Membership Treasurer
I.  DUES RENEWAL ENVELOPE:
a. Create dues renewal form for mailing in early April.  Include updates to the current membership 
     chairman's return address
b. Use envelopes with the Alliance logo and non-profit bulk mailing permit (can be ordered from
     a printing company (Arrow Print on Monroe has been used in the past)
c. Order 2 sets of mailing labels in zip code order from Carol in the Academy Office (419) 471-3333
        i. one label for dues renewal envelopes
       ii. one label for mailing envelopes
d. Include with mailing:
        i. President's letter
       ii. Bridge Marathon letter
      iii. Special Interest Groups letter
e. Take finished envelopes to Carol at the Academy office for processing and then take them to the Main    
     downtown Post Office for mailing.  Go to the back of the building where the bulk mailing is. 
     (Downtown Post Office is located at the corner of St. Clair and Williams Street)
NOTE:  Don't send dues renewal to State Officers designated by OSMAA on the mailing label.  Charter members county dues are waived.  Make a note on their renewal envelope that they don't have to pay
county dues but can pay state and national dues if they choose.
 
II. RECEIVE AND RECORD RENEWALS:
a. Send checks to the Treasurer
b. Record names in ledger
c. Record updates in Records Book (Brown Book)
d. Any address/phone number changes of current members are given to:
        1. Carol at the Academy office (419) 471-3333
        2.  Yearbook Chairman
e. Distribute Bridge Marathon and Special Interest forms to respective chairman in a timely manner
 
III. Send out second notices
 
IV. Process and Record new members from the membership chairman as presented.  Update with the Academy office and Directory chairman
 
V. Get alphabetical printout from Carol at the Academy office of the Alliance Membership information to cross-reference with your list.  Give updated information to the Yearbook Chairman to be included in the directory (usually needs to be done by the end of August)
