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PREFACE
The purpose of this booklet is to provide guidelines for officer and committee
chairpersons. Its intent is to provide direction, continuity, and understanding of the
duties for which each individual is responsible.
Past experiences document these guidelines to be in accordance with the immediate
needs of this organization. It is our hope that, if followed as closely as possible, this
book will provide the information necessary and enhance continued success and growth
of the North Carolina Society of Radiologic Technologists, Inc.

Approved as Official Guidelines by the
NCSRT, Inc., Board of Directors

ADOPTED: May, 1982
REVIEWED: January 2011
REVISED:

March, 2001

NCSRT, INC. ORGANIZATIONAL CHART
NCSRT, INC. MEMBERSHIP

ASRT AFFILIATE DELEGATES

BOARD CHAIR
SECRETARY

PRESIDENT

BOARD OF DIRECTORS

BOARD MEMBER

CENTRAL OFFICE

PRESIDENT-ELECT

VICE-PRESIDENT

AT LARGE

BOARD APPOINTMENTS
(Yearly at time of Board Retreat)

Continuing Education Coordinator
Education Coordinator
Editor
Honors Committee Member
Meeting Coordinator
Nominating Committee Chair
Program Coordinator-Annual Conference
Recruitment Committee Chair
Treasurer
Chair

PRESIDENDIAL APPOINTMENTS
(Yearly at time of Annual Conference)

Awards Committee Chair
Chief Sergeant-at-Arms
Historian
Instructors Committee Chair
Legislative Chair
Meeting Chairs (One-Day Seminars)
Parliamentarian
Professional Services Committee Chair
Radiology Managers Committee
Student Affairs Committee Co-Chair
Resolution & By-Laws Committee Chair
Scientific Paper Chair
Student Affairs Liaison
Technical Bowl Committee Chair

ADOPTED:
REVISED: January 2011

LONG RANGE PLANNING INFORMATION
Section 1.0

1.01
Page 1

THE NCSRT, Inc. MISSION STATEMENT
The mission of the North Carolina Society of Radiologic Technologists Inc. (NCSRT,
Inc.) is to give health care professionals the knowledge, resources, and support they
need to provide quality patient care. The NCSRT, Inc. will lead its members, their
health care colleagues, the profession, and the public on all issues that affect the
radiologic sciences. It will work to enhance the delivery of radiologic care and to ensure
its safety, quality, and efficiency.
The NCSRT, Inc. will achieve this mission by:
•
•
•
•
•
•
•

Providing useful educational opportunities in the radiological sciences and delivering
them in innovative ways.
Strengthening professional standards.
Enhancing the image and reputation of the profession.
Upholding the professional code of ethics.
Promoting unity within the profession while respecting its diversity.
Supporting research and progress in the radiologic sciences.
The NCSRT, Inc. will continually assess its progress toward achieving its mission.

ADOPTED: June, 1999
REVIEWED: January 2011
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NCSRT, Inc. LONG RANGE PLAN
(2000-2003)
The NCSRT, Inc. long-range plan (2000-2003) is based on the society’s mission statement and
goals adopted by the board in June of 1999. Several documents were utilized as tools for the
plan’s development:
• The NCSRT, Inc. SWOT (strengths, weaknesses, opportunities, and threats) analysis of
spring of 1999 was reviewed
• The ASRT Environmental Scan published in the summer of 1999 was reviewed
• The NCSRT, Inc. membership survey completed in 1999 by Renee Bertocchi, RT ®,
member
• The NCSRT, Inc. student survey completed in 1999 by Rachel Clanton, MA, RT ®, student
liaison.
The board members assigned to each goal will be responsible for continuing with the longrange plan until 2003. He/she will be responsible for selection of a committee of NCSRT, Inc.
members best suiting the assigned goal. He/she will also become a member of the Long Range
Planning Committee. As time moves forward, these committee chairs will rotate off and be
replaced with one of their own committee members. Rotation will be determined at a later date.
The board advisor will still remain chair of the long-range planning process and take part in
each committee’s work. Each goal with its outcomes, action steps, assessment strategies, and
results will be a working, living document. This will allow continuous improvement within the
society and increase the outcomes desired.
It is recommended that the president, president-elect, and meeting coordinator should serve in
an advisory capacity only to the different “goal” committees.
Presented and Approved: June, 2000
?
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NCSRT, Inc. Long Range Plan
2000-2003
Board Advisor:
Mission:

Deborah Durham, MA RT®(MR)(CT)

The mission of the North Carolina Society of Radiologic Technologists
(NCSRT, Inc.) is to give health care professionals the knowledge,
resources, and support they need to provide quality patient care. The
NCSRT, Inc. will lead its members, their health care colleagues, the
profession, and the public on all issues that affect the radiologic sciences.
It will work to enhance the delivery of radiologic care and to ensure its
safety, quality, and efficiency.

Strategic Goal #1: Provide useful educational opportunities in the radiologic sciences
and deliver them in innovative ways.
Objective/Outcome:
Web page usage for NCSRT, Inc. meeting materials as well as resource base for other
continuing educational opportunities
Action Steps:
1. Have meeting materials out on web page 60 days before meeting
2. Research continuing education sites and make available as a link from www.ncsrt.org
3. Continually revise current links provided on the web page
Date for Review/Evaluation: September, 2000
Assessment Strategy:
1. Survey at meetings usage of web page utilizing links (evaluation form)
2. MCI-? Statistical analysis of web page hits per day/month/year
3. Statistical data on dates meeting materials go on web
Assessment Results:

Use of Results:

NCSRT, Inc. Long Range Plan
2000-2003
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Board Advisor:

Mission:

Deborah Durham, MA RT®(MR)(CT)

The mission of the North Carolina Society of Radiologic Technologists
(NCSRT, Inc.) is to give health care professionals the knowledge,
resources, and support they need to provide quality patient care. The
NCSRT, Inc. will lead its members, their health care colleagues, the
profession, and the public on all issues that affect the radiologic sciences.
It will work to enhance the delivery of radiologic care and to ensure its
safety, quality, and efficiency

Strategic Goal #2: Strengthen professional standards.
Objective/Outcome:
NCSRT, Inc. Position statements regarding our profession
Action Steps:
1. Research NCSRT, Inc. archives for “old” position statements
2. Review ASRT position statements and develop ones for the NCSRT, Inc.

Date for Review/Evaluation: September, 2000
Assessment Strategy:

Assessment Results:

BOARD MEMBER INFORMATION
Section 2.0
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RECORD KEEPING FOR ALL OFFICERS AND COMMITTEES
1. File boxes should be kept in order. Records should only be kept for the
past three years and then purged, except for the Secretary (see Secretary
Guidelines). It is not necessary to retain personal correspondence for more than
one year. It is suggested that the following be kept:
a.
b.
c.
d.
e.
f.

Minutes from the past three years
Committee reports
Updated guidelines
Current By-Laws
Current Standing Rules
Ongoing work of office or committee

2. It is the responsibility of each officer and committee chairman to update and
purge records annually.
3. Please follow the standardized format for submitting minutes and reports.
4. Officer and committee guidelines should be reviewed and updated each year
by each officer or committee chairman. Completed guidelines should be typed
and submitted to the Board for approval. Upon approval, they should be dated
appropriately.

ADOPTED: November, 1991
REVISED:

October 2007

REVIEWED: March 2009
January 2011
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DUTIES OF THE BOARD OF DIRECTORS
The Board of Directors should function in a unified democratic manner giving due
consideration to any and all issues brought before it by any member of the Society. It is
the duty of the Board of Directors to uphold the Bylaws, as well as the policies adopted
by the membership of the Society.
The primary specific duties of the Board of Directors are spelled out in the NCSRT, Inc.
Bylaws.
ORGANIZATION
The composition of the Board of Directors is established in the Society Bylaws. The
immediate Past-President shall serve as Chairman of the Board.
MEETINGS
1. Meetings of the Board of Directors shall be called by Board Members for the
purpose of transacting the business of the Society, and may be attended by all
members.
2. A Board of Directors meeting schedule shall be given out to all incoming board
members at the Annual Conference.
3. The Board of Directors functions under majority rule.
4. The attendance of a majority of the voting Board of Directors members constitutes a
quorum.
5. Meetings of the Board of Directors will be in accordance with Society Bylaws.
6. Meetings are conducted by the Chairman of the Board.
OTHER DUTIES
Other duties of the board members are as follows:
1. Shall vote on all issues requiring Board approval.
2. Shall authorize expenditures.
3. Shall maintain open communication with all elected officers offering advice where
needed, and ascertain if the duties of each office are being fulfilled.
4. The Board shall appoint ex-officio members annually whose terms shall be
consistent with the organizational fiscal year. (See Organizational Chart)
5. Shall approve the budgets for all Society meetings.
6. Shall annually review the recommendations for any change in officer/committee
guidelines prior to leaving office.
7. Shall review minutes of Board activities.
8. Shall select the Reeves-Rousseau candidate from recommendations by the Honors
Committee.
9. Shall unanimously recommend Life Member candidates to the membership for a
vote based on recommendations from Honors Committee.
10. Shall unanimously recommend Honorary Member candidates to the membership for
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a vote based on recommendations from Honors Committee.
11. Shall evaluate committee recommendations and direct new projects.
12. Shall be available to any member or group of members who might wish to meet at
the Annual Conference or on special request.
13. Shall annually review and revise, as needed, the Official Guidelines of the Society.
14.Shall be the responsibility of each board member to obtain all information from
meetings not attended.
ASSETS
1. The Board of Directors is responsible for all money and other valuables of the
Society. Money or belongings of the Society shall not be expended or disposed of
without the approval of the Board of Directors.
2. The Board of Directors must see that a financial report is given to the membership at
the Annual Conference.
3. The Board of Directors shall present to the membership an adopted budget at the
Annual Conference.
BOARD ORIENTATION
The Board of Directors shall provide a time to exchange files immediately following
induction of newly elected officers. It shall be the obligation of the outgoing officers to
offer written suggestions and provide contact information to the newly elected officers
that will help them to fulfill their responsibilities during their tenure. An orientation shall
be conducted at the first board meeting.

ADOPTED: November, 1991
REVIEWED: March 2009
January 2011
REVISED:

October 2007
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RULES FOR PROCEDURE
NCSRT, INC. BOARD OF DIRECTORS MEETINGS
MEETINGS: Board meetings shall be open to ALL NCSRT, Inc. Members. A minimum
of four (4) voting Board Members must be present to conduct
business. It is the prerogative of the Board to call for an Executive
Session.
DISCUSSIONS:

VOTING:

Board Members are requested to participate freely on all issues
while limiting their comments to one per item of discussion until
after all other Board members have had the opportunity to
comment unless the other Board Members yield their right to
speak. Visiting members will be asked for input on items for
discussion and will follow the same rules as set forth for Board
Members.

The following official Board members are eligible to move on an issue and
to vote:
Chairman of the Board, President, President-Elect, Vice-President,
Secretary, Treasurer and Board member-at-large.
Voting members are asked to write their motions on a motion form
and pass it to the Chair for final filing by the Secretary on all major
issues.

BOARD APPOINTMENTS:
Board appointments should be discussed and voted upon by the
Board in Executive Session. The opportunity shall be provided to
any member for comments and/or suggestions to the Board prior to
this session.
MEETING RULES:
These Board Meeting Rules shall be adopted by a majority vote,
but they may be suspended, rescinded, or amended after their
adoption by a two-thirds (2/3) vote of the voting Board members.
ADOPTED: November, 1979
REVIEWED: January 2011
REVISED:

March 2009
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DUTIES OF THE BOARD CHAIRMAN
The Board Chairman shall:
1. Answer all correspondence with copies to appropriate individuals.
2. Immediately following the annual conference, send letter of appreciation and
gratitude (on official NCSRT, Inc. letterhead) to the ASRT, ARRT and JRCERT
representatives when appropriate.
3. Immediately following the annual conference, send letters of congratulations (on
official NCSRT, Inc. letterhead) to all officers and board members.
4. Set time and place for all board meetings. It is recommended that the incoming
Board Chairman set all board meeting dates prior to the annual conference for
distribution and website posting.
5. Send agenda and pertinent information at least two (2) weeks prior to all board
meetings to all board members, Ex-officio members and all committee chairs. (See
Organizational Chart.) Use electronic transmission/e-mail when possible.
6. Submit dates, times and locations of all board meetings for the Society publications,
central office and website.
7. Preside at board meetings.
8. Offer advice and counsel to the President and all officers.
9. May be co-signer of the Society checks.
10.Between meetings, get votes from other board members on necessary matters
and expenditures. When phone/email votes are necessary, the vote should be
reaffirmed at the next board meeting.
11.Sign all contractual agreements entered into by the Society. All contractual
agreements should bear the signature of the Board Chairman, President or other
designated parties.
12. Prepare and present the board report at the annual conference in consultation with
the President, other board members, and committee chairpersons.
13. Prepare a proposed budget for the next fiscal year to be presented at the November
board meeting/retreat for approval by the Board of Directors.
14. Present budget for membership review.
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15. At the board meeting/retreat:
a. Select board appointments to serve for one year.
b. Appoint :
i. Continuing Education coordinator
ii. Editor
iii. Honors Committee
iv. Meeting Coordinator
v.Nominating Chair
vi. Student Affairs Committee Co-Chair
vii. Treasurer
c. Select the Reeves-Rousseau Memorial Lecturer and Life and/or Honorary
membership nominees (from recommendations of the Honors committee)
i. After the board meeting/retreat, notify the R & R recipient of their selection
ii. Notify the Board of Directors of the recipient’s decision
iii.Request from the R & R recipient the name of their introducer, biographic
information, and picture for printing in the R & R brochure to be distributed at
the annual conference
iv.Request written permission from the recipient to publish their lecture in the
Society publications
v. Prior to the Annual Conference, send an invitation to past honorees to attend
R & R and Emerging Technologies Lectures.
16.Verify that taxes are filed for the Society by the Treasurer and an external audit
is performed by a CPA. A committee can be appointed by the chairman if an
internal audit is needed. It is recommended that this committee consist of the Board
Chairman and/or the President, a past Treasurer, and Board Member-at-Large.
17. The Chairman of the Board may install the newly elected officers; however, this duty
may be delegated to any other individual of the incoming President’s choosing.
18. Present the past President’s pin and plaque at the annual conference.
19. Give instructions to outgoing officers for transfer of files.
20. It is the responsibility of the Board Chairman to obtain all information from meetings
not attended.
21. Utilize Central Office for the following:
a. Printing
b. Multiple mailing
c. Eblasts
d. Other communications as needed
April
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TAX - EXEMPTION REPORTING DUE YEARLY to ASRT
1. IRS 990 Year-end Tax filling by Affiliates: The due date is the 15TH day of the
5TH month of Affiliate Fiscal year. IRS tax filing must be done each year.

The responsibilities stated herein shall be reviewed by Board Chairman prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: November, 1991
REVISED:

March 2009
January 2011
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STANDARDIZED AGENDA FOR NCSRT, INC. BOARD MEETINGS
1.
2.
3.

4.

5.
6.
7.
8.
9.

10.
11.
12.

13.
14.
15.
16.

Call to Order
Minutes
Board Members Report
A. Chairman
B. Board member-at-large
Officer Reports
A. President
B. President-Elect
C. Vice-President
D. Secretary
Long-Range Plan Report
Treasurer’s Report
ASRT Affiliate Delegate’s Report
Executive Secretary Report
Committee Chairpersons’ Report
A. Standing Committees
B. Ad Hoc Committees
Tarheel Publication Editor(s) Report
CE Coordinator Report
Meeting Committee Reports
A. Meeting Coordinator
B. Program Coordinator(s)
Additional Old Business
New Business
Announcements
Adjournment

REVISED: October 2007
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REVIEWED: March 2009
January 2011
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DUTIES OF THE BOARD MEMBER-AT-LARGE
The Board member-at-large should:
1. Attend all board meetings.
2. Serve as the liaison between the membership and the Board of Directors by being
available at the annual conference for discussion of any concerns members might
have.
3. Serve as a member of the Executive Committee and chair for the Ways and Means
Committee. Refer to the Ways and Means Committee guidelines.

The responsibilities stated herein shall be reviewed by the Board member-at-large prior
to submitting the Annual report. Any recommendations for revisions shall be submitted
to the Board of Directors for adoption.

ADOPTED: October, 1985
REVISED:

March 2009
January 2011
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DUTIES OF THE PRESIDENT
PRESIDENTIAL APPOINTMENTS
•
•
•
•
•
•
•
•
•
•
•
•
•

Awards Chair
Chief Sergeant-at-Arms
Historian
Instructors Chair
Legislative Chair
Meeting Chairs (One-Day Seminars)
Parliamentarian
Professional Services Chair
Radiology Managers’ Chair
Resolution and By-Laws Chair
Scientific Paper Chair
Student Affairs Liaison
Technical Bowl Chair

GENERAL RESPONSIBILITIES
The President shall:
1. Review parliamentary procedure.
2. Answer all correspondence with copies to appropriate individuals.
3. Write a “President’s Message” for each issue of the Highlights or other Society
publications.
4. Utilize Central Office for the following:
a.
b.
c.
d.

Printing
Multiple mailing
Eblasts
Other communications as needed

5. Work closely with the Chairman of the Board, Central Office and members of the
Society to insure successful operation of the Society.
6. Assist with special projects.
7. Charge each committee chair and provide respective guidelines.
8. Communicate with appropriate committee chairpersons regarding plans, progress
and implementation of programs throughout the year.

2.06
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9. Dismiss any committee chairperson who does not fulfill the designated duties and
reappoint another committee chairperson to complete the term. The Editor(s) and
website liaison should be notified of any new appointments.
10. Prepare written reports for the Board Meetings.
11. “Represent and speak for the organization to other organizations and to the public.”
Source: Roberts Rules
12.“Exercise supervision over the organization and all its activities and employees.”
Source: Roberts Rules
13.“Act as chief administrative officer and legal head of the organization.” Source:
Roberts Rules
14. Appoint Ad Hoc committees.

2.06
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PRESIDENT’S SUGGESTED TIMETABLE OF ACTIVITIES
Immediately following the Annual Conference:
1. Send a copy of Committee Chairpersons including addresses to the Central Office,
web liaison and Editor(s) for publication if not done during President-Elect year.
2. Suggest projects and goals for each Committee Chairperson.
3. Work with the chairpersons throughout the year to ensure success and
implementation.
4. Submit President’s Message to Editor(s) by deadline.
5. Send congratulations to the Life and Honorary members informing them of their
selection after the membership vote at the Annual Conference.
6. Write the treasurer of the NC Chapter of the American College of Radiology
requesting funds to be used for educational purposes.
7. Fill out Election Report Form, which can be found on ASRT web site, verifying that
affiliate officers are active ASRT members.
8. Request revision and update of guidelines from all officers and committee chairs.
9. Start planning the years one day conferences, pick committee chairs.
10. Contact the One-Day Chairperson(s) for an update and your willingness to assist.
11.Notify absent candidates of election results immediately following the Annual
Conference. Encourage continued involvement of those not elected.
April/May
1. Submit President’s message to the Editor(s) by deadline.
2. Encourage Ways and Means Chair or a representative to attend the One- Day
meetings and sell NCSRT, Inc. fund-raising items.
3. Coordinate meeting activities with the Board Chair.
4. Contact the One-Day Chairperson(s) for an update and your willingness to assist.
June/July
1. Request the ASRT, JRCERT, and ARRT representatives for the next Annual
Conference.
August
1. Submit President’s message to the Editor(s) by deadline.
2. Contact the One-Day Chairperson(s) for an update and your willingness to assist.
September/October
1. Send letters of congratulations/appreciation to the Meeting Chairpersons of the OneDays.
2. Send letter of thanks and offer assistance to R&R lecturer (after notification of
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acceptance by the Chairman of the Board).
3. Meet with Board Chair and Central Office to renew/sign contract. Contract ends Oct
31.
November
1. Submit President’s Message to the Editor(s) by deadline.
2. Communicate with committee chair(s) to insure success of projects and meetings.
3. Check with the Central Office on progress of the One-Day Eblast and Flyers.
December/January
1. Contact the Annual Conference Chairperson(s) and One-Day Chairperson(s) for an
update and indicate your willingness to assist.
2. Follow current procedure for renewing affiliate status with ASRT. (Check ASRT web
site.)
3. Offer any assistance needed for IPE and T-Shirt Contest. Deadline date may change
from year to year.
4. Offer any assistance needed to facilitate getting Jane Cox Scholarship information to
schools. Deadline date may change from year to year.
February
1.
2.
3.
4.

Submit President’s Message to the Editor(s) by deadline.
Verify eligibility of all competitive exhibit applicants with the Central Office.
Contact and verify all exhibit and technical bowl judges for the Annual Conference.
Confirm that the Secretary has requested Annual Reports.

March
1. Maintain close contact with the Meeting Chairperson(s) of the Annual Conference
and One-Day Conferences for advice or assistance.
2. Revise President’s duties and submit for approval.
Preparation for Annual Conference:
1.Review parliamentary procedure and business meeting structure with
parliamentarian.
2. Prepare Presidential files for transfer.
3. Maintain all information from the previous two (2) years and only pertinent
information prior to that.
4. Prepare a list of suggestions for the incoming President.
5. Prepare a President’s report for the Annual Conference.
6. Verify submission of the President’s message for the next issue of the Highlights
from the President-Elect.
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7. Consult with the Chairman of the Board for Honors activities which may include but
are not limited to, R&R lecture, honors luncheon format, Emerging Technologies
Lecture, etc.
8. Prepare an agenda to be distributed to the membership at the business meeting(s).
9. Copy evaluation sheets for the judges for the Scientific Exhibit competition.
10. Prepare the President’s address.
11. The President shall carry a gavel, agenda, and copies of the ASRT and NCSRT, Inc.
By-Laws to all business meetings.
12. Prepare the officer seating arrangements. (Business Meeting/ Honors Luncheon)
13.Contact the Sergeant-at-Arms to ensure attendance at the business meetings.
Review specific needs.
14. Contact Awards Chair to discuss needs.
At the Annual Conference:
Act as official host.
Preside at Opening Session (optional).
Prepare head table seating arrangements.
Preside at all business meetings.
Present President’s Report.
Give the Secretary voting results and ballots from the elections. This information
should be given to the Secretary for recording after the election results have been
announced at the first business meeting.
7. The President will meet with the judges to secure names of the winners. Verify and
check all awards.
8. Coordinate time for judging Scientific Poster Exhibits.
9. Discuss awards presentation process with awards chair.
10.Present plaque and letter to Life recipient(s). Place medallion around recipient(s)
neck.
11. Present plaque to Honorary recipient(s).
12. Refer to Annual Conference guidelines for additional information.
1.
2.
3.
4.
5.
6.

Post- Annual Conference:
Conduct post conference meeting of the new Board.
Suggest a schedule of Board Meetings for the next year.
Pass Presidential files to the incoming President.
Give contact information of new Honorary Member(s) to the Central Office.
Submit Rules and Regulations and application forms for the Technical Paper and
Scientific Poster Exhibit competitions to the Editor(s) by first issue after annual
conference.
6. Send letters of congratulations to Honorary Member(s), Technical Paper, Scientific
Poster Exhibit, Technical Bowl, the Winslow (the student scoring highest on the
Mock Registry Exam) Cup award recipients, as well any other special awards.
7. Send official letters of appreciation to the Annual Conference Chairperson(s).
1.
2.
3.
4.
5.
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The responsibilities stated herein shall be reviewed by the President.
Any
recommendations for revisions shall be submitted to the Board of Directors for adoption.

ADOPTED:
REVISED: March, 2001
February 2011
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DUTIES OF THE PRESIDENT-ELECT
The President-Elect shall make all preparations necessary for elevation to the office of
President and become familiar in all matters related to the Society. This should include:
1. Study the files from the preceding year in order to become more familiar with
Society policy and transactions.
2. Study Bylaws of the NCSRT, Inc. and ASRT, as well as the NCSRT, Inc. Standing
Rules.
3.

Acquire a thorough knowledge of “Robert’s Rules of Order”. It is suggested that the
President-Elect take a course in parliamentary procedure.

4.

Answer all correspondence with copies to the appropriate individuals.

5. Evaluate the needs of the Society and be prepared to institute new measures to
enhance the progress of the Society. This includes working closely with the LongRange Planning Committee in planning the activities for the Board of the Directors
for the coming year.
6.

Contact members to learn of their willingness to serve as committee chairmen.

7. Provide a list of addresses and phone numbers for individuals who have agreed to
serve as committee chairmen to the Board of Directors, Executive Secretary and
Editor by the November board meeting.
8.

Deliver a brief address to be given following installation as President.

9. Submit items for the agenda of the post-conference board meeting to the incoming
Chairman of the Board.
10. Organize files for transfer to the incoming President-Elect. Make list of suggestions
for the incoming President-Elect.
The responsibilities stated herein shall be reviewed by the President-Elect prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.
ADOPTED: October, 1989
REVIEWED: March 2009
REVISED:

July, 1997
January 2011
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DUTIES OF THE VICE-PRESIDENT
The Vice-President shall:
1.

Answer all correspondence with copies to appropriate individuals.

2.

Become familiar with the duties of the President and in the absence or inability of
the President to act, shall assume the duties of that office.

3.

Become completely familiar with the NCSRT, Inc. and ASRT Bylaws.

4.

Become familiar with parliamentary procedure.

5.

Keep complete and accurate files to be transferred to his/her successor following
completion of the term in office.

6.

Serve as Chairman of Public Awareness Committee. The Chairman of the Public
Awareness Committee shall:
a. Publicize articles on technological affairs in various news media and the Society
publications.
b. Contact the ASRT Public Relations Committee for potential information.
c. Obtain proclamation from the Governor recognizing National Radiologic
Technology Week (NRTW). This can be received by writing the Governor, c/o
Governor’s Communications Office, State Capital, Raleigh, NC 27603.

7.

Serve as liaison to Ambassador Committee.

8.

Serve as Chairman of the Membership Committee.
a. Make every effort to reach non-member technologists, and students, with an
invitation to join the Society.
b. By mid-August, contact educational program directors to invite new students to
become members. This may be done through a letter to the director or personal
letters to each student. A current listing of programs, directors, and starting
dates of each program shall be maintained. This may be obtained through the
Instructors Committee Chairperson and the NCSRT, Inc. website.
c. Submit statistical data regarding registered technologists in North Carolina to the
Highlights and for posting on the website.
d. Annually explore the distribution, reprinting, and maintenance of Society and
membership information. All data shall be kept current in the files.
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9. Serve as Chairman of the Imaging Professionals in Excellence Committee. (See IPE
Guidelines.)
The responsibilities stated herein shall be reviewed by the Vice-President prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: December, 1991
REVISED:

March 2009
April 2011
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DUTIES OF THE SECRETARY
The Secretary shall:
1.

Receive the files from the past Secretary at the annual conference.

2.

Record the proceedings of all Society meetings to a format approved by the
board. These include but are not limited to Board of Directors meetings,
business meetings, and special called meetings.

3.

Forward copies of the minutes to all board members and the Executive
Secretary.

4.

Provide minutes for review by the board within 60 days of the meeting date.

5.

Provide copies of the minutes of the prior annual conference business meetings
for membership approval at the next annual conference.

6.

Request annual reports from all officers and committee chairpersons
approximately thirty (30) days preceding the annual conference.

7.

Compile annual reports of all officers and committee chairpersons of the Society
and preceding annual conference business meetings in booklet form and
distribute at the annual meeting.

8.

Read any committee reports to the assembly upon direction of the President and
in the absence of committee personnel.

9.

Be responsible for keeping a hard copy of the Official Guidelines of the Society.

10.

Maintain minute book and Secretary files.

11.

Arrange for transfer of minute books and files to the incoming Secretary at the
annual conference.

12.

Keep, maintain, and display the official Society Banner only at official NCSRT,
Inc. functions.

13.

Maintain and provide copies of the most current NCSRT, Inc. Bylaws, Standing
Rules, and Rules for Procedure to the membership as needed at the annual
conference.

The responsibilities stated herein shall be reviewed by the Secretary prior to submitting
the Annual report. Any recommendations for revisions shall be submitted to the Board
of Directors for adoption.
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ADOPTED: May, 1992
REVISED:

March 2009

REVIEWED: April 2011
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ANNUAL COMMITTEE REPORT GUIDELINES
1. Each officer and committee chairperson shall submit an annual report
summarizing the activities of the officer or committee.
2.

Reports should be submitted electronically to the Secretary with a copy to the
President.

3.

The Secretary will request the report at least 30 days prior to the annual
conference.

4.

Reports should be in the third person and should be short and concise while giving
the reader complete information, i.e., “The Secretary did...

5.

Reports should include the names of all committee members and should be
signed and dated by the officer or chairperson.

6.

Reports should be typed on plain white paper (not Society letterhead).

7.

Reports should be typed using the following format:
• 12 characters per inch
• 1 inch top margin
• 1.5 inch left margin
• 1 inch right margin
• block style (all paragraphs begin at left margin)
• single space, double space between paragraphs

8.

The reports will be compiled by the Secretary and placed in the Annual Report of
Officers and Committee Chairpersons Booklet and submitted to the membership at
the annual conference.

REVISED:

February 2010

REVIEWED: April 2011

2.09
Page 4

ANNUAL REPORTS OF OFFICER
AND COMMITTEE CHAIRPERSONS BOOKLET
1. Approximately thirty (30) days preceding the annual conference, the Secretary shall
contact all officers and committee chairpersons, asking for an annual report. The
original shall be sent to the Secretary and a copy to the President.
2. The annual reports from all board members and committee chairs, along with the
minutes from the business meetings of the immediate past annual conference
shall be compiled in booklet form. The booklet shall include a front cover, table of
contents and back cover.
4. Copies of the booklet shall be made for distribution at the annual conference
(approximately 75 depending on registration).
5.

A copy of the booklet shall be maintained in the Secretary file.

6. Booklets shall be kept by the Secretary for three (3) years and then forwarded to the
Historian for maintenance.

REVISED:

March 2009
April 2011

2.09
Page 5

MINUTES
1.

The Minutes shall be recorded by the Secretary or acting Secretary.

2.

The Secretary shall take notes and/or record the proceedings of all meetings.

3.

The Secretary shall convert notes or recordings to appropriate minute format.
(Sec 2.09, pg. 6)

4.

The Minutes shall be written in the third person and should be short and concise
while providing the reader with complete information.

5.

Motion forms should be used for non-routine motions to record the person who
makes and seconds any motion of board approval. The completed form should
be kept on file in the minute book.

6.

The minutes heading shall include the title of the organization, location of the
meeting, type of meeting, and date.

7.

The minutes of the Board of Director’s meetings shall include a list of members
present.

8.

The minutes shall be kept in the minute book for a period of 10 years.

9.

At the end of 10 years, the minutes shall be sent to the Historian for
maintenance.

10.

Addendum to minutes (reports, contracts, etc.) shall be dated with the date of
the meeting to which they pertain and filed in the minute book directly behind the
minutes.

11.

Business meeting minutes shall be signed by the Secretary and President and
shall include the date approved.

12.

Board meeting minutes shall be signed by the Secretary and Board Chairman.

13. Minutes should be available for review by the Board within 60 days of the
meeting. Corrected copies of minutes should be distributed to the board.
14.

The minutes are available to any member upon request.

REVIEWED: March 2009
REVISED:

March 2001
April 2011
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Example of Minute Format
N.C.S.R.T., INC. BOARD MEETING
Baptist Hospital
Winston-Salem, NC
June 8, 1991
Members Present:
Billie Bass, B.S., R.T.(R), Chairman of the Board and Awards Committee Chairman
Debbie Reese, B.S., R.T.(R), President
Renee’ Bertocci, R.T.(R), First Vice President
Lewis Daughtry, B.S., R.T.(R), Secretary
Betsy Shields, B.S., R.T.(R), Junior Board Member
Patricia Byrd, R.T.(R)(T), Board Member at Large
Betty Winslow, M.A., R.T.(R), ASRT Delegate
Cindi Barnes, R.T.(R), Meeting Co-Planner
Janice Keene, M.S., R.T.(R), Legislative Committee Co-Chair
Linda Rogers, R.T.(R)
The Meeting was called to order at 10:12am.
It was moved and seconded that Cathy Godwin, R.T.(R) and Patsy
Johnson, R.T.(R) be appointed as Co-Editors of The Tarheel Highlights.
The motion carried unanimously.

Billie Bass submitted revised 25 year Service Award Guidelines. It was
moved and seconded that the guidelines be accepted as revised. The
motion carried unanimously.
Debbie Reese announced that Barry Burns has resigned as Technical
Bowl Committee Chair. Lora Moyle will be the new Chair.
Betty Winslow attended a Region IX Meeting in Richmond, VA. Only VA,
NC and SC were represented. North Carolina may host a meeting in the
future.
Allison Burris stated Wilmington was interested in starting a Local Society.
Betsy Shields mentioned Charlotte MICE will have a meeting in July. Billie
Bass has also been elected President of the Downeast Society.
The meeting was adjourned at 2:40pm by Billie Bass.

CALL TO ORDER
APPOINTMENT
OF
TARHEEL
HIGHLIGHTS
CO-EDITORS
25-YR AWARD
GUIDELINES
TECHNICAL
BOWL
COMMITTEE
REGION IX
MEETING
LOCAL SOCIETY
NEWS
MEETING
ADJOURNED

Respectfully submitted,

Lewis Daughtry, B.S., R.T.(R)
Secretary, N.C.S.R.T., Inc.
Approved _____________ date

Billie Bass, B.S., R.T.(R)
Board Chairman, N.C.S.R.T., Inc.
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DUTIES OF THE TREASURER
The Treasurer shall:
1. Answer all correspondence with copies to appropriate individuals.
2. Keep an accurate account of all funds received and dispersed by the Society. All
funds shall be deposited in a financial institution that is a member of the FDIC. The
account will be established with two (2) signatures in addition to the treasurer. The
two (2) additional signatures should be the President and the Board Chair. The
signature card shall be updated annually. The Treasurer shall pay all bills of the
Society and post such payments to the proper line item.
3. Update the names on the credit card annually.
4. See that all positions handling large sums of money be bonded for no less than
$50,000.00 and increase the amount of the bond when deemed necessary by the
Board of Directors.
5. Acquire a reputable person(s) to assist with tax filing and financial audits annually.
An audit review shall be obtained annually. A full audit shall be obtained every third
year and when the treasurer’s position is changed. A copy of the official report shall
be kept on file for five years and a second copy shall be sent to the Chairman of the
Board of Directors.
6. Prepare a quarterly financial report to be submitted to the Board of Directors. A
financial report will be prepared for the Annual conference with copies distributed to
the membership. The report shall include:
a. Up-to-date financial statement.
b. Performance statement reflecting actual income and disbursements against
budgeted income and disbursements.
c. A line item account of funds for board of directors and committees.
6. An official Society expense voucher, along with original receipts or itemized
explanation of funds shall accompany all requests for reimbursements. (See Section
9.0 for vouchers.)
7. Keep all tax records indefinitely. Treasurer’s reports, bank statements, and
copy of canceled checks shall be kept on file for five years. Board information,
correspondence, membership receipts and invoices paid shall be kept for three
years.
8. Provide internal audit information upon request.
9. Correspond with any person whose payment is returned for insufficient funds. The

2.10
Page 2

person will be requested to resubmit the original amount plus the service charge via
money order or certified check. The NSF charge is $33.00.
10. Seek financial advice and make recommendations to the Board of Directors in the
best interest of the Society.
11. Record deposits made by the Central Office.
12. Provide flight coupon(s) as approved by the Board of Directors.
13.Provide an IRS 1099 form for all employee’s/contracted worker’s no later than
January 31st. (see example of the 1099 forms, Section 9.01, pgs 1 & 2)
14. Attach a copy of the IRS 1099 form to the IRS 1096 form and return to the IRS no
later than January 31st. (see example of the 1096 form, Section 9.02, pg. 1)
15.Obtain certificate of good standing validating current incorporation from NC
Secretary of State and forward to the President upon request.
The responsibilities stated herein shall be reviewed by the Treasurer prior to submitting
the Annual Report. Any recommendations for revisions shall be submitted to the Board
of Directors for adoption.

ADOPTED:

October 1985

REVISED:

Feb. 2005
April 2012
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DUTIES OF THE ASRT AFFILIATE DELEGATES
The ASRT Affiliate Delegates shall:
1.

Be elected by the membership at the annual conference. The Affiliate Delegates
shall serve a two (2) year term which begins with the ASRT annual conference of
the following year.

2. Attend all open forums, all conference committee hearings and all regional
caucuses.
3.

Represent the views of the Society at the ASRT annual conference and vote
accordingly in the ASRT House of Delegates.

4.

Be a voting member of the Society and ASRT for at least two years prior to their
election.

5.

Attend Society board meetings.

6.

Prepare a report of voting at the ASRT annual conference of the House of
Delegates. This report should be published in the Society publication and a copy
should be made available for all board members.

7.

Present a tally sheet of voting at the House of Delegates for the membership for
presentation at the annual conference.

8.

Present an update on ASRT issues at the annual conference.

9.

Present a summary of expenses incurred (with original receipts) at the ASRT
conference to the Treasurer within sixty (60) days.

The responsibilities stated herein shall be reviewed by the ASRT Delegates prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: October 1986
REVISED:

March 2009
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DUTIES OF THE PARLIAMENTARIAN
The position of parliamentarian shall be a permanent board appointment with annual
review and re-appointment. The Parliamentarian should be an NCSRT, Inc. voting
member.
Robert’s Rules of Order (latest edition) shall govern the conduct of all meetings except
where conflict may exist with the Bylaws.
Duties:
1. Attend all regular meetings of the Board of Directors as well as the annual
conference.
2. Make decisions concerning parliamentary procedure when asked by the President or
other NCSRT, Inc. member.
3.

Keep an accurate and orderly file of all activities and correspondence and give it to
the incoming Parliamentarian upon leaving the position.

4.

Submit a typed report to the President, and Secretary for inclusion in the annual
report. This report should summarize the Parliamentarian’s activities during the
year.

5.

Participate as an Ex-officio member of the Resolution & Bylaws committee.

ADOPTED: March 2001
REVIEWED: March 2009
REVISED:

April 2011
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DUTIES OF THE CVENT LIASION
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DUTIES OF THE EDITOR(S) OF THE TARHEEL PUBLICATION
The Editor(s) of the Society Publications shall:
1.

Perform editorial functions.

2.

Serve as an Ex-officio member of the Board.

3.

Work closely with the Central Office in preparation of selected features to be
included in each issue. Adhere to deadlines for printing.

4.

Secure “permission to publish” when appropriate.

5.

Consult with the President and/or Chairman of the Board on issues of controversy
or when guidance and direction are required.

6.

Attend Society board meetings.

7.

Make certain Central Office has a copy of each publication for historical record.

The responsibilities stated herein shall be reviewed by the Editor(s) prior to submitting
the Annual report. Any recommendations for revisions shall be submitted to the Board
of Directors for adoption.

ADOPTED: October 1985
REVIEWED: April 2011
REVISED:

March 2009
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TARHEEL HIGHLIGHTS GUIDELINES FOR PUBLICATION
Required For All Issues

Recommended/Optional For Issues
(contingent on space and necessity)

-Board Chair Report
-President’s Report
-List of Officers/Board

-List of Officers/Staff
-CE Activities
-Dates of Future Meetings
-Board Meeting Calendar
-List of New Members
-TTH Publication dates/deadlines

-NCSRT Application for Membership
-ASRT Application for Membership
-Upcoming deadline dates for all
awards (IPE, scholarships, contests,
etc.)
-List of “Lost” Members
-Student Corner
-Call for Imaging Professionals for
Excellence (IPE) nominations
-Winning/Other Essays
-Reports from ASRT, ARRT, etc.
- Paid Advertising
- Photos of Graduates
-National Radiologic Technology Week
(NRTW) Activities

Winter Edition
• Deadline for submitting materials: December 1
• Announcement for Rules/Regulations for Scientific Papers and Scientific Exhibits
with Application availability.
• Announce deadline and Call for Nominations for Imaging Professionals for
Excellence (IPE).
• Notice of Board Appointments
Spring Edition
• Deadline for submitting materials: March 1
• NCSRT, Inc. Annual Conference Information
• Bylaws Changes
• Announcement for Life, Honorary Membership and R & R Lecturer nominations.
• Reminder announcement for Rules/Regulations for Scientific Papers and Scientific
Exhibits with Application availability.
• Announce deadline and Call for Nominations for IPE.
• Call for nominations for NCSRT, Inc. Board candidates.
Summer Edition
• Deadline for submitting materials: June 1
• NCSRT, Inc. Annual Conference Information/R&R Lecturer Announcement
• Information on NCSRT, Inc. Board Candidates for Office with announcement of
when election will occur and that additional nominations may be accepted from the
floor at that time.
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Fall Edition
• Deadline for submitting materials: September 1
• Announcement of Essay, Exhibit, and Student Bowl Winners
• Acknowledgement of R & R Lecture Recipient
• New Board and Committee Chairs List
• Announcement of new Life/Honorary Membership
• Photos from NCSRT, Inc. Annual Conference

ADOPTED: June 1989
REVISED:

February 2010

CENTRAL OFFICE GUIDELINES
Section 3.0
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DUTIES OF THE CENTRAL OFFICE
The Executive Secretary shall:
1. Answer to the Chairman of the Board (Reference organizational chart. Pg. v)
a. The Central Office may be utilized by Board Members and Committee Chairs for
b. the following:
i. Printing
ii. Multiple mailing
iii. Eblasts
iv. Other communications as needed
2. Perform Administrative duties of the Central Office as directed by the Chairman of
the Board. These duties include, but are not limited to:
a. General
i. Check NCSRT, Inc. email and phone messages every business day.
ii. Check P.O. Box every other business day, or more often during high activity
periods.
iii.Answer all emails and phone calls within 1 business day.
iv.Forward Board related emails to the proper Board Member within 1 business
day.
v.Keep copies of all correspondence, organized by Board Member, event,
vendor, etc.
vi.Keep a log of all phone correspondence.
vii. Restock office supplies as needed (stationary, envelopes, labels, etc.)
viii. Maintain inventory of capital equipment.
ix.Tag all capital equipment with NCSRT, Inc. ID.
x.Send monthly Executive Secretary activity report to the Chairman of the
Board and the President.
xi.Know and observe the NCSRT, Inc. Privacy Policy.
3. Financial
a. Deposit all checks/cash received in the central office for membership, ways &
means, scholarship donations, etc. within 2 business days of receipt.
b. Maintain ledger of all Cash/Check deposits, denoting deposit account, deposit
date and other information requested by Treasurer. Attach deposit slip to each
ledger. Deliver all monthly ledgers to Treasurer no later than the 10th of the
following month.
c. Maintain ledger of all Central Office expenditures to coincide with credit
card
closing date, attach all original receipts and give to the Treasurer by the end of
the month. (NO PERSONAL USE ALLOWED)
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d. Send all invoices received by the Central Office to the Treasurer immediately
upon receipt.
e. Invoice Treasurer in advance for each month’s Executive Secretary services.
f. Follow established guidelines for refunds when necessary.
g. Follow established guidelines for the NSF policy. (Section 9.05)
4. Membership
a. Consult President on questions directly pertaining to members.
b. Work directly with Vice President on membership renewals and membership
drives.
c. Obtain updated membership & membership renewal letters from Vice President
prior to membership renewals and membership drives in time to have letters
printed before mailing deadline.
d. Send membership renewal notices two weeks prior to expiration date, or as
directed by the Board.
e. Send eblast invitation for membership renewals/membership applications as
directed by Vice President prior to mailing membership renewal notices &
membership applications.
f. Process membership renewal/membership applications within business 5 days of
receipt. DO NOT process any memberships prior to receiving money.
g. Obtain a current copy of ARRT card from each member, or check ARRT
(www.ARRT.org) for registry status. If registry is not current, send email, mail or
fax to applicant requesting a copy of registry card, explaining membership cannot
be processed until proof of current registry is received.
h. Send welcome letter and membership card once application is processed.
i. Process all applications received by mail or fax through Cvent.
j. Keep external log in excel including name, NCSRT, Inc. #, application date,
expiration date, payment method, amount paid and date of payment.
k. Send weekly update to Vice President of membership renewal/membership
application data-to-date.
5. Board of Directors
a. Prepare and present an Executive Secretary Report for all board meetings.
Include all activities since previous board meeting.
b. Attend all board meetings (unless excused by Chairman of the Board).
c. Bring copy of membership logs and conference registrants to board meetings.
d. Have a working knowledge of duties of all board members, board appointments
and committee chairs to facilitate effective communication and assistance
between said positions and the Central Office. (See addendum.)
6. Maintain up-to-date list of the following (provided by Historian annually):
Committee Chair List
Board Members List
Life, Honorary, and R & R List
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7. Meetings/Annual Conference
a. Follow Central Office Registration Guidelines (Section 3.2)
8. Cvent
Create events for members, One-Day conferences, Annual Conference.
Send eblasts as requested by the Chairman of the Board/President.
Update membership information as received.
Take advantage of Cvent classes and stay up-to-date on system changes
Process Cvent reports as requested by the Chairman of the Board or the
President.
f. Keep the database clean and up-to-date with address changes, status changes,
etc.
g. Inform Chairman of the Board Chair, President and Vice President of all
Membership changes on a monthly basis or as requested.
a.
b.
c.
d.
e.

ADOPTED: February 2011
REVISED: July 2011

3.02
Page 4

CENTRAL OFFICE REGISTRATION GUIDELINES
The Central Office is responsible for pre and on-site registration. Contact with the
program chair and meeting coordinator should be frequent in order to assure smooth
handling. The Central Office provides a representative who will work on-site for up to
five educational conferences, including the Annual Conference.
Annual Conference:
1. Prepare all pre-registration receipts and place into registration packets.
Registration packets will also contain but is not limited to the following: CEC
documentation sheet, name badge, any handouts and on-site program. Packets
will be in alphabetical order to facilitate efficiency.
2. Prepare name badges with name, city and state, days of attendance, and
credentials if available. Name badges for commercial representatives will bear the
company name. Name badges for recruiters will bear name of institution.
3. Obtain list of gratis registrants which includes faculty, board, commercial
contributors, and recruiters. This list will come from the program chair and gratis
list in the meeting guidelines.
4.
Pre-registration packets should be separated by days for quick retrieval.
5.
Maintain attendee’s registration information on-site.
6. All incomplete registrations or registrations with unresolved issues packets shall be
separated until completed/resolved.
7.
A current membership roster shall be prepared for verification of members.
8.
On-site registration forms with current pricing.
9.
Prepare additional packets for on-site registration.
10. Name badges will be in the following colors:
a.Light blue is for voting members
b.Yellow is for non-members
c.Cream is for Honorary and Supporting members
d.Light Green is for student members
e.Gray is for commercial vendors
Annual Conference On-site registration:
1.
2.
3.
4.

5.
6.
7.
8.

Credential those who are registering on site.
Receipt on-site registrants.
Make name tag.
Give attendees the registration packet to include but not limited to the following:
CEC documentation sheet, name badge, meeting evaluation form, any handouts
and on-site program.
Be familiar with the gratis and faculty list.
The Central Office will resolve all issues with registration.
Be familiar with the layout of the hotel and meeting rooms. Know who to call in the
event of a problem or emergency.
Have people on hand to help with the registration desk (ask for help from the board
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and from the program chair).
One-Day Seminars:
1. Prepare all pre-registration receipts and place into registration packets. Registration
packets will also contain but is not limited to the following: CEC documentation
sheet, name badge, any handouts and on-site program. Packets will be in
alphabetical order to facilitate efficiency.
2. Supply on-site registration forms with current pricing, badges and holders.
3. Maintain attendee’s registration forms on-site.
4. Prepare additional packets for on-site registration.
ON-SITE REGISTRATION
1.
1.
2.
3.
4.
5.
6.
7.
8.

Credential those who are registering on site.
Receipt on-site registrants.
Make name tag.
Give attendee’s the registration packet to include but not limited to the following:
CEC documentation sheet, name badge, meeting evaluation form, any handouts
and on-site program.
Be familiar with the gratis and faculty list.
The Central Office will resolve all issues with registration.
Be familiar with the layout of the hotel and meeting rooms. Know who to call in the
event of a problem or emergency.
Have people on hand to help with the registration desk (ask for help from the board
and from the program chair).

Examples of problem registrations:
1. Jane Doe’s pre-registration packet is not with the other packets. She states she
mailed her registration about three (3) weeks prior to the meeting.
a. check for possible name change
b. check registration roster/book of registration forms to see if you have that form
Solution: If you do not find her packet under a different name or in the registration
book, her only option is to write a check (for the pre-registration amount). The central
office representative will note this info on the on-site form to hold check for one week.
If nothing comes through in the mail, the central office must go ahead and deposit her
check. If her check comes through, the central office will mark VOID on the check and
mail back to her.
THAT IS THE ONLY OPTION, YOU MUST HAVE MONEY IN HAND FOR SOMEONE
TO ATTEND.
2. You find that Jane Doe was listed for the Therapy one day seminar instead of the
Diagnostic one day seminar.
Solution: Prepare her a name tag for the diagnostic meeting and allow her to attend.
Make a note to send her a receipt after the meeting for her records.
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3. You find Jane Doe’s name in the registration book for the diagnostic one day
seminar, but no packet was made.
Solution: Prepare her a name tag and allow her to attend. Make a note to send her a
receipt for her records.
4. You have four (4) participants and one hospital or personal check for $240.00.
Solution: You must receipt each person separately and on the receipt record the
check # and the name of the institution or 2nd party. MAKE SURE THE AMOUNT IS
CORRECT
6. You have a participant who gives you a hospital check on-site. The problem is the
amount is for pre-registration. The participant tells you that she turned in her form
to her manager on time, but the manager did not mail in her form. She does not feel
that she should have to pay on-site prices when it was not her fault that her form
was not mailed in.
Solution: You must give her the benefit of the doubt. Go ahead and receipt her and
give her the pre-registration price. Most people are very gracious that you allow them to
attend at the pre-registration price.
7. A participant is registering on-site who is a non-member.
Solution: Invite them to join to qualify for member rates.

REVIEWED: February 2011
REVISED:

April, 2010
February 2011

COMMITTEE CHAIRPERSON GUIDELINES
Section 4.0
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AWARDS COMMITTEE GUIDELINES
Purpose:
This committee is responsible for selecting, ordering and engraving the awards to
be presented at the Annual Conference. The Awards Chairperson should notify the
President periodically about the progress of the committee.
The Awards Committee shall:
General:
1. Answer all correspondence with copies to appropriate individuals.
2. Direct questions regarding desired name and credentials for the engraving of the
President’s plaque to the President.
Annual Conference:
Prior to the Annual Conference:
1. Prepare and submit an award’s budget for Board approval to the Board Chair prior
to ordering the awards. The Board Chair will instruct the Award’s Chair to order the
awards once the Board provides approval.
2. Order an 8x10” gavel plaque with a black brass plate with a North Carolina State
shape on the past President’s plaque. This is for the President that is currently in
office. (See following pages for description.)
3. Order the past President’s pin from:
The John Gray Company a Terryberry Company
2033 Oak Industrial Drive N.E.
P.O. Box 502 Grand Rapids, Michigan 49501-0502
(919) 668-1408 Kristy’s phone #
Kristy Metnzer, Account Representative
k.metzner@terryberry.com
4. Make sure the pin is a “clasp type”, not a “tie-tac type” pin. Order three (3) months
prior to the Annual Conference. There is no engraving on the pin. Provide the
Treasurer’s address where the bill is to be sent and the address where the pin is to
be mailed when ordering.
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5. Direct questions regarding desired name and credentials for the engraving of the
Board Chair’s plaque to the Board Chair.
6. Order an 8x10” plaque for the past Board Chairman. This is for the Board Chairman
that is currently in office. (See following pages for description.)
7. Check with the Board Chair to determine if there are Honorary Member(s) for the
year. If yes, confirm the name spelling and credentials (if applicable) with the person
to receive the honorary award for the honorary plaque(s).
8. Order plaque(s) for the Honorary Member(s) if needed (see following pages for
description).
9. Obtain the congratulatory letter for the Life recipient from the President. This
letter must be printed on Society stationary, and signed by the President and the
Chairman of the Board The letter will be presented with the plaque by the President.
(see letter 3.02, pg. 10). Check with the Board Chair to determine number of Life
medallions to be presented. Confirm the name spelling and credentials. Order
engraved medallions. These take some time and must be done long in advance.
10. Contact the program director of the previous year’s 1st place team winners to obtain
of the Rita K. Harlowe Memorial Award for presentation at the Annual Conference ,
Ask if someone will be accepting the Rita K. Harlowe Memorial Award plaque at the
Award’s Luncheon .
11. Order Rita K. Harlowe Memorial Award plaque for the previous year’s 1st place
winner with the program name.
12. Instruct the Rita K. Harlowe Memorial Award winner to have the award engraved
and send the bill to the Treasurer.
13. Contact the program director of the previous year’s winner to obtain the Winslow
Cup for presentation at the Annual Conference. Ask if someone will be accepting
the Winslow Cup plaque (from the previous year) at the Award’s Luncheon.
14. Instruct the winner of the Winslow Cup to have their respective award engraved and
send the bill to the Treasurer.
15. Check with the R&R lecturer from the previous year to determine desired name and
credentials for the R&R replica. Ask the previous winner to deliver the cup to the
registration desk at the Annual Conference.
16. Order a replica to replace the R & R cup for the previous year lecturer. The R
& R replica is a 10” cup mounted on a wooden base. (See following pages for
description.)
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17. The number of awards to be presented each year to exhibit winners will be
determined by the Award’s Chair via information gathered by contacting the
President. Note there are 3 categories: student, advanced student and staff. (see
following pages for wording on plaques)The awards are as follows:
a. Staff Exhibit
b. Advanced Student Exhibit
c. Student Exhibit

First
First
First****

Second
Third
Second
Third
Second
Third

****The Virginia A. Lambe Memorial Award Plaque will be given for the First Place
Student Exhibit. Order ribbons as needed. Each winning exhibit gets a plain royal
blue ribbon. Take more ribbons than needed to the conference just in case there is/
are honorable mention award given. Make ribbons available to the President for
placement on the exhibits.
18. Award’s Chair will determine the number of essay winner(s) via communication with
the Scientific Paper Chair. (see following pages for wording on plaques) The awards
are as follows:
a.
b.
c.
d.
e.
f.

Staff Primary Research-First and Second
Staff Integrated Review of Literature-First** and Second
Student Primary Research-First***and Second
Student Integrated Review of Literature-First*** and Second
Advanced Student Primary Research-First and Second
Advanced Student Integrated Review of Literature-First and Second

**The Sam W. Williams Honorary Award will be given for the First Place Staff
Integrated Review of Literature. A plaque and $100 cash award will be given.
***The John B. Cahoon Memorial Award Plaque will be given for both the First Place
Student Primary Research and Integrated Review of Literature.
19. Select awards for each category. They should be comparable to the awards given
the previous year, (type, color, size, shape and price). (See following pages for
description.)
20. Contact the Board-Member-at-Large to determine how many awards are needed for
the Imaging Professionals for Excellence (IPE) each year.
21. Contact the Board-Member-at-Large to determine the T-shirt/sweatshirt art contest
winner as this award may not be given every year.
22. Order all awards at least 1 ½ months prior to the Annual Conference with engraving
instructions sent as soon as all information is available. The information for the
paper winners will not be available yet, but provide awards vendor information about
the number needed.
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23. In previous years, the awards and ribbons have been ordered from:
Awards Gallery
Goldsboro, NC
Accounts Representative: Scarlet
Phone: 919-734-1212
Fax: 919-734-5412
24. If this is the vendor of choice, contact Scarlet to order the basic supply (provide her
the Annual Conference dates) and no later than 4 weeks before the meeting with all
the necessary engraving for each item. Awards should be delivered to the Award’s
Chair and checked for errors. Corrections should be made prior to the Annual
Conference.
25. Check with vendor two weeks prior to the Annual Conference to ensure readiness of
awards.
26. Submit the Annual Report to the Secretary
27. Contact the President to secure the number of Jane Cox Hendrix Scholarships that
will be provided each year.
28. Contact the Treasurer to checks for the Rita K. Harlowe (Technical Bowl) and t-shirt/
sweatshirt contest winners.
29. Contact the President for verification of final awards list.
30. Have available the Annual Conference Signature Form for receipt verification.

At the Annual Conference:
1. Assure delivery of the awards to the Annual Conference site.
2. Obtain the names of the team members and program of the 1st and 2nd place team
winners from the Student Technical Bowl Chair.
3. Provide the Treasurer the names at the Annual Conference and collect the
checks prior to the luncheon for the 1st and 2nd place checks of $60.00 and $40.00
respectively for the winners of the Technical Bowl and a $100.00 check for the Tshirt/sweatshirt art contest winner.
4. Obtain checks and shadowgraph prints to be presented at the Awards luncheon.
5.

Organize files for the incoming Awards Committee Chairperson.
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Prior to the R&R Lecture
1. The R&R Cup will be given after the R&R lecture usually immediately before the
Awards Luncheon. The R&R Cup needs to be taken to the room where the R&R
lecture is being delivered prior to the lecture.
2. The President needs to be advised of the location of the cup before the R&R lecture
begins.
Prior to the Luncheon:
1. Put the President’s plaque, President’s pin, the Chairman of the Board Plaque, Life
and Honorary Member awards at the podium. Advise the Board Chair and President
of the location of the plaques, and pin before the function begins.
2. Display all other awards on the Awards table at the Honors Luncheon. Coordinate if
necessary with the hotel to set up a table to the right of the head table. Organize the
Awards in the order they will be given prior to the beginning of the function.
3. Place paper copies of the list of the awards to follow along with the President during
the Award’s presentation & the Annual Conference Signature Form (with a pen) on
the award’s table.
During the Awards Luncheon:
1. Assist the President at the Annual Conference in the presentation and distribution of
the awards.
2. During the luncheon the Award’s Chair or designated person will present the Awards
to the recipients.
3. Jane Cox Scholarship awards will be presented by a scholarship fund
representative.
After the Awards Luncheon:
1. Transfer files to the incoming Awards Committee Chairperson.
2. Forward all bills to the Treasurer for payment.
3. Ensure recipients receive any plaques not accepted at the Awards function.
4. Record name information for the R&R Cup. Record name of the student and
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program for the Winslow Cup. Record names of the student team members and
program Rita K. Harlow Award’s for the next year. Forward the information to the
next Award’s Chair.

ADOPTED: July, 1996
REVISED:

March 2007
July 2011
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STUDENT ESSAY - PRIMARY RESEARCH
1ST PLACE-8x10”” wooden plaque with engraving plate and Society seal.
JOHN B. CAHOON MEMORIAL AWARD
N.C.S.R.T., INC.
STUDENT ESSAY
PRIMARY RESEARCH
FIRST PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10”” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STUDENT ESSAY
PRIMARY RESEARCH
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

STUDENT ESSAY - INTEGRATED REVIEW OF LITERATURE
1ST PLACE-8x10” wooden plaque with engraving plate and Society seal.
JOHN B. CAHOON MEMORIAL AWARD
N.C.S.R.T., INC.
STUDENT ESSAY
INTEGRATED REVIEW OF LITERATURE
FIRST PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STUDENT ESSAY
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INTEGRATED REVIEW OF LITERATURE
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

II. ADVANCED STUDENT ESSAY - PRIMARY RESEARCH
1ST PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
ADVANCED STUDENT ESSAY
PRIMARY RESEARCH
FIRST PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
ADVANCED STUDENT ESSAY
PRIMARY RESEARCH
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

ADVANCED STUDENT ESSAY - INTEGRATED REVIEW OF LITERATURE
1ST PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
ADVANCED STUDENT ESSAY
INTEGRATED REVIEW OF LITERATURE
FIRST PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
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2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
ADVANCED STUDENT ESSAY
INTEGRATED REVIEW OF LITERATURE
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

III. STAFF ESSAY - PRIMARY RESEARCH
1ST PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STAFF ESSAY
PRIMARY RESEARCH
FIRST PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STAFF ESSAY
PRIMARY RESEARCH
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

STAFF ESSAY - INTEGRATED REVIEW OF LITERATURE
1ST PLACE-8x10” wooden plaque with engraving plate and Society seal. A $100 check
from the family of Sam W. Williams.
SAM W. WILLIAMS HONORARY AWARD
N.C.S.R.T., INC.
STAFF ESSAY
INTEGRATED REVIEW OF LITERATURE
FIRST PLACE
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(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STAFF ESSAY
INTEGRATED REVIEW OF LITERATURE
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

IV. STAFF EXHIBITS
1ST PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STAFF EXHIBIT
FIRST PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STAFF EXHIBIT
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
3RD PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STAFF EXHIBIT
THIRD PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

V. STUDENT EXHIBITS
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1ST PLACE-8x10” wooden plaque with engraving plate and Society seal.
VIRGINIA A. LAMBE, R.T.-R. MEMORIAL AWARD
N.C.S.R.T., INC.
STUDENT SCIENTIFIC EXHIBIT
FIRST PLACE
IN RECOGNITION OF PROFESSIONAL EXCELLENCE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STUDENT SCIENTIFIC EXHIBIT
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
3RD PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
STUDENT SCIENTIFIC EXHIBIT
THIRD PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

VI. ADVANCED STUDENT EXHIBITS
1ST PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
ADVANCED STUDENT SCIENTIFIC EXHIBIT
FIRST PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
2ND PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
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ADVANCED STUDENT SCIENTIFIC EXHIBIT
SECOND PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)
3RD PLACE-8x10” wooden plaque with engraving plate and Society seal.
N.C.S.R.T., INC.
ADVANCED STUDENT SCIENTIFIC EXHIBIT
THIRD PLACE
(YEAR)
PRESENTED TO
(LEAVE BLANK SO NAME MAY BE ADDED LATER)

VII. PAST PRESIDENT’S PLAQUE
8x10” wooden gavel plaque with an engraving plate shaped like the state of North
Carolina and the Society seal.
PAST PRESIDENT’S PLAQUE
PRESENTED TO
(PRESIDENT’S NAME)
PRESIDENT, N.C.S.R.T., INC.
(20__-20__)
IN APPRECIATION FOR YOUR
LEADERSHIP AND GUIDANCE DURING YOUR
TENURE IN OFFICE

VIII. PAST BOARD CHAIRMAN’S PLAQUE
8x10” wooden plaque with an engraving plate and the Society seal.
IN APPRECIATION FOR OUTSTANDING
AND DEDICATED SERVICE
AS N.C.S.R.T., INC. CHAIRMAN OF THE BOARD
(NAME)
(20__-20__)

IX. RITA K. HARLOWE MEMORIAL REPLICA PLAQUE
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8x10” wooden plaque with an engraving plate and Society seal.
RITA K. HARLOWE MEMORIAL AWARD
N.C.S.R.T., INC.
STUDENT TECHNICAL BOWL
FIRST PLACE
(PREVIOUS YEAR DATE)
(SCHOOL NAME)
RADIOLOGIC TECHNOLOGY

X. LIFE OR HONORARY MEMBERSHIP AWARDS
8x10” wooden plaque with an engraving plate and Society seal.
NORTH CAROLINA SOCIETY OF RADIOLOGIC TECHNOLOGISTS, INC.
(SOCIETY SEAL)
BECAUSE OF OUTSTANDING PROFESSIONAL ATTAINMENTS
AND IN RECOGNITION OF DISTINGUISHED SERVICE
RENDERED TO THIS SOCIETY
LIFE MEMBERSHIP
IN THIS SOCIETY IS PRESENTED TO
(NAME)
WITH ALL THE PRIVILEGES PERTAINING THERETO
(DATE)

XI. LIFE MEDALLION
Two-dimensional cast mold of the Society Seal. Suspended from a 1 5/8” two-color
ribbon. The ribbon will be approximately 30” in length. The medallion is packaged in a
leather-like presentation folder. Letter of congratulation (on official Society stationary)
signed by the President and Board Chairman will accompany the medallion when
presented.
Dear Life Member:
Congratulations! We as the Board of Directors and membership of the NCSRT,
Inc. wish to extend congratulations to you on receiving Life Membership to the Society.
This special honor awarded by your colleagues acknowledges your years of
commitment and devoted service to the profession and to the Society.
This medallion is an outward symbol of the honor bestowed upon you. In
accordance with official guidelines for LIFE MEMBERS please observe the
following: “The recipient who exemplifies the qualifications for LIFE MEMBER shall only
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display the wearing of the medallion at official society functions, i.e. NCSRT, Inc.
Honors Functions, special lectures, banquets, etc., and if a lecturer at out of state
functions of honor.”
Again, congratulations and thank you for your dedication to the profession and
the Society.
With warm regards,
President
Board Chairman
XII. REEVES-ROUSSEAU REPLICA CUP
12” cup on a wooden base with seal and engraving plate on the front of the base.
THE DOUBLE R CUP
REEVES - ROUSSEAU
(NAME)
(YEAR OF PRESENTATION)

XIII. THE WINSLOW CUP REPLICA PLAQUE
8 x10” wooden plaque with the words “The Winslow Cup” engraved at the top. The
image of a cup with a “W” engraved on the cup.
PRESENTED TO
(RECIPIENT’S NAME)
IN RECOGNITION FOR SCHOLASTIC EXCELLENCE
HIGHEST SCORE ON THE NCSRT, INC.
RADIOGRAPHY SELF-ASSESSMENT EXAM
(PREVIOUS YEAR’S DATE)

XIV. THE IMAGING PROFESSIONALS FOR EXCELLENCE
8x10” wooden plaque with an engraving plate and Society seal.
Will have to get you this!

XV. THE T-SHIRT/SWEATSHIRT ART CONTEST
8x10” vertical wooden plaque with an engraving plate and Society seal.
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N.C.S.R.T., INC.
T-shirt or Sweatshirt
Design Contest Winner
Presented to
(recipient’s name)
(recipient’s school name)
(YEAR)
The responsibilities stated herein shall be reviewed by the Chairperson prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.
REVISED: JULY 2011
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HISTORIAN GUIDELINES
PURPOSE:
Maintain an accurate, dated historical file.
The Historian shall:
1. Collect, maintain and update historical records.
2. Secure an extra copy of all Society publications to be bound for the files or archives.
3.

Obtain, review and maintain Board and Secretarial reports.

4.

Report at business meetings as required by the President.

The responsibilities stated herein shall be reviewed by the Historian prior to submitting
the Annual report. Any recommendations for revisions shall be submitted to the Board
of Directors for adoption.

REVIEWED: FEBRUARY 2010
REVISED:

July 2011
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HISTORIAN CHECKLIST
Collect from the Central Office/Editor all Society publications. These items include but
are not limited to:
•
•
•
•
•
•
•
•

Highlights
Meeting Programs
Photos from Society functions
Minutes from Business Meetings
Photos/articles from outside publications relevant to the Society and/or its
members.
Committee Chair List
Board Members List
Life, Honorary, and R & R List

REVIEWED: February 2010
REVISED: July 2011

4.03
Page 1

HONORS COMMITTEE GUIDELINES
Purpose:
Submit candidates to the Board of Directors for elevation to Life or Honorary
membership and for selection as R & R lecturer based on criteria set forth in the
NCSRT, Inc. Official Guidelines.
The committee shall consist of three members. The committee member appointments
or reappointments will be for three-year terms. The committee members shall be Life
members or past R & R lecturers.
Duties:
1.
2.
3.
4.

Establish and maintain information on past Life members, Honorary members, and
past R & R Lecturers.
Compile list of potential candidates for elevation to Life or Honorary member
status.
Compile list of potential candidates for selection as R & R Lecturer.
Evaluate nominees for elevation to Life or Honorary membership, and for selection
as R & R Lecturer, and forward the names of qualified candidates to the Board of
Directors.

Basic Procedure:
1. Honors Committee solicits recommendations from the membership for candidates
for Life and Honorary members and R & R Lecturer.
1. Honors Committee considers recommendations and forwards candidates qualified
according to the specified guidelines to the Board of Directors. Recommendations
not selected may be added to the list of potentially qualified candidates for the
following year(s).
2. The Board of Directors selects the R & R Lecturer.
3. The Board of Directors selects the Life and Honorary membership candidates for
presentation to the membership at the Annual Conference.
4. Board Chair notifies the selected R & R Lecturer, and the elected Life or Honorary
membership honorees.

The responsibilities stated herein shall be reviewed by the Chairperson prior to
submitting the Annual Report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: August, 1999
REVISED: October 2011
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INSTRUCTORS COMMITTEE GUIDELINES
Purpose: To provide an avenue for instructors to participate in the governance of the
organization.
The Instructors Committee shall:
1. Answer all correspondence with copies to appropriate individuals.
2. Inform the membership via Society publications of any important events sponsored
by schools of radiologic technology or its related area.
3. Be available to assist in preparation for the Annual Conference (Suggested areas of
assistance are selection of program topics, speakers, moderators, etc.)
4. Strive to maintain an up-to-date listing of post-graduate educational programs in
each area of specialization within radiologic technology. In addition, any current
trends seen in post-graduate education should be reported to the membership.
5. Maintain a mailing list of all approved radiologic technology programs in the state of
North Carolina and forward to the web liaison and Central Office.
6. Responsible for self-assessment exam.

The responsibilities stated herein shall be reviewed by the Chairperson prior to
submitting the Annual Report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: September, 1986
REVIEWED: February, 2010
REVISED:

October 2011
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INSTRUCTOR COMMITTEE CHAIR GUIDELINES
FOR STUDENT SELF-ASSESSMENT EXAM
1. Responsible for the construction, administration, security and grading of the exam.
2. Solicit exam questions and answers with explanations including textbook references
from all radiography programs in the state at least 5 months prior to the exam
administration date. A total of 5 questions per category will be requested from
each program (i.e. radiation protection, equipment operation & maintenance, image
production, radiographic procedures, and patient care). All questions must be
submitted to the chairman at least 8 weeks prior to the exam administration date.
3. Conduct the exam with the ARRT content areas utilizing appropriate terminology.
4. Construct an exam with 30 questions in radiation protection, 30 questions in
equipment operation & maintenance, 50 questions in image production, 60
questions in radiographic procedures, and 30 questions in patient care.
5. Secure a scantron machine for grading the exams (the NCSRT does not own one)
and scantron answer sheets for the students to record their responses.
6. Contact the Central Office for the number of student registrations. Provide copies of
the exam. The chair is expected to bring additional exam copies.
7. Confirm the exam administration and review schedule with the Annual Conference
program coordinator.
8. Provide each student with a scantron grading sheet and pencil (if necessary).
9. Secure proctors for the exam.
10. Schedule program representatives to serve as graders for the exam and to help with
the review.
11.Allow the students to keep their exam copy after the mock. The students must
submit their scantron sheet for grading. The scantron sheets will be graded before
the review session. The students will be provided their scantron sheet and a copy
of the answers and textbook references at the review session. The students will
be allowed to keep their scantron graded sheets and a copy of the answers and
textbook references after the review session.
12.Submit the name of the highest scoring student to the President as soon as the
information is available.
13. Distribute graded answer sheets that students did not pick up at the review session
to the program directors at the instructors roundtable meeting.

REVISED: February 2010
October 2011

4.05
Page 1

LEGISLATIVE COMMITTEE GUIDELINES
Purpose: Monitor legislation within the State and Federal governments and notify the
Board of Directors when appropriate.
Duties:
1. Promote passage of federal and state licensure.
2. Monitor federal and state legislative committee activates.
3. Maintain a list of key persons across the state for legislative networking.
4. The Central Office and web site may be utilized for the purpose of communicating
key information to the NCSRT, Inc. membership.

The responsibilities stated herein shall be reviewed by the Chairperson prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: September, 1987
REVISED:

February, 2010
October 2011
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NOMINATING COMMITTEE GUIDELINES
POSITION STATEMENT:
THE BOARD ACCEPTS AS POLICY, THAT FROM THE TIME OF THE CHARGE
TO THE PRESENTATION OF THE SLATE OF OFFICERS, THE NOMINATING
COMMITTEE IS SELF-GOVERNING AND HAS THE TOTAL CONFIDENCE OF THE
BOARD OF DIRECTORS IN ITS JUDGEMENT.
Purpose: To present a slate of officers for election.
1. Present a slate of officers with a minimum of two (2) candidates for each office.

2. The Chairperson shall request from the President the following at the time of the
charge:
a.
b.
c.
d.
e.
f.

Current guidelines for committee
List of officers and officer duties
List of Committee Chairpersons
Current By-Laws
Current Standing Rules
Electronic copy of NCSRT, Inc. letterhead

3. Request supplies from the Central Office as needed.
4. The Committee shall send a request for nominations electronically through the
Central Office and through the official publication (newsletter).
5. Contact the central office for membership verification of nominees.
6. A packet of information shall be sent to those eligible which will include:
• A letter stating that his/her name was submitted for possible nomination
• A copy of the complete duties for each office
• A questionnaire asking which office(s) the nominee will consider, with instruction
to return to the Committee Chairperson
• A biographical information form to be completed and returned (current curriculum
vitae may be returned instead of information sheet)
• A request for a current picture and authorization for the Committee to use in the
Society publications if needed
9. The slate of officers should be completed no later than two months before the
Annual Conference.
10. The slate of officers and biographical information should be submitted in alphabetical
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order for placement in the official Society publication and on the NCSRT, Inc. web
site prior to the Annual Conference.
11. The Committee Chairperson should maintain the files of the Committee, and arrange
for transfer to the incoming Chairperson at the Annual Conference.
Members of the Nominating Committee are not barred from becoming nominees for
office if they are otherwise qualified. To make such a requirement would mean that
service on the Nominating Committee carried a penalty by depriving its members of
one of their privileges and that the Nominating Committee could be used to prevent
a member from becoming a nominee.
The responsibilities stated herein shall be reviewed by the Chairperson prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: July, 1979
REVISED:

February, 2010
October 2011
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PROFESSIONAL SERVICES COMMITTEE GUIDELINES
Purpose: Strategic planning.
Duties:
1. Develop new member services programs.
2. Develop surveys as needed to evaluate existing programs and to determine the
need for new programs to serve the membership.
3. Review services offered to the membership, and recommend any additions,
continuations, or deletions of such programs to the Board of Directors.

The responsibilities stated herein shall be reviewed by the Chairperson prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: November, 1990
REVISED:

July, 1997

REVIEWED: February, 2010
October 2011
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RESOLUTIONS AND BY-LAWS COMMITTEE GUIDELINES
Purpose: Review and update governing documents of the Society.
Duties:
1. Review annually and revise as needed the Standing Rules and By-Laws. Note all
changes with adoption dates on a copy for filing with the Secretary.
2. Receive proposed amendments to the Society Standing Rules or Society By-Laws.
Prepare the amendment in proper form for parliamentary action.
3. Notify the membership of the proposed amendments thirty (30) days prior to the
meeting at which the proposed changes will be voted on using an announcement in
the Society Publication, email notification and on the website.
4. Draft resolutions of gratitude and memorials for the Annual Conference (give original
copy to the Secretary for filing).
5. Acknowledge all proposed amendments.
6. Present all proposed changes in the By-Laws and/or Standing Rules to the
membership at the Annual Conference. Adopted amendments should then be
printed in the Society Publication and on the website.
7. Keep accurate records of all correspondence and dated copies of Standing Rules
and By-Laws changes.
8. Transfer all records to new chairman at the end of the Annual Conference.
9. Supply corrected copies of Society Standing Rules and By-Laws to the Board of
Directors, the Central office, and the web liaison.

The responsibilities stated herein shall be reviewed by the Chairperson prior to
submitting the Annual report. Any recommendations shall be submitted to the Board of
Directors for adoption.

ADOPTED: February, 1990
REVISED:

February, 2010
April 2012
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SUGGESTED FORMAT FOR WRITING RESOLUTIONS
In writing resolutions, use the word “WHEREAS” to open each paragraph of the
preamble, which includes the introductory reasons for the resolution.
Use the word “RESOLVED” to open each paragraph of the resolution. The resolution
follows the preamble, and is a proposition offered to an assembly to be decided on by a
vote.
An important feature of resolutions is the punctuation. The opening word of each
paragraph of the preamble is “WHEREAS”, followed by a comma, the next word
beginning with a capital letter.
Each paragraph of the preamble, except the last, closes with a semi-colon followed by
the word “and” with no punctuation mark after it. The last paragraph of the preamble
closes with “therefore”, followed by a coma, or with the words “therefore, be it” without
punctuation.
The last paragraph contains a statement followed by a period.

Reference:
Shawhan, N., PARLIAMENTARY LAW TEXTBOOK: A Practical Guide for Students,
Officers, and Members, John Know Press, Richmond, Virginia, pp. 19-20.

SUGGESTED FORMAT TO PRESENT RESOLUTIONS
Committee Chairman (rising) says: “Madam Chairman” (awaits recognition).
“As Chairman of the Resolutions Committee, I submit its report:
________________________________________________________________
________________________________________________________________.

REVISED:

July, 1997

REVIEWED: February, 2010
October 2011
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SAMPLE RESOLUTIONS FOR MEETINGS
WHEREAS, The General Chairpersons and their committees have provided the
NCSRT, Inc. membership and its guests with an outstanding program; and,
WHEREAS, The membership recognizes the hours of hard work and dedication by
these individuals; therefore,
BE IT RESOLVED, That the membership rise and applaud __________________ for
their efforts and dedication to our membership.

RESOLUTION OF SYMPATHY (undesignated persons)
WHEREAS, Some of our membership has experienced the death of a loved one since
our last meeting; and,
WHEREAS, The membership acknowledges the contribution of our dedicated
members; therefore,
BE IT RESOLVED, That the membership stand for a moment of silent prayer in the
memory of those loved ones.

RESOLUTION OF SYMPATHY FOR LOSS OF MEMBERS
WHEREAS, The membership has learned of the death of _______________________
since our last meeting; and,
WHEREAS, The membership acknowledges the contribution of our dedicated member
and friend; therefore,
BE IT RESOLVED, That the membership stand for a moment of silent prayer in the
memory of ______________________ and for his/her family members.
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CHIEF SERGEANT-AT-ARMS GUIDELINES
Purpose: Maintain order at the business sessions.
Duties:
1. Serve the Chair in any manner as necessary or required.
2. Select one or two assistants.
3. Insure all voting members are seated to the Chair’s right.
4. Insure all non-voting members are seated to the Chair’s left.
5. Obtain a quorum count at the beginning of the business meeting and whenever
necessary thereafter. Notify the Chair when the quorum is thought to be lost.
6. Distribute motion forms to voting members upon request and deliver completed
forms to the Teller.
7. Be responsible for distributing reports, ballots, and any other handout materials
required by the membership during the business meeting.

The responsibilities stated herein shall be reviewed by the Chief Sergeant-at-Arms prior
to submitting the Annual report. Any recommendations for revisions shall be submitted
to the Board of Directors for adoption.

ADOPTED: August, 1987
REVISED:

February, 2010
October 2011
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NCSRT STUDENT AFFAIRS COMMITTEE GUIDELINES
Purpose: To provide an avenue for students to participate in the governance of
the organization.
The Student Affairs Committee is comprised of a student affairs liaison, who is a
registered technologist, and two student co-chairs.
The student affairs liaison guidelines:
1. Mentors student co-chairs.
2. Attend NCSRT, Inc. board meetings as well as the Annual Conference.
3. Meet with the student co-chairs at the Annual Conference.
4. Keep a file of all activities and correspondences dealing with students.
5. Communicate with the newly elected student co-chairs within four weeks of the
Annual Conference and maintain regular correspondence throughout the year.
6. Routinely survey students to determine needs and make recommendations to the
Board of Directors.
7. Obtain board approval prior to committee activities.
8. Submit a report electronically to the Secretary for inclusion in the Annual Report
summarizing yearly activities.
The student co-chair guidelines:
1. Attend NCSRT, Inc. board meetings as well as the Annual Conference.
2. Assist in program preparations for the Annual Conference. Contributions may
include suggestions of program topics, speakers and appointment of moderators.
3. Organize a structured session entitled “The Students’ Round Table” to be held at the
Annual Conference. Topics of discussion should be decided on by the committee.
4. Inform student members of any important events sponsored by the Student Affairs
Committee or of interest to students. This may be done by letter to the Student
Representative of each program or to the Program Director. The Central Office
may be utilized for this purpose. Information may also be submitted in “The Student
Corner”, of the Society publication.
5. Send a copy of all official committee correspondence to the President and the
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Chairman of the Board of Directors. When a number of duplicate letters are mailed,
a copy of the letter with a list of those receiving the letters is sufficient.
6. Keep an up-to-date record of all letters mailed and received, all committee reports,
all information received at the board meetings, Annual Conference information,
mailing list of all approved radiologic technology programs, mailing list of student
representatives for each program and all other information pertinent to the Student
Affairs Committee. The updated records shall be passed on to the new liaison each
year.
7. Forward all mailing lists and list of student representatives to the Central Office.
Officers of the Student Affairs Committee shall be Senior and Junior Co-Chairs:
1.

The nominations of the Junior Co-Chairperson will be submitted by the Program
Directors to the Central Office by October 31st.

2.The selection of the Junior Co-Chairperson will be held via electronic survey by
November 15th. Results will be submitted to the Student Affairs Liaison and appointment
will be effective January 1st for a two year term.
3.The Junior Co-Chairperson will assist the Senior Co-Chairperson in all endeavors,
and should be consulted in all decisions.
4.
5.The Chairperson will assume the responsibilities of the Senior Co-Chairperson
following the Annual Conference.

7.The graduating Senior Co-Chairperson will serve as the Student Affairs Advisor for
the following year and will assist the Committee when needed.

The responsibilities stated herein should be reviewed by the Co-Chairpersons and
Student Affairs Liaison prior to submitting the Annual Report. Any recommendations for
revisions shall be submitted to the Board of Directors for adoption.

ADOPTED: September, 1990
REVISED:

September 2011
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RADIOLOGY MANAGERS COMMITTEE GUIDELINES
The Radiology Managers Committee shall:
1. Answer all correspondence with copies forwarded to appropriate individuals.
2. Be available to assist in preparation for Annual Conference. (Suggested areas of
assistance are selection of program topics, speakers, moderators, etc.)
3. Encourage participation in continuing education for supervisors of radiology areas by
promoting local meetings and seminars.

The responsibilities stated herein should be reviewed by the Chairperson prior to
submitting the Annual Report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: June, 1994
REVISED:

November, 2000

REVIEWED: February, 2010
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WEB LIAISON
Purpose: To act as the intermediary between the webmaster and the board of directors.
The web liaison shall:
1. Send as directed by the President or Chairman of the board updates or
corrections to the webmaster for posting.
2. Coordinate postings with the Executive Secretary when needed.
3. Require all positing(s) be sent to the web liaison in a Microsoft Office format.
4. All postings should be sent to the webmaster in PDF format.
5. Communicate with the Instructors Chair for update(s) to the “RT School” listing.
6. Periodically scan the web site for updates and check links to see if they are
working.
7. Request of the webmaster, to remove post meeting survey link two (2) weeks
following the meeting.

The responsibilities stated herein should be reviewed by the Chairperson prior to
submitting the Annual Report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

Adopted: April 2012
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AWARDS
AND
COMPETITION GUIDELINES
SECTION 5.0
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HONORARY MEMBERSHIP GUIDELINES
CRITERIA:

Honorary members shall be those persons the Society wishes to honor
because of the interest they have shown in the activities and aims
of the Society.
The recipient may be a non-technologist or a non-practicing
technologist (exclusive of those who qualify for LIFE
MEMBERSHIP) who has shown interest in and contributed to the
growth of the Society.

SELECTION:The recipient shall be recommended by the unanimous vote of the Board
of Directors, and elected by a majority vote at the Annual
Conference.
PRESENTATION: The President will send recipients an invitation with R.S.V.P. to
attend the Honors function to be held at the Annual Conference
following their selection.
The recipient shall be extended
complimentary registration for the day of presentation of award.
AWARD:

The recipient shall receive a plaque proclaiming them an HONORARY
MEMBER.
An HONORARY MEMBER shall pay no dues and shall have the
privileges and obligations of other members except the right to vote
and hold office.

REVIEWED: February, 2010
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LIFE MEMBERSHIP GUIDELINES
CRITERIA:

When a member of the Society renders unusual service by demonstrating
an extreme interest in and significant contributions to the growth of
the organization, the membership may elect to honor them for
these qualities.
The recipient shall have been a voting, non-commercial member of
the Society in good standing for a minimum of ten (10) years.

SELECTION:The recipient shall be recommended by a unanimous vote of the Board of
Directors, and elected by a majority vote at the Annual Conference.
PRESENTATION: The President will send recipients an invitation with R.S.V.P. to
attend the Honors function to be held at the Annual Conference
following their selection.
The recipient shall be extended
complimentary registration for the day of presentation of award.
AWARD:

The recipient shall receive a plaque proclaiming them a LIFE MEMBER,
and a two-dimensional medallion.
A LIFE MEMBER shall pay no dues and shall have all the privileges
and obligations of other members.
The recipient who exemplifies the qualifications for LIFE MEMBER
shall only display the wearing of the medallion at official Society
functions, i.e., NCSRT, Inc. Honors Functions, special lectures,
banquets, etc., and if a lecturer at out-of-state functions of honor.

NCSRT, Inc. LIFE MEMBERSHIP POINT SYSTEM
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Membership
1 point per year of consecutive NCSRT, Inc. membership

Maximum Points25

State Offices Held

Points

Maximum Points100

NCSRT, Inc. President-Elect

10/term

NCSRT, Inc. President

20/term

NCSRT, Inc. Board Chair

25/term

NCSRT, Inc. Board Advisor -or- Junior Board
Member
NCSRT, Inc. First Vice-President

10/term

NCSRT, Inc. Second Vice-President

5/term

NCSRT, Inc. Secretary

5/term

NCSRT, Inc. Treasurer before 1995(why is this date
here???)
NCSRT, Inc. Board Member at Large

5/term

ASRT Affiliate Delegate

5/term

Affiliate/District Officer

1/term

Presentations/Papers/Awards/Appointments

Points

Lecturer to professional organization

1 point/contact hour

R & R Lecturer

25 points

Winner of Scientific Exhibit

1st-5 points, 2nd-3 points, 3rd-1
point

Winner of Scientific Paper

1st-5 points, 2nd-3 points, 3rd-1
point

5/term

5/term

Maximum Points100
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1st-5 points, 2nd-3 points, 3rd-1
point

Winner of National Exhibit or Paper Competition
Publications
* Peer Reviewed Journal

3 per
article

* Book Chapter

5 points

* Book

20 points

Board Appointments
* Treasurer

5/year

* Editor-Tar Heel Publications

5/year

* Parliamentarian

5/year

* CE Coordinator

5/year

* Meeting Advisor/Coordinator

5/year

* Registrar-Prior to 1999

5/year

* Executive Secretary-Prior to 1992

5/year

Annual Meeting Chair

3/term

Fall Meeting Chair

3/term

NCSRT, Inc. Committee Chair

3/term

NCSRT, Inc. Committee Member
National Professional Offices Held

1/term
Points

President-Elect

5

President

10

Board Chair

10

Vice-President

5

Secretary/Treasurer

5

Speaker of the House

5

Maximum Points-50
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ADOPTED: November, 1999
REVIEWED: February, 2010
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REEVES/ROUSSEAU MEMORIAL LECTURE GUIDELINES
PURPOSE: In memory of Drs. Robert James Reeves and James Park Rousseau as
men of science, teaching, and their contribution to technology in
the development and progress of the Society.
CRITERIA:

An individual who exemplifies the ideals for which these men stood.

SELECTION:

The recipient may be a radiologic technologist, a radiologist, a
commercial representative, or radiologic sciences contributor. The
recipient need not be a resident of North Carolina, but one who has
contributed to the advancement of technology through the Society.
The recipient shall be selected by the unanimous vote of the Board
of Directors.

PRESENTATION: The Board Chair will send the recipient an invitation to present the
R & R Memorial Lecture. The lecturer’s presentation should not
exceed sixty (60) minutes in length, including all audiovisual
materials. The topic should reflect some aspect of radiologic
sciences.
AWARD:

The recipient will receive the traveling R & R cup for display the year
following presentation. A replica will be awarded to the recipient at
the Annual Conference the following year.

ADOPTED: September, 1982
REVIEWED: September, 2007
REVISED: February, 2010
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RULES AND REGULATIONS FOR
THE SCIENTIFIC POSTER EXHIBIT COMPETITION
1. PRIZES:
a. First, second, and third place awards will be presented in each category.
2. ELIGIBILITY:
a. Only those technologists or students who hold active, advanced student, or
student membership in the Society. The applicant must be a member in good
standing at the time of application.
b. All committee chairmen and officers of the Society (excluding the President) will
be eligible to participate.
3. JUDGING:
a. Three (3) judges shall be selected by the President and will be responsible only
to the President. The judges’ selection shall be based upon the rating listed in
the exhibit judging evaluation scale. Judges shall be out-of-state if possible.
Following judging, an unmarked ribbon shall be placed on each winning exhibit.
4. APPLICATION FOR SPACE:
a. All applications for space shall be postmarked by August 1st
b. The total space allotted for any one (1) exhibit when assembled shall not exceed
2’Dx4’Hx4’W. The exhibit must be free standing. The exhibit must not exceed
the space allotted or the exhibit will be disqualified.
5. SUBJECT MATTER:
a. Exhibits must be the work of the individual. The individual’s name may be
displayed only after judging. The name of the hospital, office or program may
appear as part of the address on the application.
b. The exhibit should consist of a subject pertaining to radiologic sciences or any
other imaging modality. It may be supplemented by charts, photos, technical
factors, etc., as deemed necessary.
c. The exhibit shall not show images or markings that could identify the patient,
institution or department.

d. The layout should consist of an Introduction, Materials and Methods Used, Data
and Results, Discussion and Conclusions
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e. NOTE: No view boxes will be available for competition. Use of radiographs will
result in disqualification
6. TITLES:
a. The title submitted on the application must be the same title utilized at exhibit
time. Any exhibit will be disqualified if the title is altered.
7. INSTALLATION:
a. Space will be assigned by the Society
b. Exhibitors will be notified in writing when exhibits may be set up and when they
must be dismantled
c. Exhibit display hours will be specified in the conference final program

8. WITHDRAWALS:
Any exhibitor shall notify the President immediately of a decision to withdraw
from exhibit participation.
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NCSRT, INC. SCIENTIFIC POSTER EXHIBIT APPLICATION
APPLICATION DEADLINE: Any submitted application must be postmarked on or
before midnight, August 5th.
SUBMIT TO:

_________________________________________
_________________________________________
_________________________________________

CATEGORY:

(Check One)

_____ RT (active member)
_____ Advanced Student (advanced student member)
_____ Student (student member)
TITLE OF EXHIBIT:

________________________________________

By completing and mailing this application I agree to the following:
I have read the Rules and Regulations for the Scientific Poster Exhibit Competition and agree to abide by
them. By submission of this application, I deem myself eligible according to the Rules and Regulations.
If I decide before the meeting not to compete, I shall notify the President as soon as possible.

ENTRANT INFORMATION: (Complete the following by typing or printing clearly)
Name:
Address:
(current)

Phone #

___________________ Email: _________________________________

Name of Educational Program or Institution:
___________________________________________________________
Signature of Educational Program Director:
___________________________________________________________
IT IS SUGGESTED THAT APPLICATIONS BE SENT BY CERTIFIED MAIL WITH A RETURN
RECEIPT
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SCIENTIFIC POSTER JUDGING EVALUATION SCALE
CRITERIA
General interest and practical
value to large number of
technologists

Originality of thought or
preparation

Educational Value

Technical Quality

CLASSIFICATION

POSSIBLE
POINTS

Outstanding

30

Above Average
Average
Little or None

20
10
0

Outstanding

20

Average
Little
None

10
5
0

Outstanding
Average
Little
None
Excellent

20
10
5
0
20

Above Average

15

Average

10

Below Average

5

None

0

POINTS
GIVEN

_________

_________

_________

_________
Presentation (includes
descriptive materials, photos,
graphs, charts, etc.)

Excellent

10

Average

5

Below Average

2

Poor

0
_________

TOTAL POINTS
_________

EXHIBIT TITLE:
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_____
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SCIENTIFIC PAPER COMMITTEE GUIDELINES
PURPOSE:
To solicit and maintain a pool of judges for the Scientific Paper Competition, and
provide a means of screening papers submitted for each year’s competition.
The Committee shall:
1. Comprise a list of potential judges. Contact the potential judges and ask them to
judge for one of the three divisions of paper competition.
2. Update and review the judge’s list every three (3) to five (5) years. Maintain enough
names to ensure utilization of different judges from year to year.
3. Send Rules and Regulations and application to compete to all Radiology Program
Directors in the state by June 1st.
All applications must be returned to the
Committee Chair. (revise Committee Chair address on application annually.)
4. Send Rules and Regulations and application to compete to the Editor(s) for
publication by May 15th for printing in the July/August/September issue.
5. Secure at least three (3) to six (6) judges by August 1st of each year. Three judges
for each category are required and alternates are advised. Alternates are useful
if for some reason the original judge has to decline or if paper volume demands
additional judges. In the event there is a large volume of papers in any division,
three judges will read the Integrated Review of Literature and three different judges
will read the Primary Research categories.
6. Send notification to all judges and alternate judges by early to mid-August informing
them when they should be receiving papers. A copy of the evaluation criteria should
also be provided so that judges may familiarize themselves with this information.
7. Screen all papers received six weeks prior to the Annual Conference to ensure each
paper is in compliance with published guidelines and that authors are members.
8. Mail unidentified copies of the papers 10 days later to the appropriate judges. An
evaluation form for each paper shall also be sent. Instruct the judges to return all
papers and the evaluation forms to the Chairperson within 3 weeks.
9. Determine the total score average for each paper and identify first and second place
winners for each category of competition.
10. Correspond in writing to all persons submitting papers informing them of whether or
not their paper placed in the competition and remind them that they must present or
have someone else present for them at the Annual Conference. All winning authors

5.07
Page 2

will be notified by certified mail at least four weeks prior to the annual conference.
11.Notify all paper presenters that they receive gratis registration for the day they
present and gratis Honors function ticket.
12.Forward immediately a list of competition winners to the President, Executive
Secretary, Awards Chairperson, Meeting Coordinator and the Editor(s).
13. Send papers to the Web liaison for possible web posting.

The responsibilities stated herein shall be reviewed prior to submitting the Annual
report. Any recommendations for revisions shall be submitted to the Board for adoption.

Revised April 2010
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RULES AND REGULATIONS FOR THE NCSRT, INC.
SCIENTIFIC PAPERS
I.

CATEGORIES FOR SUBMISSION
Subject matter will be from the radiologic sciences in the following categories:
Category 1: INTEGRATED REVIEW OF LITERATURE PAPER
Category 2: PRIMARY RESEARCH PAPER

II. DEADLINE FOR SUBMISSION
All manuscripts and paper application forms to be considered must be postmarked
by a date set yearly based on committee and board input. The manuscripts will be
sent to the Chairperson of the Scientific Paper Committee.

III. DESCRIPTION OF CATEGORIES FOR SUBMISSION
A. Category 1: Integrated Review of Literature
An Integrated Review of Literature paper demonstrates the writer’s ability to
research the work of numerous authors in review of a particular topic. The
goal is to develop a comprehensive review of what numerous authors say
about a particular topic. The writer must research literature from various
authors and synthesize an original explanation about the topic. The writer
must not present facts in the manner of a book report. Instead, the writer
must be able to present all authors’ views in a collective manner, linking
common ideas, thoughts, and/or differences among the authors.
For example: Bushong (1994), Burns (1995), and Carlton (1996) all state....
Thompson, however, believes...
B. Category 2: Primary Research
Papers should present a hypothesis or problem to be researched through
experimentation/data collection and statements of results. Supporting
literature can enhance the development and proof of the hypothesis stated.
IV. ELIGIBILITY
Technologists, advanced students, or student members holding active membership
will be allowed to participate. Membership will be based on records, paper
application information, and the decision of the Scientific Paper Committee. The
President and Scientific Paper Committee members will be exempt from competing.
There will be no more than two authors for any paper submitted for competition.
V. FORMAT
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Author(s) are required to use the reference style that is specified in the American
Medical Association (AMA) Manual of Style.
Below are suggested pages/headings for your paper:
A. Title Page
The purpose of the Title Page is to provide necessary information for
communication from the committee. The title would be helpful for the judges
also. The copies sent to the judges are not to be labeled with authors’ names,
addresses, or institutions.
1. Title of the Manuscript (on all 4 copies)
1. Division and Category of Competition (on all 4 copies)
2. Name of the institution and author(s), address and telephone number of the
author(s) (on the single identified copy only)
B. Abstract Page
1. The purpose of the Abstract Page is to summarize significant information
contained in the paper. It is recommended to write the abstract page after the
paper has been completed.
2. Limited to 75 words
3. Should relay the essence of the paper
C. Headings
The purpose of headings is to assist the writer in the organization of the material,
make the paper more easily read, and follow standard for technical writing.
Categories should follow the main sections of the paper.
1.
a.
b.
c.
d.
e.
f.
g.

Integrated Review of Literature
Introduction
Review of Literature/Methods and Materials
Discussion/Results
Case Studies (if applicable)
Implications for Practice
Conclusion or Summary
References

2. Primary Research Paper
a. Introduction
b. Methods/Materials
c. Discussion/Results
d. Case Studies (if applicable)
e. Implications for Practice
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f. Findings
g. Conclusion or Summary
h. References
D. Content of Paper Sections
1. Introduction:
The purpose of the Introduction is to provide a brief description and
background to the paper.
1. Integrated Review of Literature/Methods and Materials:
The purpose of this section is to provide the plan for either research or
literature review.
2. Discussion:
The purpose of this section is to provide the writer a place to present data,
results, or current information in an organized sequence. It is appropriate to
include case studies in this section, or to present them separately.
3. Case Studies:
Case studies are optional, but should support information given in the
Discussion section of the paper. They may also be a separate section if
desired.
4. Conclusion/Summary:
The purpose of this section is to provide details of the results and limitations
of the author’s research.
5. References:
The purpose of this section is to give credit to the sources used in the paper.
Credit must be given both within and at the end of the text.
Within the written text:
1. When more than two sources are listed as a reference, use hyphens to join
numbers in a closed series.
2. Superscript numbers are placed in the text indicating reference outside
commas, and periods and inside colons and semi-colons.
3. Commas are used without spacing (after the comma) to separate parts of a
multiple citation.
End of text:
The reference page is the last page of the paper.
References should be listed in the order of presentation in the paper.
References must be double spaced, and in numerical order.
Capitalization, punctuation, and spacing is important.
There are no commas separating the author’s last name and initials, and no
periods within the initials.
6. Titles of the magazine or journal articles are lower case except for the first
word and any proper nouns.

1.
2.
3.
4.
5.
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7. The name of the magazine or journal should be underlined or in italics.
8. The name of a book should be underlined or in italics.
9. The names of all authors should be included with exception of more than six.
In this case, the first three authors should be listed and “et al”.
10. Abbreviations of journals must be cited as in the Index Medicus.
E. Footnoting should be limited, and at the bottom of the page with a separated
horizontal line. Footnotes are designed in the text and the bottom by the
following symbols, in this order: *, +, +, ++, ++.
F. Abbreviations must conform to the AMA Manual of Style.
G. Page numbering begins with the first page of the body of the paper being page
one.
H. Running heads should include the title of the paper only. Running heads are not
mandatory. Running heads should not be used with running feet.
I. Running feet should include the title of the paper only. Running feet are not
mandatory. Running feet should not be used with running heads.
J. Font size should be of a specific size 12 point and be one of the following
approved types: Universal, Arial, Times Roman, Helvetica, or Courier.
VII. JUDGING
A. The Scientific Paper Committee will designate at least three (3) persons to act as
judges.
B. All unidentified manuscripts will be judged by three (3) judges.
C. The manuscripts remain the property of the Society until after the results are
tabulated.
D. By permission of the author(s), papers will be forwarded to the web liaison for
possible web posting.
E. Manuscripts will be screened by the Committee for proper format. Any paper not
meeting published format guidelines will be automatically disqualified.
F. Active membership status will be checked. Any author(s) not a member at the
time of the application will be automatically disqualified.
G. Judging of the manuscripts will be final.
H. Judging of the manuscripts will be according to the scale that follows below.
I.

To qualify for first or second place, an average minimum score of 60 points must
be received on the paper.
1. JUDGING SCALE
a. Educational or Technical Value
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Does the material presented promote or advance the knowledge of
technology? Will the paper be of value within the disciplines of diagnostic,
therapy, nuclear medicine, radiology management, etc., regardless of the
technologist’s, therapist’s, or student’s length of time or experience in the
field?
Scale
Knowledge Greatly Increased
Knowledge Somewhat Increased
No New Knowledge Gained

Point Value
30
24
10

b. Development of Content
Was the thesis/hypothesis appropriately developed through the paper’s
content and discussion?
Was sufficient effort given to individual
investigation and research?
Scale
Fully Developed Thesis/Hypothesis
Acceptable Development
Limited Development of Content

Point Value
20
14
9

c. Application of Technology
Does knowledge gained from this research have clear application to a
radiologic specialty? As a result, is the knowledge presented of use in the
daily tasks of the technologist, therapist, or student?
Scale
Broad Application
Limited Application
No Clear Application

Point Value
20
14
9

d. Organization of Material
Is the text self-explanatory? Are data, charts, graphs or other illustrations
that are presented helpful in clarifying the text? A text should not be
penalized if illustrations are not supplied, providing the text is selfexplanatory.
Scale
Promotes Clear Understanding
Acceptable Level of Understanding
Overall Unclear
e. Mechanics

Point Value
10
5
0
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Does the paper use correct grammar and spelling? Is the paper neat in
appearance? Is an acceptable documentation form followed (including a
bibliography and reference list)?
Scale
Superior
Acceptable
Needs Major Improvement
J.

Point Value
10
5
0

ILLUSTRATIONS/TABLES/FIGURES
1. Illustrations/tables/figures are not mandatory. If they are needed to further
explain the text, they must be supplied for all copies.
2. Illustrations/tables/figures should carry no mark or identification of the author
or source, i.e., no hospital identification, patient name or number. Illustrations,
identification, patient name or number. Illustrations, charts, diagrams, etc.,
utilized from other sources should be appropriately referenced with permission
from the appropriate source.
3. All illustrations/tables/figures must be placed at the end of the paper.
4. Captions may appear on the same page as the illustration/table/figure if size
permits. When many illustrations/tables/figures are used or size does not permit
captions are all on one page.
5. Any human subjects used for this purpose must not be identifiable.
6. Tables must be double-spaced. The title and table number must be flush left.
7. Abbreviations used must be explained at the bottom in a footnote.
K. MANUSCRIPT GUIDELINES-The following guidelines should be closely followed:
1. Manuscripts must be typed, double-spaced, on white 8 1/2 x 11 inch paper on
one side only.
2. All papers must have a 1 1/2” margin on all sides.
3. Length of manuscript may vary, not over 1500 words.
4. Four copies must be submitted: three unidentified and one identified copy.
During the judging process the identified papers will remain with the Committee
Chair.
5. The manuscript must be original with the author and cannot have been published
or accepted for publication prior to entry.

L. NOTIFICATION
1. Any author whose paper is disqualified will be notified by certified letter, after the
decision is made by the Committee.
2. Thirty days prior to the Annual Conference all placing authors will be notified by
certified letter.
3. Placing authors must prepare to present at the Annual Conference.
4. Authors not placing will be sent certified letters of notification after the judging is
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complete.
M.

PRESENTATION
1. The papers which place must be presented at the Annual Conference in
order for the author to receive the award. The winner(s) may designate
another member to present the paper for them.
2. The reading time is limited to fifteen minutes or less.
3. The content of the paper cannot be altered; however, the text may be changed to
be consistent with visual aids.
4. Any illustrations, tables, figures or charts included in the original paper should
be on PowerPoint, overhead transparencies, handouts or slides used for the
presentation.

N. PRIZES
Following the judging, two qualifying manuscripts from each category in each
division will be selected for presentation. Awards will be presented at a specified
time during the Annual Conference. Oral presentation is required to qualify for final
awarding. Awards will be given for Staff, Advanced Student, and Student Divisions
in the following categories:
Category 1:
Category 2:

Integrated Review of Literature
First and Second Place
Primary Research Paper
First and Second Place

O. GRATIS MEETING REGISTRATION AND GRATIS MEAL TICKET
Paper presenters will receive gratis meeting registration, including honors function,
for the day of the presentation.

APPROVED:
REVIEWED:
REVISED:
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SCIENTIFIC PAPER APPLICATION
SUBMIT TO:

TITLE:
DIVISION:

Staff

Advanced Student

Student

CATEGORY OF COMPETITION:
Category I: Integrated Review of Literature

Category II: Primary Research

MEMBERSHIP STATUS:
Check one:

Active

Advanced Student

Student

PROPERTIES NEEDED FOR PRESENTATION:
Projector:
Multimedia
Microphone:
Other:

Please specify ___________

I have read the Rules and Regulations for the Scientific Paper Competition. By submission of this
application, I deem myself eligible according to the rules and regulations which are to be followed.
APPLICATION AND PAPER GUIDELINE: Must be postmarked on or before August 5th.

THERE CAN

BE NO EXCEPTIONS. It is suggested that papers be sent by certified mail with a return receipt.

----------------------------------------------------------Complete the following by typing or printing clearly.
Applicant’s Name:
Address:
Email: _________________________________________________________________
Hospital, School or Institution:
Address:
Signature:
Note: The NCSRT, Inc. reserves the right to publish or post.

Date:
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SCIENTIFIC PAPER MANUSCRIPT EVALUATION FORM
TITLE:

_______________________________________________
___________________________________________________________

1.

Educational or Technical Value
Does the material presented promote or advance the knowledge of technology?
Will the paper be of value within the disciplines of diagnostic, therapy, nuclear
medicine, radiology management, etc., regardless of the technologist’s,
therapist’s, or student’s length of time or experience in the field?
Scale
Knowledge Greatly Increased
Knowledge Somewhat Increased
No New Knowledge Gained

2.

Point Value
30
24
10

Points Awarded _____

Development of Content
Was the thesis/hypothesis appropriately developed through the paper’s content
and discussion? Was sufficient effort given to individual investigation and
research?
Scale
Fully Developed Thesis/
Hypothesis
Acceptable Development
Limited Development of Content

3.

Point Value
20
14
9

Points Awarded _____

Application to Technology
Does knowledge gained from this research have clear application to a radiologic
specialty? As a result, is the knowledge presented of use in the daily tasks of the
technologist, therapist, or student?
Scale
Broad Application
Limited Application
No Clear Application

Point Value
20
14
9

Points Awarded _____
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4.

Organization of Material
Is the text self-explanatory? Are data, charts, graphs or other illustrations that
are presented helpful in clarifying the text? A text should not be penalized if
illustrations are not supplied, providing the text is self-explanatory.
Scale
Promotes Clear Understanding
Acceptable Level of
Understanding
Overall Unclear

5.

Point Value
10
5
0

Points Awarded _____

Mechanics
Does the paper use correct grammar and spelling? Is the paper neat in
appearance?
Is an acceptable documentation form followed (including
bibliography and a reference list)?
Scale
Superior
Acceptable
Needs Major Improvements

Point Value
10
5
3

Points Awarded _____

-----------------------------------------------------------

TO BE COMPLETED BY SCIENTIFIC PAPER COMMITTEE CHAIRMAN
TOTAL POINTS: ________

Revised April 2010
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TECHNICAL BOWL GUIDELINES
PURPOSE:
The purpose of this program is to promote a free spirit of competition among the
radiologic technology students throughout the state of North Carolina. In addition to
initiating a competitive spirit, it can be a good review for all technologists attending.
GENERAL INFORMATION:
1. The student technical bowl is to be held each year during the annual conference.
2. The chairperson of the technical bowl committee shall review the questions to be
used during the competition. Obsolete questions will be removed and new questions,
consistent with newly published information, will be added yearly.
3.The technical bowl chairperson shall communicate with the president regarding
judges for the technical bowl and work with the annual conference chairperson in
scheduling and presenting a successful student technical bowl.
TEAM MAKEUP AND ELIGIBILITY OF ENTRANTS:
1. Each radiologic technology program may enter one team.
2. Each team shall consist of four (4) members, and shall have a designated captain.
3. Each team member shall be a radiography student, registered for the meeting,
currently enrolled in an accredited radiologic technology program. Each program
director will certify the eligibility of each team member.
EQUIPMENT:
1. Game panels: An appropriate device will be used that will provide a clear indication
of the first contestant to respond to a question.
2. Time recorders: A stopwatch or other appropriate timing device will be required.
The game panel device may be the timer source.
3. Scorekeeping devices: A device such as a chalkboard, flip chart, or electronic
light display, will be used to maintain team scores visible to the contestants, and if
possible, to the spectators.
4. Questions: The questions shall be arranged in game packets consisting of 10 or 15
questions. Each packet will contain an equal number of questions from each of the
five (5) categories used by the ARRT:
a. Radiation protection
b. Equipment operation and maintenance
c. Image production and evaluation
d. Radiographic procedures
e. Patient care and management
Questions will be worth one point at all times. Tie breaker and extra question
packets will contain five (5) questions, one from each of the categories.
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OFFICIALS:
1. Moderator: The moderator shall assume complete direction of the game, ask all
questions, designate contestants to answer questions, and accept or reject all
answers unless the questions or the answers are challenged. The moderator, when
notified by the timekeeper or time keeping device, shall indicate when a contestant
has exceeded the allocated time for a question. The moderator will declare the
game winner and shall be in control of the game at all times.
2. Referee judges: At least two referee judges shall be used. The referee judges
must be knowledgeable technologists with strong backgrounds in management,
physiology, anatomy, physics, etc. The referee judges may rule individually or jointly
on the acceptability of any question or answer. In cases of challenges to questions
or answers, either both referee judges or one referee judge and the moderator must
agree on the acceptability or rejection of any question or answer.
3. Timekeeping: At least one individual or electronic device shall be used to indicate to
the moderator the expiration of the time allowed to respond to a question. A referee
judge or moderator may serve as a timekeeper.
4. Scorekeeper:
One individual shall be used to keep score for each contest. The
individual maintaining team scores shall do so in such a manner that all points
awarded or taken from each team may be checked and that the scores are clearly
visible to the moderator and to the contestants.
PROCEDURE OF PLAY:
1. Order of team play:
a. Team captains will randomly draw numbers to be seated in the contest.
b. Single elimination brackets will be used. If an odd number of teams participate in
the competition, team captains will draw for a first round bye.
c. If the number of pairings becomes an odd number in succeeding rounds,
the highest scoring losing team from the preceding round will be used when
necessary to fill brackets in succeeding rounds. If a tie exists in selecting the
highest scoring losing team, the team with the smallest losing margin will be
used.
d. Spectators, team members, and coaches who have heard the questions being
used in a given round may not consult with teams that will be participating in
succeeding games in that round. Using cameras and tape recorders and writing
questions are prohibited during a match. Photographs will be permitted only
before and after a match.
2. Match Procedure:
a. If more than eight (8) teams participate in the competition, the first round
matches will use the ten (10) question packets. All succeeding rounds will use
the fifteen (15) question packets.
b. Each correct response shall result in one point awarded to the responding team.
An incorrect response shall result in the loss of one point by the responding
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team. If a member of a team activates a buzzer and an answer has not been
started within the five (5) seconds of allowable time, the answer is “incorrect” and
the appropriate one point penalty will be imposed against
c. If the question is missed by both teams, the correct answer will then be given by
the moderator.
3. Starting the Contest:
a. Teams are assembled and seated at their respective panels, and each
contestant is given the opportunity to check the equipment. It shall be the
responsibility of each contestant to assure that all equipment is operating
correctly at the start of the match.
b. A team captain is designated and shall be seated nearest the moderator. One
coach per team will be designated as the match coach. Additional coaches will
not be eligible to communicate with the moderators or judges during protests.
c. The question packet is opened by the moderator.
d. At the signal of the moderator or as the first question is started, time begins.
e. The moderator reads the first question (as with all succeeding questions) until
the completion of the reading of the question or until a contestant activates a
buzzer. Team members may communicate during the reading of a question prior
to activating a buzzer.
f. At the completion of the reading of a question 15 seconds are permitted in which
to sound a buzzer. Once the buzzer is sounded all discussion will cease. The
team member activating the buzzer must supply the answer within five seconds
after being acknowledged by the moderator.
i.All contestants must wait for verbal acknowledgement from the moderator
before answering a question. Failure to wait for verbal acknowledgement
after activating the buzzer will result in an automatic incorrect answer and
subsequent reduction of points.
ii. Any member of either team is allowed to activate the buzzer and attempt
to answer the question.
iii. It shall be the responsibility of the moderator, timer, and referee judges to
determine if any actual answer is started within this five-second period.
If the fifteen (15) second period elapses without a contestant activating a buzzer,
no points are gained or lost by either team; the moderator will announce the
correct answer for educational purposes.
g. If a buzzer is activated during the reading of any question, the moderator will
immediately cease reading the question; recognize the participant buzzing in,
and the contestant activating the buzzer shall have five seconds to begin his or
her answer based on that portion of the question read. The answer given must
correctly answer the complete written question.
i.If the answer is not started within five seconds, or if the answer given
is incorrect, one point is deducted and the full question is reread for the
opposing team.
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ii.
If the question is missed by both teams, or neither team provides the
correct answer, the correct answer will then be given by the moderator.
4. Completing the Contest:
a. The moderator will continue reading questions until all questions in the packet
have been asked.
b. If a question is thrown out either because of poor reading by the moderator or a
decision of the referee judges, it will be replaced by another question from one
of the extra five question packets so that the total number of questions asked for
each round will be consistent.
c. Following the final questions, the team with the highest number of points shall be
declared the winner of that game. A game cannot end unless one team has a
point value higher than “0”. A game cannot be won with a negative score or with
a “0” score.
d. In the event of a score of “0” or a tie, five additional questions will be asked. If
a tie still remains after two overtimes of five questions each, a packet of three
questions will be read one at a time. Each team will have 15 seconds to consult
and write the answer on a provided blank card. Correct answer is worth +1 point
and an incorrect answer is worth –1 point. The team ahead after these three
questions have been read and answered will be declared the winner.
EQUIPMENT FAILURE DURING A MATCH:
1. If the device being used ceases to function during a match or is believed to be
malfunctioning, a time-out may be called by any contestant, the moderator, or either
coach.
2. If, after checking, it is determined that there is equipment malfunction, the faulty
part or parts will be replaced and play resumed.
3. Scores accumulated up to the point of the time-out shall stand, and all further
points awarded during the remainder of the match will be added or subtracted from
this total. If both referee judges or one referee judge and the moderator deem
it advisable, points awarded for the two questions asked immediately before the
determination of equipment may be recalled, and two additional questions used.
4. Under no conditions shall there be a replay of a match in which there was
equipment failure.
5. If the equipment failure cannot be repaired in a timely fashion, the question will be
asked to each team (team member) alternately, until a total of 16 questions are
asked. The extra questions will come from the five questions in the “tie” package.
Each respondent will be allowed 15 seconds to start giving an answer. The team
with the most points will be declared the winner.
PROTESTS OF QUESTIONS OR ANSWERS:
1. Any protests of questions or answers to questions may be made either by one of the
team captains or the coach of either team only at the time a particular question is
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read or the answer is given. There will be only one coach recognized for each team.
The moderator and the referee judges will consider the protest, and their decision in
all cases is final.
2. If a protest is sustained, the moderator will take one of the following actions as is
deemed appropriate:
a. A question is protested before an answer is given and the protest is sustained
discard the question. No loss or gain of points will result for either team.
b. An answer is protested (either correct or incorrect)--at least one of the referee
judges and the moderator or both referee judges determine the validity of the
protest. Points will be added or subtracted as appropriate.
c. A question is protested after an answer is given (correct or incorrect)--at least
one referee judge and the moderator or both referee judges and the moderator
determines the validity of the protest of the question. The question may then
be discarded at no loss of points or the question may be allowed with the
appropriate gain or loss of points as in “b” above.
3. Abuse of protest provisions may result in one or more of the following:
a. Dismissal of team coach from the contest area.
b. Dismissal (or replacement) of the team captain.
c. Dismissal of entire team with forfeiture of any points and standing at the time of
dismissal.
THE QUESTIONS:
All questions will be of the open ended, short answer type, where the respondent has to
provide a very specific answer. Questions may use slides of radiographs, anatomy or
illustrations, and shall also be stated in such a manner that the correct response is very
specific. Any debate regarding the validity of the question or the way in which it is read
shall be settled by the decision of the judges.
SOURCES OF QUESTIONS: The most current edition of the following:
1. Merrill’s Atlas of Radiographic Positions and Radiographic Procedures.
Ballinger, PW, C.V. Mosby Co., St. Louis, Missouri
2. Textbook of Radiographic Positioning and Related Anatomy.
Anthony, BT, Multi-Media Publishing, Inc., Denver, Colorado

Bontrager, KL,

3. Radiographic Positioning. Eisenberg, R, Dennis, C, May, C, Little, Brown and
Company.
4.Radiologic Science for Technologists. Bushong, S, C.V. Mosby, St. Louis,
Missouri.
5. Christensen’s Introduction To the Physics Of Diagnostic Radiology. Curry, T,
Dowdey, J, Murry R, Lea and Febiger, Philadelphia, Pennsylvania.
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6. Principles of Radiographic Imaging. Carlton R, ,, Bethesda, Maryland.
7.Taber’s Cyclopedic Medical Dictionary.
Pennsylvania.

F.A. Davis Company, Philadelphia,

8.Basic Medical Techniques and Patient Care for Radiologic Technologists.
Torres & Morrill, J.B. Lippincott Co., Philadelphia, Pennsylvania.
9. Principles of Anatomy and Physiology.
Row Publishers, New York, New York.

Tortora and Anaginostakos, Harper &

10.Applied Pathology for Radiographers. Laudicina,
Philadelphia, Pennsylvania.

W.B. Saunders Co.,

11. The Basics of Film Processing in Medical Imaging. Haus and Jaskulski, Medical
Physics Publishing, Madison, Wisconsin.

REVISED: June, 1999

OFFICIAL MEETING GUIDELINES

Section 6.0
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NCSRT MEETING BOOK
Program planning committee:
Purpose: To coordinate the annual conference and one day seminars for the continuing
education of radiologic science professionals. The committee consists of the following
members:
Meeting Coordinator
Program Coordinator
Continuing Education Coordinator
One-Day Seminar Chairs
Executive Secretary

MEETING STRUCTURE
There will be one day seminars as designated by the board of directors. These
seminars will be relative to current issues in the radiologic sciences. Structure includes,
but is not limited to, six (one-hour) sessions.
Annual Conference:
Late March or early April
This conference shall provide continuing education and conduct the business of the
Society. Structure must include:
Exhibit set up (competitive and commercial)
Self Assessment Radiography Exam
Self Assessment Radiography Review
Technical Bowl
Business Meeting (1 to 2)
Honors program (presentation of Life and Honorary awards and
Imaging Professionals for Excellence)
Honors luncheon (business meeting #2)
Scientific paper competition
Emerging Imaging Lecture
Reeves Rousseau lecture
The annual conference may also include sessions of special interest for radiologic
technology students, staff, educators and managers. The students and educators will
have separate round table sessions during lunch.
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Annual Conference Timeline
1 year out

Write letters of acceptance as Chair to the NCSRT, Inc. with request for
materials needed.
Contact possible speakers, send speaker information forms

9 Months out Contact the Meeting Coordinator and NCSRT Office and coordinate
efforts concerning the hotel and planned budget. Begin process to
advertise on web site.
6 Months out Contact persons who may serve as moderators.
guidelines.

Send moderator

4 Months out Write note cards/letters reminding speakers of date and time of lecture.
Prepare meeting flyer for publication.
1 Month out Contact CE Coordinator to obtain continuing education evaluation form
and reference numbers to place on all conference documents.
Prepare information for printing of the final program. NCSRT Office may be
utilized.
Give gratis list to NCSRT Office and Meeting Coordinator.
2 Weeks out Review meeting agenda and documents.

REVISED: April 2010
July 2011
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General One-Day Seminar Timeline
Appointments of one-day chairs will be made as soon as possible after the new
President takes office.
Timing of one-days will be dictated by the President and approved by the NCSRT
Board.
Usual dates for One-days are:
Jan/Feb
March
Sept/Oct
Additional as opportunity arises.
Timeline:
2 weeks post request
12/11 months out

Accept the position in writing.

Contact possible speakers, send speaker information forms.

9 Months out Contact the Meeting Coordinator and NCSRT Office and coordinate
efforts concerning the hotel and planned budget.
Begin process to advertise on web site.
6 Months out Contact persons who may serve as moderators.
guidelines.

Send moderator

4 Months out Write note cards/letters reminding speakers of date and time of lecture.
Prepare meeting flyer for publication.
1 Month out Contact CE Coordinator to obtain continuing education evaluation form
and reference numbers to place on all conference
documents.
Prepare information for printing of the final program.
NCSRT Office may be utilized.
Give gratis list to NCSRT Office and Meeting
Coordinator.
2 Weeks out

Review meeting agenda and documents.

****These responsibilities are to be shared by the program and education
coordinators.****

ADOPTED: November 2000
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REVISED:

July 2011
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PROGRAM COORDINATOR GUIDELINES
1. Work closely with the meeting coordinator concerning the hotel arrangements.
2. Work closely with the continuing education coordinator concerning the educational
program.
3. Contact the chair of the instructor’s and student committees for program
coordination. Make sure the instructor’s committee chair has everything needed for
the mock registry and review.
4. Report to the board of directors the progress of the meeting and any suggestions
that would help future meetings.
5. Three months prior to the meeting prepare information on the meeting for publication
of the mailing flyer. The central office and editor of the “Tarheel Highlights” may be
utilized for this purpose.
6. Four weeks prior to the meeting prepare a final program for printing. The central
office may be utilized for this purpose.
7. Obtain CV’s and speakers agreements with objective and outlines from speakers.
Forward to CE coordinator.
8. Write introductions for speakers.
9. Put together moderator packets. The packet would contain the introduction for
the speaker, instructions for the moderator, announcements and instructions for
attendees concerning CE (this may be obtained from the CE coordinator.) Include
the “moderator tips” page in the packet (this may be found in the meeting book
guidelines.)
10.Check with meeting coordinator at least two (2) months prior to meeting to see
which speakers need gifts in place of honorarium checks.
11. Provide the central office with pertinent information on all committee co-chairs and
any gratis attendees.
12.Problems with the meeting should be reported to the Board Chair and meeting
coordinator ASAP.
13. Relay the AV requirements of the speakers to the meeting coordinator.

REVISED: April 2010
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CONTINUING EDUCATION COORDINATOR GUIDELINES
It shall be the responsibility of the continuing education coordinator to approve all
continuing education activities sponsored by the Society and District Affiliates following
all guidelines and procedures established by the ASRT.
The continuing education coordinator shall:
1. Receive and review information submitted for all NCSRT sponsored continuing
education activities, including, but not limited to: objectives, outlines, faculty
credentials, and faculty curriculum vitae.
2. Develop and print the CE documentation form using the ASRT assigned CE
reference numbers. Forward to the central office for inclusion in pre-registration
packets. The central office may be used for printing of this document.
3. For annual conference, generate a request for approval form, specifying category
A and number of credits and an ASRT Sign-in form for each lecture. The CE
coordinator is responsible for maintaining proof of attendance for three years
following each seminar as directed by the ASRT.
4. For one-day seminars generate a request for approval form, specifying category
A and number of credits and an ASRT Sign-In form for each lecture. The CE
coordinator is responsible for maintaining proof of attendance for three years
following each seminar as directed by the ASRT.
5. Provide speakers with ASRT lecturer CE credit application” forms if appropriate.
6. Attend activities when possible to ensure compliance and answer questions.
7. Review all submitted evidence of continuing education forms for accuracy.
8. Submit any evidence of falsification on evidence of continuing education forms to the
ARRT.
9. Summarize the meeting evaluation forms.
10.Maintain all records, including request for approval forms along with the back-up
documentation on each approved activity for a period of three (3) years.
11. Develop the CE proof of attendance form and meeting evaluation form for the annual
conference. The central office may be used for this purpose.
12.Assist the program coordinator in developing the CE proof of attendance form and
meeting evaluation form for the one-day seminars.
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MEETING COORDINATOR GUIDELINES
1. Secure site for meeting.
a. Secure proposals from potential meeting sites.
b. Submit proposal to board of director’s for approval. Annual conference proposals
should be submitted two (2) years in advance. One-day seminar proposals
should be submitted one (1) year in advance.
c. Sign contracts with hotels.
d. Return contracts to the hotel meeting site contact.
e. Coordinate meeting activities with the special events coordinator of the hotel.
2. Commercial
a. Request contributions/sponsorships from vendors six months prior to Annual
Conference.
b. Communicate to vendor the specific advertisement of contribution.
c. Send list of contributors/sponsors/exhibitors to central office.
d. Send list of commercial representatives attending the meeting to central office.
3. Meeting functions
a.
b.
c.
d.

Prepare itemized budget along with the program coordinator.
Coordinate audiovisual needs with the program coordinator.
Advise and assist other meeting personnel.
The meeting coordinator or treasurer shall pay meeting expenses upon receipt.

REVISED: April, 2010
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EDUCATION COORDINATOR GUIDELINES
EDUCATION COORDINATOR GUIDELINES
1.
2.

Contact potential speakers by phone one year in advance of the meeting.
Contact the chair of the Instructor’s Committee to make sure they have
everything they need for the mock registry and review.

3.

Follow up with a letter to each potential speaker reiterating the request to speak.
Include with the letter the speaker agreement and audiovisual request forms.
Remind the speaker the requirements of speaking for at least 50 minutes for
those in attendance to receive their continuing education credit. A return date for
this information must be emphasized. Cover letter should request notification if
there are certain compensations that are offered but not needed; for example, an
overnight room.

4.

Send a list of the speakers including their lecture titles to the CE coordinator.

5.

Send a thank you note to each speaker.

6.

Welcome all speakers to the meeting by greeting them and then helping them to
their lecture rooms.

7.

Work closely with the program coordinator to make sure that all educational
classes are covered.

8.

The NCSRT will pay an honorarium of $100.00 per hour, anything over that must
be approved by the Board of Directors. Travel if more than 30 miles (one-way)
from the meeting site (see speaker agreement form). Hotel room (for the night
before or after the day of lecture). Meals (see speaker agreement form), parking
& road tolls (see speaker agreement form), and meeting registration for the day
of the lecture.

9.

Contact speakers one month prior to the meeting to verify the compensations
offered.

March 2001
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GRATIS LIST
ANNUAL CONFERENCE:
1. All officers - President/president-elect/chairperson of the board/vice-president/board
member-at-large/treasurer and the secretary
1. Program coordinator plus five (5) full registrations for meeting committee
members to be distributed at the discretion of the meeting coordinator
2. Meeting coordinator
3. Faculty - Day of presentation (unless otherwise approved by the board) plus gratis
meal function(s)
4. ASRT/JRC/ARRT representatives - full registration plus meal function(s)
5. CE coordinator
OTHERS FOR THE ANNUAL CONFERENCE:
1. President and R & R lecturer - one gratis guest Honors meal function
2. Paper presenters - Day of presentation plus honors meal function (they must present
the paper to receive gratis for the day).
3. Honorees (Life, Honorary, and IPE) - Day of presentation plus honors meal function.
ONE DAY SEMINARS:
1. Meeting coordinator
2. CE coordinator
3. Faculty
4. All officers - President/president-elect/chairperson of the board/vice-president/board
member-at-large/treasurer and the secretary

APPROVED:
REVISED:
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RECRUITMENT COMMITTEE GUIDELINES
This committee is charged with the duty of actively seeking to attract recruiters, both for
jobs and advanced educational opportunities, to participate at the annual conference.
The Recruitment committee shall:
1. Maintain a mailing list of hospitals in North Carolina and other areas and make an
attempt to have the current name of the personnel director and/or chief technologist
on file.
1. Cooperate with the meeting coordinator and program coordinator to notify facilities
for recruiting opportunities at the annual conference:
Information may include:
a.
b.
c.
d.

Cost of exhibit space
Space available
Hotel and dates
Deadline for the return of application

2. Arrange for a bulletin board to be present to post notices of employment and
educational opportunities.
3. Mail acknowledgement of receipt of applications.
4. Mail thank you notes to participants following meeting and ask for suggestions for
future meetings.
5. Check with recruiters during meeting to assure needs are met.
6. Collect monies and turn them over to the meeting coordinator.

The responsibilities stated herein shall be reviewed by the chairperson prior to
submitting the Annual report. Any recommendations for revisions shall be submitted to
the Board of Directors for adoption.

ADOPTED: March, 1990
REVIEWED:
REVISED: July, 1997
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MODERATOR TIPS
Moderator packets contain introduction, tip sheet, announcements and instructions for
attendees concerning CE.
BEGIN AND END ON TIME: help speaker with set-up of his/her audiovisual needs and
make sure there is a glass of water on the podium for them and make sure they are
comfortable with the room.
• Let speaker know where you will be during the presentation and what type of
sign you will give them when they have ten minutes left.
•

Encourage participants to be seated.

•

Begin introduction on time.

• Remember it is the moderator who ensures the meeting stays on schedule. It is
not fair to the next speaker to not have time to set-up and begin on time.
ANNOUNCEMENTS: check to see what announcements should be made. If your
session precedes a special event, i.e.: R & R lecture, luncheon, etc. be sure to mention
the event. Remind the participants to visit the exhibit hall (if available).
CONTINUING EDUCATION CREDITS: be sure the participants understand how the
continuing education credit documentation should be done for each session.
PROBLEMS: for questions or problems before or during the session, see the program
or meeting coordinators or go to the registration desk.
ENDING THE SESSION: as mentioned, be sure to wrap-up the session on time. Thank
the speaker; present them with their honorarium check or gift. Help him/her collect
materials left over along with their slides. DO NOT FORGET to collect the pointer at the
end of the session.

REVIEWED: April 2010
REVISED: November 2000
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SAMPLE ANNUAL CONFERENCE PROGRAM LAYOUT
10:00 am—until
5:00 pm—until

Wednesday,
NCSRT Board Meeting
(Open to all Members)
Student Technical Bowl

Thursday,
7:30 am—until
Time
8:30 am—9:30 am

Registration
General Session
Educator Session
Keynote Address

Student Session

Self Assessment
Exam
9:30 am—9:45 am

Break

9:45—10:45

10:45—11:45

11:45 am—1:00 pm

Pick-up Box Lunch
General Roundtable
Discussion

1:00 pm—2:00 pm
2:15 pm—4:15 pm

Pick-up Box Lunch
Pick-up Box Lunch
Educator’s
Student Roundtable
Roundtable
NCSRT Business Meeting

4:15 pm—4:30 pm
4:30 pm—5:30 pm

Break

5:30 pm—6:30 pm

Self-Assessment
Exam Review

Friday
7:30 am—until
Time
8:30 am—9:30 am

Registration
General

Student
Student Scientific
Papers
(no CE Credit)\
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9:30 am—10:30 am

Emerging Technologies Lecture

10:30 am—10:45 am
10:45 am—11:45 am

Break
Reeves Memorial Lecture

11:45 am—1:30 pm

Honors Luncheon
Installation of Officers, Life & Honorary Membership, Imaging
Professionals for Excellence, R&R Memorial Lecturer Recognition,
Announcement of Winslow Award winner, Announcement of Jane Cox
Scholarship winners, Announcement of student awards—exhibits,
papers, technical bowl, and high score on exam
Student Lecture

1:30 pm—2:30 pm

2:30 pm—3:30 pm

3:30 pm—3:45 pm
3:45 pm—4:45 pm

4:45 pm—5:45 pm

Break
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GUIDELINES FOR COMPENSATION
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SPEAKER AGREEMENT AND AUDIOVISIAL REQUEST FORM

DISTRICT AFFLIATIONS
Section 7.0
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GUIDELINES FOR BECOMING A DISTRICT
To become a District Affiliate of the North Carolina Society of Radiologic Technologists,
Inc.:
1.

Obtain Rules of Affiliation and application from the Chairman of the Board of
Directors.
2.
Return completed application to the Chairman of the Board of Directors.
Upon approval from the Board of Directors, the newly formed affiliate will receive:
A mailing list of the requested District. (All districts are numbered.)
Districts may include a name to be used with the number, i.e., #5 “The Electrode
Society”.

ADOPTED: April, 1995
REVIEWED:
REVISED:

July, 1997
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APPLICATION FOR DISTRICT AFFILIATE
DATE OF APPLICATION

NUMBER OF DISTRICT APPLIED FOR

NAME OF DISTRICT, IF ONE (IN ADDITION TO NUMBER YOU MAY USE A NAME)

NAME AND ADDRESS OF PERSON APPLYING FOR DISTRICT

NAME AND ADDRESS OF CONTACT PERSON

FREQUENCY OF MEETINGS TO BE PLANNED

SIGNATURE OF PERSON MAKING APPLICATION

7/97
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RULES OF AFFILIATION
District Affiliates must:
1. Agree to support the mission statement of the Society
“The purpose of the NCSRT, Inc. is to promote and to enhance the professional
stature, and highest practice standards of radiation and imaging sciences through its
services and activities.”
2. Appoint a contact person who will:
a. Serve as a communication contact with the Society for information exchange
on important issues such as licensure, upcoming meetings, public relations
campaigns, fund-raising events, etc.
b. Inform the Society of all upcoming District Affiliate meetings by mailing the
announcement brochure to the Central Office and to the current President.
3. Agree to hold meetings as not to conflict with any NCSRT meeting including the
Annual Conference and Rainbow of Education One-Day meetings.
4. Agree to seek commercial support for speakers only.
5. Agree to place NCSRT, Inc. membership forms on Registration Desk at all District
Affiliate meetings, along with any information or announcements sent to the contact
person by the President or the Central Office.
6. Notify the Chairman of the Board of Directors when there is a change in the contact
person.
7. Contact the Continuing Education Coordinator for instructions regarding approval of
all programs.
8. Request for CE approval must be submitted thirty (30) days prior to the program.
9. District Affiliates are defined in the Society By-Laws. (See attached list.)

ADOPTED: April, 1996
REVIEWED:
REVISED:

November, 2000
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DISTRICTS AND BOUNDARIES
DISTRICT 1

DISTRICT 2

DISTRICT 3

Cherokee
Clay
Graham
Swain
Macon
Jackson

Haywood
Transylvania
Madison
Buncombe
Henderson
Polk
Rutherford
McDowell
Yancey
Mitchell

Avery
Burke
Catawba
Alexander
Caldwell
Watauga
Wilkes

DISTRICT 4

DISTRICT 5

DISTRICT 6

Cleveland
Gaston
Lincoln
Mecklenburg
Iredell
Rowan
Cabarrus

Surry
Yadkin
Davie
Davidson
Forsythe
Stokes
Rockingham
Guilford

Caswell
Alamance
Orange
Person
Durham
Granville
Vance

DISTRICT 7

DISTRICT 8

DISTRICT 9

Montgomery
Richmond
Moore
Chatham
Randolph
Scotland
Hoke
Lee

Brunswick
Columbus
Duplin
Pender
New Hanover

Bladen
Sampson
Robeson
Harnett
Cumberland

DISTRICT 10

DISTRICT 11

DISTRICT 12

Warren
Franklin
Wake
Nash
Wilson
Wayne

Greene
Lenoir
Jones
Onslow
Carteret
Pamlico
Craven

Hyde
Beaufort
Pitt
Edgecombe
Halifax
North Hampton

DISTRICT 13
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Dare
Tyrrell
Washington
Martin
Bertie
Hertford
Gates
Chowan
Perquimmens
Pasquatank
Camden
Currituck

ADOPTED: April, 1995
REVIEWED:
REVISED:
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DOCUMENTS
Section 8.0
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North Carolina Society of Radiologic Technologists, Inc.
Bylaws
Article I – NAME
The name of this Society shall be the North Carolina Society of Radiologic
Technologists, Inc. hereinafter referred to as the Society.
Article II – GOVERNANCE
The Board of Directors shall be the governing body of this Society.
Article III – PURPOSE
The purpose of the Society shall be to advance the professions of radiation and imaging
disciplines and specialties; to maintain high standards of education; to enhance the
quality of patient care; and to further the welfare and socioeconomics of radiologic
technologists.
Article IV – MEMBERSHIP
Section 1 – Policy
A.
The Society is committed to equal opportunity and nondiscrimination in all
programs and activities. No one shall be denied opportunities or benefits on the
basis of age, sex, color, race, creed, national origin, religious persuasion, marital
status, sexual orientation, gender identity, military status, political belief or disability.
B.
The name of the Society or any of its Board of Directors or its staff, in their official
capacities, shall not be used in connection with a corporate company for other than
the regular functions of the Society.
Section 2 – Qualifications
A.
The membership of the Society shall be those persons involved in the radiologic
sciences.
B.
Terms may be adopted by the Society to describe members who are certified or
hold an unrestricted license.
C.
All candidates for membership, except Life and Honorary, shall submit the
prescribed application form, properly completed, together with the required fees, and
shall furnish any additional information as may be required.
Section 3 – Voting Members
A.
Active: Active members shall be those individuals who are registered with the
American Registry of Radiologic Technologists (ARRT) or its equivalent or hold an
unrestricted license under state statutes and who are employed in the radiologic
sciences. They shall have all rights, privileges and obligations of membership
including the right to vote debate and hold office.
B.
Inactive: Inactive members shall be those individuals who are registered with the
American Registry of Radiologic Technologists (ARRT) or its equivalent or hold an
unrestricted license under state statutes and who are not employed in the radiologic
sciences. These members shall have all rights, privileges and obligations of active
members including the right to vote and debate; however, they shall not hold office.
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C.

Advance student: Advance student members shall be those individuals otherwise
qualified to be active members who are enrolled full-time in a program of advanced
study in the radiologic sciences. These members shall have all rights, privileges and
obligations of active members including the right to vote debate and hold office.
D.
Life: Life members shall be those active or inactive members who have rendered
exceptional service by demonstrating an extreme interest in and significant
contribution to the Society. Life members shall be selected by a majority vote of the
voting members at a business meeting, upon unanimous recommendation by the
Board of Directors. These members shall have all rights, privileges and obligations
of active members including the right to vote debate and hold office. They do not
pay dues.
E.
Retired: Retired members are those who meet Social Security Administration
requirements for retirement. These members shall have all rights, privileges and
obligations of active members including the right to vote and debate; however, they
shall not hold office.
Section 4 – Non-Voting Members
A.
Student: Student members are those who are enrolled in primary radiologic
science programs. These members shall have all rights, privileges and obligations
of active members including the right to debate; however, they shall not vote or hold
office.
B.
Honorary: Honorary members shall be those persons the Society wishes to
honor 32
because of the interest they have shown in the activities of the Society. Honorary
members shall be selected by a majority vote of the membership at a business
meeting, upon a unanimous recommendation from the Board of Directors. These
members shall have all rights, privileges and obligations of active members including
the right to debate, however, they shall not vote or hold office.
C.
Commercial: Commercial members shall be those persons employed in
commercial radiology support activities. These members shall have all rights,
privileges and obligations of active members including the right to debate, however,
they shall not vote or hold office.
D.
Supporting: Supporting members shall be those individuals who demonstrate an
interest in the radiologic sciences, but do not qualify for any other established status.
These members shall have all rights, privileges and obligations of active members
including the right to debate, however, they shall not vote or hold office.
Section 5 – Suspension and Expulsion
Any member may be suspended or terminated for cause. Sufficient cause for such
suspension or termination of membership shall be a violation of the Bylaws or any
lawful rule or practice duly adopted by the Society or any other conduct prejudicial to
the interests of the Society.
A. If the Board of Directors deems the charges to be sufficient; the person charged
shall be advised in writing of the charges.
B. A statement of the charges shall be sent by certified or registered mail to the last
recorded address of the member at least twenty (20) days before final action is
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taken.
C. The statement shall be accompanied by a notice of the time and place of the
meeting of the Board of Directors at which the charges shall be considered.
D. The member shall have the opportunity to appear in person and be represented
by counsel to present any defense to such charges before action is taken.
E. Suspension or expulsion shall be by three-fourths (3/4) vote of the entire
membership of the Board of Directors.
Section 6 – Application Fees
The application fee for members shall be uniform and of such amount as is required
by the Society and determined by a majority vote of the Board of Directors.
Members shall be given at least thirty (30) day’s notice prior to the vote of any
proposed change.
Section 7- Dues
A. Dues for all members shall be established by the Board of Directors and requires
adoption by a two-thirds (2/3) vote of the voting members present at a business
meeting. Notice of such must be given to the membership at least thirty (30) days
in advance of the vote.
B. Dues shall be payable annually by January 31st.
C. No member who is in arrears for dues shall vote, hold office, or receive reports of
the transactions of the Society.
Section 8 - Resignation
Any member shall have the right to resign by written communication to the Society’s
central office.
Section 9 - Reinstatement
A member who has resigned or whose membership has been deleted from the
Society for other reasons may be reinstated only after filing a new application and
paying the fees as a new member.
Article V – OFFICERS
Section 1 – Officers
The elected officers of the Society shall be president, president-elect, vice-president,
secretary and one (1) board member-at-large. The appointed office shall be
treasurer.
Section 2 – General Qualifications
A. All officers shall have been voting members for two (2) years
preceding nomination with the exception of board member-at-large who will have
been a voting member a minimum of one (1) year.
B. All officers shall be employed in the radiologic sciences.
C. The president, president-elect and vice president shall have served on the Board
of Directors or on a committee.
D.All officers shall be members of the American Society of Radiologic
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Technologists (ASRT) at the time of nomination and shall remain active members
throughout their tenure.
Section 3 – Duties
A. President:
1. Shall preside at all meetings of the Society.
2. Shall be an ex-officio member of all committees, except the nominating
committee.
3. Shall appoint committees unless otherwise provided in the bylaws.
4. Shall perform all duties consistent with the office and as outlined in the
Society guidelines.
B. President-Elect:
1. Shall become familiar with the activities of the Society and shall make all
preparations necessary for elevation to the office of president.
2. Shall perform all duties consistent with the office and as outlined in the
Society guidelines.
C. Vice President:
1. Shall become acquainted with all of the duties of the president.
2. In the absence of the president, the vice-president shall assume the duties of
the president.
3. Shall perform all duties consistent with the office and as outlined in the
Society guidelines.
D. Secretary:
1. Shall keep the minutes.
2. Shall conduct correspondence.
3. Shall perform all duties consistent with the office and as outlined in the
Society guidelines.
E. Board member-at-large:
1. Shall serve as a liaison between the membership and the Board of Directors.
2. Shall serve as the chair of the ways and means committee.
3. Shall perform all duties consistent with the office and as outlined in the
Society guidelines.
F. Treasurer:
1. Shall be entrusted with the custody of the Society funds.
2. Shall perform all duties consistent with the office and as outlined in the
Society guidelines.
Section 4 – Election
A. Nominations may be submitted by any Society voting member.
B. Nominations shall be sent to the Nominations Committee chairman or the
Society’s central office.
C. The chairman shall be appointed by the Board of Directors. The Nominations
Committee is defined in the Standing Rules.
D. It shall be the responsibility of the Nominations Committee to prepare the ballot
and present all the qualified candidates.
E. Nominations may also be made from the floor of the business meeting where the
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election takes place.
F. The officers of this Society shall be elected by majority vote of the voting
members at a business meeting.
Section 5 – Terms
A. The vice-president, secretary and board member-at-large shall serve for a term
of one (1) year or until their successors have been elected.
B. The president-elect shall serve for a term of one (1) year as president-elect, one
(1) year as president and one (1) year as chairman of the Board of Directors.
C. The term shall begin at the close of each annual conference.
D. At the completion of their term all officers shall surrender to their successors all
records and properties belonging to the Society.
E. All officers, except the president and president-elect, may be re-elected.
Section 6 – Installation
The newly elected officers shall be installed into office under the direction of the
Board of Directors.
Section 7 – Vacancies
A. The vice-president shall fill a vacancy in the office of president.
B. A vacancy in the office of president-elect shall remain vacant until the next
annual conference when a president shall be elected in the manner provided in
the bylaws.
C. A vacancy in any other elective office shall be filled by an appointment
unanimously agreed upon by the remaining members of the Board of Directors.
Section 8 – Eligibility
An officer who meets eligibility requirements at the time of nomination shall be
permitted to complete the term, even though employment status changes.
Section 9 – Censure, Reprimand and Removal:
Any officer may be censured, reprimanded or removed from the office for dereliction
of duty or conduct detrimental to the Society. Such action may be initiated when the
Board of Directors receives formal and specific charges against an officer.
A. If the Board of Directors deems the charges to be sufficient; the person charged
shall be advised in writing of the charges.
B. A statement of the charges shall be sent by certified or registered mail to the last
recorded address of the officer at least twenty (20) days before final action is
taken.
C. The statement shall be accompanied by a notice of the time and place of the
meeting of the Board of Directors at which the charges shall be considered.
D. The officer shall have the opportunity to appear in person and be represented by
counsel to present any defense to such charges before action is taken.
E. Censure, reprimand or removal shall be by three-fourths (3/4) vote of the
remaining membership of the Board of Directors.
Article VI – MEETINGS
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Section 1 – Annual Conference
The Society shall hold an annual conference for the purpose of installing officers,
receiving reports, amending Bylaws, and conducting such other business as may
arise; and for presenting educational programs.
Section 2 – Special Meetings
Special meetings of the Society may be called at the request of a majority of the
Board of Directors. Members shall be notified at least fifteen (15) days in advance of
such meetings, together with an agenda statement of the business to be transacted.
No business other than that specified shall be transacted at a special meeting.
Section 3 – Quorum
A quorum shall consist of 10% of the voting members registered at the meeting for
that specific day and two (2) officers.
Article VII – BOARD OF DIRECTORS
Section 1 – Composition
The Board of Directors shall be composed of the chairman of the Board of
Directors, president, president-elect, vice-president, secretary, one (1) board
member-at-large and treasurer.
Section 2 – Responsibilities
A. Be vested with the responsibility of the management of the business of the
corporation.
B. Provide for the audit of the books and accounts of the Society.
C. Control all funds and/or properties of the Society.
D. Change the dates or location of an annual conference if found advisable, and
in case of state or national emergency, to cancel an annual conference, and to
provide for election of officers.
E. Employ such personnel as may be necessary to conduct the business of the
Society.
F. Make appointments annually in accordance with the standing rules.
Section 3 – Censure, Reprimand and Removal
Any member of the Board may be censured, reprimanded or removed from the
position for dereliction of duty or conduct detrimental to the Society. Such action may
be initiated when the Board of Directors receives formal and specific charges against
a Board member.
A. If the Board of Directors deems the charges to be sufficient, the person charged
shall be advised, in writing, of the charges.
B. A statement of the charges shall be sent by certified or registered mail to the last
recorded address of the Board member at least twenty (20) days before final
action is taken.
C. The statement shall be accompanied by a notice of the time and place of the
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meeting of the Board of Directors at which the charges shall be considered.
D. The Board member shall have the opportunity to appear in person and be
represented by counsel to present any defense to such charges before action is
taken.
E. Censure, reprimand or removal shall be by three-fourths (3/4) vote of the
remaining membership of the Board of Directors.
Section 4 – Resignation
A director may resign at any time giving written notice to the chairman of the Board
of Directors. Unless otherwise specified in the notice, the resignation shall take
effect upon the receipt thereof.
Section 5 – Meetings
The Board of Directors shall hold meetings at least quarterly.
Special meetings of the Board of Directors may be called at the request of at least two
(2) members of the Board of Directors.
Section 6 – Quorum
A majority of the Board of Directors’ members shall constitute a quorum for all
meetings.
Article VIII – COMMITTEES
A. The Board of Directors shall establish committees as deemed necessary to aid
the Society in conducting its activities. Such committees shall be responsible to
the Board of Directors and may be altered or eliminated at any time by the
Board of Directors.
B. The president shall annually appoint the chairman of committees unless in
conflict with other sections of the bylaws.
Article IX – CENSURE, REPRIMAND AND REMOVAL
A Society member, delegate or Board member may be censured, reprimanded
or removed for cause. Sufficient cause includes a violation of the Bylaws or any
lawful rule or practice duly adopted by the Society, dereliction of duty, other conduct
prejudicial to the interests of the Society, or conduct detrimental to the Society. Such
action may occur following completion of the due process procedure.
The Board of Directors must receive formal and specific charges in writing against
the individual.
A. If the Board of Directors deems the charges to be sufficient, the person charged
shall be advised, in writing, of the charges.
B. A statement of the charges shall be sent by certified or registered mail to the last
recorded address of the person charged at least twenty (20) days before final
action is taken.
C. The statement shall be accompanied by a notice of the time and place of the
meeting of the Board of Directors at which the charges shall be considered.
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D. The person charged shall have the opportunity to address the charges and be
represented by counsel to present any defense to such charges before action is
taken.
E. Censure or reprimand of a member or delegate shall be by majority vote of the
entire membership of the Board of Directors.
F. Censure or reprimand of a Board member shall be by majority vote of the entire
remaining membership of the Board of Directors.
G. Removal of a member or delegate shall be by three-fourths (3/4) vote of the
entire membership of the Board of Directors.
H. Removal of a Board member shall be by three-fourths (3/4) vote of the entire
remaining membership of the Board of Directors.
Article X – SOCIETY DELEGATES TO THE ASRT HOUSE OF DELEGATES
Section 1 - Delegates
A. Two (2) Society delegates shall be elected by a majority vote of the voting
members at a business meeting. The Board of Directors will appoint two (2)
alternate delegates.
B. The Society shall submit to ASRT the names of the Society delegates and
alternates by the first business day of April or the Society delegate positions shall
remain open until after the ASRT House of Delegates’ meeting.
C. The Society has the power to remove delegates.
Section 2 - Qualifications
A. A delegate shall show proof of continuing education.
B. A delegate shall be a voting member of the ASRT and the Society for two (2) 25
years immediately preceding nomination.
C. A delegate shall have served as an officer, or on the Board of Directors or as a
committee member in the Society.
D. A delegate shall practice in the radiologic science profession or health care.
E. A delegate may serve concurrently on the board of any national radiologic
science certification or national accreditation agency.
F. A delegate shall have the time and availability for necessary travel to represent
the ASRT.
Section 3 - Responsibilities
A. Society delegates shall attend the ASRT House of Delegates’ meeting and all
meetings required of delegates.
B. Respond to communications from the ASRT Office, ASRT Board of Directors or
from the ASRT House of Delegates.
C. Disseminate information to the Society.

Section 5 – Absence
A. An absence exists when an elected delegate is unable to fulfill the duties of the
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B.

C.
D.

E.

position during the ASRT House of Delegates’ meeting. The delegate shall be
considered absent for the purpose of that meeting only.
It is the responsibility of the delegate to notify the ASRT, the Speaker of the
House, and the alternate delegate of the delegate’s inability to attend the
meeting as soon as possible. The alternate delegate shall be seated for the
meeting only.
Any delegate position or alternate delegate position not filled by the elected/
appointment process remains open.
If the alternate delegate is unable to serve because of extenuating
circumstances, the Speaker of the House may seat a qualified delegate for that
meeting only.
There shall be no on-site credentialing of delegates.

Section 6 - Vacancies
A vacancy exists when a delegate has submitted a written letter of resignation
or when a delegate position has not been filled by the appointment process. A
delegate vacancy caused by the written resignation of a delegate shall be filled by
the appointed alternate delegate.
Section 7 - Censure, Reprimand and Removal
Any Society delegate may be censured, reprimanded or removed from the position
for dereliction of duty or conduct detrimental to the ASRT or the Society. Such action
may be initiated when either Board of Directors receives formal and specific charges
against the delegate.
A. If the Board of Directors deems the charges to be sufficient, the person charged
shall be advised, in writing, of the charges.
B. A statement of the charges shall be sent by certified or registered mail to the last
recorded address of the delegate at least twenty (20) days before final action is
taken.
C. The statement shall be accompanied by a notice of the time and place of the
meeting of the Board of Directors at which the charges shall be considered.
D. The delegate shall have the opportunity to appear in person and be represented
by counsel to present any defense to such charges before action is taken.
E. Censure, reprimand or removal shall be by three-fourths (3/4) vote of the
respective Board of Directors.
Article XI – ASRT Affiliate Charter Agreement
The ASRT Charter Agreement may be terminated by the House of Delegates or by a
vote of the members of the Society.
Article XII – PARLIAMENTARY AUTHORITY
The rules contained in the current edition of Robert’s Rules of Order Newly Revised,
shall govern the NCSRT in all cases in which they are applicable unless they are
inconsistent with these Bylaws, the Articles of Incorporation, or state or federal law.
Article XIII – AMENDMENTS
Amendment(s) to these bylaws may be made by two-thirds (2/3) vote of the voting
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members present at any Society business meeting. Notice of such proposed
amendment(s) must be sent to all voting members at least thirty (30) days prior to
the time of voting. Amendment(s) may be made to the proposed bylaw as long as
the motion is not amended beyond the Scope of Notice.
Article XIV – INDEMNIFICATION
Every officer, director, delegate or employee of the Society shall be indemnified
by the Society against all expenses and liabilities, including attorney’s fees, in
connection with any threatened, pending or completed proceeding in which the
above-mentioned individual is involved by reason of being or having been an officer,
director, employee or delegate of the Society if the above-mentioned individual acted
in good faith and within the scope of the above-mentioned individual’s authority
and in a manner reasonably believed to be not opposed to the best interests of
the Society. In no event shall indemnification be paid to or on behalf of any abovenamed individual going beyond or acting beyond the powers granted by authority of
this organization or bylaws. The foregoing right of indemnification shall be in addition
to, and not exclusive of, all other rights to which such officer, director, delegate or
employee may be entitled.
Article XV – DISSOLUTION
In the event of dissolution or final liquidation of the Society, all of its assets
remaining, after payment of its obligations shall have been made or provided for,
shall be distributed to and among such corporations, foundations, or other such
organizations organized and operated exclusively for scientific and educational
purposes, consistent with those of the Society, as shall be designated by the Board
of Directors.

Revised October 2010
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THE NORTH CAROLINA SOCIETY OF RADIOLOGIC
TECHNOLOGISTS, INC
STANDING RULES
1.

A quorum shall consist of 10% of the voting members registered at the meeting
for that specific day and two (2) officers. (4/02)

2.

At each annual conference, the membership in attendance shall adopt Rules for
procedure. (4/02)

3.

The official publication for the NCSRT, “The Tarheel Cassette” and/or “Tarheel
Technology Highlights”, shall be published a minimum of four times a year and
distributed to the membership. (6/83)

4.

The nominating committee shall present a slate of officers with a minimum of
two (2) candidates for each office. This slate shall be submitted to the “Tarheel
Cassette” and/or the “Tarheel Technology Highlights” for publication in the
January or March issues. For details, see “Nominating Committee” in the official
guidelines. (4/02)

5.

The Board of Directors shall be responsible for submitting a balanced operational
budget to the membership at the annual conference. (4/02)

6.

The Board of Directors shall select the Reeves-Rousseau Memorial Lecturer. (4/
02)

7.

8.

The Board of Directors shall make the following appointments annually:
central office liaison, continuing education coordinator, editor of the NCSRT,
Inc. publications, meeting coordinator, nominating committee chairman,
parliamentarian, program coordinator, registrar, education coordinator and
treasurer. Assistants for these appointments may also be made to provide
support and continuity. (4/02)
Any member may submit to the Board of Directors a recommendation for Life or
Honorary membership. The time frame for recommendations will be announced
in the “The Tarheel Cassette” and/or the “Tarheel Technology Highlights.” (4/02)

9.

Rules and regulations for scientific essay and exhibit competition shall be
established by the Board of Directors. All essays will be prejudged by judges
selected by the scientific paper committee as outlined in the official guidelines.
(4/04)

10.

The president of the NCSRT, Inc. shall appoint a chairman or co-chairmen for the
following standing committees:
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AWARDS
HISTORIAN
PROFESSIONAL SERVICES
INSTRUCTORS
RESOLUTION AND BYLAWS
SERGEANT – AT –ARMS
TECHNICAL BOWL
SCIENTIFIC PAPER
RADIOLOGY MANAGERS
STUDENT AFFAIRS
RECRUITMENT
ONE-DAY MEETING (S)
These committees shall exist until they are added to or deleted by the president.
(4/02)
11.

The fiscal year of the NCSRT, Inc. shall be from January 1 to December 31.
Membership renewals shall be mailed at least fifteen (15) days prior January 1st.
(4/04)

12.

The membership categories and dues of the NCSRT, Inc. shall be:

VOTING MEMBERS
Active Member
Advance Student Member
Life Member
Retired Member
In active Member

$30.00
$15.00
gratis
$10.00
$25.00

NON-VOTING MEMBERS
Student Member
Honorary Member
Commercial Member
Supporting Member

$15.00
gratis
$30.00
$30.00 (5/03)

13.

New members shall be charged an application fee of $5.00. (4/02)

14.

Persons seeking membership reinstatement shall be charged an application fee
of $5.00. (4/02)

15.

The executive secretary shall be responsible for verifying credentials. (4/02)

16.

The NCSRT, Inc. banner will be secured and kept by the secretary for use at all
official functions. (4/02)
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17.

Recipients of floating trophies or members borrowing NCSRT, Inc. equipment
shall be responsible for the replacement of these items if lost, damaged or stolen.
(4/02)

18.

Committee and executive reports shall be available to a member upon request.
(4/02)

19.

The secretary shall submit minutes of the business session to the Board of
Directors within sixty (60) days after the meeting. (4/04)

20.

The official guidelines of the NCSRT, Inc. shall contain and state the policies and
procedures of the offices and committee of the NCSRT, Inc. These guidelines
shall be reviewed annually by the Board of Directors. All changes must be dated.
(4/02)

21.

The NCSRT, Inc. may submit an affiliate society exhibit to the ASRT Annual
Conference according to the official guidelines. (4/02)

22.

Approved changes to the Society bylaws or standing rules shall be published
in its entirety in the “The Tarheel Cassette” and/or the “Tarheel Technology
Highlights” and on the web site. www.ncsrt.org (4/02)

23.

The executive office will send new members the Society bylaws and standing
rules upon request of the member. (4/02)

24.

Any member given the title EMERITUS will be granted gratis registration at the
NCSRT, Inc. annual conference. A purple ribbon with gold lettering “EMERITUS”
will be provided for each meeting. (4/02)

25.

The legislative committee shall be appointed by the Board of Directors when
appropriate. (4/02)

26.

These standing rules are effective April 2003. They shall be reviewed annually by
the resolutions and bylaws committee. Additions, deletions, or amendments may
be submitted by any voting member at any NCSRT, Inc. business meeting for
approval by a two-thirds majority vote of those members present. (4/02)
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MEETING RULES FOR PROCEDURE
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NCSRT, Inc. SEXUAL HARRASSMENT POLICY
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NCSRT, Inc. ANTI-SPAM POLICY

Forms
Section 9.0
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NCSRT, Inc. REIMBURSEMENT AUTHORIZATION
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NCSRT, INC.
PO Box 52355
Durham, North Carolina 27717-2355
REIMBURSEMENT/TRAVEL EXPENSE REPORT
Name

_______________________________________________________________

Address ______________________________________________________________
City___________________________________ State____________ Zip___________
Date(s) of Expense_________________ Date Submitted ______________________
Purpose of Expense ____________________________________________________
Name of Committee _______________________________________________________
Mileage (# of Miles)

Mileage (amount)
Air Fare

Ground Transportation

Lodging

Meals

Other (amount)

Other (description)

Daily Totals

Expense this page________
Expense other page(s) __________
Receipts are required for refund
$0.50 cents per mile-not to exceed economy class airfare
Meals not to exceed $45.00 per day

Rev. 4/2010

9.08
Page 1

GUIDELINES FOR MAILING LIST/LABEL REQUESTS
1. Mailing lists/labels will be released to Society officers and/or committee chairpersons
at no cost or the purpose of conducting Society business.
2. Mailing lists (cost)
a. Member cost is $25.00 with board approval.
b. Non-member cost is $50.00 with board approval.
3. Mailing labels (cost)
a. Member cost is $100.00 with board approval.
b. Non-member cost is $200.00 with board approval.
4. Mailing lists/labels may be requested for:
a. Educational purposes: Request for mailing lists or labels should be sent to the
central office in writing with preliminary program information. This information
must be sent at least one month in advance to allow sufficient time for board
approval, printing and mailing. Lists or labels will not be released for any
meeting which conflicts with Society sponsored activities. The recipient will be
asked to sign a one-time release agreement which prohibits the copying of lists
or labels.
b. Research purposes: Requests for mailing lists or labels should be sent to the
central office in writing with a synopsis of the planned research activity. This
information must be sent at least one month in advance to allow for sufficient
time for board approval, printing and mailing. The recipient will be asked to sign
a one-time release agreement which prohibits the copying of lists or labels.

ADOPTED: May, 1991
REVIEWED:
REVISED:

July, 1997
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Committee Volunteer Form
Date: ______________
Would you like to become more involved with NCSRT, Inc and serve others in your profession? There
are numerous opportunities for service within the NCSRT. The strength of the NCSRT and our profession
stems from the volunteer spirit of its members. Volunteering is an outstanding way to develop leadership
skills, network with colleagues, meet new friends, serve others, and gain increased personal and
professional satisfaction. Volunteer opportunities exist to match any level of involvement you might seek.
NAME:

PHONE:

ADDRESS:

EMAIL:
NCSRT #:

________________________________________________ DATE: _________________________________

Please place a check mark in front of the committee(s) on which you are willing to serve:
Annual Conference
Awards
Continuing Education Coordinator
Chief Sergeant-at-Arms
Historian
Instructors Chair
Legislative Committee
Nominating Committee
One-Day Conference Chair
Imaging Professional for Excellence Committee
Resolution & Bylaws Committee
Scientific / Technical Papers Committee
Student Affairs Liasion
Student Technical Bowl
Tarheel Highlights
Technical Bowl
Other:

For questions regarding
vicki.burnett@ncsrt.org

committees

please

contact

Vicki

Burnett

To volunteer, please print and complete this form and mail or e-mail it to:
Central Office
3710 Shannon Road
P.O. Box 52355
Durham, NC 27717-2355
E-Mail: office@ncsrt.org

via

email

at

