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ARTICLE I
The name of this non-profit corporation shall be the ARIZONA STATE ASSOCIATION OF PHYSICIAN ASSISTANTS, and only members of this corporation as provided herein shall be permitted to use this name.
ARTICLE II
The principle office of this corporation shall be located within the state of Arizona.
ARTICLE III
It is the intent of this corporation to align itself with the American Academy of Physician Assistants, as a constituent chapter and as such, become an integral part of the parent organization. In the event that these Bylaws conflict with those of the American Academy of Physician Assistants, the Bylaws of the American Academy of Physician Assistants shall supersede.
ARTICLE IV


Membership and Dues 

Section 1. Membership. Membership in this corporation shall consist of eight (8) classes.
Those who are American Academy of Physician Assistant (AAPA) members and who hold membership in more than one constituent chapter, may vote on AAPA issues in only one constituent chapter:

A. Fellow Members - A fellow member of the corporation shall be a Physician Assistant registered with the Arizona Regulatory Board of Physician Assistants or a federally employed Physician Assistant who has concurrent membership in the American Academy of Physician Assistants as a fellow member or a PA educator employed in the state of Arizona. A fellow member shall have all the rights and privileges of the corporation including the right to vote and hold office.

B. Active Member - An active member shall be a Physician Assistant registered with the Arizona Regulatory Board of Physician Assistants or a federally employed Physician Assistant or a PA educator employed in the state of Arizona who does not have concurrent membership in the American Academy of Physician Assistants. An active member shall have all the rights and privileges of the corporation except to hold office as an officer and he may not vote on issues pertaining to the American Academy of Physician Assistants. 

C. Associate Member -An associate member shall be a health practitioner who is not certified as a Physician Assistant in the State of Arizona.  An associate member shall be accorded the privilege of the floor, when recognized, at regular meetings, and of serving on the committees when appointed. Associate members shall not be entitled to vote or hold office.
D. Student Member - A Student member of this corporation shall be an individual who is currently registered as a Physician Assistant student. Student members shall be accorded the privilege of the floor, when recognized, at regular meetings. Student members shall not be entitled to vote or hold office except as put forth in Article VI, Section 1. Student members may serve on committees.

E. Pre-PA member – a pre-PA member shall be an individual with an interest in applying to a PA program.  A pre-PA member shall be accorded the privilege of the floor when recognized, at regular meetings, but shall not be entitled to vote or hold office.

F. Honorary Member - Honorary members of this corporation shall be individuals of distinction who have rendered outstanding service to the corporation. Honorary members will be proposed by the Board of Directors of this corporation and will be elected by a majority of the members in attendance at the annual meeting. Honorary members shall be accorded the privilege of the floor, when recognized, at regular meetings, and of serving on committees when appointed. Honorary members shall not be entitled to vote or hold office. 

G. Corporate Member - Corporations may be granted corporate membership status, on an annual basis, by approval of the Board of Directors.

H. Chapter Members - State, Student and other chapters may be granted Chapter Membership, on an annual basis, by approval of the Board of Directors.
Section 2. Dues. The annual dues of the members shall be as follows:
A. Fellow, Active, Associate and Student dues shall be set by a vote of the membership at any annual or regular meeting. 

B. Corporate and Chapter dues shall be set by the Board of Directors. 

C. Honorary members will not pay dues.
Section 3. Failure to pay dues. Any member who shall fail to pay his/her dues or assessments sixty (60) days after the date such dues or assessment are due and payable, shall be automatically suspended from membership in this corporation.
Section 4. Suspension/Reinstatement. If any member shall have been suspended for nonpayment of his/her dues and his/her records disclose no complaints or charges, he/she shall be eligible for reinstatement by paying and assessments past due for that current year.
Section 5.Disability Waiver. Any member who may become totally disabled may apply in writing for a waiver of dues for the duration of the total disability. Such application shall be subject to review and approval by the Board of Directors. 

Section 6. Applications. All applications for membership shall be made on an application format provided by this corporation. The application will be reviewed and either approved or rejected by the Membership Committee. All rejections shall automatically go before the Board of Directors.
Section 7. Membership Denial. This corporation shall not deny membership to a fellow member of the American Academy of Physician Assistants (AAPA) unless such chapter membership has been revoked for reason of an ethical or judicial nature.
ARTICLE V
Meetings.
Section 1. Annual Meeting. The Annual Meeting of the ASAPA shall be convened prior to May 1st for the transaction of business as may come before the organization. Notice of the meeting shall be posted to the members at the last recorded address at least 20 days before the meeting which shall include the location, date, and time.
Section 2. Regular meetings. The corporation shall hold regular meetings at a time and place specified and fixed by the Board of Directors, at which any business may be transacted. Notice of the regular meetings is to be given in the same form as the annual meeting.
Section 3. Special meetings. Special meetings may be called by the President or by the Board of Directors at their discretion. Upon the written request of not less that 10 percent (10%) of the outstanding membership entitled to vote a meeting shall be called. Notice of any special meeting is to be given in the same form as for the annual meeting. Notice of the meeting shall be given at least ten (10) days before the time appointed for the special meeting. No business other than that specified in the notice of the meeting shall be transacted at any special meeting of the members of this corporation.
Section 4. Waiver. Notwithstanding the provisions of any of the foregoing sections, a meeting of the members of the corporation may be held at any time, at any place within or without of the State of Arizona, and any action may be taken there if notice is waived in writing by every member having the right to vote at the meeting, or his proxy. 

Section 5. Quorum. Fifty-one percent (51%) of the voting membership registered at an annual, regular, or special meeting shall constitute a quorum. An affirmative vote by a majority of the membership present and voting shall constitute action of the membership.
Section 6. Proxies. At all meetings of the membership, a member may waive notice of the meeting by proxy or vote by proxy executed in writing by another member entitled to vote or by his duly authorized attorney-in-fact. Such a proxy shall be filed with the Secretary of the corporation before or at the time of the meeting. No proxy shall be valid after three (3) months from the date of its execution unless otherwise provided in the proxy. All proxy votes shall be in writing on a form approved by the Board of Directors.
Section 7. Order of Business. The order of business shall be set by the President.
Section 8. Board Member Attendance. It shall be the responsibility of the Board of Directors, through the duly elected Treasurer, to present at each annual meeting or at any time when called for by a vote of the membership, a full and clear statement of the business and condition of the corporation.

ARTICLE VI


Board of Directors

Section 1. Composition The Board of Directors shall consist of the President, Past-President, President-Elect, Secretary, and Treasurer, who shall act as officers. Four (4) members shall act as Directors at Large, and one student representative elected from the members of the ASAPA student committee.  Student members may be first or second year students to serve as the student member, the student must be a member of SAAAPA and ASAPA.

Section 2. Qualifications, Terms of Office, Nominations, Ballots, Elections, Start of Term, and Vacancies.
A. Qualifications and Term of Office. The President, Past-President, President-Elect, Secretary, and Treasurer shall be fellow members of the ARIZONA STATE ASSOCIATION OF PHYSICIAN ASSISTANTS, and have been so for at least one year by the time of their nomination. The four (4) Directors may be either fellow or active members as prescribed in these Bylaws. The President and President-Elect shall have one year terms of office. The Directors-at-Large shall consist of two (2) senior members and two (2) junior members elected for alternate two year terms of office. The Secretary and Treasurer shall be elected for alternate two year terms of office. Student members shall be elected by their respective student societies. 
B. Nominations and Ballots. Nominations for each office will be accepted by the Chairman of the Membership Committee up to sixty (60) days prior to the elections date of June 1st of each year. Numbered ballots will be mailed to all voting members no less than fifteen (15) days or more than thirty (30) days prior to the election date. Write-in candidates will be accepted. No names shall be placed on the ballot without the consent of the nominee.
C. Time of Elections. All Officers, Directors, and Delegates, excluding the President shall be elected on June 1st.
D Eligibility of Voters. The Chairman of the Elections Committee shall distribute a ballot by mail as prescribed in Article VI, Section 2, Paragraph B, to each fellow and active member who is listed on the corporation's membership roster as of January 1st. Active members will only vote for Officers and Directors. 

E. Election Procedures. Ballots shall be returned, either in person or by mail, to the Chairman of the Elections Committee. Ballots must be postmarked no later than June 1st. Ballots shall be counted by midnight, June 11th. Votes necessary to elect shall be a plurality of the votes cast. In the case of a tie vote, the Chairman of the Elections Committee will conduct another ballot. 

F. House of Delegates Elections. (See ARTICLE VIII, Section 3.)
G. Start of Term of Office. The term of office for all elected officials of the corporation shall begin July 1. 

Section 3. Vacancies. A vacancy in any office of the Board of Directors because of death, resignation, removal, disqualification or otherwise, may be filled without undue delay by a majority vote of the remaining members of the Board. This vote may be done at a special meeting which shall be called for that purpose; or may be handled by mail or conference call if unanimously agreed upon by the remaining Board members. This election shall be held within sixty (60) days after the occurrence of the vacancy. Any officer or director elected to fill a vacancy shall hold office until the next annual meeting, or until his/her successor has been elected at a special meeting of the membership. In the case of the President-Elect, such office shall be filled, by election of the board of Directors, with a Vice-President. The Vice President shall assume all the rights and responsibilities as designated to the President-elect, except that the Vice-President will not assume the office of President without election by the general membership as set forth in Article VI, Section 2. In the absence of the President, or in the event of his or her death, or inability or refusal to act, either the President - Elect or the immediate Past President, as elected by the Board of Directors, shall perform the duties of the President, and when so acting, shall have all the powers of and be subject to all the restrictions upon the President. 
Section 4. Regular Meetings. A regular meeting of the Board of Directors shall be held without other notice than that provided in these Bylaws the same place as the annual meeting of the corporation. The Board of Directors may provide, by resolution, the time and place, either within or without of the State of Arizona, for the holding of additional regular meetings without other notice than such resolution. 

Section 5. Regular Duties. The Board of Directors may:
     A. Admit, suspend, or expel members by ballot.
     B. Appoint committees as deemed necessary from the Board of
         Directors or from the General Membership of the corporation.
     C. Audit bills and disburse the funds of the corporation.
     D. Print, circulate and publish documents and articles
         for the corporation.
     E. Employ agents.
     F. Devise and carry into execution such other measures as it
         deems proper and expedient to promote the objectives of the
         corporation and to best protect the interests and welfare
         of its members.
     G. Directors shall not receive compensation.
     H. The Board shall be granted authority to make minor changes to
         the Bylaws that does not alter content.
Section 6. Special Meetings. Special meetings of the Board of Directors may be called by or at the request of the President or any three (3) Board Members. The person(s) authorized to call special meetings of the Board of Directors may fix any place, either within or without of the State of Arizona, as the place for holding any special meeting of the Board of Directors.
Section 7. Notice. Notice of the meeting, signed by the President or the three (3) Board Members, shall be mailed except as herein or by statute otherwise provided, to the last recorded address of the other directors at least three (3) days before the time appointed for the meeting. The attendance of a director at a meeting shall constitute a waiver of notice of such meeting, except where a director attends a meeting for the expressed purpose of objecting to the transaction of any business because the meeting is not lawfully called or convened. Neither the business to be transacted at, nor the purpose of, any regular meeting or special meeting of the Board of Directors need be specified in the notice of such a meeting. 

Section 8. Quorum. a simple majority of the number of the directors fixed by these Bylaws shall constitute a quorum for the transaction of business at any meeting of the Board of Directors, however, if less than such a quorum is present at a meeting a majority of the directors present may adjourn the meeting from time to time without further notice.
Section 9. Manner of Acting. The act of the majority of the directors present at a meeting at which a quorum is present shall be the act of the Board of Directors. 

Section 10. Absence. Should any member of the Board of Directors absent himself unreasonably from three (3) consecutive meetings of the Board without sending a communication to the President or Secretary stating his/her reason for doing so, and if his/her excuse should not be acceptable by the members of the Board, his/her seat on the Board may be declared vacant and the Board may forewith proceed to fill the vacancy. 

Section 11. Removal of Directors. Any one or more of the directors may be removed either with or without cause, at any time, by a vote of two-thirds (2/3) of the members of the corporation present at any special meeting of the corporation called for that purpose. 

Section 12. Presumption of Assent. A director of the corporation who is present at a meeting of the Board of Directors at which action of any corporate matter is taken shall be presumed to have assented to the action taken unless his/her dissent shall be entered in the minutes of the meeting or unless he/she shall file his/her written dissent to such action with the person acting as Secretary of the corporation immediately after the adjournment of the meeting. Such right to dissent does not apply to a director who voted in favor of such action at a meeting.
Section 13. Power to fix salaries. The salaries of all non-elected officers, employees and agents of the corporation shall be fixed by the Board of Directors.
Section 14. Appointment of Additional Officers. The Board may appoint such other officers and agents as it deems necessary, who shall hold their offices for such terms and shall exercise such powers and perform such duties as shall be determined from time to time by the Board. Any officer or agent appointed or elected by the Board of Directors may be removed by the Board of Directors whenever, in its judgement, the best interests of the corporation will be served thereby; however, such removal shall be without prejudice to the contract rights, if any, of the person so removed.
Section 15. Executive Committee. The Executive Committee of the Board of Directors shall consist of the President, President-Elect, Immediate Past-President, Treasurer, and Secretary. The Committee shall be empowered to act for the Board on emergency items only. Actions of the Committee shall be reported to the Board of Directors no later than the Board's following meeting. All such Committee actions must be reviewed and approved by the Board of Directors and shall be included in the official Board minutes.
Section 16. Liability Insurance. The corporation will maintain in force a general liability insurance policy for the protection of its board members and lawful agents.
ARTICLE VII
Officers
Section 1. President. The President shall be the principle executive officer of the corporation and, subject to the control of the Board of Directors, shall, in general, supervise and control all of the business, preside at all meetings of the membership and of the Board of Directors. He/She may constitute, at his/her own direction, and at the direction of the Board of Directors, any committee for any purpose deemed necessary and proper to the accomplishment of the corporation's objectives. He/she may sign, with the Secretary or any other proper officer of the corporation there unto authorized by the Board of Directors, any deeds, mortgages, bonds, contracts, or other instruments which the Board of Directors to be executed, except in cases where the signing and execution thereof shall be expressly delegated by the Board of Directors or by these Bylaws to some other officer or agent of the corporation, or shall be required by law to be otherwise signed and executed; and in general shall perform all duties incident to the office of President and such other duties as may be prescribed by the Board of Directors from time to time. After the President's term is completed, he/she will become a regular Board member for a term of one (1) year. 

Section 2. President Elect. The President-Elect may sign, with the Secretary, and shall perform such duties as from time to time may be assigned to him by the President or by the Board of Directors. 

Section 3. Secretary. It shall be the duty of the Secretary to give notice of and attend all meetings of the corporation and prepare minutes thereof. the Secretary shall publish and forward reports of all special and regular meetings to the general membership within ninety (90) days of that meeting; to conduct all correspondence and to carry into execution all orders, votes, resolutions not otherwise committed; to keep a list of the members of the corporation; to maintain a directory that identifies the location and the custodian of the corporate records; to be custodian of the seal of the corporation and to see that the seal of the corporation is affixed to all documents, the execution of which on behalf of the corporation under its seal, is duly authorized; to prepare, under the direction of the Board of Directors, an annual report of the transactions and business and advancing interests of the corporation. In case of absence or disability of the Secretary, the President may appoint a Secretary Pro Tem.
Section 4. Treasurer. If required by the Board of Directors, the Treasurer shall give bond for the faithful discharge of his duties in such sum and with such surety or sureties as the Board of Directors shall determine. The Treasurer shall keep an account of all monies received and expended for the use of the corporation, and shall make or authorize disbursements only upon approved vouchers. He/She shall account for all sums received in the bank or banks or trust company approved by the Board of Directors, and make a report at the annual meetings or when called upon by the President. The funds, books, and vouchers of the corporation, shall at all times be under the supervision of the Board of Directors and subject to its inspection and control. At the expiration of his term of office, he shall deliver over to his successor all books, monies, and other property, or, in the absence of a Treasurer-Elect, to the President. In the case of absence or disability of the Treasurer, the President may appoint a Treasurer Pro Tem. 
ARTICLE VIII
Delegates to the American Academy of Physician Assistants' House of Delegates.
Section 1. Number. The number of delegates shall be determined by the American Academy of Physician Assistants. 

Section 2. Function. The delegates and/or alternates shall serve as representatives of this state chapter to the American Academy of Physician Assistants' House of Delegates; shall solicit and draft resolutions to the American Academy of Physician Assistants' House of Delegates; shall elect among themselves a chairman. 

Section 3. Election. Nominees must be fellow members of the ARIZONA STATE ASSOCIATION OF PHYSICIAN ASSISTANTS and shall be elected in accordance with ARTICLE VI, Sections B, C, and D. The simple majority will rule with alternates selected in order of votes obtained. In the event of a tie, those involved will be selected by secret ballot by the Board of Directors. 

ARTICLE IX
Committees
Section 1. Standing Committees. As soon as practical after taking office the President shall appoint the chairmen for the Standing Committees. The Chairman shall submit to the President, within 30 days, a list of proposed committee members for approval. Committee members must be members in good standing of the ARIZONA STATE ASSOCIATION OF PHYSICIAN ASSISTANTS. All policies developed in committees must be approved by the Board of Directors for adoption and implementation. 

A. Ethics ,Grievances, and Bylaws.
B. Continuing Medical Education.
C. Membership, Elections, and Nominations. Consisting of a minimum of three (3) members. 

D. Public/Professional Relations.
E. Legislation and Legal Affairs. This committee will include the immediate Past-President, the President, and the President-Elect. The President will appoint the Chairman. Additional members may be appointed by the Chairman.
F. Finance. Consisting of a minimum of two (2) members, one of whom shall be the Treasurer. The Treasurer shall not be the chairman of this committee
G. Communications.
H. PA Health Committee.
Section 2. Special Committees. The President may, at any time, appoint other committees on any subject for which there are no standing committees. 

Section 3. Committee Quorum. A majority of any committee of the corporation shall constitute a quorum for the transaction of business, unless any committee by a majority vote for its entire membership, decide otherwise. The action by a majority of the members of the committee, as constituted by either the President or the Board of Directors, shall constitute the action of that committee.
Section 4. Committee Vacancies. The various committees shall have the power to fill vacancies in their membership. This action is subject to approval by the Board of Directors. 

ARTICLE X
Code of Ethics
The Code of Ethics of the ARIZONA STATE ASSOCIATION OF PHYSICIAN ASSISTANTS shall be the same as that of the American Academy of Physician Assistants, POLICY 1301-01-01, THE CODE OF ETHICS OF THE PA PROFESSION.
ARTICLE XI
Suspension or Expulsion of Members
A member may be expelled or suspended as provided in these sections and otherwise specified in these Bylaws.
Section 1. A member renders himself liable to suspension or expulsion if: 

A. He/she refuses or neglects to give effect to any decision of the corporation or of the Board of Directors, or
B. He/she violates any of these Bylaws, including the Code of Ethics, or
C. He/she has been declared by a court of competent jurisdiction to have committed a fraud, to be insane, to be otherwise incompetent or he/she is convicted of a crime involving moral turpitude, or
D. He/she is found by the Committee on Ethics, Grievances & Bylaws to be guilty of any act that reflects discredit upon the members of the corporation.
Section 2. Any complaint or charge preferred against a member under this Article shall be filed in writing with the Secretary who shall forward the same to the Committee on Ethics, Grievances & Bylaws.
ARTICLE XII
Contracts, Loans, Checks and Deposits
Section 1. Contracts. The Board of Directors may authorize any officer or officers, agent or agents, to enter into any contract or execute and deliver any instrument in the name of and on behalf of the corporation, and such authority may be general, or confined to specific instances. If the authority to be vested in an agent to enter into any contract on behalf of the corporation is to be general, such authority shall be reduced to writing In any event, the authority of the officer or officers, agent or agents, may be revoked for cause. 

Section 2. Loans. No loan shall be contracted on behalf of the corporation and no evidences of indebtedness issued in the name of the corporation unless authorized by a resolution of the Board of Directors. Such authority shall be reduced to writing and may be revoked for cause shown. 

Section 3. Checks, Drafts, etc. All checks, drafts or other orders for the payment of money, notes, or other evidences of indebtedness issued in the name of the corporation shall be signed by such. No officer of the corporation upon his discretion will spend or otherwise make an expenditure in excess of two-hundred and fifty ($250.00) without the Board of Directors' approval.
Section 4. Deposits. All funds of the corporation not otherwise employed shall be deposited from time to time to the credit of the corporation in such banks, trust companies, or other depositories as the Board of Directors may select.
ARTICLE XIII
Fiscal Year
The fiscal year of the corporation shall begin on the first day of January and end on the last day of December in each year.
ARTICLE XIV
Seal
The Board of Directors shall provide a corporation seal which shall be circular in form and shall have inscribed thereon the name of the corporation and the state of incorporation and the words "Corporate Seal."
ARTICLE XV
Parliamentary Authority
All points not specifically covered by these Bylaws shall be governed by the current edition of Sturgis Standard Code of Parliamentary Procedure.
ARTICLE XVI
Amendments
These Bylaws may be amended or new Bylaws may be adopted at a regular meeting by a two-thirds (2/3) vote of the membership present. Notice of such amendments and/ or the proposed new Bylaws must be mailed by post or electronic media to the last recorded address of each member at least ten (10) days before the time appointed for the meeting.

Last Amended 04-04.
100.00
ASSOCIATION RULES
100.01

No chairman, committee member, or ASAPA member shall communicate as official representatives of the ASAPA with a corporation or person representing a corporation who has an agreement, contract, or subcontract with the ASAPA without the approval of the President.

100.02
The ASAPA prohibits any person holding himself out as speaking for the Arizona Association without the sanction of the Board of Directors or its agents.

100.03
The ASAPA logo is copyrighted and may not be altered in any way without permission from the ASAPA Board.  It may be used on state ASAPA organizational stationery, pamphlets, and journal headings and such programs as the annual state Association meeting.  Any other contemplated use must have prior ASAPA approval.

100.04
All correspondence appearing under the ASAPA stationery letterhead should reflect the cohesive and current policy of the ASAPA; therefore, ASAPA stationery should be used only in an official capacity on behalf of the ASAPA.

100.05

ASAPA Board approval is required before terminology implying ASAPA approval/endorsement is used in describing CME activities.

100.06
Rental of the entire ASAPA mailing list (member and non-member) is permissible upon review and approval of the Board of Directors.  The mailing list shall not be rented for the purpose of promoting the sale or use of liquor, tobacco, pornography, quackery arts, fund raising, or for any telephone solicitation.  Each ASAPA member may have his/her name excluded from the mailing list upon written request.

100.07

The Code of Ethics of the ARIZONA STATE ASSOCIATION OF PHYSICIAN ASSISTANTS shall be the same as that of the American Academy of Physician Assistants, POLICY 1301-01-01, THE CODE OF ETHICS OF THE PA PROFESSION.

101.00
 BOARD OF DIRECTORS
101.01
Elections


101.01.01

Nominations for each office will be accepted by the Chairman of the Elections Committee up to sixty (60) days prior to the elections date of June 1st of each year.  A call for nominations will be posted no later than the February newsletter.  Declaration for office must be in writing and must be postmarked by April 1st.  If there are no candidates for an office, a Nominating Committee, comprised of the president-elect and two voting non-officers of the Association, will submit at least one name for each office for which no candidate has declared.  Nominations from the general membership will be accepted by mail until ballots are printed.


101.01.02

Numbered ballots will be mailed to all voting members no less than fifteen (15) days or more than thirty (30) days prior to the election date. Write-in candidates will be accepted. No names shall be placed on the ballot without the consent of the nominee.
101.01.03

The Chairman of the Elections Committee shall distribute a ballot by mail as prescribed in Article VI, Section 2, Paragraph B, to each fellow and active member who is listed on the corporation's membership roster as of January 1st. Active members will only vote for Officers and Directors. 


101.01.04



Candidates may submit biographical data for publication in the newsletter.

101.01.05
Ballots shall be returned, either in person, by mail or fax, to the Chairman of the Elections Committee. Ballots must be postmarked no later than June 1st. Ballots shall be counted by midnight, June 11th. Votes necessary to elect shall be a plurality of the votes cast. In the case of a tie vote, the Chairman of the Elections Committee will conduct another ballot. 

101.02
Duties and Responsibilities

101.02.01

The Directors of the Association shall be responsible for the implementation of the policies concerning the property, business, and affairs of the Association, and those necessary to satisfy the maintenance of a Chapter Charter issued by the American Academy of Physician Assistants (AAPA).  

101.03
The President
101.03.01  General Responsibilities
(S)He shall:
· Coordinate agendas for all Board of Directors meetings

· Preside over all business meetings of ASAPA and its Board of Directors

· Provide a written summary report of the year’s activities two weeks prior to the annual meeting of the organization with an account of the activities of the board for the past year

· Submit in writing any resolution recommendations for the AAPA House of Delegates to the Board of Directors at the meeting closest to the AAPA’s annual conference

· Mentor the President Elect

· Keep membership informed of programs and of information pertinent to them through various means of communication

· Keep abreast of changes within the constituent organization

· Define and monitor the goals and objectives of ASAPA

· Write a “President’s Message” article for each edition of ASAPA newsletter/webpage

· Submit, in a timely fashion, all requested AAPA paperwork (update and delegate forms, annual survey)

· Uphold the ASAPA policies and procedures.

101.03.02  Committee Responsibilities
(S)He shall:
· Appoint all standing committees and designate their chairs, in consultation with the Board of Directors

· Serve in an advisory capacity to the Board of Directors’ committees

· Serve on the ad hoc Financial Advisory Committee (working on the planning of the annual budget)

· In support of strategic directions, assign charges to Board of Directors committees

101.03.03  Attendance Responsibilities
(S)He shall:
· Represent ASAPA with outside organizations and the media

· Attend the Leadership Retreat/Strategic Planning Session

· Attend applicable AAPA regional meetings

· Miss no more than one Board of Directors meeting annually

101.03.04 Required Skill Sets

(S)He shall:

· Have knowledge of organizational interests and monitor the progress of goals and objectives for the constituent organization. 
· Keep current with all new information and policies within the organization and coordinate the dissemination of this information to pertinent members. 
· The President and Immediate Past President should serve as the primary spokespersons (points of contact for the media) for the organization so that a consistent message is provided. 
· During meetings, the President should initiate discussion about constituent organizational improvements and encourage other leaders to share ideas that have been successfully implemented. 
· Have the ability to conduct meetings, formulate ideas, consummate plans, and delegate responsibility. 
· Communicate effectively on all levels and seize any opportunity to positively represent the organization at meetings or social functions that would benefit the organization. 
· Uphold the organization’s policies and procedures and for handling problems among organization members. 
· Be available to other officers and members by phone and at meetings and should return organization-related phone calls in a timely manner. 
· Prepare a final report of the year’s activities of the office which includes recommendations for the following year.

· Requires approximately 10-20 hours a month.
· Skills/experience needed to successfully serve in this position includes the following:

· Previous Board of Directors experience (recommended)

· Knowledge of how to run a Board of Directors meeting

· Dedication

· Communication skills

· Organizational skills
· Delegation skills

· Facilitation skills

· Leadership skills

· Multi-tasking skills


· Innovative

· Timeliness in completing projects

· Diplomacy skills
meeting.

101.04 The President-Elect
101.04.01  General Responsibilities
(S)He shall:
· Succeed to the office of President at the expiration of the President’s term, or earlier if the office becomes vacant for any reason 

· Submit a written quarterly report two weeks prior to each Board of Directors meeting

· Provide a written summary report two weeks prior to the annual meeting on the activities and accomplishments of the office and recommendations for the next year

· Write a “President Elect’s Perspective” article for each edition of ASAPA newsletter/webpage

· Seek new potential leaders.

101.04.02  Committee Responsibilities
(S)He shall:
· Serve as chair of the ad hoc Leadership Development Committee/Task Force (planning the Annual Leadership Retreat/Strategic Planning Session)

· Serve as chair of the ad hoc Financial Advisory Committee (planning the annual budget)

· In the absence of the President, the President Elect shall assume the duties of the President

· Serve as the Board of Directors’ advisor to assigned committees

101.04.03  Attendance Responsibilities

(S)He shall:
· Attend all Board of Directors meetings

· Attend Leadership Retreat/Strategic Planning Session

· Attend AAPA’s Adventure’s in Lobbying/Leadership Development
· Attend applicable AAPA regional meeting

101.04.04   Required Skill Sets

(S)He shall:
· Work closely with the current President on every endeavor to learn all duties of the Presidency. 
· Need to possess the same skills requested of the President. 
· Prepare a final report of the year’s activities of the office which  includes recommendations for the following year.

· Requires approximately 10-12 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Previous Board of Directors experience (recommended)

· Knowledge of how to run a Board of Directors meeting

· Dedication
· Communication skills

· Organizational skills
· Delegation skills

· Facilitation skills

· Leadership skills

· Multi-tasking skills
· Innovative

· Timeliness in completing projects
· Diplomacy skills
101.05
The Treasurer
101.05.01  General Responsibilities

(S)He shall:
· Ensure maintenance of accurate records of the financial status of ASAPA

· Ensure depositing of all money received by the organization in the organization’s account

· Ensure payment of all bills approved by ASAPA Board of Directors and the recording of all receipts of those payments

· Review the financial status of previous years, before assisting in the drafting of the annual budget

· Have the records audited at the direction of the Board of Directors.

· Provide a detailed report of fiscal accounts and contacts to be forwarded to the next Treasurer.

· Work with the Corporate Sponsorship Committee to identify non-dues sources of revenue.

· Submit a quarterly and annual written financial report to the Board of Directors. The quarterly report should be submitted two weeks prior to the Board of Directors meeting. The annual report should be submitted two weeks prior to the annual meeting.

· Assist with the preparation of an annual budget

· Coordinate the collection of yearly dues from all members ( through a management firm) and make sure that delinquent membership dues and special assessments are collected.
· Reviews all bills and checks in payment of the Society's bills on a monthly basis.  The Executive Director will provide the Treasurer with a monthly accounting of all income and expenditures to facilitate this review.
· Supervises and assists in the preparation of State and Federal tax returns and forms, and Corporation Commission forms as required and at the appropriate times.
· Advises and reports on the feasibility of special committees, projects or any activities requiring the expenditure of non-budgeted funds.
· Recommends sources of revenue and changes which will make the Society financially sound.
101.05.02  Committee Responsibilities
(S)He shall:
· Serve on (not chair) the ad hoc Financial Advisory Committee (planning the annual budget)

· Provide financial advice and investment strategies to the ad hoc Financial Advisory Committee

101.05.03  Attendance Responsibilities

(S)He shall:
· Miss no more than one Board of Directors meeting

· Attend Leadership Retreat/Strategic Planning Session

101.05.04  Required Skill Sets

(S)He shall:

· Monitoring the disbursement of funds related to specific budgeted uses throughout the year is a useful and necessary tool for maintaining a balanced budget. 
· A financial report should be presented to the Board of Directors for the preceding quarter of each Board meeting
· Recognize the need for non-dues sources of income and propose specific projects to the Board of Directors as a means to generate and obtain new sources of income. 
· Be a detail-oriented person and possess exceptional organizational skills. 
· Prepare a final report of the year’s activities of the office and include recommendations for the following year.

· Require approximately 5-10 hours a month. More hours may be required during times of membership renewal.
· Skills/experience needed to successfully serve in this position includes the following:
· Prior Board of Directors or committee chair experience recommended  
· Organizational skills 

· Is comfortable doing accounting and balancing checkbooks

· Detail-oriented 

· Budget development skills

101.06 Secretary

101.06.01  General Responsibilities

(S)He shall:
· Ensure minutes of ASAPA meetings are accomplished and published.

· Submit a written quarterly report two weeks prior to each Board of Directors meeting

· Responsible for all ASAPA communications

· Ensure notification of members of meetings of the organization

· Assist with elections

· Ensure each board member receives a copy of the minutes from each previous meeting within two weeks of each Board of Directors meeting

· Attest the signature of the officers of the Academy

· Affix the corporate seal on all documents that require one

· Ensure timely filing of yearly income tax forms with IRS, and corporation status with Corporation Commission.

101.06.02  Attendance Responsibilities

(S)He shall:
· Attend each Board of Directors meeting

· Attend Leadership Retreat/Strategic Planning Session

101.06.03 Required Skill Sets

(S)He shall:

· Make sure all organizational records are accurately kept and regularly maintained. 
· Superb record-keeping, an eye for detailed information, and organizational skills are necessary 
· Prepare a final report of the year’s activities of the office which includes recommendations for the following year.

· Requires approximately 2-5 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Prior Board of Directors or committee chair experience recommended
· Diplomacy

· Timeliness in completing projects
· Minute-taking skills

· Communication skills

· Administrative skills

· Knowledgeable and comfortable with Computers (word processing)

101.07
Directors at Large

101.07.01  General Responsibilities

(S)He shall:
· Represent assigned constituency and general membership at board meetings
· Insure compliance with parliamentary procedures and act as Sergeant at Arms as directed by the president

· Submit a written regional report two weeks prior to each Board of Directors meeting

· Assist fellow officers as needed

· Assist with elections

· Serve as a liaison between the Board of Directors and the constituency

· Submit an article for periodic publication in newsletter/website, highlighting regional views or highlighting regional activities
· Host biannual meetings for assigned constituency and non-member PAs to disseminate association information and recruit new members 
101.07.02  Committee Responsibilities

(S)He shall:
· Serve on ad hoc committees, as assigned

· Chair committees, as assigned
· Serve on committees of interest

· Volunteer for special assignments and task force service 

101.07.03  Attendance Responsibilities

(S)He shall:
· Miss no more than one Board of Directors meeting a year.
· Attend annual Leadership Retreat/Strategic Planning Session 

101.07.04  Leadership Responsibilites

(S)He shall:
· Learn the functions of all the other board members

· Develop leadership skills to assist fellow PAs

· Develop knowledge base on local, state, and national PA issues

· Develop knowledge to identify areas in which they could serve within ASAPA and AAPA organizations upon completion of board service.
101.07.05   Required Skill Set

(S)He shall:

Assists fellow officers, as needed, when their workload become overburdened. 
· Serve on multiple committees and assist the Vice President and Secretary with the organization of elections. 
· Be a liaison between the Board of Directors and the constituency
· Know the “ins and outs” of the organization and be an enthusiastic team player. 

· Requires approximately 2-5 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Team player

· Communication skills

· Multi-tasking skills

· Leadership skills

101.08
Student Board Members
101.08.01 General Responsibilities
(S)He shall:
· Submit a written quarterly report two weeks prior to each Board of Directors meeting

· Serve as a liaison between the Board of Directors and all student members of ASAPA

· Represent student views on the Board of Directors

· Promote membership in ASAPA to students at the PA programs

· Submit an article periodically to the newsletter/webpage, highlighting student views or highlighting student activities

101.08.02 Committee Responsibilities

(S)He shall:
· Facilitate student participation and involvement on all ASAPA committees, teams and/or projects

101.08.03 Attendance Responsibilities

(S)He shall:
· Miss no more than one Board of Directors meeting

· Attend Leadership Retreat/Strategic Planning Session

101.08.04  Required Skill Set

(S)He shall:

· Serve as a voting member of the Board of Directors. 
· Act as a point of contact between fellow students/colleagues and the Board of Directors. 
· Be the strong voice who lobbies on behalf of all the contemporaries he or she serves. 
· Must be a natural mediator who is in touch with the wishes and needs of the constituency. 
· Sensitivity to delicate issues and a diplomatic personality are highly desired.

· Requires approximately 5-8 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Timeliness in completing projects
· Dedication


· Willingness to learn
· Communication skills

· Delegation skills

· A second year student from each school may have voting privileges on the board if that student meets the criteria of having been an ASAPA member for at least one year and is a member of SAAAPA.

101.09
Immediate Past President


101.09.01 General Responsibilities

(S)He shall:
· Identify, recruit, and cultivate new volunteer leadership for ASAPA

· Submit a written report two weeks prior to each Board of Directors meeting

· Serve as the liaison with medical counterparts and market/promote ASAPA

· Help mentor the President and President Elect

101.09.02 Committee Responsibilities

(S)He shall:
· As appointed by the president

101.09.03 Attendance Responsibilities

(S)He shall:
· Miss no more than one Board of Directors meeting

· Represent ASAPA with outside organizations and the media

· Attend Leadership Retreat/Strategic Planning Session

101.09.04 Required Skill Set

(S)He shall:
· Serve in an advisory capacity on various other committees and perform such duties as may be delegated by the President and/or the Board of Directors. 
· Depth of experience that newer members can draw upon for strength, stability, and knowledge. 
· Should always seek ways to mentor other Board members, especially the President and President Elect. 
· Should also be committed to the identification, recruitment, and cultivation of new leadership for the organization. 
· Should also prepare a final report of the year’s activities of the office which includes recommendations for the following year.

· Requires approximately 3-8 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Prior service as President of the Board of Directors

· Communications skills

· Presentation skills

· Diplomacy skills
102.00

COMMITTEES

102.01
Standing Committees


The most important responsibility of the chair is to act on the charges assigned to the committee by the President/Board of Directors. Each committee chair is responsible for developing, recommending, and implementing organizational plans and a budget for their respective committee. Another part of the chair’s responsibility is determining the committee’s meeting schedule for the year. The chair of each committee should always be well-informed of all committee activities. This will aid in the preparation of a final report of the year’s activities, which will include final budget estimates and recommendations for the following year. Committee chairs should coordinate with the Board of Directors and other committee chairs, as needed.

The standing committees, consisting of at least three members, one of whom is a fellow or associate ASAPA member, of the Association are:

I.
Ethics, Grievances and Bylaws
II.
Continuing Medical Education (CME)

III.
Professional and Public Relations (PPR)

IV.
Finance

V.
Legislative and Legal Affairs
VI.
Communications
VII. Membership

VIII. Elections/Nominations
IX. PA Health Committee

X. Scholarship

102.02


The President shall appoint each chairperson and the chairpersons shall have the power to appoint and remove committee members and to fill vacancies as they occur.  The members of such committees shall hold office until the appointment of their successors. (Applications in addendum A)
102.03

If the committee chair is found to be deficient in his/her duties, his/her chairmanship of that committee can be terminated.  The President shall be responsible for terminating chairpersons.   A majority of the Board can also remove the committee chair.

102.04


The functions of the standing committees shall be as outlined annually to the committees by the President in the form of charges.

102.05
Committee Reports


Chairpersons of all committees, standing and ad hoc, shall make regular written reports to the Board of Directors, including reports indicating there has been no activity since the last report.

103.00
Ethics, Grievances, & Bylaws

103.01 General Responsibilities

(S)He shall:
· Serve as contact and resource to members who have ethical questions or grievances.

· Serve as contact and resource to members with questions and concerns about ASAPA Bylaws

· Make policy recommendations to the Board of Directors, when appropriate

· Submit written reports at least two weeks prior to each Board of Directors meeting

103.02 Committee Responsibilities

(S)He shall:
· Implement Board of Directors changes to the committee

· Provide leadership to the committee

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities

· Appoint committee members

· Solicit new volunteers to serve on the committee

· Provide oversight of committee functions

103.03 Attendance Responsibilities

(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session   

103.04 Required Skill Set

(S)He shall:
· Requires approximately 4 hours a month.  
· Skills/experience needed to successfully serve in this position includes the following:

· Prior committee member experience

· Communication skills

· Intimate knowledge of parliamentary procedures, bylaws in general, and ASAPA bylaws in particular

· Leadership skills  
104.00 Continuing Medical Education Committee

104.01 General Responsibilities

(S)He shall:
· Coordinate all CME conferences for ASAPA

· Work closely with the corporate sponsor committee on the logistics of the Exhibit Hall and exhibitor appreciation events, and with companies that wish to sponsor speakers or other events (e.g., meal functions, breaks) at the ASAPA CME conference

· In consultation with the Board of Directors, determine the location of future conferences

· Sign contracts related to the conference, with Board of Directors approval

· Submit written quarterly reports at least two weeks prior to each Board of Directors meeting

· Make policy recommendations to the Board of Directors, when appropriate

· Develop/coordinate speakers list

· Develop, or approve the development of, conference brochure/flyer

· Manage conference registration, possibly with the committee, or oversee a contractor

· Submit CME for AAPA approval prior to the conference

· Work with the succeeding CME Chair to help prepare for the following year’s conference

· Submit promotional articles/ads for each ASAPA newsletter and on webpage

104.02 Committee Responsibilities

(S)He shall:
· Implement Board of Directors charges to the committee

· After reviewing the charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors

· Provide leadership to the committee

· Report back to the committee the decisions of the board that may affect the committee’s work or activities

· Appoint committee members

· Provide oversight of committee functions

· Solicit new volunteers to serve on the committee
104.03 Attendance Responsibilities

(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session

104.04 Required Skill Set

· Requires approximately 5-10 hours a month, with an increase in the weeks prior to/during/ following conferences. 
· Skills/experience needed to successfully serve in this position includes the following:

· Prior committee member experience

· Communication skills
· Leadership skills
· Administrative skills

· Administrative

· Delegation skills

· Interest in CME
104.05 Timeline for the 2008 conference:

July 31
Submit conference advertising requests to AAPA, JAAPA and Clinician Review, etc.

September 14
Contact school program directors to see if they would like to host an alumni reception

October 26

Finalize speakers and lecture titles

Send Save the Date email blast

November 2
Draft Brochure submitted to committee members for edits/approval

November 9
Finalize brochure

December 7
Conference brochures mailed

December 14
Send confirmation to speakers with information about booking hotel room

January 26
CME Credit application due to AAPA 

February 1 

Speakers handouts due

Confirm with hotel that speakers have made reservations, and if not, send reminder to speaker




Final evaluation form due to Executive Secretary
February 9

Confirm food/room arrangements with hotel

March 12-15

Conference 

105.00
Professional and Public Relations Committee (PPR)

105.01
General Responsibilities
(S)He shall:
· Develop programs to advance the PA profession within the constituency

· Act as liaison between the Board of Directors and the media

· Send out public service announcements and/or press releases wherever appropriate

· Submit written quarterly reports at least two weeks prior to each Board of Directors meeting

· Coordinate and supervise PA Week activities happening within the constituency
· Work in conjunction with the President in arranging the PA Week Proclamation to be signed by the Governor, generally the third week of September
· Make policy recommendations to the Board of Directors, wherever appropriate

· Write periodic articles on public education topics or a summary of the Public Education Committee activities, for ASAPA newsletter/webpage

105.02 Committee Responsibilities

(S)He shall:
· Implement Board of Directors charges to the committee

· After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors

· Provide leadership to the committee

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities

· Solicit new volunteers to serve on the committee

· Appoint the committee members

· Provide oversight of committee functions

105.03 Attendance Responsibilities

(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session

· This position will require approximately 2-5 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Prior committee member experience

· Interest in educating the public about the PA profession
· Communication skills

· Delegation skills
· Leadership skills

· Administrative skills
· Submit committee report for the Arizona PA newsletter following each meeting (about 4 times per year), or as needed.

106.00
Finance Committee

106.01
General Principles

The Finance Committee will be composed of the Secretary, Treasurer, President, Past President, President-Elect and the Executive Secretary.  The Treasurer will serve as the chairperson.

106.01.02

The internal accounting control is that no person will be allowed to control a transaction from its inception to its final recording in the accounting records.

106.01.03
A written bank reconciliation report will be prepared monthly for each checking account.

106.01.04
The finance committee will approve all investments of Association funds per the ASAPA Investment Policy.  One to two signatures will be required before an investment can be closed.
106.02
Fees, Dues, and Other Income

106.02.01

Each person that collects registration fees, Association dues, or other sources of Association income must provide a listing of all the collections and participants before the money is given to the Treasurer.  These listings should include the name of the company or individual, a contact person if this is different from the name of the individual, the date, amount paid, and reason for payment.

106.02.02

Every company or individual attending a meeting sponsored by the Association needs to complete a registration form. If no fee or a reduced fee is paid the reason needs to be noted in the report to the Treasurer.

106.03
Expense Report

106.03.01

The Treasurer shall only reimburse an expense incurred by an Association member after a signed expense report is presented by said member with proof of the expense via an invoice or receipt.  If a receipt or invoice is not available, a signed explanation should be attached to the expense report.  The Treasurer shall periodically update and distribute expense reports to the appropriate Association members.

106.03.02

If payments are made to individuals for contract labor, then a form 1099 shall be filed when the total paid to that individual reaches the required appropriate IRS reportable value for the year.  This requirement applies to payments of interest, rent, commissions, and other labor related areas.

106.03.03

An Internal Revenue Service form 990, Return of an Organization Exempt from Income Tax, shall be filed each year.  This form is due each May 15th for the preceding year.

106.04
Reimbursement Policy

106.04.01
Expense reports submitted by the first of the month shall be paid by the tenth of the month or within a reasonable time frame if submitted between the tenth and end of the month.  A separate expense report with receipts must be completed by each requesting individual and approved by the appropriate committee chair before the expense report can be processed.

106.04.02

Items that exceed the requested budget total by 10% need to be pre-approved by the Finance Committee prior to payment.

106.05
Fiscal Year

The Association fiscal year shall run from January 1 to December 31.
106.06
Official Bank

The official bank of the Association is ? or its successors.

106.07
Finance Committee Duties

106.07.01

The Finance committee shall prepare each fiscal year budget.

106.07.02

The Finance committee shall develop investment policy for the Association funds.

106.07.03

The finance committee shall oversee all Association financial affairs.

106.07.04

The finance committee shall prepare an annual report to the ASAPA Board of Directors for account reconciliation and accuracy at the Spring ASAPA Board and General Membership meetings.

106.07.05

The finance committee shall make annual credit card account assessments.

106.07.06

The finance committee shall review requests by Board members for credit cards and allocate appropriately.

106.07.07

The finance committee shall establish credit card charge limits per user.

107.00
Legislative and Legal Affairs Committee
107.01 General Responsibilities

(S)He shall:

· Act as a liaison between state and federal legislature and the State Board of Medicine and the constituency

· Mentor membership concerning legislative issues and craft new PA legislation in concert with the Board of Directors

· Work with lobbyist and legal counsel

· Provide leadership to the committee

· Submit written quarterly reports at least two weeks prior to each Board of Directors meeting

· Write periodic articles for ASAPA newsletter/webpage to regularly update the PA constituency

· Write letters to membership during times of important legislation to inform the constituency and gain support for PA issues

· Make policy recommendations to the Board of Directors, when appropriate

107.02 Committee Responsibilities

(S)He shall:
· Implement Board of Directors charges to the committee

· After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities

· Solicit new volunteers to serve on the committee

· Appoint the committee members

· Provide oversight of committee functions

· Provide leadership to the committee

107.03 Attendance Responsibilities

(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session

· Requires approximately 5-8 hours a month with an increase in hours while state/federal legislatures are in session, especially if they are voting on specific PA legislation. 
· Skills/experience needed to successfully serve in this position includes the following:

· Interest in the legislative process 
· Prior committee member experience

· Communication skills
· Delegation skills
· Leadership skills

· Diplomacy skills
· Administrative skills

108.00
Communications Committee

108.01 General Responsibilities

(S)He shall:
· Coordinate the production of ASAPA newsletter/webpage

· Keep a timeline of the newsletter publication schedule

· Collect assigned articles from appropriate Board of Directors members

· Recruit articles and photos from members and committee chairs

· Write articles

· Gather photos of ASAPA activities for publication in the newsletter/webpage

· Edit newsletter/webpage articles

· Oversee the layout of the newsletter

· Provide leadership to the committee

· Submit quarterly written reports at least two weeks prior to each Board of Directors meeting

· Make policy recommendations to the Board of Directors, when appropriate

· Provide oversight of committee functions

108.02 Committee Responsibilities

(S)He shall:
· After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities

108.03 Attendance Responsibilities

(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session

· Requires approximately 10-15 hours a month during the month that the newsletter is published and 2-5 hours a month in between writing and editing newsletters. 
· Skills/experience needed to successfully serve in this position includes the following:

· Communication skills (writing, editing)
· Administrative skills
· Leadership skills



· Delegation skills
· Prior committee member experience
· Interest in the newsletter

· An eye for layout and graphic design

· Editing skills
108.04
ASAPAWebpage
108.04.01

The chair of the Publications and Communications Committee will serve as the Chief Moderator of the online ASAPA Webpage or appoint an individual to serve in his/her place.

108.04.02

The Chief Moderator will appoint Division Editors as deemed necessary.

108.04.03

The Homepage URL is currently www.asapa.org and will be changed as deemed necessary by the Chief Moderator with ASAPA BOD approval.

108.04.04

Administrative Access to the website will be given only to existing moderators and will be changed when deemed necessary. 

108.05
Newsletter
108.05.01


The newsletter is published online monthly to provide information to the general membership.  Set up fixed deadlines and publish dates.  Allow four weeks from deadline to publish date.

108.05.02


Gather stories of interest and information from various sources, including journals, committee chairs, board members, etc.

108.05.04


Send edited articles to April Becerra at email: contact@asapa.org
108.06
Press Releases

108.06.01


On occasion, the Communication Committee in conjunction with the PPR committee will produce a press release which is mailed to most of the daily and weekly newspapers in Arizona.  The occasions for this usually involve national PA Day and the Award Winners at the Spring CME.

108.06.02


The press release should include as a title "Press Release for Immediate Release."  Your name, address, and telephone number should also be enclosed.  News releases should be typed and double spaced on 8 1/2 x 11 paper.  Be accurate.  Double check dates, names, places, etc., before turning in the copy.  If photos are used, make sure that they are black and white in nature and 3 x 5 in size.

109.00
Membership, Nominations and Elections Committee

109.01 General Responsibilities

(S)He shall:
· Hold an annual membership drive to increase ASAPA membership

· Recruit and retain new members for ASAPA

· Develop plans to increase ASAPA membership

· Act as ombudsman for members

· Provide leadership to the committee

· Provide oversight of committee functions

· Ensure written membership reports at least two weeks prior to each Board of Directors meeting

· Oversee the maintenance of an accurate roster of membership. This record should include the contact name, company name, address, telephone number, fax number, and an e-mail address

· Oversee the maintenance of the ASAPA membership database

· Make policy recommendations to the Board of Directors when appropriate

· Update the membership brochure, with board approval, or create one if it does not already exist

· Submit articles periodically for the ASAPA newsletter/webpage

· Ensure the timely conduct of nominations and elections as per ASAPA Bylaws (Applications in addendum B)
109.02 Committee Responsibilities

(S)He shall:
· Implement Board of Directors charges to the committee

· After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities

· Appoint committee members

· Solicit new volunteers to serve on the committee

109.03 Attendance Responsibilities

(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session

· Requires approximately 6-10 hours a month, with an increase during times of dues renewal and membership drives. 
· Skills/experience needed to successfully serve in this position includes the following:

· Prior committee member experience

· Communication skills

· Leadership skills
· Administrative skills
· Delegation skills
· Interest in membership

109.04
Membership Directory

109.04.01


The membership directory is produced in conjunction with the Membership and Publication and Communications Committees. The directory should be updated as deemed necessary by the Board.  The membership directory is available on the ASAPA Website.

110.00 PA Health Committee
110.01 General Responsibilities

(S)He shall:
· Serve as an unbiased contact for PAs who are having drug or alcohol problems on the job

· Develop programs to assist impaired PAs

· Keep a listing of local and statewide rehabilitation centers, toll-free hotlines, and other centers for addictive problems

· Approve reports of committee meetings before their distribution

· Make policy recommendations to the Board of Directors, when appropriate

· Submit written reports at least two weeks prior to each Board of Directors meeting

· Write at least one article on impairment issues or a summary of committee activities for the ASAPA newsletter/webpage











· Keep necessary confidentiality

· Establish liaisons with state physician professional wellness committees

110.02 Committee Responsibilities

(S)He shall:
· Implement Board of Directors charges to the committee

· After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities

· Appoint committee members

· Solicit new volunteers to serve on the committee

· Provide leadership to the committee

· Provide oversight of committee functions

110.03 Attendance Responsibilities

(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session

· Requires approximately 1-3 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Prior committee member experience

· Communication skills
· Confidentiality skills
· Interest in professional wellness (impairment) 

· Leadership skills

111.00 Scholarship Committee
111.01 Timeline
July

Select scholarship committee – President will appoint the chair.  The chair will select the committee.  The committee will touch base via email.
August
Write article for newsletter letting students know that the scholarship applications will be coming to their programs in September from the PA Foundation (chair)

current contacts – MWU: Michel Statler; ATSU: Cindy Wilson
September
Chair to touch base with Susan Hoefling of the PA Foundation to make sure applications have been mailed to the program email shoefling@aapa.org
November
Touch base with scholarship committee to see if any changes need to be made to the scoring matrix
December
Dec 1 is the deadline for student submissions which will go to April Becerra at ASAPA, PO Box 37697, Phoenix AZ 85069.  Once she has the applications she will make copies and send the packet of  applications and the scoring matrix to each member of the scholarship committee
January
Scholarship committee individually codes each applicant and sends their scores to the chair who will collate all submissions.  The committee will meet and discuss the results and make the final decision as to who will win, how much the award will be for and how many recipients there will be.  Susan Hoefling will be notified of the recipients' names and will issue a check to each winner.  The checks will be mailed to April Becerra.
February
April will make up certificates with the winners' names.  The winners will be notified and asked to be present if possible at the award’s luncheon
March
Awards will be presented and photos taken.  As soon as possible after the conference, the photos and an article on the winners will be submitted to the Newsletter.  Chair to put a call out for donors to the scholarship fund in the same article.
April
Make any recommendations for change if any for the next year

111.02 Criteria
Any first or second year student of any Arizona PA Program is eligible to apply. The application must be filled out and mailed to April Becerra along with sealed transcripts.  

Selection will be based on four categories:
GPA
Financial need
Essay
Volunteer service activities

These will be scored on a scale of 1 to 10 where 1 is the lowest and 10 is the greatest.  The total score for each applicant will be sent to the chair to add and average every applicant.  The top scorers will be the recipients of the award.  Application and matrix attached.

111.03
The Scholarship Committee shall consist of at least six members: the President and Immediate Past President of ASAPA and four members appointed by the ASAPA BOD in which there is 1 member from each of the two PA Programs in Arizona.  The President and Immediate Past President shall serve during their term of office. 

112.0 Ad Hoc Committees

112.01


The President may at any time appoint ad hoc committees to address any subject for which there is not a standing committee.  The President at the time of the appointment will provide delegates to the committee/s the duties and responsibilities for the committee/s in the form of charges. 

112.02 Reimbursement Committee
112.02.01 General Responsibilities

(S)He shall:

· Become aware of current reimbursement legislation/policies concerning Medicare/Medicaid issues and other third-party payers

· Periodically write articles/letters for ASAPA newsletter/webpage on reimbursement issues or a summary of committee activities

· Serve as a contact for organization members concerning third-party payment issues

· Submit written quarterly reports at least two weeks prior to each Board of Directors meeting

· Make policy recommendations to the Board of Directors when appropriate

112.02.02 Committee Responsibilities

(S)He shall:
· Implement Board of Directors charges to the committee

· After reviewing charges from the Board of Directors for the year, prepare a yearly committee budget to be approved by the Board of Directors

· Provide oversight of committee functions

· Provide leadership for the committee

· Report back to the committee on decisions of the Board of Directors that may affect the committee’s work or activities

· Solicit new volunteers to serve on the committee

· Appoint the committee members

112.02.03 Attendance Responsibilities
(S)He shall:
· Attend and facilitate all committee meetings

· Attend Leadership Retreat/Strategic Planning Session

· Requires approximately 1-3 hours a month. Depending on current issues, this position could require 3-7 hours a month. 
· Skills/experience needed to successfully serve in this position includes the following:

· Prior committee member experience
· Interest in reimbursement

· Communication skills


· Delegation skills
· Administrative skills
· Leadership skills


113.00
Liaison Organizations

113.01


Liaison organizations are defined as those organizations with which ASAPA seeks to maintain communication on a continuing basis.  Communication shall be interpreted to mean mutual dialogue via letter, personal contact, committee activity, or as otherwise deemed appropriate by the Board of Directors.

113.02


The general guidelines for consideration of liaison are: 1) Will the liaison further ASAPAs goals.  2)  Will the liaison benefit the members.  3)  Does the liaison organization accept ASAPAs participation and advice in their affairs.  4)  Is there a process to terminate the liaison if either mutual goals are not being met, or if the activity is not deemed effective by either party.

113.03

Individuals designated as liaisons shall make regular reports to the Liaison Coordinator, including reports indicating there has been no activity since the last report.  The Liaison Coordinator will make reports to the BOD.  The Liaison Coordinator shall be appointed by the President. 
114.00
AAPA Delegates and Alternates
Each year at the time of the election of officers the Association shall elect a number of delegates to the AAPA House of Delegates.  The number elected shall be determined by the AAPA.  Delegates must be Fellow members of the AAPA and shall be elected in accordance with ARTICLE VI, Sections B, C, and D in Bylaws.  The simple majority will rule with alternates selected in order of votes obtained. In the event of a tie, those involved will be selected by secret ballot by the Board of Directors.  Terms of office for the delegates are for one year.
The delegates and/or alternates shall serve as representatives of this state chapter to the American Academy of Physician Assistants' House of Delegates; shall solicit and draft resolutions to the American Academy of Physician Assistants' House of Delegates; shall elect among themselves a chairman. 

114.01

The Association BOD shall promulgate and maintain rules and procedures for the conduct of Association delegates to the AAPA House of Delegates.

114.02
Each Delegate shall abide by the Rules and Procedures as set forth by the AAPA.

114.03
The Chief Delegate with the assistance of the ASAPA President shall be responsible for submitting the appropriate documents to the AAPA regarding the credentialing of Arizona’s seated and alternate Delegates.
114.04
The Chief Delegate shall submit resolutions to the AAPA for Arizona at the Board of Director’s or Committee Chair’s request in the time period outlined by the AAPA.

114.05
The Chief Delegate shall keep the ASAPA Board of Director’s informed of proposed resolutions and shall seek the Board’s input as to Arizona’s position as time permits.

114.06
The Chief Delegate shall be responsible for assuring that Arizona has the correct number of seated delegates in attendance at all times during the operation of the House of Delegates.

114.07
The Chief Delegate shall submit a written summary to the ASAPA Board of Director’s of the House resolutions and other pertinent news from the House of Delegates.  A copy of the report shall be submitted to the newsletter editor for publication.

114.08

At least one Delegate must attend ASAPA Board meetings and make an annual written report to the general membership at a time specified by the Association BOD.

114.09

In the interest of continuity and maximum Association representation, delegates are encouraged to seek re‑election.

114.10
Alternate Delegates


Alternate delegates may be appointed by the Association BOD and are subject to the same rules and regulations as the regular delegates.  An alternate delegate must be a fellow member in the AAPA and are not restricted in consecutive terms served.

114.11
Impeachment of Delegates



Any delegate found delinquent in his/her duties as stipulated by the Board of Directors shall be impeached by the Board of Directors by a simple majority.

114.12
Vacancies


In the event of a vacancy, the Association BOD may appoint an interim delegate to fill the vacated position for the duration of that term.  The appointment shall be in accordance with the Delegate rules and procedures promulgated by the ASAPA BOD. 

115.00
Meetings and Conferences

The ASAPA Board will designate individuals to attend the following meetings as representatives for Arizona:

I.
Western Regional Meeting (WRM)

II.
Annual ASAPA Spring Convention

III.
National AAPA Conference

IV.
AAPA Leadership and Legislative Summits
115.01
Western Regional Meeting

The Western Region Meeting (WRM) is held in one of the states composing the Western Region each year.  ASAPA shall designate 2-4 officers (including a student as funding is available) to attend this meeting annually.
115.02
Annual ASAPA Spring Convention

The ASAPA spring BOD meeting and the General Membership meeting are held at this event.  All ASAPA Board members, Committee Chairs and liaisons are expected to attend.

115.03
Annual AAPA Conference

The Annual AAPA Conference is held around memorial day weekend.  The ASAPA Delegates shall be funded to attend the HOD.  Alternate delegates will be funded as the budget will allow and at the Board’s discretion.  

115.04
AAPA Leadership and Legislative Summits
115.04.01

The AAPA Leadership and Legislative Summits are officer and board development workshops provided by the AAPA.  They meet annually in Washington, DC in alternating years on dates set by the AAPA.  This is an opportunity to network with other PAs, Constituent officers and the national staff.  It also provides an opportunity to meet with the Federal Legislators on Capitol Hill and discuss timely and relevant issues which have an impact on the PA profession and educational programs. 

115.04.02

The ASAPA BOD shall select 2 to 4 ASAPA members to attend the Leadership or Legislative summit on an annual basis.  The ASAPA BOD may also select students to attend on an annual basis.  The students (at least one from each program) may be selected based on an essay to be submitted to the President.  These selections should be made and confirmed by the BOD.  It is hoped that individuals can attend this conference 2-3 years in a row to develop continuity with the legislative officials and the process.

115.04.03

The most senior participant should arrange all legislative meetings well in advance of the February meeting.  There is more than enough time to meet with Arizona legislators.  An introductory letter should be sent as early as possible to all the Arizona legislators.  The letter should be followed closely with a telephone call requesting confirmation of the meeting time with either the representative or the legislative aide.  Allow 30 minutes for a meeting time and another 20 minutes for travel time between appointments if possible.  When calling the representative offices, ask for the scheduler who will confirm appointment dates and times.  Tell him/her who will be in your party and from what cities they hail.  It is best to schedule two senate appointments and the House appointments in a group.  Their offices are at different ends of the Hill and a lot of time will be spent running from place to place.  When appointments have been confirmed, it is imperative to send a confirmation letter back to the legislative office with the confirmed time, date, individuals in the party and a rough idea of what topics may be discussed.  Also give them the hotel dates and telephone numbers where you can be reached in case there is a change in the schedule.

115.04.04

At the Legislative Summit, a fair amount of time will be spent preparing participants for the legislative appointments.  You will be briefed on two or three items which the AAPA would like you to discuss.  Be familiar with these items and try, if appropriate, to develop a local flare for the issues at hand.

115.04.05

When meeting with the legislators, each individual should participate in the discussion.  This is frequently done by each individual discussing a separate bill or issue.  Keep your discussions to the point.  Offer to send more information if desired.  Leave your business cards so they can contact you if they have questions.  Follow-up with a thank you letter and quick recap of what was accomplished during the meeting.
ADDENDUM A

Committee Application

Arizona State Association of Physician Assistants

Name:_____________________________________________________________

Address:___________________________________________________________

City:______________________________ Zip code:________________________

Home phone:___________________________________________​____________

Work phone:________________________________________________________

Cell phone:_________________________________________________________

Fax:_______________________________________________________________

Email address:______________________________________________________

I would like to be considered for the following committees: ___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Experience that I would bring to the committee:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Please send the above information and your CV to April Becerra at contact@asapa.org or mail to the address listed below no later than April 1st.

Any questions or concerns may be forwarded to:
Arizona State Association of Physician Assistants

ATTN: Elections
1951 West Camelback Road
Suite 445 
Phoenix, Arizona 85015
e-mail: contact@asapa.org
Phone: 602-995-3532 x11 

1-800-595-6721

ADDENDUM B

Election Application

Arizona State Association of Physician Assistants

Name:_____________________________________________________________

Address:___________________________________________________________

City:______________________________ Zip code:________________________

Home phone:___________________________________________​____________

Work phone:________________________________________________________

Cell phone:_________________________________________________________

Fax:_______________________________________________________________

Email address:______________________________________________________

I am declaring for the following position:_________________________________

If declaring for the AAPA House of Delegates, your AAPA member number is:

Please send the above information and your platform statement to April Becerra at contact@asapa.org or mail to the address listed below no later than April 1st.

Your platform statement must be limited to 300 words or less.  Please state your past professional and leadership activities, community service, and your goals for your term on the ASAPA Board if elected.

Any questions or concerns may be forwarded to:

Arizona State Association of Physician Assistants

ATTN: Elections
1951 West Camelback Road
Suite 445 
Phoenix, Arizona 85015
e-mail: contact@asapa.org
Phone: 602-995-3532 x11 

1-800-595-6721

ADDENDUM C

PRESIDENTIAL LISTING

ASAPA

1975 Bruce Alter

1976 Buddy Woolbright

1977 Chuck Horan

1978 Michael Quirk

1979 Chuck Horan

1980 Stephen Nunn

1981 Dale Hanson

1982 Randy Danielsen

1983 David Rueb

1984 Ann Davis

1985 Randy Danielsen

1986 Dave Larson

1987 Ron Butlin

1988 John Steele

1989 Scott Brown

1990 Nan White-Sharp

1991 Dave Larson

1992 Les Swafford

1993 Randy Danielsen

1994 Rick Davis

1995 Preston Miller

1996 Lynette Mattingly

1997 Joan Reynolds

1998 Rick Davis

1999 Joan Reynolds

2000 Dave Larson

2001 Anne Elliot

2002 Max McHugh

2003 Neil Erickson

2004 Meg Cureton

2005 Bob Torrigan

2006 Kim Sargent

2007 Kari Shmul

2008 Michelle DiBaise

ADDENDUM D

HONORARY MEMBERS OF ASAPA

Douglas N. Cerf

R. Scott Chavez, PA-C

Lolly Dwan

LeLand Fairbanks, MD

Donald Fisher, PhD

Robert Harmon, MD

Charles Horan, PA-C, MD

Charlie Huntington, PA-C

Donald Powell

Louis Kettle, MD

Ann Davis, PA-C

Rich Bitner

David Landrith

Claudia Faust

ADDENDUM E

ASAPA FOUNDING MEMBERS

Primary Organizational meeting held in San Manuel Oct 5, 1974

Lynn Gilbert

Pat Spangler

Marcy Cookman

Tom Griffith

Jerry Grouper

Bruce Alter

Tony Kwan

Buddy Woolbright






