VICE PRESIDENT

NEVADA OCCUPATIONAL THERAPY ASSOCIATION, INC.

STANDARD OPERATING PROCEDURES

FOR THE OFFICE OF:  VICE-PRESIDENT
   NOTA APPROVED:  JUNE 1987


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








 04/2016, pending 9/2018
I. AUTHORITY

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

B. The Vice-President shall serve as an elected voting member of the Executive Board.

II. ELIGIBILITY

A. The eligibility for the position of Vice-President is granted and determined by the Bylaws.

B. The Vice-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.

III. TERM OF OFFICE

A. The Vice-President shall serve a three-year term.

B. The term of office shall commence July 01 following the election and shall continue through June 30 of the following year
.

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

A. Aid and assist the President of NOTA, for further development of NOTA.

B. Serve as Coordinator for the Annual State Conference.

C. Serve on the Finance Committee.

D. Serve on the Executive Board.

E. Complete the term of office and transition of duties and responsibilities to successor. 
V. PROCEDURES

A. Aid and assist the President of NOTA for further development of NOTA.

1. Discharge the duties of the President in absentia.

2. Succeed to the Presidency for the unexpired portion of the term, should a vacancy occur in the office of President.

3. Serve as the Alternate Representative for the AOTA Affiliate of State Association Presidents (ASAP).

4. Assume duties assigned by the President:
a.
Develop and follow through with assignments.

b.
Report to the President upon completion.

B.   Serve as coordinator for the Annual State Conference.

1.  Assist in planning the Annual Meeting or State Conference.
5. Determine the location of the meeting to include time, place, and method of meeting.

6. Receive report from the Treasurer on the money budgeted.

7. Request assistance by appointing a local chairperson and setting up committees.
C.  Serve on the Finance Committee
D. 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.   Keep all paperwork, receipts, and business expense transactions and submit to the Treasurer for reimbursement.

                                 6.  Submit updates for newsletter distribution.

         7.  Exercise voting privileges.

E. Complete term of office and transition of duties and responsibilities to successor:
1. Orient the newly elected Vice-President to SOP manual.
2. Transfer past documents to the newly elected Vice President., and be available to assist for three months following election of new Vice President.
�Need to vote to change to 3 years. Question: can VP be elected again after their term or consecutive terms are up?  And eligible for nomination for this position after an year break.


�When should this be, right after election every year.  We should be have this on the calendar. 





