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Agenda

ÅService overview

ÅFinance

ÅMembership

ÅEducation Program Management
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Membership

ÅNYSVMS

ÅMembership recruitment mailings

ÅMembership dues collection

ÅProviding an admin link to an 
online portal where membership 
reports can be accessed and 
downloaded including current and 
past members

ÅCDVMS

ÅEstablish annual dues

ÅSupport recruitment efforts with 
follow-up calls to members who 
renew late, and providing local 
information where practices have 
become incommunicative
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Your reports online
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Education
NYSVMS

Å Provide an online registration portal where attendees may register 
for events

Å Provide an admin link where Regional Volunteers may view event 
registrants, and if desired setup or edit events.

Å Provide assistance setting up online registration. NYSVMS staff will 
be required to set up event pricing. Volunteers may set up and edit 
the date and description if desired

Å Answer email and telephone inquiries about event registration if 
desired

Å Send speaker information onto another NYSVMS member for CE 
approval

Å Issue CE certificates for both those who registered online and a few 
walk-ins who might have registered at the event

Å Book hotel venues and arrange for catering and confirm final 
numbers with venue

Å Send out email announcements to members. For this service 
NYSVMS would use a standard template and provide a simple form 
for the region to provide information (Appendix C)

Å Maintain a Trello Board for the Region with current information on 
each event and the overall program. 

Å Contracting with and paying the speaker and the venue and all other 
related expenses

CDVMS

Å Overall management and direction of CE program

Å Secure and manage event sponsors

Å Select event program and setting event dates, in discussion with 
NYSVMS

Å Complete online collaborative documents with information required 
by NYSVMS in good time.

Å Provide on-site support at the registration desk. NYSVMS is unable to 
manage onsite registration for regional events

Å Invite speakers and provide NYSVMS information required for CE 
approvals at least 6 weeks prior to the meeting.

Å Responding to requests for more information from NYSVMS staff.

Å Collect payment from those who registered at the event and send to 
NYSVMS

Å Provide information for any email announcements the day prior to 
the announcement using the form provided

Å Update the Regional Trello Board with documents and information

ÅWherever possible communicate through the Trello Board to 
minimize email traffic that might not be available to all NYSVMS staff.
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Trello Board
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Website options available ςno cost

ÅMobile responsive Webpage on NYSVMS.org which can be edited by 
the Region

ÅCan be extended to include additional pages, blogs and forums

ÅDirect links provided and links from NYSVMS site navigation
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Sample website
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Meeting 
Materials

library
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Financial Transition
Revenue Expenses Funds in account Regional Bank Account

Prior to transition date
Paid into regions bank 
account

Paid by region out of 
bank account

Managed by region Active

On transition date and 
90 days beyond (or 
when all checks written 
have cleared)

Paid into NYSVMS bank 
account 

Paid by NYSVMS on 
behalf of region 

Managed by region
Active to honor any 
checks written

90 days post - or when 
all checks have cleared 
if sooner

Paid into NYSVMS bank 
account 

Paid into NYSVMS bank 
account 

Transferred to NYSVMS 
and managed as a 
designated fund for 
chapter

Closed
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Bank account and revenue
Bank 
Account

All funds held by NYSVMS

Revenue 
All revenue collected will be paid into NYSVMS bank account.

Credit 
cards 

Credit card payments for dues, events and sponsorships will be processed through the 
YourMembershipplatform

Checks 

Checks should be made out to NYSVMS. NYSVMS will arrange with the bank so that we can pay 
checks payable to CDVMS into our account
Checks collected at an event should be copied and then mailed to NYSVMS. The copies should be 
emailed.

Cash
NYSVMS will provide deposit slips for cash collected by the region to be deposited. It should not be 
mailed
The deposit receipt and an explanation should be emailed/mailed to NYSVMS
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Payments
Payments

Checks

Please email all check requests to checkrequest.okqsne@zapiermail.com
You should include explanatory information, and all the information required for us to send payment.

Regions should consider carefully their cash control and who they authorize to send check requests. It is recommended that they should come 
through the Chapter finance chair.

PEX card 
payments 

NYSVMS may provide a PEX prepaid visa card to the finance chair for small payments such as food or drinks for board meetings.
This will usually be in the name of the finance chair or President - whichever is requested, but it can be the CE Chair.

There will be an online account where you can see how much is funded, and request more funds on the balance in anticipation of events. 
Typically we would anticipate several months expenditure and make sure it is well funded.

A condition of using this card is that receipts are obtained and uploaded to the PEX online system - together with explanatory notes, or sent to 
NYSVMS promptly.

Cash 

Where absolutely unavoidable, Chapter leaders may use their own cash (or cards).
They must obtain receipts for the purchases

Requests for reimbursement to NYSVMS will be made through the chapter finance chair (only) by providing an expense claim formand receipts. 
The finance chair will approve the form and forward the documents to NYSVMS for reimbursement.
Please make every effort to provide all receipts under $20

Receipts are required above $20. Note that the IRS mandates receipts over $75, so we must have these for our audit, although a large number 
of non-receipted items under $20 would also raise a red flag.

mailto:checkrequest.okqsne@zapiermail.com
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Quickbooks/Bookkeeping

NYSVMS will manage chapter finances as an integral part of the existing Quickbooksfor NYSVMS. As 
an integrated chapter the finances will be incorporated within the main P/L and Balance Sheet.

The Chapter finances will be identified clearly so that a separate report can be generated of the 
chapter alone.

a) All expenses and revenue will have a unique code that relates to the chapter
b) Reports will be provided that show all transactions for the chapter, broken down by major category

There will be annual adjustments to the amount of the designated fund for the chapter, based on 
the annual profit or loss. This adjustment will be agreed with the chapter by 28 Feb of the following 
year.

The chapter will also be provided with NYSVMS balance sheets that clearly identify the designated 
fund.
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Reports

ÅNYSVMS will provide reports to the Chapter Finance Chair which 
identify the revenue and expenses by category.

ÅThese may not be in the form that the Chapter Board requires for 
their internal reporting, and the Finance Chair should expect to 
maintain their own detailed monthly P/L
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Reporting Detail (draft)

201 - Membership Dues

206 - Event Registration

207 - Sponsorships

208 - Other revenue

211 - Advertising and Sponsors

631-1 Event room rental

631-2 Event food

631-3 Speaker fees and transportation

632-1 Committee member expenses

632-2 Committee meeting costs

633 Promotional Expenses

634  Newsletter 

638 Regional - other

639 NYSVMS support fees
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Management of Reserved Funds

Example CDVMS Restricted 
fund

NYSVMS unrestricted 
funds

Starting balance –restricted fund Jan 1 
2018

$60,000

CDVMS Revenue 2018 $40,600

CDVMS Expenses 2018 ($37,400)

Transfer from unrestricted to restricted $3,200 ($3,200)

Ending fund balance Dec 31 2018 $63,200 $0
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Your Support site
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Where to find 
support
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Regional 
Support page



20

NYSVMS Quality 
of Support
Survey of Regions

April 2018
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Overall 
performance

ÅSome emails not acknowledged 
promptly

ÅEmails from NYSVMS don’t always 
get to everyone

ÅSome requests for enhancements 
–eg: Page for lecture notes
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Events and CEs

ÅOverall good –but one region gave 
lowest score on issuing CE 
certificates(see next slides)

ÅGoing through a learning curve for 
online registration and refining it 
to address issues that arise

ÅSome other issues and suggestions 
noted
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Transition to a 
chapter

ÅGenerally positive

Providing the 
information you need

Answering questions

Support through the 
process
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Other feedback

Members have 
trouble navigating the 

website

Prefer the phone to 
be answered by 

someone, rather than 
an electronic system

Some encouraging 
comments too –

thank you!
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Response to concerns 
about CE Certificates

ÅWe are measuring the time taken to 
deliver CE certificates

Å In early 2017 times were very long

ÅOur new team is working with regions 
to bring them down to just a day or 
two

Å Already great results with pilot HVVMS

Å Some other regions have different local 
requirements and we are the road to 
achieving similar results there

0

10

20

30

40

50

60

Days after

HVVMS

Bars show days after event



26

Questions


