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Board

Board conference calls occur on the second Tuesday of every other month at ten o’clock in the morning Central Time. Minutes will be approved by the Executive Vice President or Executive Director and then distributed to the Board. 

Committees
Membership Committee
The Chair of the Membership Committee shall be the President-Elect and shall serve a one-year term. Committee conference calls are every other month, day and time determined by committee.  
Database

Database codes are as follows:

Member






Prospects

M = Allied (mfg) Member, Primary Representative
P = Allied (mfg) Prospect

N = Allied (mfg) Member, Additional Representative
T = Active (distrib) Prospect

R = Active (distrib) Member, Primary Representative


S = Active (distrib) Member, Additional Representative

Mdate = last day of month, one year forward

Mdate = first day of month, current year

N = New

R = Renew

Staff

Q = Staff, including legal counsel, communications director and webmaster.

Allied (mfg) Prospects that have been qualified by the communications director to receive the monthly manufacturers newsletter are acknowledged in the “hot” (interested member) field.

Hot Prospects

X = manufacturer prospects that have requested the electronic Manufacturers Update edition of the Newsletter.

Dues Category

Distributor Dues (Active)



Manufacturer Dues (Allied)

A = ($1,200) $0 – 5 Million Sales Volume

F = $2,500

B = ($1,700) $5 – 10 Million Sales Volume

C = ($2,200) $10 – 20 Million Sales Volume

D = ($2,700) $20 – 80 Million Sales Volume

E = ($5,200) Over $80 Million Sales Volume

Company Type


Specialty/Product

Territory
CORP = Corporation

(memo)



(memo)

SCORP = Sub Chapter

list specialties or

lists area(s) distributor covers

PART = Partnership

products to be listed

PROP = Proprietorship

on website

OTHER = Other

Directory Orders

Directory order forms are located in the mailroom with IMDA materials or can be located on the IMDA website at www.IMDA.org. 

1. Once an order has been received, Finance/Database processes the payment.

2. Directories are emailed as a PDF to the recipient.  
Label Orders

Orders for labels are used by non-members who want to mail materials to the membership. The purchaser may use this list one time only.

1. A check or credit card information must accompany the order.

2. Staff processes order and sends labels or label file to the recipient.  
Request for Representation 

1. Request for Representation listings can be received by email, fax or regular mail.

2. Once staff receives an RFR, it is posted to the members only section of the website and email out to the membership within 48 hours.  
3. Staff checks in with manufacturer 3 months and 9 months prior to listing the post.
Financial

Procedures for Processing Invoices for Payment

1. All invoices are submitted to the Executive Director for approval.  
2. The Executive Director reviews the invoice to determine that it is within the budget and correct. If it meets this criteria, that person will write “ok” or “okay to pay” with his/her initials and forward the invoice to the Senior Administrator/Patti in the Finance Department.


3. Once a week the Senior Administrator processes all invoices for payment by entering

    them into QuickBooks and preparing the checks.

Procedures for Check Signing

1. Checks over $2500 must have two (2) signatures – the Treasurer for the Association

and Judy Keel (owner of ASI). If the Treasurer is unavailable, the President of the Association may sign the check.

2. Checks under $2500 require one signature and can be signed by Judy Keel.

3. The Treasurer or President must sign any check payable to ASI. If the check is over $2500, Judy Keel will sign the check when it is returned from the Treasurer.

4. Checks over $2500 that are bank transfers between the Association’s checking accounts do not require two signatures. The Treasurer will be advised of any bank transfers.

5. Checks, check voucher and backup will be forwarded to the Treasurer for approval and signature.


A check voucher will be attached to all checks requiring a signature (see example A, Attached). The voucher contains a line for the date the check is written, a line for the initials of the person that prepared the check and a line for initials of the officer who will approve and sign the check. A copy of the backup for all checks that require a second signature will be included for the Treasurer’s personal files.

The Treasurer will mail the checks to the vendors and return the approved vouchers to the Senior Administrator in the Finance Department. Postage paid envelopes will be provided to the Treasurer for these mailings.

Membership Committee

Focuses on getting new members and contacting prospects.

1. Conference calls meeting times are determined by the committee.  
2. Call or email Committee Chair for Agenda one week before the call.

3. An email with the following reports is sent one week before the conference call: Agenda, previous meetings notes, membership renewals/non-renewals, (conference registration reports when applicable). 

New Member Application


Processing potential new member applications:

1. The application is scanned and saved in pdf. format under Q:\IMDA\Membership\NewMembers\Applications.
2. The application is then emailed to the Board of Directors for review and voting. All replies must be received within 3 days of receiving the application.
(Manufacturers Rep does not receive initial application, send the announcement of acceptance to MR.)

3. File the application under the deadline date in the Blue Every Day File with an Applicant Voting Form attached. Use the Applicant Voting Form to track the votes of the Board of Directors.

4. Upon acceptance, payment is processed.  
5. Notice is sent to Communications Director to put the new member in the upcoming edition of the Update (Newsletter).

6. A welcome letter, directory, Board of Directors List, Newsletter, website login/password and Conference Information will be sent to the new member upon approval.  
7. Email the board and membership committee the new members phone and email address.

8. If an application is denied: (See Bylaws Section 4.4 paragraph 2 for procedures. Board of Directors will tell you how to proceed)

Newsletter (Update)

Mark Thill/Editor and Communications Director prepares material for the electronic monthly newsletter, Update, that is laid out by ASI and posted to the website.  The newsletter is emailed to distributor and manufacturer members and prospects.

Other Inquiries

Manufacturers asking why use an independent distributor: Take down their contact information and give this to the Membership Committee Chair to contact. If the manufacturer is a non-member, send them membership information.

Prospective Members

Prospective member contact information should be forwarded to staff for processing:

1. Prospect is entered into the database and sent membership materials.  
2. A member of the membership committee may be asked to follow up with a prospect by phone or email.
When gathering prospects from industry-related exhibitor lists: look up manufacturers’ contact info on the website. Each prospect record must have a name to whom the info is mailed. Titles to look for on employee listings are:

VP Marketing and Sales

VP Sales

Director of Sales

VP Distributor Relations (for a larger company)

President (for a smaller company)

Renewals

All dues renewals are based on the anniversary join date. First notices are sent out 60 days in advance; second notices 30 days; and final notices on expiration.

The Membership Committee Chair gets the list to determine who will make personal phone calls to those members who have not renewed 30 days after the final notice.

1. A report is run for dropped, renewed and non-renewed members.

2. A thank you for renewing letter is sent from the office once membership dues have been received.

Website

All changes for the web are handled by ASI.  



Policies & Procedures
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