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President-Elect…. Required to have previously served on the board
A. Duties
1. Observes and assists the President in preparation for the duties and responsibilities of that office.
2. Functions as President in the absence of the President, such as:
a. Conducts regular meeting
b. Conducts Board meeting
c. Represents chapter in chapter matters.
d. The Presidents relinquishes the chair to speak to an issue.
e. A personal motion is being made about the President.
3. Performs other duties as delegated by the President.
4. Serves as a member of the Board of Directors. 
5. Ensures NewsScan is published five times yearly (September, November, February, and June). May request President to appoint a NewsScan Committee or editor.
6. Usually attends AORN, INC. Congress as Chair of Delegation. Instructs delegates and alternate delegates as to their responsibilities.
7. Avail self of all rights as a member.
8. Prepares a report for the annual meeting with one (1) to the President and one (1) copy to the Secretary and one (1) copy for the President-Elect file.
9. Delivers all records and chapter property to the incoming President-Elect within one (1) month following completion of term.
10. Delivers thank you message and token gift of $100 or less to outgoing President at the May meeting.
Term:
You will serve 1 year as President-Elect and the following year as President




Secretary

A. Duties
a. Takes and maintains original minutes of the meetings of the Board of Directors and of the Chapter. A copy is to be posted via electronic format within fourteen (14) days following the meeting.
b. Receives and maintains all committee reports.
c. Maintains records of all communication sent to committee.
d. Maintains an annual membership record by documenting the membership number each year in the month of May.
e. Writes correspondence for the Chapter only at the direction of the president. Provides the President with a copy.
f. At regular meetings:
i. Records minutes of membership meetings.
ii. Records minutes of Board meetings.

B. Delivers all records and chapter property to the incoming Secretary within thirty (30) days of completion of term of office.

C. Contents of minutes:
a. The type of meeting (whether it is a regular, special or Board).
b. Name: Association of perioperative Registered Nurses of Baltimore.
c. Date of meeting, place and time.
d. Note presence of the presiding officer and secretary, or in their absence, the names of their substitutes.
e. Whether the minutes of the previous meeting were approved, their reading dispensed with, or were published.
f. All main motions are recorded and noted as to whether adopted or defeated.		
i. If desired, it can be noted that the motion was discussed and amended.
ii. It is not necessary to record all subsidiary motions.
iii. Records all points of order and appeals whether adopted or defeated.
iv. Do not record motions that were withdrawn.
g. Previous notice, such as notice to rescind, amendments to bylaws, minutes, or standing rules.
h. The hour of adjournment.

D. Guidelines
a. Secretary should record in a file kept for that purpose of all meetings. These records are called the Minutes and are for the purpose of compiling the history of the organization’s acts and accomplishments.
b. In keeping minutes, the only items pertinent to the minutes are those acts, which are accomplished by the association, and not what the members have said. Under no circumstance does the Secretary include personal options. Minutes should be as brief as possible. 
Term:
This will be a 2-year commitment.























Board of Directors
The Board of Directors (BOD) of the Association of Operating Room Nurses of Baltimore is composed of the officers and three (3) members elected by the membership. The immediate past President shall serve as a member ex-officio for one (1) year. Any member serving nationally may be invited to attend all Board meetings. The BOD is charged with the overall responsibility of conduction the affairs of the Chapter.
The philosophy of the BOD is to act in the best interest of the membership by conforming to the purpose for which the Association was formed as outlined in the bylaws.
The philosophy of the BOD is to act in the best interest of the membership by conforming to the purpose for which the Association was formed as outlined in the bylaws.

A. Collective Responsibilities
a. Direct the business and financial affairs of this chapter.
b. Establish administrative policy.
c. Fill all vacancies on the Board of directors.
d. Foster growth and development of the chapter.
e. Assisi the President in the structuring of committees.
f. Act on committee recommendations.
g. Approve budgetary allocations.
h. Approve fund raising functions.
i. Approve decisions regarding the purchase of supplies and equipment.
j. Approve contracts for services, such as venues for seminars or meetings.
k. Shall select delegates and alternate delegates to AORN Congress by utilizing the point system and determine stipend based on current monies on hand.
l. Review circumstances in the event an alternate delegate must be seated as a delegate at AORN Congress, to determine compensation.
m. Shall deliver all chapter property to their successors within thirty (30) days after termination of office.

B. Individual Responsibilities

a. Serve on committee/committees.
b. If a member is unable to serve after being elected to office, an immediate resignation is to be submitted to the President so that a replacement can be appointed.
c. If a member is non-functioning for two (2) months, the Board will offer advice, assistance or replace the member as indicated.
d. If the Board request a hearing with the member and the member does not respond, the member will be replaced and notified by letter of the removal from office.
e. Keep well informed on the activities of the Chapter and AORN, Inc.
f. Conduct oneself in accordance with the positon held, to reflect prestige upon the Chapter.
g. Arrive promptly for meetings and come prepared to discuss items of business.
h. Accept and complete special assignments as made by the President. 
i. Advise the President if unable to attend scheduled meetings.
j. Avail self of all rights as a member of the Baltimore AORN.

Term:
This will be a 2-year commitment




















Nominating Committee
The Nominating Committee is an elected committee of the Chapter and shall be elected in the manner provided by the bylaws. The Committee shall consist of three (3) active members elected for a term of two (2) years. The President shall appoint the Chair of this committee. The immediate Past President will serve as an active non-voting committee member.
A. Responsibility
a. Identify offices to be filled, including vacancies created by proposed slate of officers.
b. A worksheet will be created with a list of current officers and Nominating Committee members, including the year in which they were elected and the length of term to serve.
c. From the worksheet, vacancies will be determined for two-year terms. Any vacancies create by resignations, not filled by the board, will be for one-year term.
d. Select qualified candidates for each office, considering the individual’s active participation in, attendance at meetings, and contributions to the organization. The committee shall take into consideration the various hospitals, so that equal and geographic representation may be ensured.
e. Present a ballot to the membership for officers, board members and committee on nominations at the March meeting. The President will seek nominations form the floor. All candidate will be declared eligible to run for the office or Nominating Committee as indicated on the ballot.
f. Publish the ballot in the chapter newsletter preceding the May annual election meeting.
g. Prepare a ballot., immediately following the March meeting, with voting instructions with the ballot (see sample ballot) and distribute to each member. The biographical sketch form each nominee shall be included.
h. Notify the immediate past president of all meetings and actions.

B. Method of Functioning:
a. Provide copied of office responsibilities as listed in AORN od Baltimore Policy Book, to all candidates, prior to their commitment to serve and obtain signed “willingness to serve” forms. Willingness to serve forms shall be given to the Secretary.
b. Obtain a biographical sketch from each nominee to be printed for distribution with the ballot.
i. Name and credentials at the time of completing the form.
ii. Employer
iii. Job title
iv. Brief listing of previous AORN of Baltimore activity such as committees or offices.
c. A copy of the ballot will be retained for the secretary and Nominating Committee Chair files.
d. Chair shall present a documented report at the annual meeting with one (1) copy to the President, one (1) copy to the Secretary, and one (1) copy to the committee file.
Term:
It will be a two-year commitment























BIOGRAPHY AND WILLINGNESS TO SERVE FORM FOR OFFICERS & DELEGATES
Full Name & Credentials: _____________________________________________________
Current Job Title: ___________________________________________________________
Employer: _________________________________________________________________
Phone Number: __________________________________ 
Email (required): _________________________________

Present Committee(s) Indicate of serving as Chair:
____________________________________  _________________________________
____________________________________  __________________________________
Present Office: ___________________________________________________________
Previous Committee(s) Indicate if Chair:

___________________________________  ___________________________________
___________________________________  ___________________________________
Previous Offices (s): ______________________________________________________
Number of chapter meetings attended last year (September-June): __________________
Membership in nursing organization other than AORN:____________________________

If elected I ____________________________________________, will serve as:
		(Signature required)
______________________________________________ and will meet the requirements of the 
role as outlined in the AORN of Baltimore Policy Manual.
Date (required): __________________

*Note: Signature, date and email required
Please return completed form to kkraus@mdmercy.com

