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In mid-June, the Association Manager began preparations for taking over CiVSA’s day-to-day operations.  A new phone number and fax number were established using Vonage, a voice-over-IP service.  A post office box and e-mail address were also set up to receive inquiries, dues payments, and other communications.  These tasks were completed before the end of the month, with the first calls coming in to the new number on June 24th.  The post office box is checked a minimum of three times per week.  The email and voicemail are checked daily; over 100 calls have been received since the new phone number has been operational.
On a day-to-day basis, calls and emails are received from current or renewing members and prospective members.  The Association Manager assists members with dues payments, updates to contact information, and other membership issues.  Additionally, calls and emails are fielded from prospective members.  A standard procedure for handling these inquiries, as well as new memberships, is planned based on discussions between the President, Membership Recruitment Chair, and Association Manager.

On July 19th, invoices for 2005-2006 membership dues were sent out to prior year members who had not renewed when paying conference fees.  Renewals came in through PayPal and by checks mailed to the new address.  These checks are forwarded on a weekly basis to Denise Wellman.  On November 2nd, reminder letters and invoices were sent out to members whose dues payments had not yet been received.  
Clean-up of the membership list continues, in part based upon the billing process.  Discussion with the President and Director of Communications continues regarding the handling of former members who have not renewed their memberships.  An up-to-date listing includes 132 members, with payment pending for only three of these members.  There are 65 institutions represented within the membership.  CiVSA currently has 35 Institutional memberships, 38 Professional memberships, and one Emeritus membership.  
The website re-design is also being coordinated through the Association Manager.  A final design has been sent to the Executive Board for approval.  The Conference and Members Only sections still need to be created.  The searchable membership database, which is a major portion of the Members Only section, will be ready for initial data entry and testing on November 7th.

Overall, the new arrangement for handling CiVSA’s day-to-day operations, billing, and other special projects is working well.  With the new membership brochure, inquiry procedures, and approval of the website design, the business of the organization and the recruitment of new members should proceed smoothly.

Respectfully Submitted,


Ryan Leigh Runyon


Association Manager
