MEMBERSHIP CHAIRPERSON
NEVADA  OCCUPATIONAL THERAPY ASSOCIATION, INC.
STANDARD OPERATING  PROCEDURES
FOR THE OFFICE OF: MEMBERSHIP COMMITTEE CHAIRPERSON     
APPROVED: SEPTEMBER 1997

REVISED: 9/1997, 7/2005, 8/2012
, 1/2014

 04/2016, pending 9/2018
     I..               AUTHORITY

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

B. Serve as an appointed non-voting member of the Executive Board.

 II..                   ELIGIBILITY

A. The eligibility for the position of Membership chairperson is granted and determined by the Bylaws.

B. The Membership chairperson shall be a Licensed Occupational Therapist or a Licensed Occupational Therapy Assistant in good standing with  the licensure board, NOTA, and AOTA (if a member).

C. The Membership chairperson is appointed by the President.

1.  Chairperson may appoint Committee members as necessary.

III..                TERM OF APPOINTMENT
A. The Chairperson shall be appointed by the President and shall serve a term that coincides with
the President.  

B. The Chair person  may be re-appointed for  one 1  consecutive term.
C. Develop, implement, coordinate, and monitor state membership, recruitment and retention.
D.  OBJECTIVES 
A. Head operations concerning promotion, distribution of membership cards, 
keeping and updating mailing labels. 

B. Publication of membership directory and distribution.
C. Submits year-end report for the NOTA Annual Meeting.
D. Serve on the Executive Board.
V. PROCEDURES

A.     Head operations concerning promotion, recruitment, and retention. distribution of membership cards, keeping and
          updating mailing labels. 
1.    The membership promotion is an ongoing process. 
        Updated  mailing list  database or electronic mail address will be acquired through the Nevada Licensure Board for
        Occupational Therapy solely for use by NOTA. 

                                           2.     Membership verification will be mailed   e-mailed individually to members. 

                                           3.     Mailing list,  Database which includes a separate list for NOTA members and Nevada
                                                   licensed occupational therapists, will be updated and maintained on computer. 
                                          4.      Membership dues/rates in correlation to expenses will be reviewed by the executive
                                                    board. 

                          B.    Submits year end report for the NOTA Annual Business Meeting


1.   Report to include membership statistics, membership promotion strategies, goals and
    objectives for the upcoming year, and budget estimates related to printing, mailing, and supplies. expenses required for reimbursement.
                           C.   Serve on Executive Board.

                                              1.   Attend Executive Board Meetings as scheduled.

                                              2.   Attend Annual Business Meeting.

                                              3.    Review SOP’s annually and include recommendations for changes and updates in
                                                      the annual report.


4.  Manage the election process as committee chair.

   5.      Complete the term of appointment:

a. Orient the incoming Membership Chairperson to SOP manual.

b. Transfer past documents to incoming Membership Chairperson, and be available to assist for three months following election of new chair.
