. Email the member a confirmation of payment and registration with a reminder for the meeting date.

5. Verify which board members will be attending the con ed meeting and add to the registration list so no to exceed the limits of the auditorium.

6. Create name badges for the pre-registration attendees and board members.  Bring hard copies of the list of attendees as well as the hard copies of the registration forms to verify registration in case there are any discrepancies on the day of the meeting.

7. Supply petty cash for the on site registration attendees. 
Online registration:
· When a person has registered on line you will receive an email confirming that a person has registered for the seminar.  They will have to go through Paypal to pay for it by credit card or a bank account- so you will receive a second e-mail confirming payment via Paypal once they pay. You can than reconcile the e-mails to confirm payment.
· Students can register on line by identifying themselves as a student at “XYZ School. The treasurer can confirm student’s status by contacting the school’s program director as necessary.
· The treasurer will have to confirm SNM numbers before the seminar to make sure they are indeed SNM members. That can be done through the SNM directory at www.snm.org. 
· Note: If the person does NOT provide their SNM number at the time of on line registration- they will be automatically registered at the non-member price. They will have to provide their SNM number to get the reduced price at the time of on-line registration. 
· Note 2: Money can be refunded via Paypal- but there are fees involved and the person registering for the meeting must pay them.

Keep SEMATA board updated with number of pre-registrants for seminars or social events

Notify webmaster when seminar is at near capacity (95%) so on-line registration can be closed
Notify secretary if additional registration forms are needed for walk-in registration (give number so secretary can create reg forms up to seminar capacity

Paypal account:
· The funds will need to be deposited into the SEMATA bank account so the treasurer will go to www.paypal.com- and withdraw  into  the checking account. (Everything has been already verified so the account should be all set)

· The email address for SEMATA for the Paypal account is treasurer@semata.org
· A password must be obtained from the webmaster

· All Paypal account info is directed to the email: treasuer@semata.org. This email is automatically forwarded to you

Post a Continuing Education Meeting:

1.
Prepare a financial report synopsis of the meeting noting the breakdown of attendees, 
paypal expenses, general expenses and sponsorship donations.

Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
Secretary:

        
Responsible for recording the minutes of general meetings, Executive and general board meetings, and any special meetings held. 

The Secretary shall be responsible for the keeping of all records, maintain copies of all correspondence, and other duties deemed necessary by the President. 

The Secretary shall be responsible for compiling an up to date mailing list of all members of SEMATA and shall provide the mailing list to the Continuing Education Committee for purposes of notifying the general membership of future meetings. 

The Secretary shall notify the general membership of SEMATA of future meetings via a written and/or electronic notice not less than one month prior to the meeting. 

The Secretary is also responsible for sending a Thank You note to each meetings speaker(s) on behalf of SEMATA. 

The Secretary may initiate expenditures by the Treasurer upon the approval of the President or by a two-thirds majority vote by the Executive Board. 

Should both the President and the President-Elect be unavailable, the Secretary shall assume their duties until either or both are available or until the next election has been completed. 

The Secretary will serve as a member of the Executive Board.

Keep (maintain) electronic (MASTER) copies of ALL meeting minutes, flyers, and communications

Record the minutes of Executive, full board, and other committee meetings.  If unable to be at meeting- assign another member of the board to perform. The minutes must include the following:

· Date, time and location

· Attendance (those present and absent)

· Identification of the individual leading specific topic or discussion

· Assignment of duties and time lines (due)

Distribute (circulate) meeting minutes to the entire SEMATA board within 1 week after meeting. Ask for corrections to minutes when circulated. If corrected, resend corrected copy ASAP. 


Bring copies of last meeting minutes to next meeting.

· Make a copy for each expected attendee

· For full board or Executive Board meetings:

· Make copies of each committee meeting held prior to the last full or Executive meeting

· Example: Bylaws meeting on June 30, 2009 and Nominating Committee meeting on July 1, 2009 are brought to the July 20, 2009 full board meeting

Create and maintain board member activity spreadsheet

· Track attendance at board meetings and seminars 

· Provide President with a copy of this spreadsheet between Dec1-Dec 31st each year and again between April 1-May 15th each year

Maintain and keep current SEMATA contact information including:
· Board membership

· Contains contact information with name, address, phone numbers and email addresses

· Vendors

· Contains contact information with name, address, phone numbers and email addresses
· Radiopharmacies

· Contains contact information with name, address, phone numbers, fax number, and email addresses

· SEMATA general membership 

· Contains contact information with name, address, phone numbers, and email addresses 

· Specific members information can be retrieved by contacting the treasurer as needed

Maintain and distribute SEMATA board contact information to all board members
Maintain email list and distribute to board members as changes are made

· send a new email distribution list at least annually to ensure emails and distribution lists (contacts in address books) are up to date

· send email updates to all members as board members notify secretary of changes

· send email updates to the  webmaster as board members notify secretary of changes
Work with appropriate contact people for the information to be included on the flyer

· Work with webmaster for a current registration form and/or brochure

· Work with VOICE Coordinator for seminar brochure information

· Work with nominating committee chair for social event flyer information

Create flyers and brochures for all SEMATA social and educational events (includes “save the date” announcements)

· Nuclear Medicine Week

· Fall seminar

· List sponsors on brochure (if applicable)

· Spring seminar

· List sponsors on brochure (if applicable)

· Spring social

Distribute flyers, brochures, and registration forms to appropriate contact group according to predetermined timeline

· Vendors
· Radiopharmacies

· Confirm receipt and have them distribute flyers on predetermined dates

· SEMATA board

· Webmaster (electronically for placement on website)
· Send ASAP to have posted on site

· VOICE Coordinator

· Send ASAP for CE/VOICEpaperwork submission

Create extra registration forms for seminar walk-in registrants and bring the day of the seminar

Purchase the seminar thank you cards and have them signed by the President at least 1 week in advance of the fall and spring seminars
Purchase a thank you card for the President and obtain board signatures on it for presentation at the end of the year

Assist the President in any correspondence on SEMATA’s behalf, or aid in typing and copying paperwork (ballots, presentations, etc) and agendas for meetings
Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
VOICE-Coordinator:
          Is responsible for all aspects of the Continuing Education committee. 
Is  responsible for all necessary paperwork needed in order to obtain continuing education credits for each SEMATA meeting, and are responsible for the completion and submission of all information to the appropriate organization offering continuing education credits. 

The chairperson will be responsible for keeping SEMATA board members informed of changes in the continuing education process, and may submit a report at each Executive Board meeting or as deemed necessary by either the Continuing Education Committee, the President, or two-thirds majority of the Executive Board.
Organize and facilitate CE meetings.  

· Set a title, date and location for CE Meetings (one in Fall and one in Spring)

· Get speaker volunteers from CE Committee and gather speaker details from the contact person (including Title and slides of presentation, credentials or CV for submission to SNM, what AV equip is necessary, etc)

· Set timeline for submission of paperwork to SNM for CE approval (needs to be submitted to SNM at least 8 weeks prior to CE meeting)

· Make sure paperwork is filled out correctly with detailed outline for each speaker. 

· Arrange meeting with CE Committee and anyone providing a speaker to set details of the meeting. The meeting agenda should include the following:

· Timeline for speakers, lunch and breaks

· Volunteers for coffee, setup, break down and breakdown

· Making breakfast and lunch arrangements typically with Panera

· Volunteers for pre registration and on site registration

· Volunteers to buy ice, water and pop.

· Volunteers to bring coolers

· Treasurer usually makes name badges and brings copy of pre reg list for sign in reference

· Get volunteer for booklet or CD printing for meeting

· Confirm speakers and AV equip needed

· Determine price points for meeting fees. The Four typical price points include

· SNM members both pre registration and on site registration 

· Non SNM members both pre reg and on site reg

· Determine number of credits for the meeting (6,7,8)

· Arrange for any sponsors and get recognition set up accordingly

· Send details for the meeting to the Secretary for a flyer to be made

· Address any outstanding issues 

· Make sure to get everything documented in the minutes so follow up is easy.

· Once paperwork is sent to SNM, you must keep up with them. They are notoriously slow at processing. 8 weeks is the minimum amount of time for processing, however, earlier is always better.
· When the meeting has been approved, you will receive everything in an email. Instructions for processing the documents come with the attachment.

· Sign in Sheet- All attendees (even non-snm) must sign in to get credit for the meeting.

· Voice Attendance Verification Form- this form gets printed for each attendee and turned in at the end of the meeting for credit. If an attendee leaves early, they must submit this form when they leave to a SEMATA Board Member to cross out any meetings not attended.

· Voice Activity Evaluation Form- This form need to be modified when you get it. The original intent is to fill out this form for each speaker, however, I have always modified it to cover the whole meeting on one form rather than have each attendee fill this out foe each speaker-too much paperwork!

· When the meeting is completed, this form is used to track any comments from attendees and must be condensed and submitted with SNM paperwork for credits.

· Voice Credit Certificate- This form is used as a ‘receipt’ for attendance to the meeting. Each attendee should keep this copy for their records. NOTE-make sure the Voice Coordinator signs the form before handing out. Without this signature, the form is invalid.
· When meeting is completed, the following forms must be copied and send to the SNM for processing within 2 weeks of the meeting. The SNM will then post any CE’s on the attendees SNM account. Non SNM members do not get this privilege, but still must be submitted to receive credit.

· Sign in sheets

· Voice Attendance Verification form (filled out completely)

· Evaluation Summary.

Organize and lead CE Committee

· The Continuing Education Committee shall organize the teaching sessions of the scheduled meetings of SEMATA and arrange both the meeting place and the guest speaker(s). The Continuing Education Committee shall assist the Secretary in preparing and distributing written notice of each SEMATA meeting and any other duties associated with continuing education. 
· The committee is responsible to report all activities to the Executive Board via the chairperson (VOICE Coordinator), who should prepare a report for each Executive Board meeting. 

Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
VOICE-Coordinator Elect:
The VOICE Coordinator-Elect shall act for the VOICE Coordinator in the case of his/her temporary or permanent absence or disability. 

The VOICE Coordinator will be the vice-chairperson of the Continuing Education committee. 

The VOICE Coordinator-Elect shall be familiar with the duties and functions of the VOICE Coordinator in order to assume duties and responsibilities when serving as VOICE Coordinator or “acting” Voice Coordinator.
Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
Bylaws Committee Chairperson:

The Bylaws Committee chairperson will be responsible for all duties performed by the Bylaws Committee and will be responsible for reporting all of the committee’s actions to the Executive Board.

Organize and lead Bylaws Committee

· The Bylaws Committee shall be charged with reviewing the SEMATA Bylaws once a year as well as any Bylaws amendments submitted by SEMATA members

· The committee will be responsible for preparing a report for the Executive Board once a year or as often as deemed necessary by the Bylaws Committee, the President, or the Executive Board.
Contact members of the bylaws committee and President to meet for a bylaws meeting to be held prior to the summer full board meeting (June-August).  Location and time are up to the chairperson’s discretion, but make sure a room is available to fit at least 10 people. If President is unavailable, another officer should be designated in his or her place.
· Date of meeting should be around availability so at least one-half of the bylaws committee members are present
· Designate a secretary to take minutes at meeting. Provide a copy of the meeting minutes to the SEMATA secretary and President electronically and keep minutes for your records

Review bylaws and revise/rewrite as necessary. 
· If a revision is necessary: Prepare a draft copy of revised copy for the Executive Board to review with proposed wording to be placed on the ballot.
· If no revision is necessary: Prepare a short written report to the President and give specifics of meeting:

· Example: The bylaws committee met on Tuesday June 30, 2009 from 7-9 pm and reviewed the entire bylaws. The bylaws committee feels that no revisions are necessary at this time. Respectfully submitted July 1,2009 ..signature
If the Executive Board approves a revision or a change to the bylaws, the bylaws committee chair must provide the exact verbage to be placed on the ballot, to the nominating committee. This must be provided at least two weeks prior to the scheduled vote. 
Provide electronic copies of full revised bylaws to ALL SEMATA board members and to the webmaster to be placed on the website once approved
Assist other committees as needed including assisting at the seminars and other meetings
Provide copies (electronic and/or written) of bylaws changes to the webmaster upon request and approval of the board
Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
Nominating Committee Chairperson:

        The Nominating Committee chairperson will be responsible for all duties performed by the Nominating Committee and will be responsible for reporting all of the committee’s actions to the Executive Board.
Organize and lead nominating Committee

· The Nominating Committee shall be responsible for SEMATA’s voting process, and shall act in accordance with the duties set forth in the bylaws of SEMATA

Contact members of the nominating committee and President to meet for a nominating meeting to be held prior to the summer full board meeting (June-August).  Location and time are up to the chairperson’s discretion, but make sure a room is available to fit at least 10 people. If President is unavailable, another officer should be designated in his or her place.
· Date of meeting should be around availability so at least one-half of the nominating committee members are present

· Designate a secretary to take minutes at meeting. Provide a copy of the meeting minutes to the SEMATA secretary and President electronically and keep minutes for your records

Review nominating process and organize timelines for preparation and completion of a ballot
· Prepare a short written report to the President and give specifics of committee meeting:

· Example: The nominating committee met on Tuesday June 30, 2009 from 7-9 pm and established positions to be filled on this years ballot. 
Determine which board positions are vacant and need to be filled. 
Develop an application for nominees to complete. Items to be included are at the discretion of the nominating committee but may include:

· A short biography

· Experience/years in nuclear medicine

· Current/Past board positions held

· Current employer/ work position

· Position statement or answer to a posed question
Devise strategies to obtain nominations from the general membership. Ask the current committee members if they are interested in running on the ballot.
Provide all nominees an application for running on the SEMATA board, which may include biography/position statements. 

Collect nominees biography/position statements in addition to photos, etc as collected by nomination committee
The general membership will provide the chairperson of the Nominating Committee with names for the offices of President-Elect, Secretary, Treasurer (if needed), President (if needed), and names for the VOICE Coordinator-Elect, VOICE Coordinator (if needed), Bylaws Committee, Nominating Committee, and Continuing Education Committee. This must be done within 30 days prior to the election (election is usually conducted at the Spring seminar)
Concurrently, the Nominating Committee shall ascertain the willingness of a nominee to run for the office, committee, or chairpersonship and shall compile a slate of candidates on an election ballot. 

· The ballot should contain a minimum of one name for each elected office open or scheduled to be vacant. Note: If there are more than two candidates for committee positions the nominating committee must decide how many candidates to be voted for on the ballot. Space shall be provided for one write-in candidate for each office. In the event that an insufficient number of candidates are found for each office, the Nominating Committee shall select a list of candidates. the election.  
· If the Executive Board approves a revision or a change to the bylaws, the bylaws committee chair must provide the exact verbage to be placed on the ballot, to the nominating committee. This must be provided at least two weeks prior to the scheduled vote. 
· The nominating chairperson will put a ballot together and submit it to the SEMATA board membership at least 15 days prior to the election. The board will review and make revisions (typos, spelling, etc) 
· Any amendments or referendums to the Bylaws to be voted on must be listed or attached to the ballot.
· The final ballot must be complete and presented to the President within one week before the election. 

Organize the distribution and collection of ballots. Communicate with the SEMATA board how this will be accomplished prior to the seminar. 
· In any election held, the ballots will be distributed and collected by at least two members of the Nominating Committee.
Two members of the nominating committee will tabulate the ballots within two days of the election. 
· Any discrepancies in the tabulation must be reported to the Executive Board, and the ballots will be recounted by the nominating committee chairperson’s designee. 

· The person or position who receives the largest number of votes by ballot shall be elected. In the event of a tie, the members of the Executive Board shall break the tie and submit the results of its decision within seven days after the election
· Any write-in candidate that wins must be contacted by the nominating committee chairperson within nine days after the election to confirm willingness to accept election.

Provide copies (electronic and/or written) of nomination forms to the webmaster to be posted
Provide copies (electronic and/or written) of nomination forms to the secretary to be sent to the vendors and radiopharmacies for general distribution

Provide copies (electronic and/or written) of the results of the election to the webmaster to be posted

· Provide email address to webmaster
· Provide email address and other contact information to secretary and other officers
Turn over ballots to President by the first full board meeting (typically occurs June-August) to be archived for 1-year post election

Maintain electronic files of ballot and results of election and provide to next Nominating chairperson
Organize and conduct social events and establish timelines for preparation and completion. 

· Have committee members put together a flyer to be given (electronically sent) to the secretary for distribution and webmaster for site posting. 

· Prepare a budget for event (confer with treasurer as necessary) and submit to Executive Board OR Treasurer
· Prepare a short written report to the President, and give specifics of committee meeting:

· Example: The nominating committee met on Tuesday June 30, 2009 from 7-9 pm and suggests that the Nuclear Medicine Week Celebration will be held Thursday October 8, 2009 from 5-9 pm at Woody’s in Royal Oak. SEMATA will provide appetizers. The cost will be approximately $400.
· Once date is agreed upon by Executive Board, the nominating committee must make arrangements for the details of the event to occur and perform all duties associated with it. 

· Contact the venue and establish event details

· Food, price, reservations, etc

· Distribution of literature, flyers, tickets, communications, etc for the events

· Approach vendors for support or sponsorship (or ask President to do so)

· Host event and collect tickets, conduct raffles, etc
· Confirm (with treasurer) that payment is complete  

Assist other committees as needed including assisting at the seminars and other meetings

Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
Webmaster:

Maintain website and updates as directed by the Executive Board of SEMATA
· Review website regularly to confirm correct operation

· Confirm content accuracy

· Update board and links

· Confirm correct operation of links

· Add flyers, forms, brochures, photographs, and announcements to website 
· Obtain seminar flyers, forms, and brochures from secretary 

Perform email blasts as requested by Executive Board of SEMATA

· Send out emails to announce seminars and events sponsored/hosted by SEMATA at timelines established by the board

· Seminars: When online reg opens, 1 month before seminar and Monday before pre reg closes 

· Events: When event is first announced, periodically as necessary, and Monday before event
· Maintain email mass mailing list

Set up on line registration
· Activate registration when asked by Executive Board

· Perform test registration and confirm operation with treasurer

· Deactivate on line reg at end of pre reg period OR when asked by treasurer
Set up and maintain paypal account 
· Set up passwords and provide to treasurer

· Change passwords as necessary or upon request by Executive Board
Post ads to the website as requested

· Review unusual ad requests with Executive Board before posting

Reply to general questions sent to SEMATA website and forward any emails to SEMATA board that require contemplation.

Provide seminar information (details) to SNM and have placed on SNM website
Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
Social Networker: ONLY IF DESIGNATED BY SEMATA BOARD

Set up new social networking profiles in professional and appropriate websites
Maintain updates as directed by the Executive Board of SEMATA to the following:

· Facebook

· Linked In

· My Space

· Twitter

· Review information posted regularly to confirm correct operation

· Confirm content accuracy

· Update board, comments, announcements, etc
· Confirm appropriateness of friends and content on pages

· Add flyers, forms, brochures, photographs, and announcements to pages
· Obtain seminar flyers, forms, and brochures from secretary 
Perform email/blog blasts as requested by Executive Board of SEMATA

· Send out emails/blogs to announce seminars and events sponsored/hosted by SEMATA at timelines established by the board

· Seminars: When online reg opens, 1 month before seminar and Monday before pre reg closes 

· Events: When event is first announced, periodically as necessary, and Monday before event

· Maintain email/friends/contacts list
Set up and maintain accounts
· Set up passwords and provide to members of Executive Board upon request
· Change passwords as necessary or upon request by Executive Board

· Close account as necessary or upon request by Executive Board

Review Policy and Procedure manual annually and notify President Elect by April if any changes need to be made.
Speaker’s Name and Contact Info:__________________________________________

SEMATA Speaker Checklist

NOTE: SPEAKER MUST PUT PRESENTATION ON A FLASHDRIVE IN A 2003 OR LOWER POWERPOINT VERSION!
Please complete all of the following and check off when completed

( Confirm speaker’s availability, topic, and time speaking

(  Obtain speaker’s contact information (including mailing address) and provide this information to the SEMATA secretary:____________________

( Have speaker complete all VOICE paperwork

( Get a copy of the speaker’s resume or CV and attach to VOICE form

(  Submit all VOICE paperwork to the VOICE Coordinator: __________________________ by due date: ________________
( Check which items/media the speaker will need: please note that those already checked are automatically supplied by the facility hosting the seminar: 


X  Microphone


X Laser pointer


X  Computer

X  Projector and screen


X  DVD/Video player

(  Overhead projector

(  Flipchart

(  Erasable Whiteboard


( Handouts printed (additional) QUANTITY: ________

( Submit the list of speaker’s needs and explanations (if applicable) to hosting facility c/o: _________________by ___________________
( Request a copy of the speaker’s presentation

( Provide a copy of the speaker’s presentation in electronic form if Powerpoint or a hard paper copy to CE Committee member: _____________________________ by ____________________
( Keep in constant contact with your speaker. Make a reminder phone call or other contact with your speaker 2 weeks before the meeting to reconfirm their times, needs, etc. Please tell your speaker to arrive at least 30 minutes before their presentation. 
SEMATA

Southeastern Michigan Associates and Technical Affiliates

PLEASE FILL IN NOMINATIONS FOR THE FOLLOWING 

BOARD POSITIONS FOR JUNE 20xx- MAY 20xx

(please include a phone number where the person can be contacted at)

President-Elect:

________________________________________

Secretary:


________________________________________

Treasurer:


________________________________________

(2 yr term)


By-Laws Committee:

________________________________________

________________________________________

Continuing Education:   
_______________________________________

                                        
 _______________________________________

Nominating Committee:  
_______________________________________



          
 _______________________________________
VOICE Coordinator-Elect:
_______________________________________

SEND TO:
Email nominations to NOMINATING COMMITTEE CHAIRPERSON
at XYZ.com,net.org,etc
SEMATA 2009/2010 ELECTION OF BOARD MEMBERS
For “write-ins” please include a phone number where the person can be contacted

President-elect: VOTE FOR ONE

 Sara Brown, St John Macomb  



Write-in:____________________________________
Secretary: VOTE FOR ONE

 Jennifer Fitzgerald, Beaumont, Royal Oak


Write-in:___________________________________

VOICE Coordinator-elect: VOTE FOR ONE

 Jackie Dimkovski, Mt Clemens Regional


 Pam Bradford, Med-Share



Write-in:____________________________________

By-Laws Committee: VOTE FOR SIX
 Ted Pfeffer, Beaumont, Royal Oak


 Sofiya Yovanic Regional Cardiology

 Colleen Nall, Alliance Imaging 



 Kevin Damico, Supplemental Health Care

 John Young, Med-Share



 Angela Grunn, St. Joseph Livingston Hospital

 Laura Upchurch, Cardinal Health



Write-in:____________________________________

Continuing Education Committee: VOTE FOR EIGHT
 Michelle Brejnak, Academic Cardiology


 Kati Guercio, Supplemental Health Care
 Andy Papaleo, Cardiovascular Specialists 

 Donna Wenzel, Dr. Stewart

  AJ Pylar, Cardiopulmonary Associates


 Peggy Passiak, Oakland Hills Cardiology



 Paul Wenzel, Henry Ford Macomb, Warren Campus
 Raman Madurakavi, Med-Share

 Bruce Doughten, Cardiology Assoc. of Birmingham       
 Branden Hill, Mt. Clemens Regional
Write-in:____________________________________ 

Nominating Committee: VOTE FOR SIX
 Monica Laido, Siemens Medical 



 Katherine Roberts, Henry Ford Macomb


 Sharon Lafferty, Macomb CC 



 Patti Given, Henry Ford Macomb, Warren Campus

 Laura Gomoll , CAVA 
 



 Mindy Spitler, St. John Macomb

 Sally Zabawa, Covidien




 Tom Adamczyk, Henry Ford Macomb
Write in:____________________________________
COMMENTS/SUGGESTIONS FOR FUTURE MEETINGS:  Please write on back…  THANK YOU!!

SEMATA REGISTRATION FORM

Registration for Saturday October 23, 2010 seminar:

(Please print and fill out completely)


Note: REGISTRATION FEE IS NON-REFUNDABLE AFTER October 9, 2010
Name:________________________________________________________________

Address:______________________________________________________________
 ______________________________________________________________________
Email Address:_________________________________________________________
Employer:_____________________________________________________________
NMTCB#_______________    
ARRT#:_____________  
SNM #________________
Registration fees:

(make check payable to SEMATA)

DISCOUNT


(   
Pre-registered: $25.00 per person

FOR



(    
Registration on-site: $35.00 per person

SNM MEMBERS:          


*********************************************************************************************

NON-SNM MEMBERS
(
Pre-registered: $40.00

· Registration on-site: $50.00

*********************************************************************************************

STUDENTS


(    
Pre-registered: $5.00 

(STUDENT REGISTRATION AVAILABLE SEPTEMBER 29-OCTOBER 13, 2010 ONLY)
*********************************************************************************************

May register meeting day (limited availability) OR pre-register by mail:

Must pre-register by October 10, 2010

Please mail registration form and check (payable to SEMATA) to: 

Jennifer Betthauser

7707 Darcy Lane 

Clarkston, MI 48348

If you are interested in becoming a SEMATA board member, or just getting more involved, please give us your phone number so we may contact you: _____________________________
-------------------TEAR OFF HERE: FOR REMINDER -------------------
SEMATA MEETING: Saturday October 23, 2010
Registration:  7am – 7:30am
St John Macomb-Oakland Hospital, Macomb Center
11800 E. 12 Mile Rd Warren, MI 48093

Registration:  7am – 7:30am
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SAVE - THE - DATE

SEMATA Presents:
“A Colorful Selection”
Saturday October 23, 2010

St. John Macomb-Oakland Hospital
3-6 potential C.E. credits

Go to www.semata.org for more details!
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~Happy Nuclear Medicine Week~
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NUCLEAR MEDICINE SOCIAL!!

CELEBRATE NUCLEAR MEDICINE WEEK WITH S.E.M.A.T.A.
 JOIN US THURDAY OCTOBER 7, 2010

AT FOUR GREENFIELD’S  

5:00pm – 9:00pm

AND WE’LL BUY YOU NACHOS!

SEMATA will provide complimentary

appetizers and you buy your drink
Four Green Fields 
30919 Woodward Ave
Royal Oak, MI 48073-0923
(in Northwood Shopping Plaza on the sw corner of 13 mile and Woodward)


       Hope To See You There!
	First
	Last
	Company
	Address
	Phone
	E-Mail

	PRESIDENT : Sara 
	Brown
	St John Macomb
	46000Meadows Circle E Macomb 48044
	(W) 586 573-5125   (C ) 906 630-3929  (H) 810 329-3375
	sara.brown1@stjohn.org

	PRESIDENT ELECT : Mindy 
	Spitler
	St John Macomb
	2784 Birchwood Drive Waterford 48329
	(W) 586 573-5069
	mindy.spitler@stjohn.org

	TREASURER : Jennifer 
	Betthauser
	Doctor's Hospital of MI
	7707 Darcy Lane Clarkston 48348
	(W) 248 857-7396   (C ) 248 321-8748 
	j_betthauser@hotmail.com

	SECRETARY : Katie
	McGrath
	Henry Ford Macomb
	43805 Pheasant Clinton Twp 48038
	(C ) 586 495-2951
	ktacnmt@yahoo.com

	VOICE COORDINATOR: Jackie
	Dimovski
	Mt Clemens MC
	49284 Walnut Creek Macomb Twp 48044
	(W) 586 493-8130   (C ) 586 943-5461
	jackiedimkovski@yahoo.com

	VOICE COORDINATOR ELECT: Angie
	Grunn
	St Jo Mercy-Livingston
	3969 Loves Creek Drive Howell
	(W) 517 545-6707   (C ) 517 404-3626
	agrunn@yahoo.com

	BY-LAWS CHAIR: Laura 
	Upchurch
	Cardinal Health
	46391 Winston Drive Shelby Twp 48315
	(C) 586 634-0148
	laura.upchurch@cardinalhealth.com

	BY-LAWS COMMITTEE MEMBERS:
	
	
	
	
	

	Kevin
	Damico
	Supplemental Health
	675 Sunset Plymouth 48170
	(C) 586 557-6569
	k_damico@hotmail.com

	John
	Young
	Med-Share
	1253 Round Lake Rd White Lake 48386
	(C ) 248 894-7759 
	j5250@hotmail.com

	Sofiya
	Yovanic
	Reg Cardiology Association
	1150 Middle Rd Highland MI 48357
	(H) 248 887-8703  (W) 810 603-0170
	p1150yov@aol.com

	Sally
	Zabawa
	
	9924 Hambelton Livonia 48150
	(C ) 734 788-5294  (H) 734 421-9237
	sally.zabawa@yahoo.com

	CONTINUING EDUCATION CHAIR: Michelle
	Brejnak
	Academic Cardiology
	54107 Donny Drive New Baltimore
	(W ) 248 293-0055
	mrbsemata@hotmail.com

	CONTINUING EDUCATION COMMITTEE :
	
	
	
	
	

	Bruce
	Doughten
	Cardiology Associates of Birmingham
	3888 Warren Ct. A2 48105
	(C ) 586 206-5640                      (C ) 734 915-8161  (H) 734 769-4161
	 spartin69@hotmail.com  spartin69@comcast.net

	Raman
	Madurakavi
	Medshare Inc
	8540 N Hix Rd Apt 101 Westland 48185
	(H) 734 416-0147    (C ) 248 790-4795
	mramannuc@hotmail.com

	Andy
	Papaleo
	Cardiovascular Specialists
	1923 Clawson Ave, RO 48073
	(W)248 932-3700   (H) 248 398-6774
	amnmp45@aol.com

	Peggy
	Passiak
	Oakland Hills Cardiology
	3882 Kenmore Rd Berkley 48072
	(W) 248 335-1064   (C ) 248 798-3962
	peggypassiak@hotmail.com

	AJ
	Pylar
	Woods Cardiovascular
	54249 Myrica Macomb 48042
	(H) 586 489-5755
	ajpylar@yahoo.com

	Donna
	Wenzel 
	Macomb Heart & Rehab
	8875 Pacton Shelby Twp 48317
	(H) 586 731-9344    (C ) 586 321-2417
	djwenzel@hotmail.com

	Paul
	Wenzel 
	HF Macomb-Warren
	8875 Pacton Shelby Twp 48317
	(W) 586 759-7320
	pwenzel1@hfhs.org

	NOMINATING COMMITTEE CHAIR : Sharon 
	Lafferty
	Macomb CC
	25035 Constitution Warren 48089
	(W) 586 286-2191   (C ) 586 871-0142
	sharon@lafferty.org

	NOMINATING COMMITTEE :
	
	
	
	
	

	Patti
	Given
	HF Macomb-Warren
	2165 Sheffield Birmingham 48009
	(H) 248 540-4547    (C ) 248 217-0405
	pattigiven@yahoo.com

	Laura
	Gomoll
	
	423 S Bywood Clawson 48017
	(C ) 248 840-6247
	lauragomoll@gmail.com

	Mary 
	Yeomans
	Medi-Nuclear
	3465 Hilton Bay Brighton 48114
	(W) 248 926-9500   (C ) 586 306-7244
	maryy@medinuc.com

	Neil
	Campbell
	
	15435 Lakeside Village Drive Apt 301 Clinton Twp., MI 48038
	(C ) 586 350-4343
	neil.campbell74@yahoo.com


SEMATA Board Meeting Minutes

August 10, 2005
 5:40 pm – 7:30 pm

Attendees:

Pam Bradford

Kevin Damico

Sharon Lafferty
Mary Premo

Michelle Brejnak

Bruce Doughten

John Helmer
Mary Yeomans





Laura Delagrange

Branden Hill

Ted Pfeffer
Sally Zabawa

Members Absent:

Andrea Abram

Patti Given

Peggy Passiak
Sean Wynn

Jenny Armour

Monica Kalaskey

AJ Pylar


Stu Dees


Colleen Nall

Lee Thomas



Janelle Doan

Paul Nuechterlein

Donna Wenzel

I.
Welcome and Introduction of New Members






John H.


John called the meeting to order and had board members introduce themselves. 

II.
Board Membership Directory





     
    see attached

All board members present at the meeting were asked to check and correct their check addresses, phone numbers, and e-mails on the board directory. The most recent revision is included with these minutes.

III.
General announcements








Mary Y

Mary notified the board that Pam Robertson passed away and asked if SEMATA could send something (flowers, etc) in her name to the memorial service. Pam was actively attending SEMATA meetings for many years. The board agreed to send something to the service. Some further clarification was needed as to what would be acceptable because Pam was a Jehovah’s Witness. Sally and Laura were looking into what is acceptable to send to the memorial service and were going to be taking care of the arrangements.

IV. 
VOICE Coordinator Position







Sharon

Sharon notified the board that Andrea Abram will be unable to fulfill her role as VOICE Coordinator due to her employer, BMS’s policy. Sharon is going to contact Patti Given and see of she would like to assume the role of VOICE coordinator, otherwise Pam Bradford VOICE Coordinator-Elect may assume the role.  

V. 
Website










Sharon

Sharon asked the board if they wanted to continue the website. The board agreed to do this. The yearly cost for the website is $86.35 which includes hosting and registration of the domain name. Sharon asked the group if they had any other suggestions for the site. Mary suggested that job ads be pulled every three months. The group agreed. Staring January 2006, job ads will run for three months (or less)

In addition, Sharon will be working on an on-line registration form for the meetings and there will be printable election forms on line as well. 

Sharon also asked that anyone not wanting their e-mail address on the website to notify her.

VI. 
Treasurer’s Report:








Sally


Sally gave the group the current balance in the SEMATA account. There is currently a balance of $7237.50. Sally will send a balance sheet or a copy of the financials via e-mail to the board after the books have been balanced. Sally commented that the vendors were very generous with donations this past year.

VII.
Comedy Castle 2005/Social 2006







Mary Y. and Sally 

Mary commented that the past few years, attendance at the Comedy Castle has been declining. Sally interjected that had it not been for vendor donations, SEMATA would have lost money. The board briefly talked about thinking of a different place to have the dinner meeting. No one had any other suggestions, so this issue was tabled until the next board meeting. The group was thinking of replacing the Comedy Castle to another gathering at 4 Green Fields.  (Sally noted on a separate e-mail that SEMATA needs to keep our balance below $10K).

VIII.
Nuclear Medicine Week 2006







John

The board decided to do the evening celebration of nuclear medicine week on Thursday October 6th from 5-9 pm at the Four Greenfield’s Pub, where it was held last year. The group agreed to order appetizers for the event like it has in the past. Details will be available on the website and invitations will be distributed in a flyer form. Kevin Damico volunteered to make the arrangements with Four Greenfield’s. It will be emphasized that it is a cash bar- so Mr. Wagel will not get stuck with a huge bar bill again!

IX. 
Saturday Seminar-Fall 2005








various


- The meeting will be held on Saturday November 5, 2005

-There will be 6 speakers. Speaker ideas are as follows:

· Jill Rothley- U of M speaking about Epilepsy (Brain SPECT and PET)- Sally will be contacting her

· Bev Towner from Mt Clemens General to speak on something medical like Type II diabetes- Michelle will be contacting her

· Lyn Melberg , Karen Martin, or Sharon Lafferty to speak about Practice Issues in nuclear medicine (such as PET boards, ICANL, board certification requirements, etc)- Sharon will be contacting Lyn and Karen 

· Jim Botti and Leslie Botti- PET topics such as Alzheimer’s- Kevin will be contacting them

· Dr. Ravi - MPI/MUGAS/Echo- Kevin will be contacting him

· Dr. Kevin O’Brien- Case review of PET/CT- oncology and cardiology- Sharon will be contacting him

· Reimbursement-help with understanding the basic (ie. what a NMT needs to know)- Sally Z. will be finding a speaker

-People arranging for speakers need to contact John Helmer to let him know the status. Also- people arranging speakers need to find out times speakers are willing to speak to coordinate an agenda.

- Speakers will need to provide an outline or handouts which will be required 2 weeks prior to the meeting. The handouts will be bound and distributes at the meeting for attendees.

- Times for the meeting and speakers are as follows:

07:00-8:00 am; Breakfast, registration, and business meeting

08:00-9:00 am- SPEAKER 1 

09:00-10:00  SPEAKER 2

10:00-11:00 SPEAKER 3

11:00-11:45 LUNCH 

11:45-12:45 SPEAKER 4

12:45-13:45 SPEAKER 5

13:45-14:45 SPEAKER 6

-The seminar’s location is still to be determined. The board discusses sites that may be good locations. Mary Y was checking with Botsford to see if their auditorium was available. 

- The board talked about the possibility of having to rent a convention room if the meeting attendance gets large. Further discussion was tables as the board agreed it will need to discuss this possibility and available options at a future board meeting. For the time being- we will be limited to the auditorium’s maximum capacity (which is typically 125-200 for most large hospitals)

-A continental breakfast and lunch will be served. The board agreed that the Panera bread boxed lunches and breakfast went over well and was easy to do and clean up. Sharon will make arrangements for the food. The board will need to divide up the other needed supplies such as:

· bottled water, juice boxes (less than last meeting), coffee, sugar, creamer, coffee cups, plastic ware (utensils), soda Pop/Ice (need more diet pop this time), trash Bags, and coolers.

- People are needed for both set-up and clean up for this meeting. Look for future e-mails to get volunteers 

-. Fees will be the same as for the March seminar…$20/$25 for members, $30/$35 for non-members.

- All speakers and details need to be finalized by September 9th! Paperwork will be distributed by the VOICE coordinate and submission must be made to the SNM before October 1, 2005. 

X.
Saturday Seminar in Late Winter:







various

-The attendees decided on Saturday March 4, 2006. It will be held at Mt Clemens General Hospital

Will keep the same format as last year

-There will be more discussion regarding the March seminar via email and at a future board meeting

XI.
Central Chapter Meeting Fall 2006







Mary Y.

The Central Chapter meeting will be held in Traverse City, Michigan in October 2006. The board members talked about not having a Fall seminar in 2006 so we encourage people to attend the central chapter meeting. The board felt that this was a good idea and wants to be supportive of the Central Chapter. 

XII.
Misc Issues/Ideas/ Open Discussion







various

· The board discussed the idea of performing elections at the Spring meeting instead of at the dinner meeting since there has been a dwindling attendance in recent years. The elections could take place during lunch break and could be further promoted on the website and at the fall meeting. The bylaws will need to be reviewed to reflect the changes to the election process. 

· The board agreed to add an additional line on the seminar registration form to identify people who may be interested in getting on the SEMATA board. 

· A Policy and Procedure handbook is currently being drafted by various board members to be available for future SEMATA officers for reference. It will be put up on the SEMATA website so people can look at the requirements of board positions to decide of they want to run for an officer position. 

· The bylaws committee will need to review the SEMATA bylaws and put together any revisions or changes needed to be considered for the ballot in 2006.

· This year the SNM is going to a sign in/ sign out method for recording seminar attendance that requires the attendee to sign in and/or out when they leave a lecture. The exact method has yet to be revealed but this means that SEMATA will need to devise a way to capture when attendees leave a lecture and return for CE reporting. The board will wait to see what methods the SNM comes up with and what the requirements will be. 

The Next Board Interaction will be held via e-mail- so please look for future e-mail communication!

Meeting adjourned at approximately 7:30 pm.

Sharon Lafferty

Respectfully submitted August 20, 2005
S.Lafferty, recorder

TIMELINES FOR PRESIDENT
EXECUTIVE BOARD MEETINGS


4-6 months prior to Fall seminar 
June or July 

4-6  months prior to Spring seminar
November or December
FULL BOARD MEETINGS

4-6 months prior to Fall seminar 
AFTER Executive Board meeting June-August each year

SEMATA SEMINAR

6-12 months prior
Attend Continuing Education Committee to plan seminar

4-6 months prior 
Follow-up with VOICE Coordinator and Continuing Education Committee:
· Confirm details
· Assist as needed
· Attend all CE meetings

SEMATA SOCIAL EVENT

1-2 months prior to RSVP date

Confirm all details are taken care of

TIMELINES FOR TREASURER
SEMATA SEMINARS
3-4 months prior 
Make sure the registration form and brochure was posted on website and register yourself as a test.  

Ongoing during open registration:  Keep a running file of registered attendees, payment status, snm status and send them back a email confirming their registration.  


1-3 months prior 
Talk to President and webmaster regarding capacity every 2 weeks


3 weeks prior
Make sure the person who is responsible for ordering the food and booklets has the current credit card information.  
2 weeks prior
Obtain speaker $100 VISA gift cards and door prize $50 gift cards based off the number of paypal registrations.
1 week prior
Contact the person ordering the food and booklets with a final total
1 week post

Balance the attendee and expense sheet.  Email balance sheet 
to officers.


NUCLEAR MEDICINE WEEK EVENT

Night of event: Make sure wait staff understand SEMATA is only purchasing food and no beverages.  Order food as attendance requires.  Pay for the bill


SEMATA SOCIAL EVENT

If it is a happy hour social or board only meeting: Make sure wait staff understand SEMATA is only purchasing food and no beverages.  Order food as attendance requires.  Pay for the bill


If it is a entertainment social: open registration, paypal and running file for attendance will need to be kept.  Reserve room or activity with credit card as needed.
TIMELINES FOR SEMATA SECRETARY

SEMATA SEMINARS

4 months prior 
Send out a “Save the Date” flyer to radiopharmacies and vendors
(call to confirm receipt of flyer)

3-4 months prior 
Create and send registration form and brochure to VOICE Coordinator, webmaster and social networker
2 months prior 
Send out a registration form and brochure to radiopharmacies

(call to confirm receipt)

1 month prior 
Send out a registration form and brochure to radiopharmacies

2nd distribution (call to confirm receipt)

1 week prior
Speak with treasurer to determine if walk-in registration is available. Make registration forms, number them, and bring them day of meeting

NUCLEAR MEDICINE WEEK EVENT

2 months prior 
Create and send event flyer to webmaster and social networker

1 month prior 
Send out a flyer to LOCAL radiopharmacies and vendors

(call to confirm receipt of flyer)

11/2 week prior 
Send out a flyer to LOCAL radiopharmacies

2nd distribution (call to confirm receipt)

SEMATA SOCIAL EVENT

2-3 months prior    Create and send event flyer to webmaster and social networker

1 month prior          Send out a flyer to LOCAL radiopharmacies and vendors

to RSVP date           (call to confirm receipt of flyer)

11/2 week prior
Send out a flyer to LOCAL radiopharmacies
to RSVP date 
2nd distribution (call to confirm receipt)

TIMELINE FOR VOICE COORDINATOR

SEMATA SEMINARS


6-12 months prior
Meet with Continuing Education Committee to plan seminar:
· Secure location
· Check on what mediation is provided with hosting facility
· Decide on time/ basic agenda of seminar
· Decide on topics and arrange speaker contacts

4-8 months prior 
Follow-up with Continuing Education Committee:
· Confirm speaker’s availability, topic, and time speaking
· Check on what items/media the speaker will need for presentation and make arrangements with hosting facility
· Obtain speaker’s contact information (including mailing address)
· Have speaker complete all VOICE paperwork

· Get a copy of the speaker’s resume or CV and attach to VOICE form
· Request a copy of the speaker’s presentation
· Provide seminar information to secretary for creation of flyer and brochure

· Title of program

· Date and time of program

· Speakers and titles of talks

· Sponsors of program (if known)

12 weeks prior
Complete and submit completed VOICE paperwork to SNM to apply for credits
8 weeks prior
Create (or make arrangements) to have SEMATA seminar booklet created
2-4 weeks prior
Communicate with CE committee:

· Make a reminder phone call or other contact with your speaker to reconfirm times, needs, etc. 

· Notify speakers to arrive at least 30 minutes before their presentation
1-2 weeks prior
Organize paperwork and sign in sheets for seminar
DAY OF SEMINAR
Distribute VOICE paperwork and collect it at end of seminar
1-3 days POST
Complete and submit all paperwork to the SNM:

· Create summary of meeting evaluations

1 day- 2 weeks POST
Send summary of meeting to SEMATA board members

TIMELINES FOR WEBMASTER AND SOCIAL NETWORKER
SEMATA SEMINARS


4 months prior 
Post information regarding seminar




Set up on line reg info: pricing, paypal, etc

3-4 months prior 
Post registration form and brochure on website


Open on-line registration


Send out an email blast to notify on-line reg is open

1-3 months prior 
Speak with treasurer regarding capacity every 2 weeks


Send out email blast at 3, 2, and 1 month prior

3 weeks prior
Deactive on line reg when at preregistration end date 

NUCLEAR MEDICINE WEEK EVENT

2 months prior 
Post information/flyer regarding  event
Send out an email blast to notify about event

1 month prior 
Send out an email blast to notify about event

Week of event 
Send out an email blast on Monday to notify about event

SEMATA SOCIAL EVENT

2-3 months prior 
Post information/flyer regarding  event

Send out an email blast to notify about event

1 month prior          Send out an email blast to notify about event

1 week prior

Send out an email blast to remind about event
to RSVP date
TIMELINE FOR NOMINATING COMMITTEE CHAIRPERSON

SEMATA SEMINARS


4-6 months prior to Fall
Meet with Nominating Committee to plan election:

· Develop application for nominees

· Develop basic ballot for open positions

4-6 months prior to Spring Follow-up with Nominating Committee:
· Confirm nominees meet bylaws requirements

· Obtain nominees completed application

· Confirm bylaws or other special votes to be placed on ballot

8 weeks prior
Contact current SEMATA board members to confirm interest

Have interested members complete and return applications

Send nomination and application forms to webmaster and social networker to post on web

4 weeks prior
Create draft ballot 
2 1/2 weeks prior
Send out ballot to SEMATA board for review and revisions
1 week prior

Send out final ballot to President for final approval
1-2 days prior
Check with treasurer what seminar attendance is expected  (or capacity) and make copies of ballot
DAY OF SEMINAR
Distribute ballots and collect them (at least 2 members of nominating committee)
1-2 days POST
Count ballots(at least 2 members of nominating committee) and determine winners of election

1-7 days POST
Executive Board meets to break any ties in election

1-9 days POST
Contact any write in winners of election

1-14 days POST
Provide results of the election to the SEMATA board
Provide results of the election to the webmaster with email information
Provide email address and other contact information to secretary and other officers
1 day-4 months POST
Give ballots to President before the first full board meeting 

1 day- 8 months POST
Provide electronic files of ballot and results of election and give to next Nominating chairperson
=
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