PRESIDENT

NEVADA OCCUPATIONAL THERAPY ASSOCIATION, INC.

STANDARD OPERATING PROCEDURES

FOR THE OFFICE OF:  PRESIDENT 
NOTA APPROVED:  JUNE 1987

REVISED: 9/1997, 7/2005, 8/2012, 1/2014, 04/2015
Pending 08/2018
I. AUTHORITY

A. The authority of the President for the Nevada Occupational Therapy Association is granted and determined by the Bylaws.

B. The President shall serve as an elected voting member of the Executive Board with tie breaking voting privileges.

II.
ELIGIBILITY
A. The eligibility for the position of the President is granted and determined by the Bylaws.

B. The President shall be a Licensed Occupational Therapist, or a Licensed Occupational Therapy Assistant in good standing with the licensure board, NOTA, and the American Occupational Therapy Association.
C. The President shall have at least 2years experience working in official capacities as an executive board member of the local, state or national professional occupational therapy organizations/associations.

III.       TERM OF OFFICE
A.  The president shall serve a three-year term. 
B.  The term of office shall commence on July 1, following the election
      and shall continue through June 30 of the following year.

C. The President may be re-elected for one consecutive term.

IV.        OBJECTIVES
A. Oversee the implementation of NOTA policies and procedures which relate to the recognition or the representation for NOTA.

B. Ensure further development of AOTA.

C. Serve on the Executive Board.

D. Complete the term of office and transition of duties and responsibilities to successor.

V.          PROCEDURES
A. Oversee the implementation of NOTA policies and procedures.

   Serve as chief officer of the NOTA Executive Board:

1. Coordinate the time/place/method of Board meetings.

2. Preside at all Executive Board meetings.

3. Shall have the power to sign all written obligations of the

Association and shall have the general power of supervision and

active management usually vested in the office.

4. Serve on Finance Committee

5. Appoint all vacant officer positions until elections can be held. 

6. Appoint committee chairpersons/liaisons.
                      a.  Review and bring to the Executive Board for approval
                           all reports/recommendations/etc. by such committees.

                            b.  Develop and/or review SOPs for all committees/liaisons.

                            c.  Charge committees with necessary tasks.

                             d.  Receive reports from committee chairpersons as
                                  specified in committee SOPs.

7. Oversee the submission of reports to the Executive Board of 

NOTA.

                             a.   Develop format for report.

                             b.  Establish time frames for submission of such reports.

                             c.   Educate incoming officers/chairpersons/liaisons of
                                   reports submitted to NOTA.

8. Coordinate the Annual Conference in conjunction with members of the Executive Board.

9. Represent NOTA to the community and constituency.

10. Oversee all board member positions and insure appropriate duties are completed in appropriate and timely manner.

11. Works with legislative chair on ensuring appropriate representation and communication of all legislative information.

12. In conjunction with the treasurer assist in assuring all yearly non-profit paperwork with the State of Nevada is sufficient.

13. In conjunction with the treasurer assist in assuring all paperwork is submitted and up to date with the IRS.

B. Ensure further development of AOTA:

     1.
    Serve as a liaison to AOTA.

              a.   Submit all records, reports, credentials, and other such
                    reports as requested by AOTA.  A file of reports is to be
                    retained and updated to inform incoming officers of
                    routine reports submitted to AOTA.

              b.   Serve as a resource to AOTA with regard to NOTA’s
                    activities, receive information from AOTA and
                    communicate such information to NOTA’s Executive
                    Board.

              c.   Serve as a resource to AOTA by making appointments
                    as necessary. When appointments are requested by
                    AOTA, the President shall communicate need to the
                    District Chairpersons to elicit feedback and
                    recommendations from the membership.  The President
                    shall review qualifications of such recommendations
                    and make the appointments.

2.   Represent NOTA as a voting member of the Affiliated State
                      Association Presidents (ASAP).

           a.   Attend regularly scheduled ASAP meetings or appoint a
                 designee.

           b.   Serve as a liaison and resource person.

           c.   Submit all records, reports, credentials, or other
                 information as requested by ASAP. 

         d.   Participate on the ASAP listserv and submit information
               to the Executive Board from this ASAP listserv.

C. Serve on the Executive Board:

                                1.   Attend Executive Board Meetings as scheduled.

2. Attend Annual Business Meeting.

3. Submit a written report to the Executive Board for presentation
                    and distribution at the Annual Business Meeting.

4. Review SOPs annually and include recommendations for changes and updates in the Annual Report.

5. Submit reports as scheduled for newsletter distribution.

6. Submit an annual budget to the Finance Committee for Executive Board approval.

7. Keep all paperwork, receipts, and business expense transactions and submit to the Treasurer for reimbursement.

8. Exercise voting privileges.

D. Shall complete the term of office and transition of duties and
     responsibilities to successor:

1.  Orient the newly elected president to SOPs, ASAP, NOTA activities commitments, etc.

2.  Transfer records, materials, and other pertinent information to the
newly elected president.

3.  Complete and submit a report to the Executive Board for presentation/distribution including confirmation of exit duties.

4.  Complete and submit report to AOTA and ASAP.
5. Serve as President Emeritus for 3 months following election of a new president to facilitate transition and training.  
