
 
 
 
 
 
 
TO:   Phil  
FROM:  Darla 
DATE:   December 2, 2003 
SUBJECT:  Office Manager’s Report – November 
 
 
 
Bank Balance: 

Our official bank balance as of today is $36,966.12 in checking and $2,541.51 in savings. 
All of my personal VISA charges have been reimbursed to TDNA.  Your petty cash 

reimbursement has also been deposited and recorded, so neither of us owes anything to TDNA. 
 
 
Update: 

• Dues Billing – All 2004 dues have been invoiced for annual, semi-annual and quarterly.  
December 2003 dues were just billed, so I’ll wait a little while before sending out the 
January 2004 monthly dues statements.  The first 2004 dues payment has already been 
received. 

• Early Dues Billings – First quarter payments for 2004 have been made by The Dallas 
Morning News, Houston Chronicle and San Antonio Express-News.  Wes Turner said he 
may not pay all of Fort Worth Star-Telegram’s annual 2004 dues at once, but it looks like 
our cash balance will be OK anyway.  I will continue early dues quarterly dues billings for 
these three metro papers throughout 2004. 

• Board Elections – News release is finished and being distributed.  That completes this 
year’s election process. 

• Directory Order Forms – I’ve not yet revised the directory order form printed by Kestrel, 
and I have not yet ordered the various mailing lists needed for the mail house that bulk mails 
the directory order forms.  I hope to get these two projects underway yet this week. 

• Directory Updates  - Morgan Printing has made the first round of changes to the annual 
directories and will deliver the proofs today.  Members are beginning to list e-mail 
addresses, as we are encouraging them to do, but the pages of the larger papers are already 
crowded … so I have asked Morgan for their suggestions on changing our directory size and 
layout (for 2005, not the coming year) to fit in e-mail addresses and in general make 
typesetting and printing more efficient.  I’m not interested in making any unnecessary 
changes, but I want to see if there is anything we could be doing differently to make their 
printing and typesetting easier … and thus cheaper for us. 

• TDNA Database – I have contacted SNPA to find out what mailing list update system they 
use (as recommended at the board meeting).  As much as is possible, I want to tie in the 
necessary upgrade of TDNA’s in-house mailing lists with the method by which we will 
maintain our new website and with the typesetting of the annual directories. 
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• TDNA Storage – After the board meeting I e-mailed Printing Industries of the Gulf Coast to 
find out if they really do still have some of our stuff in storage.  They are checking on it.  
Cleaning out our office storeroom has stalled until I catch up on some other projects, but 
will eventually get done. 

• Awards – Helen has mailed awards contest information for all five awards – Taggart, 
Mayborn, Murphy, Mayborn and Bright Idea. 

• Intern Awards - Fentress award plaques and checks are being overnighted to the winners, 
and Cox sent us the prize money.  A news release announcing the two winners has been 
distributed. 

• Xspedius penalty billing – I have received two more late notices from Xspedius, but still no 
response from any of the (now four) offices that received a copy of my letter. 

 


