National Administrator
The National Administrator (NA) shall be responsible for the daily administrative duties of The Society of American Magicians.  The NA will assist in conducting the business of the Society and whose duties include the following roles and responsibilities in support of the S.A.M. By-Laws and Constitution:
1.  Meetings: The NA will participate in all National Council and Annual Meetings of the Society and committee meetings as available.  
2.  Coordination:  The NA will maintain frequent contact with the National President, President-elect, First Vice President, Second Vice President, National Treasurer and National Secretary to keep them informed on all aspects of the S.A.M. to ensure an orderly flow of business. 

3.  Administrative Responsibilities and Reporting: 
a. The NA’s first term of office shall be one year from the time of appointment and thereafter, the National Council, acting for the Society, shall have the authority to enter into a contract with the National Administrator for a term of up to three years, the NAs contract may include terms deemed proper at the discretion of the National Council. 

b. The National Administrator shall receive notice of all regular and special meetings of the National Council to the extent provided for in the Bylaws and may attend said meetings, but may not vote on the National Council.  The National Administrator shall abide by all decisions made by the National Council as to the privileges, duties, and obligations of the National Administrator.

c.  The National Administrator shall account monthly to the National Treasurer for all expenses charged directly to the petty cash account as maintained by the Treasurer and described in Article IX, Section 5f(1) of the Bylaws.

· Any monies received by the National Administrator on behalf of the Society shall be deposited directly into a depository that the Treasurer shall designate pursuant to Article IX, Section 5f(2) of the Bylaws, and the NA shall promptly forward to the Treasurer a statement showing date of receipt, from whom received, and the item or items covered therein.
· All payments made by the National Administrator, in the ordinary course of the Society’s business with the exception of petty cash expenditures, shall be made from the Society’s account and shall require the co-signature of the National Treasurer.

d.  Additionally, the NA will perform the following: 
· Initiating, processing, and responding to routine correspondence, membership inquiries, and Gifts and Insignia inquiries.
· Forwarding all correspondence directly related to or concerning an elected official or committee chair to that person.
· Maintaining a database of all members, recording data as membership status changes and provide information on the Assemblies as required to assist the membership committee.  The NA will record dues input, complete data processing and mail new membership cards.

· Dues notices will be prepared and mailed for first, second, and final notices.
· Record the 5-, 10-, 25-, 35-, and 50-year Member Service Awards and reinstatements.
· Keeping records pertaining to Assembly officers including preparing and distributing a list of Assembly secretaries at least annually.
· Receiving nominations for National offices by March 1 of each year and forwarding them to the Election Committee chair by March 15.
· Receiving and submitting to the National Council all proposed amendments to the Bylaws and Constitution of the Society.
· Preparing and distributing an up-to-date list of addresses and phone numbers of all National officers and committee chairs.
· Maintaining the Society’s archival records. 
· Coordinating the printing and mailing of M-U-M.

e. The NA shall keep all data in connection with official activities, shall provide a report for all Council meetings of the Society, and shall submit the books and records to the auditing committee when required to do so.

f. At the expiration of the term, a complete and accurate list of all property/monies of the Society in the National Administrator’s possession or control shall be prepared.  Such property shall be provided to the succeeding National Administrator.

g. For the S.A.M. Insurance program, the first renewal, second renewal, and termination letters will be emailed or mailed as appropriate. 
h. The NA will process all new member applications.  The new member applications for the S.A.M. and S.Y.M. may be handled together and processed in batches.  Processing includes verification of member’s information, payment, data entry and mailing of the membership welcome packet, pin, certificate, and membership card.
i. M-U-M ad payments are sent to the NA. When ad payments are received, they are recorded and deposited by the NA.
j.  The NA will also prepare, as required, the Magic SYMbol and M-U-M monthly mailing lists, design and order new forms, quarterly mailings to Assembly secretaries/National Council, roster lists for the RVPs on a quarterly basis, 50-year, Life, Honorary membership cards; special promotions and/or requests of the National Council. 
k. The NA will send copies of prospective member lists for each region, provided by the Director of Membership Development, to the respective Regional Vice Presidents.  It is then the responsibility of the Regional Vice President to provide these prospective names to the State Deputies and their respective Assemblies.
l. The NA will house & maintain all Gifts & Insignia items, fill & distribute orders to the membership and direct the sale of merchandise at the National Convention.
4.  Expenses:  The NA will submit all valid expenses to the National Treasurer along with the receipt or form of documentation of each expense by May 31st of each year.  The National Treasurer will reimburse the NA for expenses up to the annual budget for the office.
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Roles & Responsibility Review Committee

Dick Bowman, Chair
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