TLA Executive Director’s Report:
April 2018
January 2018:

·  Processed membership renewals online and by mail
· Processed membership checks and credit card payments
· Ordered and delivered items for distribution on TN Library Legislative Day, 2018
· Prepared online registration process for TN Library Legislative Day, 2018
· Prepared ballot for TLA ByLaws Revision

· Placed proposed revision on TLA website for viewing

· Delivered ballot to printer for copying/mailing 

· Paid TLA bills / deposited income
· Prepared IRS withholding statements for self, and TLAN and TL editors
· Prepared TLA Quarterly Reports for IRS / SS / Medicare / State of TN
· Reconciled all bank accounts
· Responded to phone calls / emails / print correspondence/acknowledged scholarship fund donations
· Maintained  membership database on TLA website
February 2018:
· Processed membership renewals online and by mail
· Processed membership checks and credit card payments
· Initiated online election process
· Sent election link to all members with valid emails in website membership database
· Prepared and posted online registration form for Conference 2018
· Paid TLA bills / deposited income
· Reconciled all bank accounts
· Responded to phone calls / emails / print correspondence/acknowledged scholarship fund donations
· Maintained membership database on TLA website
March 2018:

· Processed membership renewals online and by mail
· Processed membership checks and credit card payments
· Made presentation at the Morton Museum of Collierville History on ALA’s Library Service during World War I
· Prepared for 2018 Conference
· Processed registration payments 
· Ordered  Honors and Awards plaques/checks
· Established onsite credit card acceptance via Square
· Processed Conference 2018 registration checks and credit card payments
· Processed checks from Exhibitors
· Prepared reports for appropriate Conference Planning Committee members
· Prepared invoices for Conference Sponsorships
· Prepared payment checks for interns, scholarship, and speakers
· Responded to all general questions / concerns regarding various aspects of  2016 Conference
· Paid TLA bills / deposited income
· Reconciled all bank accounts
· Responded to phone calls / emails / print correspondence/acknowledged scholarship fund donations
· Maintained membership database on TLA website
· Notified President of election results
· Notified Executive Committee and Task Force on Restructure as to voting results
· Prepared for TLA Board of Directors’ meeting
