ASSOCIATION MANAGER

DUTIES AND RESPONSIBILITIES 

Membership-Related Items

· Log and report to the Board at meetings questions and concerns over the Rules that come in during the month.

· Get materials ready and make up league secretary kits for distribution.

· Make mailings to all league secretaries concerning local activities and notifying them of our open meetings.

· Collect league sanction applications, individual registration cards and fees. 

· Maintain accurate membership lists.

· Verify averages when requested.

· Schedule all hearings and make sure all parties are notified including officers and directors.  Prepare all correspondence and materials relating to the case.  Send to USBC peer their instructions along with the GC USBC WBA recommendations.

· Help and advise league secretaries with any problems pertaining to rules and otherwise that come up in their league during the season.

· Send final average requests to league secretaries.

· Input averages into the computer.

· Help with getting average book ready to print.

· Using WinLABS routinely search and ensure a parental consent form has been filed.

Association Correspondence

· Make sure all board members have the local bylaws, and provide copies to any member who asks for one.

· Keep and distribute meeting minutes.  Consider e-mailing or sending minutes and agendas at least a week before future meetings take place.

· Send notification of all meetings; send board meeting notices 10 days prior to the date and membership meeting notices 15 days prior to the date.

· All correspondence should be date stamped as it is received in the office.

· Compile a folder of all correspondence leaving Association office.  This folder will be given to the association President to review.

Regular Duties

· Make up and put together handbooks for association officers and directors each season.

· Assist the President in selecting the site and date of the board and membership meetings if meeting is not at the association office.

· Work with the President to prepare the agenda for each meeting.

· Work with the President to prepare the Report of the Board to be read or distributed at membership meetings.

· Prepare a written report to present to the members at membership meetings including Visits, Calls and Questions received at the office.

· Update association manuals as necessary.  Review minutes of the association board and open meetings for policies, procedures and rules.  Information is to be given to Policy & Procedure Committee. 

· Send notices of acceptance and rejections on all bids for tournaments.

· Compile and record reports on tournament and other topics.

· Coordinate the local association workshop when required.

· Keep established office hours and communicate them to the membership.

· Oversee all phases of the operation of the GC USBC WBA office.  Purchase office supplies, maintenance of office equipment and scheduling and directing of casual or contract labor.
· Make a To-Do list to comply with national & state deadlines and upcoming tournaments.
Processing League Membership Applications

· All Certified leagues.

· Check application for completeness and accuracy.

· Write the date received on the sanction application.

· Within 10 days upon receiving a league application, issue a receipt to the league secretary.

· Processes membership within 21 days of receipt.

· Record league in book.

· Input league into computer and assign Multi-Membership number as required.

· Print Multi-Membership cards and distribute to league secretary.

· Within 30 days of receipt remit dues to USBC.

· Within 30 days of receipt submit league applications to USBC.

· Process additional members to leagues.

Forms and Reports

· Local Association Officers and Directors Reports to USBC and Ohio WBA.

· Provide records of all members and submit to USBC & Ohio WBA when requested and in format specified by both.

· Send completed membership forms and fees to USBC Membership within 30 days.

· Process supply order form for all league secretaries. 

· Honor score award requests from leagues should be entered into WinLABS and transmitted immediately.

· High Average Report – all 190 and over averages to USBC.

Other Participating Association Functions

· NATIONALS:  Make reservations for delegates to attend convention and workshops.
· OHIO WBA:  Make reservations for delegates to attend Get-Acquainted dinner at state convention.   Check with President on making reservations for breakfast sponsored by BWBW, Secretaries and/or Presidents Club.  Reservation also needs to be made for Exchange Mart if planning to reserve a table for selling.
· NATIONAL & OHIO WBA DELEGATES:  Check with President on when elected delegate cannot attend.  President can appoint a replacement.
· Get signed release for funds given to each Delegate to release GC USBC WBA from liability.
City Tournament Director

· Send letters to proprietors requesting bids as required in the Tournament section.
· Check with President to make sure tournament pin or handout is designed & ordered.
· Work with the President to meet with proprietor who will hold tournament to set dates and times. 

· Have entry forms corrected and printed along with posters (work with publicity committee).

· Process entries as they are received in office and input into computer (when opening envelopes, entries mailed together are assigned lanes together).

· Assign squads and lanes – double check for accuracy. 

· Notify team captains with acknowledgments of date and time of bowling (if less than a week before the tournament, telephone the captain). 
· Make sure all tournament bins are ready for transport to tournament site. 
· Must be present and start every squad of the tournament.
· Print estimated prize list for view at check-in.
· Print out tournament standings for next weekend to view & update at tournament site.
· Send to USBC for chevrons and order trophies and medals.

· Compile prize list. 

· Manually check prize list to make sure all tournament squads have been accounted for.

· Issue checks to winners.

· Send Association Tournament Report to USBC and make report for GC USBC WBA Board of Directors.
Convention Room Reservations

· In August:  Establish where and when the state convention will be held.

· Call the hotel and make room reservations (base the number of rooms on 2 people to a room and the total number of delegates).

· Rooms should be made with double beds if possible

· If you have an odd number of people always make the extra room reservation as it can always be cancelled later ( ie: 9 delegates = 5 double rooms)

· Once the vote for delegates has been taken check with those elected to determine who is rooming with whom. It you do not need the extra room cancel it by January 31st.

Treasury Related Duties

· Receives and issues a receipt for all funds paid to the association.

· Provide any fees collected with a detailed account to the President within seven days, or deposit the fees in the association’s name and notify the President of the deposit.  Make sure the bank or credit union is federally insured.

· Maintain and issue warrants for current bills at least once each week and forward to the President.

· Treasurer’s records are the property of the Association and must be transferred with all other Association records on August 1.

· The Association Manager should receive a copy of all deposit slips made in the name of the Association.

· Process warrants received from the President within 3 days.

· Disburse money based on warrants supported by itemized statements signed by the Association Manager and President.

· Deposit funds in the association’s name within seven days of receipt and give the President proof of deposit.

· Compile, maintain, and report all financial transactions of the association as required and/or requested by the board and USBC.

· Prior to October 15, provide the board with a detailed financial report of the fiscal year and also to USBC, when requested.

· Pays all bills as authorized by the board.

· Keeps an account of assets and disbursements.

· Submit a detailed written report at membership meeting itemizing all association financial transactions.

· Make reports and statements to the President and board, as required.

· Make sure association withdrawals carry the signatures of at least two association officers.

· Never sign a blank check.

· Set up accounts so the President receives bank statements and deposit records.

· Provide all necessary records for the Audit Committee and Financial Committee as needed.

· Books, warrants, invoices and records of the Association must be ready to be audited as of July 31. 

· Complete and file appropriate state tax forms as listed in the Financial & Legal Obligations section.

· Complete and file appropriate Local, State, and National Payroll forms as listed in the Financial & Legal Obligations section.

