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OKLAHOMA STATE ASSEMBLY
MISSION STATEMENT



The mission of the Oklahoma State Assembly of AST is to provide Surgical Technologists the opportunity to grow through continuing education, legislation, and marketing.  By networking with other health care professionals, we will ultimately contribute to the care of our surgical patients. 


ELIGIBILITY OF OFFICERS AND BOARD OF DIRECTORS

Eligibility of Officers:
1. Must have been a member for one year preceding nomination, and must maintain active status.
2. Must fill out curriculum vitae and consent to server forms. 
3. Other than submitting the required curriculum vitae and consent to serve, one year of membership in State Assembly is the only eligibility criteria that will be considered by Credentials Committee. 
Eligibility of President:
1. A candidate for the office of President shall have served at least one full term as a member of the Board of Directors during the previous six years.  
2. Must fill out curriculum vitae and consent to serve forms. 
3. Other than submitting the required curriculum vitae and consent to serve, one year of active membership in the State Assembly and confirmation of a previous term on the Board of Directors, are the only eligibility criteria that will be considered by the Credentials Committee.  
Eligibility for Director:
1. Must have been a member for one year immediately preceding nomination, and must maintain active status.
2. Must fill out curriculum vitae and consent to serve forms.










OFFICERS AND BOARD OF DIRECTORS GUIDELINES
Definition:
1. The Board of Directors of the OKSA is comprised of the President, Vice-President, Secretary, Treasurer, and five (5) Directors, all of whom are elected by the membership at the annual meeting in the fall. 
2. The Board is charged with the overall responsibility of conduction the State Assembly’s business. 
General Duties:
1. Formulate Policy and Procedures.
2. Be responsible for the safekeeping of all official documents of the OKSA, including minutes and correspondence.
3. Establish and follow procedures for reimbursement of State funds.
4. Present slate to the membership at each annual meeting.
5. Recruit qualified members to be placed on the slate for elected position. 
Fiscal Duties:
Report any spending to the membership during the fall business meeting by detailed report.
Membership Duties: 
1. Attend the annual State Assembly meeting. 
2. Serve on committees set up by the President.
3. Help formulate Policies and Procedures.
4. Evaluate potential candidates for all elected positions.
5. Be present for business meetings. 
Personal Duties:
1. Conduct oneself in accordance with the position held to reflect prestige upon the State Association.
2. Accept and complete assignments made from the President in a timely fashion.






POLICY AND PROCEDURE COMMITTEE GUIDELINES

Definition:
1. The Policy and Procedure Committee is a standing committee of the BOD.
2. Committee members are appointed annually by the President.  
3. The committee shall consist of two active members of the OKSA.
Goal:
1. Shall formulate recommendation for implementation of bylaws.
2. Shall submit recommendations for Policies and Procedures to the BOD.
3. Shall cause approved policies to be incorporated into the Policy and Procedure Manual, and supply it for distribution (revisions to be dated.)
4. Shall prepare a written report to the OKSA Board of Directors.
5. Shall update and review Policy and Procedure annually. 
Method of Functioning: 
Chairperson 
The President selects the chairperson of a committee.
Duties of the chairperson:
1. Shall preside at all meetings.
2. Assign committee members to various projects.
3. Work in harmony with all committee members on all projects.
4. Communicate with all committee members.
5. At the end of the term, relinquish file to incoming chairperson. 
Committee Members:
Duties:
Shall work in harmony with all committee members on all projects. 






SPECIAL COMMITTEE GUIDELINES:
Definition:
A special committee is a temporary committee formed for the sole purpose of providing a service to the OKSA.  The President, with the approval of the BOD, shall make all appointments.  These special committees shall consist of as many members as the President and BOD deem necessary to fulfill their service to the OKSA. All members of special committees shall serve a term as long as necessary to fulfill their service to OKSA and shall by dissolved by the consensus of the BOD once their task has been completed. 
Duties:
1. Prepare, research, and review all aspects of their purpose of formation.
2. Prepare a written report to the BOD. 
3. Provide information to all members of OKSA.
Method of Functioning: 
1. Chairperson:
Selection: The President selects the chairperson of a committee. 
Duties:
a. Preside at all meetings of the committee.
b. Assign members to various tasks necessary to fulfill their service.
c. Keep the members informed on business, concerning the special committee, in the period between meetings. 
d. Be responsible for immediately informing the President of any nonfunctioning committee member. 
e. Be responsible for inactive special committee members and be willing to fulfill the inactive committee member’s duties until a replacement has been appointed.
f. Relinquish all material pertinent to committee functions at the completion of his/her appointment. 
g. May call for a meeting of the OKSA. 

2. Committee Members:
Duties:
a. Communicate committee activities to the chairperson.
b. Be prepared as assigned to conduct activities of their appointed special committee.
c. Assist as assigned with committee functions during the OKSA Conference. Be responsible for functions on subcommittees of appointed special committee as requested by the chairperson.
d. Consider recommendations from the BOD and be prepared to report ones thoughts on those suggestions.
e. Attend committee meetings scheduled depending upon activity of the committee.
f. Respond to all communication requesting responses with in (14) days, unless another time frame has been established. 
Ethical Standard: 
1. Members must adhere to the ethical standards of the Association as stated in the Code of Ethics. 
2. Members shall conduct themselves in accordance with the position held, so as to reflect prestige upon the Association.
3. Members shall acquaint themselves with all responsibilities and policies, and maintain a current working knowledge of these for the duration of their appointment. 
4. Members shall arrive promptly for meetings and be prepared to discuss items on the agenda by having previously read and checked reports and related correspondence.
5. If a member of this committee shall find that it is impossible to fulfill the obligations for the position, the member shall be expected to submit a letter of resignation. 
6. If any member of this committee is charged with misconduct or unethical conduct in relation to any committee function, the grievance policy of OKSA, shall be implemented. 
Procedure for Complaint(s) Against Committee Member:
1. Written complaint to Chairperson and Board Liaison.  If complaint is against chairperson, BOD should be notified.
2. Consultation with said committee person.
3. After investigation, a written recommendation is made to the President for action.
Disciplinary Procedure:
1. Disciplinary action will be carried out in an expedient manner concerning any committee member not performing his/her duties.
2. If it is discovered that a committee member has lapsed membership dues, a phone call will be made to the member by the President requesting immediate rectification of the situation.  Immediate rectification shall mean within five working days of the phone call.  Failure to meet the five-day deadline will result in a certified letter from the President relieving the committee person of his/her duties as a committee member.
3. It is further stated that on-time payment of dues is the sole and ultimate responsibility of the committee member. 
PROCEDURES FOR NOMINATION, VOTING AND TALLYING OF NEW OFFICERS

NOMINATIONS:
1. No less than 30 days prior to the elections each potential candidate will be required to present to the Credential Committee, a written curriculum vitae and a consent to serve.  All nominees who meet the qualifications for the office shall be eligible for elections.
2. Nominations may also be made from the floor provided written consent has been obtained and their credentials have been verified by the Credentials Committee.
Credential Committee:
The President shall appoint a Tellers Committee, before voting takes place, which will consist of (2) people and (1) board member who is not up for election.
Nominations of Candidates:
1. All voting will be done at OKSA business meetings each fall.
2. At the beginning of the seminar, the President will present the candidates and open up the floor to nominations.
3. Any nominations from the floor must fill out consent to serve and have proof of eligibility.
4. After nominations have been closed, all candidates will have a maximum of (5) minutes to speak.
5. The President will then announce to the membership when the voting will take place. 
Voting:
1. All **eligible members will be given a ballot.
2. Ballots will be filled out in pen and folded in half.
3. The Tellers Committee will then collect ballots.
Tallying:
1. After collecting ballots, the Tellers Committee will count and then recount the votes. 
2. The Tellers Committee will then report to the members of the elected officers.
3. The ballots will be kept by the secretary for 30 days, and then be destroyed.
4. If there is a tie, the two candidates who tied will have 2 minutes to speak, then there will be a re-vote 0f the (2) candidates. 
**ELIGIBLE MEMBERS ARE PERSONS WHO:
1. PROVIDE PROOF OF MEMBERSHIP IN OKLAHOMA STATE ASSEMBLY, 
2. WHO ARE CERTIFIED, AND 
3. A MEMBER OF AST.
DELEGATE REPRESENTATION TO THE AST ANNUAL NATION CONFERENCE

1. The State Assembly shall be entitled to six (6) delegates/alternates, provided the Assembly is in good standing as defined in AST Policy Manual. 
2. Delegates for AST National Convention will be elected by the members of OKSA in the Annual Meeting.

 QUALIFICATIONS FOR DELEGATE:
ELIGIBLE DELEGATE CANDIDATES ARE THOSE THAT HAVE;
1. Current AST membership
2. Active participants in OKSA 
3. Hold current Certification

· The president of OKSA shall serve as delegate chair for National Convention. In his/her absence, another delegate will be appointed. To assure the delegates are able to make an informed voting decision, the delegates are required to attend specific sessions, such as; opening ceremony, business sessions and candidate forum. The chairperson (The President) is responsible to re-enforce this requirement.  
All delegates must sign “The Delegate Agreement for the OKSA”, prior to attending National Conference. 
POLICIES REGARDING WHO SHALL BE REIMBURSED BY THE OKSA FOR ATTENDING THE NATIONAL A.S.T. CONFERENCE:
1. The OKAS President will go to the AST National Conference.  The OKSA will pay the Presidents costs.  This includes; 
a. Registration 
b. $50 per diem for meals 
c. Lodging
d. Transportation
(This is contingent on the fact that the president hasn’t received funds from another entity for AST National Convention.) 
2. There shall be maximum of (6) delegates allowed to attend the AST National Conference. 
3. The OKSA BOD will determine the allowable reimbursement rate for the delegates attending National Conference. Reimbursement rate for delegates will be determined by the OKSA BOD on an annual basis, which will be contingent upon funds available.
4. If there are more than 6 candidates for delegates, the 6 candidates with the most votes will serve as delegates; any others may serve as alternates.  
5. Alternates may not receive reimbursement from OKSA.
REIMBURSEMENT POLICIES AND PROCEDURES FOR THE OKLAHOMA STATE ASSEMBLY OF A.S.T., INC. POLICY MAMUAL

The Reimbursement Policies and Procedures apply to the various groups of individuals who receive funds from the OKSA.  All policy governing the appropriation of funds to an individual is included in this section of the OKSA Policy and Procedure Manual.  The President with the assistance of the treasurer, is responsible for the implementation of these policies.  Under unusual circumstances and with the consent of the Board of Directors, the President may suspend reimbursement policies to individuals and groups as they are outlined in this section. 

Protocol for Reimbursement:
1. Complete reimbursement form and attach original receipts to said form.
2. Submit reimbursement form with attached receipts to the Treasurer. 
3. The Treasurer shall issue a check for reimbursement of expenses immediately upon receiving reimbursement form and original receipts. 
Responsibilities:
	Individuals who purchase supplies, make contracts for purchase of goods and / or services, travel at state assembly expense, or are responsible for expenditure of state assembly funds has a fiduciary responsibility to the membership to seek the most cost effective prices available. 
Special Provisions:
1. The President may not approve any travel or meeting expenses, in or out of the State of Oklahoma, without the Board of Directors approval.
2. No reimbursement can be made without a signed reimbursement form and the original receipt.  If a receipt does not exist, the Board of Directors approval is required for reimbursement. No exceptions.
3. Board of Directors approval shall be required for any contract the President sighs on behalf of the state assembly requiring reimbursement of payments.  No exceptions.
4. Board of Directors action/approval of a future or unknown expense(s) in this manner, using state assembly funds, should only be used in special circumstances and only if the Board, has officially approved the expense(s).



Board of Directors:
1. Members of the Board of Directors shall be reimbursed for expenses as follows:
a. Expenses related to copying or mailing state assembly reports, documents or information necessary for state assembly business.
b. Expenses related to purchasing speaker gifts or awards given to Board members. 
2. The Board will vote on the amount, if any, which may be distributed to Board members who attend the AST National Conference each year as delegates.  The payment will be made upon receipts or requests from attendees, providing the attendee’s place of employment does not cover said expenses.  In the event the Board members are unable to represent the State Assembly as delegates, a member of the OKSA may have their expenses reimbursed pending Board approval.  The Board of Directors reserves the right to not provide delegates with a payment, due to fiscal concerns. 
3. If representation at an AST function by a Board Member is required, related expenses may be offset on an individual basis, pending Board approval. 
4. The Treasurer shall be reimbursed for expenses relating to the annual audit and copying/mailing of monthly and annual reports. 
5. The Secretary shall be reimbursed for copying and mailing expenses of minutes, reports, manuals and other necessary documents of the OKSA. 
Mileage Reimbursement Rate for BOD Travel:
All BOD members, committee members, delegates who attend OKSA BOD meetings or other official events will be reimbursed for mileage as follows:
1. Mileage is paid at 75% of the current IRS Guidelines. 
2. Roundtrip miles traveled to be verified by OKSA Treasurer.  
3. Any travel approved by OKSA BOD that exceed the quoted coach airfare, the individual will be reimburse for the coach airfare amount. 









State Assembly Bank Account:
1. The State Assembly’s official bank account to include checking, Savings, and any other type of account shall be Bank of Oklahoma. 
2. Check writing for the State assembly is the responsibility of the State Assembly Treasurer and all checks written may require a second signature of the President.
3. Pre-signing of checks is not encouraged, but may be required from time to time.  The President is the only officer that may pre-sign checks for the Treasurer.
4. The Treasurer shall be responsible for receiving, balancing, and retaining all bank records and said records shall be readily available for the incoming treasurer at the Annual Meeting. 
5. Upon completion of the business meeting and elections at the Annual Meeting each year, the President and Treasurer shall sign a signature authorization form provided by the bank.  The Secretary will provide a signed original copy of the official business meeting minutes that lists the officers elected and / or still on the Board to the Treasurer within fourteen (14) days that shall accompany the signature authorization form. 
6. The incoming Treasurer shall be responsible for submitting the bank signature authorization form, signed copy of official business meeting minutes, and change of address of the state assembly bank account within ten (10) business days of being elected.  The outgoing Treasurer shall be required to immediately (within ten (10)days) forward any documents or bank statements received to their successor and the state assembly shall reimburse the outgoing treasurer any expenses related to the transfer of said records. 











DELEGATE AGREEMENT
OKLAHOMA STATE ASSEMBLY of AST, INC.
NATION CONFERENCE 


As a delegate / alternate to the Association of Surgical Technologists National Conference, 
I, ___________________________, agree to the following:
1. I will attend the Opening Ceremony.
2. I will attend all AST Business Sessions 1 & 2.
3. I will attend the Candidates Forum in order to make an informed voting decision. 
4. I will be available to vote at the designated time.
5. I will report to the delegate Chair, before each business meeting, during the Candidates Forum, before voting and any other time the Chair deems necessary. 
6. I agree to perform other duties the Chair deems necessary.
7. If I fail to meet any of the above criteria I understand that I forfeit the delegate stipend (if offered.)
· As an acceptance of a stipend or per diem I will submit receipts of purchases to the State Assembly Treasurer for food, lodging and transportation for reimbursement after conference.
8. If I have been elected to serve as a delegate and do not meet these requirements, I understand that I may be asked to step down as delegate.


Delegate Printed Name: __________________________________________________________   
Delegate Signature: ____________________________________	Date: _________________

Signature of Treasurer: _________________________________     Date: _________________

Signature of President: _________________________________     Date: __________________
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VOUCHER / RECEIPT

Reimbursement Request: 			Date: __________________________

Name: _____________________________

Street Address: ______________________________________________________ 
City: _____________________________State: _______ Zip: _________________
Phone: #1 ________________________ Phone: #2 _________________________

Purpose & Date: _____________________________________________________
 ___________________________________________________________________

__________________________________________________________________.

Receipt(s) Attached   (  ) Yes	(  ) No  	Amount: _______________________

Check # _________________________ 	Voucher # ______________________

State Assembly Officers Names: (Printed / Signature & Date)

President: ______________________		Treasurer: ______________________  
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