
OPERATIONS MANAGER REPORT for January 2021 Board Meeting 
 

STARTER PACKS SENT OUT: 1 – Cranbrook, BC    

NEW GROUP REGISTRATIONS: 0 

Groups Closed: 0 

 

STATUS:  

1. Vacation/Personal Time – N/A 

2. Inventory Count – N/A 

3. Outstanding Tasks – Organizing storage unit; decluttering inventory and packaging supplies 

 

NEW ITEMS: 

 

1. PayPal 

A transaction on PayPal was flagged as disputed. It seems that the customer’s credit card was not 

approved as a result of fraud and payment was not received by PayPal. Although this took several 

weeks to rectify, the case was eventually closed and the amount owing was paid by the customer. 

 

2. 2nd Edition 

 The allotted two hours per month for the 2nd edition have expired.  Much time is consumed answering        

 questions about the donated 2nd edition books including pre=orders, availability, shipment etc.  If 

 GSR’s could please let their groups/meetings know that all decisions about the 2nd edition are at the 

 discretion of the Board. As such, the office is not able to provide any new information. It is requested 

 that members attend and/or review Board meetings for detailed information.   

 

3. On Demand Printing 

Upon request by the President, the Operations Manager ordered a copy of an On Demand 2nd edition 

of the ABA textbook for review and feedback. Although there are a few insignificant flaws such as a 

couple of ink spots, washed out colour of the cover and no water proof packaging, the cost savings for 

shipping overshadows these minor issues. It is the OM’s opinion that the On Demand option would be 

extremely helpful in keeping costs down for members and groups ordering books. 

 

4. AGM and Annual Financial Audit 

As the AGM and the subsequent financial audit approach, the OM needs extra hours to complete 

specific tasks for these events. The average additional time needed in the past has been between 15-

20 hours over a two month period (March and April). 

 

5. Volunteer Duties 

The Edmonton based volunteer is not available for support and as such, the tasks she performed to 

reduce the OM’s hours, have been returned to the OM. Included in these tasks are collecting the mail, 

picking up inventory from the storage unit, delivering books to members and transporting reprint 

orders to the storage unit.   

 

6. COVID19 

Given the current circumstances, what used to take an hour for an errand (bank, supplies, post office, 

storage, medallion pick-ups, shipping, etc) is now taking double that time.  

 

 

 



7. The GSO/Personnel Committee 

Recording of OM tasks continues and detailed report of the same is provided to the GSO/Personnel 

Chair monthly. 

 

8. Given the OM does not attend Board meetings any longer, it is critical that all motions and changes 

made be provided to the office as soon as possible to ensure accurate and consistent operations. 

 

 

  

  

 

Written in service by, 

Shahin S., Office Manager 


