
 

1 

 

 

 

 

 

 

   
 

 

 

 

2013 Volunteer 

Leadership 

Resource Guide 
 

 

 

 

 

 

 

 



 

2 

 

 

 

YOU Inspire AORN!  

 

 

Every year, circumstances arise that give us the opportunity to learn and expand our horizons. Because of 

these lessons (good and bad), we become wiser, stronger, and more convicted in our passions, goals, and 

self.  

 

As AORN leaders, you take on the responsibility of managing your careers, your profession, your lives, 

and willingly take the time to help your Association grow. YOU are the foundation of AORN ï YOU are 

the vital connection between AORN members and Headquarters ï YOU inspire AORN!  

 

This Guide is tailored to make your life as an AORN leader easier, with information on best practices to 

run a successful and healthy Chapter or State Council. Take a look at the Table of Content - there is new 

and updated information, along with standard documentation that will assist you in leading your group to 

a bright future. 

 

Always know that AORN is here to serve you and we greatly appreciate all of the time and energy you 

put into your groups. If you need information that is not in this Guide or have any questions, concerns, or 

suggestions, please contact AORN Chapter Relations Coordinator Deb Warren at dwarren@aorn.org or 

call (800) 755-2676, Ext. 222.  

 

Thank you again for all you do for AORN, your Chapter, your State Council, and your profession! 
 

 

mailto:dwarren@aorn.org
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501(c)6 ï What it is, What it Means to You, and Filing the 990 
 

What is a 501(c)6? 

IRS.gov (6/5/12) - Section 501(c)(6) of the Internal Revenue Code provides for the exemption of business leagues, 

chambers of commerce, real estate boards, boards of trade, and professional football leagues, which are not 

organized for profit and no part of the net earnings of which inures to the benefit of any private shareholder or 

individual. ñA business league is an association of persons having some common business interest, the purpose of 

which is to promote such common interest and not to engage in a regular business of a kind ordinarily carried on 

for profit. Trade associations and professional associations are business leagues.ò 

 

To be exempt as a business league, activities must be devoted to improving business conditions of one or more 

lines of business as distinguished from performing particular services for individual persons. A business league 

may not be organized for profit to engage in an activity ordinarily carried on for profit (even if the business is 

operated on a cooperative basis or produces only enough income to be self-sustaining). The term li ne of business 

generally refers either to an entire industry or to all components of an industry within a geographic area. It does not 

include a group composed of businesses that market a particular brand within an industry. 

 

What does being a 501(c)6 mean to you? 

¶ Each Chapter and State Council has a Federal Employer Identification Number (EIN), which designated 

the Internal Revenue Service (IRS) structure of a 501(c)6. This number is verified annually with the 

Chapter/State Council filing of a 990-series form and by AORNôs IRS subordinate audit. 

¶ Tax-exempt status is listed among the Chapter standards that were endorsed by the Board in the fall of 

1993. All Chapters and State Councils have an independent EIN number from Headquarters. 

¶ Most Chapters hold a 501(c)6 designation. A common question is regarding state sales tax exemption. The 

501(c)6 means you must pay state sales taxes, unless you have an exemption from your state.  

¶ The 501(c)6 designation is a business league/trade association, not a charity, so vendors and others cannot 

make tax deductible contributions. Their contribution would be deducted as a business expense using an 

IRS W9 form. A copy of the W9 is included in this resource (See W9 information).  

 

Required Filing of Annual 990-Series Form 

 

With the passing of the Pension Protection Act of 2006, all Chapters and State Councils are required to file an 

annual electronic 990-series form (990, 990-EZ, 990-PF, 990-N e-Postcard) to the IRS, no matter how much 

money you have in your accounts. Forget what others have told you in the past - All  Chapters and State Councils 

must file a 990-series form every year with the IRS, no matter how much money you gross.  

 

If an organization fails to file for three (3) consecutive years, you may lose your tax-exempt status and Employee 

Identification Number (EIN number, eg, Tax ID) ï OR ï you may be required to file a 1024 form and pay an 

additional fee to keep you EIN number. 

 

 

Filing a 990-series form is required by the 15
th
 of the 5

th
 month, following the end of your fiscal year. For example, 

if your groupôs year end is December 31, 2012, the filing due date would be May 15, 2013. To file, you must 

create a login and password (http://epostcard.form990.org/default.asp). Those who have filed in the past may 

use the same login and password each year for consistency. When filing your 990-series form online, do not put 

the dash ( - ) in your EIN number. RememberéThe IRS will  not send out a reminder for filing deadlines. 

 

If you have not filed a 990-series form, than it is possible that your existing EIN number has been revoked and 

possibly reassigned. Contact the IRS (877-829-5500) for the status on your EIN number. If you have lost your EIN 

number, you may file for a new number online. Contact Deb Warren for assistance.  

 

http://epostcard.form990.org/default.asp
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Summary 

¶ MUST file a yearly 990-series form with the IRS, and provide AORN Chapter Relations proof of 

filing . 

¶ Exempt from federal income tax, as a nonprofit business league, but not a charitable organization like the 

AORN Foundation. 

¶ Not exempt from state sales tax. 

¶ Under $50,000 gross income (starting with 2010) may file a 990N (online e-Postcard) ï Over $50,000 may 

file a 990 EZ or long form. 

¶ Contributions are not tax deductible, but can be a business expense. Chapters and State Council will fill 

out a W9 for the contributor (See W9 information) .  

¶ Filing a 1024 form with the IRS may allow for additional benefits, such as receiving a determination 

letter, special postage rates, and special financing. Depending on the jurisdiction, you may also receive 

exemption from state and local taxes. For a 1024 form, go to http://www.irs.gov and type in 1024 form in 

their search engine in the upper right corner. 

¶ Exist for the benefit of the organization members. 

¶ Must be an association of people having some common business interest and its purpose must be to 

promote this common business interest. 

¶ The organization will have no specific ownership and are generally controlled by members who do not 

receive stock. All profits are reinvested in the organization.  

¶ No part of the organizationôs net earnings will be distributed for the benefit of any private shareholder or 
individual and it may not be organized for-profit or engage in for-profit activities. 

¶ The organization must be primarily supported by membership dues and other income from activities 

substantially related to its exempt purpose. 

¶ Not eligible for Federal grants, but eligible for Foundation grants. 

¶ May engage in any amount of legislative activity relevant to the common business interests of the 

organizationsô members, but lobbying should not be the organizationôs major focus. 

 

http://www.irs.gov/
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AORN Bylaws 
 

ARTICLE I  

 

The name of this professional organization is AORN, Inc., (Association of periOperative Registered Nurses), 

hereinafter referred to as the "Association." 

 

ARTICLE II  
PURPOSES 

 

The purposes of this Association are: 

 

A. To unite registered nurses for the purpose of maintaining an Association dedicated to promoting the 

highest professional standards of perioperative nursing practice for the optimal care of the patient before, 

during, and after operative and other invasive procedures; 

 

B. To provide opportunities for continuous professional development, to include diversified educational 

activities; 

 

C. To generate, evaluate, and disseminate scientific evidence to improve professional perioperative practice; 

 

D. To provide leadership in professional perioperative practice to influence health care delivery locally, 

nationally, and globally; 

 

E. To cooperate lawfully with other professional associations, health care facilities, universities, industries, 

technical societies, research organizations, and governmental agencies in matters affecting the foregoing 

purposes of the Association; 

 

F. To otherwise lawfully adopt policies and conduct programs for the improvement of professional 

perioperative practice provided that the policies and programs are consistent with the requirements that the 

Association is not organized for profit and no part of its earnings inure to individuals. 

 

ARTICLE III  
MEMBERSHIP AND DUES 

 

Section 1:  Membership in the Association is contingent on compliance with requirements as specified in these 

bylaws. 

 

Section 2:  Membership is unrestricted by consideration of nationality, race, creed, lifestyle, color, sex, or age. 

 

Section 3:  Categories of membership in this Association are voting and non-voting. 

 

A. Voting: A registered nurse, or a previously registered nurse who is retired and whose license was in good 

standing at the time of non-renewal, who supports the mission of AORN.  

1. May vote for elected officials. 

2. May vote in the House of Delegates. 

3. May hold elective office. 

4. May serve on committees.  
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B. Non-voting: An individual who is not defined as a voting member, who provides or provided direct or 

indirect perioperative services, and who supports the mission of AORN. 

1. May serve on committees. 

2. May not vote for elected officials or in the House of Delegates. 

3. May not hold elective office. 

 

Section 4:  Termination 

 

A. The Board of Directors may terminate a membership for failure to meet membership requirements, provided 

the member was offered an opportunity to have an unprejudiced hearing if requested at which the member 

was permitted to defend against the termination. 

 

B. If terminated, a member may be allowed to rejoin by the Board of Directors after demonstrating eligibility 

for membership. 

 

Section 5:  Dues 

 

A. Annual membership dues in this Association are determined by the Board of Directors and subject to 

ratification by the House of Delegates. 

 

B. Dues shall be paid according to established policy. 

 

C. Delinquency:  Any member whose dues are not received by the last working day of the member's renewal 

month is automatically terminated as a member, and all privileges of the Association are withdrawn. 

 

ARTICLE I V 
OFFICERS 

 

The officers of this Association are President, President-elect, Vice President, Secretary, and Treasurer. 

 

A. President: 

1. Serves as the official representative of the Association and presides at all meetings of the House of 

Delegates and the Board of Directors. 

2. Serves ex officio on all committees and task forces of the Board and the Association except the 

Nominating and Leadership Development Committee. 

3. Facilitates continuity in transition of the office of the President. 

 

B. President-elect: 

1. Observes, assists, and consults with the President in preparation for assuming the duties and 

responsibilities of that office. 

2. Facilitates continuity in transition to the office of the President. 

 

C. Vice President: 

1. Observes, assists, and consults with the President. 

2. Performs the duties of the President in the absence or inability of the President to fulfill the role. 

 

D. Secretary: 

1. Assures accurate records are maintained of the proceedings of all business meetings of the House of 

Delegates and the Board of Directors. 

2. Convenes the House of Delegates or Board of Directors in the absence of the President and the Vice 

President, and presides at the election of the chair pro tem. 
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E. Treasurer: 

1. Monitors the fiscal affairs of the Association and provides reports and interpretation to the House of 

Delegates and the Board of Directors. 

 

ARTICLE V  
BOARD OF DIRECTORS 

 

The Board of Directors consists of the officers and seven (7) elected members.  It has power, authority, and 

responsibility to manage the affairs of the Association, except modifying action of the House of Delegates. 

 

Section 1:  Meetings 

 

A. Meets at least three (3) times per year. 

 

B. Special meetings of the Board of Directors may be called by the President or upon written request of three 

(3) members of the Board of Directors. 

 

C. Five (5) members of the Board, two (2) of whom are officers, constitute a quorum. 

 

D. Directors may participate in a meeting of the Board or a committee by any means of communication by 

which all persons participating in the meeting are able to hear one another, and such participation shall 

constitute presence in person at the meeting. 

 

ARTICLE VI  
NOMINATING AND LEADERSHIP DEVELOPMENT COMMITTEE 

 

Section 1:  Committee Composition 

 

A. The Nominating and Leadership Development Committee consists of five (5) members.  Three (3) members 

are elected in the even numbered years and two (2) in the odd numbered years, each serving for a term of two 

(2) years. 

 

B. The immediate past President will automatically become a non-voting member of the committee for a term 

of one (1) year following the term of office as President. 

 

Section 2:  Responsibilities 

 

A. Solicits and receives nominations for potential candidates for all elected positions. 

 

B. Prepares and presents a slate of candidates to serve for all elected positions. 

 

C. Establishes effective processes for the development of members to serve in leadership roles at all levels of 

the Association. 

 

D. Selects a chair from the continuing committee members. 
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ARTICLE VII  

ELIGIBILITY - ELECTIONS - TERMS - VACANCIES - REMOVAL 

 

Section 1:  Eligibility  

 

A. To be eligible for elective office as a member of the Board of Directors or as a member of the Nominating 

and Leadership Development Committee, a nominee must currently provide or have previously provided 

perioperative nursing care. 

 

B. To be eligible for elective office as a member of the Board of Directors or a member of the Nominating and 

Leadership Development Committee, a nominee must have been a member of the Association continuously 

for two (2) years immediately prior to being nominated and may not be an employee of AORN 

Headquarters. 

 

C. To be eligible for the office of President-elect or Vice President, a nominee must have served at least one (1) 

year as a member of the Board of Directors, be a CNOR, and must possess a minimum educational 

preparation of a BSN or bachelorôs degree in a related field. 

 

D. The members of the Nominating and Leadership Development Committee may not be listed as candidates 

for election on a slate that they have prepared. 

 

Section 2:  Elections 

 

A. The Officers, Board of Directors, and the Nominating and Leadership Development Committee shall be 

elected by ballot of the members in good standing, with voting rights as defined in Article III, and plurality 

elects. In case of a tie, choice is by lot. 

 

B. Any member holding an elective office may not be a candidate for another office unless the current term of 

the member expires at the impending annual election. 

 

C. Nominations by petition for all elected positions may be made immediately after the Nominating and 

Leadership Development Committee presents its slate of candidates, but no later than 45 days prior to the 

commencement of voting.  The candidateôs name will be placed on the ballot after eligibility has been 

verified.  

 

Section 3:  Term of Office 

 

A. President-elect is elected each year and serves in that capacity for one (1) year, and then as President for one 

(1) year. 

 

B. The Vice President and Secretary shall be elected in the even numbered years for a term of two (2) years and 

shall serve until their successors have assumed office. 

 

C. The Treasurer shall be elected in the odd numbered years for a term of two (2) years and shall serve until a 

successor has assumed office. 

 

D. Three (3) members of the Board of Directors shall be elected in the even numbered years for a term of two 

(2) years and shall serve until their successors have assumed office. 

 

E. Four (4) members of the Board of Directors shall be elected in odd numbered years for a term of (2) years 

and shall serve until their successors have assumed office. 
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F. No officer or member of the Board of Directors shall serve more than two (2) consecutive terms in the same 

office. 

 

Section 4:  Vacancies 

 

A. President:  The Vice President immediately assumes office. 

 

B. President-elect and Vice President:  A vacancy in the office of President-elect or Vice President is filled by a 

vote of the Board of Directors from a slate submitted by the Nominating and Leadership Development 

Committee and eligibility requires the nominee to have served at least one (1) year as a member of the Board 

of Directors. 

 

C. The Board of Directors fills all other vacancies. 

 

D. Any member serving more than one-half (1/2) term is deemed to have served one (1) term in an elected 

position. 

 

Section 5:  Removal 

 

Any official, regardless of the manner of election or appointment, may be removed by the House of Delegates 

upon two-thirds (2/3) affirmative vote whenever in its judgment the best interests of the Association would be 

served thereby, provided the official, upon request, was offered an opportunity to have an unprejudiced hearing at 

which the official was permitted to defend against the termination. 

 

ARTICLE VIII  
MEETINGS 

 

Section 1:  House of Delegates 

 

A. The annual meeting shall be a face-to-face meeting and is designated as the annual Congress, and the time 

and place is determined by the Board of Directors. 

 

B. The voting body of the annual Congress is the House of Delegates constituted as follows:  

a. Chapter designated delegates. 

b. Any member in good standing with voting rights as defined in Article III, who is attending the 

annual Congress. 

 

C. Special meetings of the House of Delegates may be called during the annual Congress by the national 

President, or upon request of one-third (1/3) of the total number of members of the House of Delegates, or by 

written request of five (5) members of the Board of Directors. 

 

D. Delegates shall not vote by proxy at meetings of the House of Delegates held during the annual Congress. 

 

E. A quorum consists of all delegates present at a meeting of the House of Delegates but shall not be fewer than 

100 delegates. 

 

Section 2:  Special business meetings held between Congresses. 

 

A. Special business meetings of the Association may be held between annual Congresses on the written request 

of five (5) members of the Board of Directors.  
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B. All members in good standing with voting rights as defined in Article III shall be eligible to vote at special 

business meetings held between Congresses.   

 

C. There shall be no voting by proxy at the special business meetings held between Congresses.   

 

D. The quorum established at the immediately preceding annual meeting of the House of Delegates will 

prevail as the quorum for any special business meetings held between Congresses. 

 

Section 3:  The business of this organization may be conducted electronically by the Board of Directors, Committees, 

House of Delegates and at special business meetings held between Congresses. 

 

ARTICLE IX  
MEMBER INITIATED ORGANIZATIONAL UNITS 

 

Section 1:  Chapters 

 

A. Chapters are separate legal entities composed of AORN members, and their purposes support the mission 

of AORN. Chapters must meet the Chapter Accountability Standards. 

 

B. AORN shall not be liable for the debts or obligations of any Chapter, and no Chapter shall be liable for the 

debts or obligations of AORN. 

 

Section 2:  State Councils 

 

A. State Councils are separate legal entities that are organized within a state or consortium of states and are 

composed of those who support the mission of AORN.  State Councils that meet the requirements for 

designation as an AORN affiliate may be recognized as such by the Board of Directors. 

 

B. AORN shall not be liable for the debts or obligations of any State Council, and no State Council shall be 

liable for the debts or obligations of AORN.   

 

Section 3:  Specialty Assemblies 

 

A.   Specialty Assemblies are groups that allow members to network with other members who have similar 

interests and to share their specialty expertise.  Specialty Assemblies must meet the Specialty Assembly 

Accountability Standards. 

 

ARTICLE X  
BOARD INITIATED ORGANIZATIONAL UNITS 

 

Section 1: Committees and Task Forces 

A. The Board of Directors may establish committees and task forces to facilitate the Associationôs mission 

and strategic plan.  

B. Committee and task force members shall be appointed by the President or President-elect and consist of a 

chair and at least two (2) additional members, pending Board of Directors approval.  

C. Each committee or task force shall have only such authority as delegated to it by the Board of Directors.  

D. A majority of the members of the group shall constitute a quorum. 

 

Section 2:  Organizational Units 

To achieve the mission and purposes of AORN, the Board of Directors may establish organizational units to 

serve special interests of the membership. 
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ARTICLE X I  
EXECUTIVE DIRECTOR AND HEADQUARTERS 

 

A. The Executive Director is the salaried employee of the Association accountable to the Board of Directors and 

given the authority to administer the Association according to policies established by the House of Delegates 

and the Board of Directors. 

 

B. The Executive Director shall employ, direct, promote, and terminate Headquarters staff of the Association. 

 

ARTICLE XI I  
OFFICIAL PUBLICATION 

 

The Board of Directors shall establish and maintain vehicle(s) of communication for the Association. Information 

carried therein shall constitute official notification to the membership at all times. 

 

ARTICLE XII I  
PARLIAMENTARY AUTHORITY  

 

Robert's Rules of Order Newly Revised is the parliamentary authority of this Association. 

 

ARTICLE XI V 
AMENDMENTS 

 

A. Proposal:  Amendments to these bylaws may be proposed by any member of the Association. 

 

B. Submission:  Proposed amendments must be submitted to the Secretary of the AORN Board of Directors at 

least one hundred eighty (180) days prior to the annual Congress.  If a Bylaws Committee does not exist, the 

receipt of a submission by the Secretary will require formation of a Bylaws Committee. 

 

C. Notice: The proposed amendments must be received in written format by all members at least forty-five (45) 

days prior to the annual Congress. 

 

D. Adoption: The adoption of an amendment to these bylaws requires a two-thirds (2/3) vote of the delegates 

present and voting at the annual Congress. 

 

 

AORN, Inc. 

(Association of periOperative Registered Nurses) 

2170 South Parker Road, Suite 400 

Denver, CO  80231-5711 

 

Revised 3/13 

© All rights reserved.  Printed in U.S.A 
 

 

Also available online at http://www.aorn.org/Get_Involved/Governance/Bylaws.aspx.  

http://www.aorn.org/Get_Involved/Governance/Bylaws.aspx
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AORNôs Privacy Policy  
 

Purpose and Background 
The Association of periOperative Registered Nurses (AORN) Internet Privacy Protection policy discloses how 

AORN protects its members' and customers' privacy by controlling the use of information AORN collects from 

them. AORN has created this Internet Privacy Protection policy to demonstrate its commitment to its members' 

and customers' right to privacy. The following information discloses AORN's information gathering and 

dissemination practices for the website located at aorn.org. Through its interaction with you, AORN has various 

sources for acquiring member/customer information, for example, membership forms, conference registration, 

purchases, and Internet interaction. AORN stores all the information it collects in its central database, and does not 

handle the information from one source differently from another source. Although the following provisions 

constitute AORN's Internet Privacy Protection policy, they apply in principle to all customer/member information 

held by AORN. This policy may be reviewed and changed as new services and programs are introduced.  AORN 

encourages you to re-read this policy periodically.  

 
Information Collected by AORN 
AORN forms collect only the information for which they ask you explicitly and which you enter in them. AORN 

does not collect any information beyond form information except through log files and discussion forums.  
 

AORN also keeps Internet log files of the IP addresses and click sequences, and session variables such as browser 

type, of visitors to aorn.org. AORN will modify this section as necessary as it adds new features to aorn.org. 

 
Personal Information from Children and Adults 
AORN does not intentionally or knowingly collect information from children. AORN neither identifies 

information as originating from children nor does AORN market its goods and services to children. AORN 

restricts its collection of personal information to demographic characteristics which help it understand its 

members/customers and their needs (see below), and to information used in authorized transactions (for example: 

address and credit card number for online purchases.) 

 
AORN's Use of the Collected Information 
AORN uses the information it collects in three ways: (1) some information is used internally and for AORN 

marketing purposes; (2) some information is used in the sale of mailing lists; and (3) some information remains in 

computer files, which are the basis of statistical reports, with no member/customer detail extracted. Each of these 

uses is discussed below. 

 
(1) Information Used Internally and for AORN Marketing Purposes: Name, address, fax, email, affiliation, 

industry, job title, race, gender, age and other similar information is used by AORN to understand its audiences 

and to offer member benefits and products to members/customers who are likely to be interested in them. 

(2) Information Used in the Sale of Mailing Lists: AORN rents addresses collected from members and 

nonmembers. Prior to renting an address, the requesting renter must provide AORN with their exact intended use 

of the address and a sample of the mailing that will be sent out. AORN's decision on whether or not to rent an 

address is based on the educational nature of the mailing piece and whether it furthers the overall interests of 

AORN. AORN rents addresses segmented on the basis of geographic location or conference attendance, but does 

not rent lists based on purchase of specific products or services, or other demographic information. AORN and its 

agents use "dummy" addresses in rented lists to detect and prevent renter abuse or multiple use of lists. Under no 

circumstances does AORN rent telephone or fax numbers, or email addresses. 

(3) Information Used for AORN Statistical Reports: AORN collects IP addresses for information about the 

geographic spread of internet users. AORN may record type and version of browser, sequence of pages viewed, 

and length of session for use in improving site navigation and usefulness. This information is for statistical 

analysis and is not correlated with any specific user. 
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Information Not Currently Used  
AORN does not use the names and email addresses of on-line forum  participants. 

 
Information Collected by Third Parties 
Users of AORN's website may have occasion to enter the sites of third parties under contract with AORN for 

provision of specific website features. AORN's agreements prohibit these organizations' use of information 

gathered. 

 
Opting Out 
AORN recognizes that members/customers may wish to limit AORN's use of personal information, and that this 

decision may occur after information is provided. If desired, AORN will mark a member's/customer's records in its 

central database to exclude their address in various ways. To accomplish this, members/customers should email 

complete contact information and instructions to custsvc@aorn.org or call (800) 755-2676. AORN is able to 

modify records in the following ways: 

¶ Exclude from mail - cuts off all AORN member communication via mail or email (most often used when 

two members in the same household want only one copy of AORN materials, when the Post Office returns 

mail as undeliverable, or when Association charges remain unpaid). 

¶ Exclude from vendor mail - keeps address off mailing lists or labels rented/sold by AORN to providers of 

products and services. 

¶ Exclude from AORN Congress mail - cuts off all mail and email information about AORN's Congress. 

¶ Exclude from MBNA partner mail - cuts off all mail from the partners of AORN's affiliate credit card 

program bank. 

¶ Exclude from mass email - cuts off all AORN email, except specific lists for which the member/customer 

has registered. 

¶ Exclude from e-Chapter listserv - cuts off the email from all AORN e-Chapters. 

¶ Exclude from specialty assembly directory - prevents inclusion in the published directory of AORN's 

special interest groups. 

¶ Exclude from AORN telemarketing - prevents AORN marketing telephone calls. 

¶ Delete fax number - deletes fax numbers from the member/customer record. 

 
Requesting that AORN modify a record in one or more of these ways could deprive the member/customer of some 

of the many benefits of their association with AORN. 

 
Data Security 
AORN uses several methods to transmit information submitted by customers. Increasingly, transactions are 

protected using SSL (Secure Socket Layer)  encryption software. This means that your credit card information, 

name, address, and email is encrypted as it travels across the Internet. SSL encryption is the standard for 

transactional security and it is used by virtually all other e-commerce systems on the web. AORN joins the Internet 

community's concern for data safety. Some AORN systems use unencrypted posting, in which your data is sent 

like email from your browser to AORN's server. The server retransmits this information to AORN's Association 

Service Representatives by email. AORN's web servers and its in-house association management systems are 

protected by advanced security measures. 

 
AORN's Guarantee 
We are unaware of any fraudulent use of a customer credit card as a result of ordering from AORN via the 

Internet. Because we are so confident of this record, we offer this guarantee: if you ever experience unauthorized 

use of your credit card as a result of ordering from AORN via the Internet through our SSL secured servers, we 

will reimburse you up to a maximum of $50 if your bank holds you liable for the charges. EXCEPT AS 

EXPRESSLY PROVIDED IN THIS PARAGRAPH, AORN HEREBY DISCLAIMS ANY GUARANTEE AND 

ALL EXPRESS OR IMPLIED WARRANTIES OF ANY KIND WHATSOEVER. AORN MAKES NO 

GUARANTEE OR WARRANTY REGARDING THE OPERATION OR PERFORMANCE OF ANY 

SECURITY MEASURE OR DEVICE INSTALLED ON ITS WEBSITE OR USED IN PROCESSING ONLINE 

mailto:custsvc@aorn.org
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TRANSACTIONS. THE FOREGOING STATES THE ENTIRE LIABILITY OF AORN WITH RESPECT TO 

DATA THEFT OR CORRUPTION.  

 
Your Permission 
By using AORN's website, you consent to the collection and use of the information by AORN unless you have 

OPTED OUT (see above). If we change our privacy or security policies in the future, those changes will be posted 

here so you always know what information we collect, how we use it, and how we protect it. 

 
Other Sites 
This site contains links to other sites.  While AORN strives to link only to sites that share our respect for privacy, 

AORN is not responsible for the privacy practices employed by other sites.   

 
Further Explanations 
We would be happy to explain any of our privacy and security policies to you in person. Questions regarding 

information privacy may be directed to the AORN Customer Service Department. Please include a phone number 

so we may respond directly (custsvc@aorn.org). 
 

 

Also available online at http://www.aorn.org/About_AORN/Legal/Privacy_Policy.aspx.  

mailto:custsvc@aorn.org?subject=Privacy%20Question
mailto:custsvc@aorn.org
http://www.aorn.org/About_AORN/Legal/Privacy_Policy.aspx
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Awards Program for 2014 
 

Chapter Excellence Awards 

AORNôs network of over 290 Chapters provides members with a valuable local connection to peers. They assist 

Chapter members to achieve professional and personal growth by offering educational programs, inspire students 

interested in the perioperative field, promote the value of AORN membership, and seek to increase public 

awareness of perioperative nursing by involvement in community activities. Through the Chapter Excellence 

Awards program, AORN has the opportunity to recognize these valuable contributions at the Chapter level. 

 

Application submissions for 2013 will focus on measurable goals, with options for selecting written content. The 

Membership Committee will review all Chapter award submissions received for the year that meet the 

requirements; incomplete submissions will not be considered. In each size category, Chapters receiving first, 

second, and third place scores will be awarded Gold, Silver, and Bronze status respectively. One Gold-winning 

Chapter will be selected as Chapter of the Year, representing the best submission among all size categories. 

Selecting recipients of the awards will depend on the number of submissions and scores; Gold, Silver, and Bronze 

status may not be awarded in each Chapter size category. Chapter Excellence Award recipients will be announced 

at the 2014 Congress; recipients will NOT be notified prior to Congress. 

 

Size Categories 

¶ Small (0-50 members) 

¶ Medium (51-150 members) 

¶ Intermediate (151-300 members) 

¶ Large (301+ members) 

 

The Chapter Excellence Awards application contains guidelines, submission instructions, and application deadline. 

The application will be available the end of June 2013.  
 

Outstanding Individual Achievement Awards 

In addition to recognizing Chapter excellence, consider nominating one of your colleagues for an outstanding 

achievement award. These awards honor individuals with notable accomplishments in the areas of education, 

research, clinical nursing practice, management, evidence-based practice, mentorship, promising professional, 

public policy advocacy, specialty assembly, Chapter, and State Council leadership, extended service, and 

volunteerism. The perioperative facility award was added in 2009 to recognize collegial accomplishments in 

AORN participation. The highest honor bestowed by AORN, the Award for Excellence in Perioperative Nursing, 

recognizes an individual whose accomplishments in practice, education, and research reflect the goals of 

excellence in perioperative patient care.  
 

The submission process for all individual awards is online. The online application for the 2014 Awards 

program opened June 2013. For further information about the Chapter Excellence and Outstanding Individual 

Achievement Awards, contact AORN Specialty Assembly Governance Coordinator Debbie Robichaud at 

drobichaud@aorn.org. 
 

mailto:drobichaud@aorn.org
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Board Visit Policies and Application 
 

The following procedures have been developed to assist both the AORN Board and Chapter and State Council 

leaders in scheduling, financing, and promoting AORN Board visits. All Chapter and State Council Board visits 

will be managed by AORN Executive Staff. 

 

Chapter Responsibilities 

1. Chapters must complete a Board Visit Application and apply for a Board member to visit their Chapter. 

2. All applications will be reviewed by the Chapter Relations Coordinator and forwarded to the Board Visits 

Task Force. Upon review, the Task Force will forward all approved applications to the AORN Board. 

3. Once a Board member has been selected or volunteers to do the Chapter visit, that Board member will 

contact the Chapter via email or telephone within two (2) weeks after notification of approved visit. 

4. Visiting Board member will send their presentation, biography, and objectives to the Chapter contact. 

5. Chapter contact will submit all appropriate information (presentation, bio, objectives, etc) for contact hour 

approval, evaluation, and certificate. 

6. The Chapter agrees to pay for hotel accommodations and meals, except for the Chapter of the Year. Board 

membersô housing accommodations should be in a hotel that is in a safe area with internal corridors. 

Chapters with limited funds may ask for financial assistance from either AORN or the AORN Foundation. 

This will be looked at on a case-by-case basis. 

7. Chapter contact will communicate hotel information to visiting Board member. 

8. Chapters should publicize (newsletters, fliers, Chapter web pages) the educational offering in advance in 

order to enhance participation. 

9. Chapters are encouraged to take full advantage of the Board memberôs visit as a recruitment/retention tool 

by sending invitations to schools of nursing, hospital administrators in the area, and AORN members and 

affiliate members. 

 

State Council Responsibilities 

1. All State Councils who would like a Board visit must complete a Board Visit Application in order to be 

considered. 

2. State Councils scheduling a Board member to speak at their state meeting must inform AORN Executive 

Staff and the Chapter Relations Coordinator of the dates prior to Board member acceptance.  

3. Collaboration of State Council visits and state Chapters are advised, as to cut down on expenses (possibly 

share expenses) and get the most exposure for the time (and financial) commitment. 

4. Non-affiliated State Councils are responsible for all Board membersô expenses. Affiliated State Councils 

are eligible for assistance on a case-by-case basis. 

 

Board Member Responsibilities 

1. Once a Board member has been selected to do the Board visit, that Board member will contact the 

Chapter/State Council contact via email or telephone within two (2) weeks after notification of visit. 

2. Board members will inform AORN Executive Staff of the Chapter/State Council visit dates once officially 

scheduled.  

3. Visiting Board member will send their presentation, biography, and objectives to the Chapter/State 

Council contact. 

4. Board members should make flight arrangements early and are encouraged to choose the least costly 

method of transportation that also meets their scheduling needs. Use of AORNôs contracted travel agencies 

is required except in unusual situations. 

5. All Board arrangements will be discussed and finalized with the Chapter/State Council contact before the 

Board memberôs scheduled visit. 
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Scheduling Board Visits (AORN Staff Details and Responsibilities)  

1. The Chapter Relations Coordinator will notify Chapter presidents/State Council chairs via email and the 

Chapter Leader Bulletin regarding the possibility of having a Board visit. All information will be available 

online at http://www.aorn.org/Get_Connected/Community/Chapters/Apply_for_a_Board_Visit.aspx.  

2. Ten (10) Chapter/affiliated State Council visits will be budgeted per year. 

3. AORN Executive Staff/Board will be sensitive to schedule those Board members whose geographic 

location is closest to the Chapter/state or, if not applicable, choose a Board member who has not visited 

many Chapters/State Councils, giving all Board members equal exposure, shared experience, and the 

opportunity for new Board members to present. 

4. Visiting Board member will not have a ñcanned presentation.ò All Board presentations will reflect the 

expertise/passion of the Board member, with a possible two to three additional slides at the end of the 

presentation with AORN benefits, new information, etc. 

http://www.aorn.org/Get_Connected/Community/Chapters/Apply_for_a_Board_Visit.aspx
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Board Visit Application  
 

The following application has been developed to assist the AORN Board with the scheduling of Chapter 

and State Council Board visits. The AORN Board has approved a limited number of visits to Chapters 

and State Councils who are struggling or newly formed.  

 

Please complete the following information to be considered for a Board visit. All applications will be 

reviewed by the Chapter Relations Coordinator and forwarded to the Board Visits Task Force. Upon 

review, the Task Force will forward all approved applications to the AORN Board. 

 

Group Name and Number:            

 

Contact Person:              

 

Contact Personôs Home Phone:     Cell:      

 

Contact Personôs Email:             

 

Program Dates:              

 

Program Location:              

 

Type of Meeting:              

 

Nearest Airport:              

 

Please explain the reason you would like a Board visit and/or if you are in need of financial assistance:   

 

               

 

               

 

               

 

               

 

               

 

               

 

Please send all applications to: 

AORN Chapter Relations Coordinator Deb Warren 

2170 S Parker Rd, Suite 400, Denver, CO 80231-5711 

Phone: (800) 755-2676, Ext. 222; Fax: (303) 750-3212 

Email: dwarren@aorn.org 

 

mailto:dwarren@aorn.org
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Communicate and Collaborate on the all new ORNurseLink  
 

AORN recently launched a new version of ORNurseLink, the social network for AORN members that makes 

connecting with your colleagues and sharing information easy. There are several enhancements to the site that 

weôre excited about sharing with our volunteer leaders. 

 

As with the previous version of ORNurseLink, each specialty assembly (SA), Chapter, and affiliated State Council 

have their own pre-established group that allows for targeted discussions, event calendar updates, document 

sharing, and group messaging. Popular features like sending newsletters, emailing group members, posting 

meeting notifications and holding online discussions are available on the new platform. 

 

In addition to group interaction, ORNurseLink offers discussion and resource-sharing forums for posting 

questions, sharing resources, and for taking part in conversations with colleagues and friends.  Previously known 

as MemberTalk, these new discussion forums are now broken into clinical hot topics to make it easier for users to 

find information and connect with community members with the same interests.   

 

Other new features include Share in ORNL and Ask an AORN Nurse.  The new Share in ORNL feature allows 

you to start a discussion with other AORN members about any news article, video, or any other content found on 

websites without navigating away from the page. The new Ask an AORN Nurse feature provides the opportunity 

to receive a clinical consultation online with the AORN nursing staff during dedicated hours.  

 

If you havenôt joined ORNurseLink ï now is the time to do it. To login to the site, go to www.aorn.org  and select 

ORNurseLink from the Get Involved tab. Enter your email address on file with AORN and your membership ID 

number or password youôve set. Once in the site, you will see community profile and links to your Chapter and 

SAs. You can then join other groups you find interesting, start a discussion about a clinical or other health care 

topics, and find and connect with colleagues. 

 

Use the help menu to quickly orient you to the new platform at ornurselink.aorn.org/help 

 
 

http://www.aorn.org/


 

26 

 



 

27 

 

CE Approval Process 

 
The journey to create meaningful education programs for nursing contact hours can sometimes seem like an 

obstacle course. In reality, the steps are logical, and once mastered, can be completed easily. Always keep in mind 

that AORN supports your intention to create nursing continuing education and we will  work with you to help you 

reach approval. 

 

Commercial interest organizations are not eligible for contact hour approval. A qualified presenter from a 

commercial interest organization may speak on topics unrelated to product. 

 

Definition of a Commercial Interest Organization 
The American Nurses Credentialing Center (ANCC) defines an organization as having a commercial interest if  it: 

1. produces, markets, sells, or distributes health care goods or services consumed by or used on patients; 

2. is owned or controlled by an entity that produces, markets, sells, or distributes health care goods or 

services consumed by or used on patients; or 

3. advocates for use of the products or services of commercial interest organizations.  

 

 
 

How to Apply for Contact Hours 
Continuing education activities for registered nurses (RNs) may be submitted for approval of contact hours via our 

web-based application. Each application submitted to the AORN Approval Unit is reviewed by members of the 

Continuing Education Approval Committee (CEAC), a 16-member volunteer peer group of perioperative 

registered nurses, each holding a Bachelor of Science or higher degree in nursing. CEACôs qualitative review 

ensures that the application is 

¶ Accurate 

¶ Meets American Nurses Credentialing Center (ANCC) criteria 

¶ Is relevant to professional practice 

¶ Meets the learning level of the target audience 

¶ Is free of commercial bias 

 

Once an application has been reviewed, the applicant is notified of the results via email. If an application has met 

all ANCC requirements upon first review, the application is APPROVED immediately. 

If corrections are required, the application receives an APPROVAL PENDING status and the applicant is told 

specifically what information is still needed or needs revision and is provided with examples/suggestions to assist 

in making those corrections. A corrected application must be returned by a specified date and confirmed for final 

APPROVAL. 

 

Final approval must be obtained BEFORE the activity date. The program expires two years after the approval date 

and can be presented at any time during those two years.  

 

For more information and for technical assistance, email approvalunit@aorn.org or call (800) 755-2676, Ext. 254 

or Ext. 456. Visit our web page at www.aorn.org/Education/CEApproval Process.  

 

The Association of periOperative Registered Nurses, Inc. is accredited as an approver of continuing nursing 

education by the American Nurses Credentialing Center's Commission on Accreditation.   
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Dealing with Difficult People and Conflict 
 

There comes a time in every Chapter or State Council officerôs life, where you have to deal with a difficult person. 

This person could be a member who has their own opinion on how the ñbusinessò should be run and shares that 

opinion with everyone; this may be an officer who never attends any meeting but tells others he/she does 

everything for the Chapter/State Council; this may be a long-standing member who has a negative attitude against 

younger members and will not change for anyone; and the list goes on and on.  

 

If this sounds familiar to you, your first instinct may be, ñIf I donôt address it, the problem will eventually go 

away.ò Buté the problem never really goes awayéit just snowballs! You canôt stop thinking about the situation, 

this person constantly emails you, or worse yet - copies everyone about the problem and itôs now to the point 

where YOU donôt even want to go to meetings. 

 

SoéWhat do you do now? You really enjoy being an officer and you want to do whatôs right for your members 

and whatôs right for you! Here are a few suggestions. 

1. Know your Chapter/State Council bylaws and policies inside and out. In most cases, there is something in 

writing that backs up your feelings that the inappropriate behavior warrants confrontation and action.  

2. If your bylaws/policies havenôt been updated in a while, make it a point to update them now! Be sure to 

send a copy to AORN ï that way, you always know that someone else has a copy besides you. 

3. Adopt a Code of Ethics. A sample Code of Ethics is in this Guide and available online. 

4. Donôt wait for the problem to happen again. Address it right away.  

5. Know the venues to communicate your message. The more sensitive the message, the more personal the 

medium should be.
3 
When addressing an issue, some written communication (letter, email) may come 

across as a bit harsh or interpreted in a way with built-in assumptions/judgments, where a face-to-face 

conversation might be best ï you can see facial expressions and body language, and you can hear their 

tone of voice.  

6. Always rememberéConflict is necessary; combat is optional.
1 
Below is a suggested problem-solving 

process.
2
 

a. Listen and ask clarifying questions if necessary. 

b. State the facts, from your perception, and ask for recommendations to solve the problem. 

c. Reiterate your goals. 

d. Agree on values. 

e. Agree on a solution. 

f. Re-evaluate. 

7. Donôt let your emotions drive your reaction. Think, plan, and prepare. Collect the facts. 

8. Once you have a plan, commit to it.  

9. Donôt be afraid to say ñno.ò 

10. Positive recognition goes a long way, so does avoidance. Reinforced behavior (good and bad) tends to be 

repeated behavior. 

 

If you are in a situation where you need additional help, contact AORN Chapter Relations Coordinator Deb 

Warren (dwarren@aorn.org), at Ext. 222. Many Chapters/State Councils share the same issues, so donôt hesitate to 

ask for help! 

 

Excerpts from this page were taken from ñWalk The Talk Just In Time Resources.ò 

1. Getting Good at Getting Along by BJ Gallagher. 

2. Solving People Problems at Work by Steve Ventura. 

3. Getting Good at Communicating by BJ Gallagher. 

 

mailto:dwarren@aorn.org
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Documentation Retention Schedule and Details 
 

In accordance with 18 U.S.C. Section 1519 and the Sarbanes Oxley Act of 2002, Chapter/State Council 

Board of Directors are strongly encouraged to endorse this record retention schedule and assign the task of 

archiving records to the secretary or historian. As the person (or task force) reviews records, he/she/they should 

sort the items into folders (physical or electronic), envelopes, or boxes labeled with ñRetain documents until the 

(month) (year).ò 

 

For example: 

 

990 and Employer Identification  

Number (EIN) Information   Retain for Permanent Files - Do Not Discard 

 

Annual Financial Reports Retain for Permanent Files; however, okay to discard if 

financial reports are documented in meeting minutes or 

printed in newsletters (both of which are kept in 

permanent files). 

 

 Bylaws Retain for Permanent Files - Do Not Discard 

 

Bank Statements/Check Registers Retain for seven (7) years 

 

Meeting Minutes Retain for Permanent Files - Do Not Discard; however, 

okay to discard if printed in newsletters (which are kept 

in permanent files). 

 

Membership Rosters    Retain for three (3) years (longer if desired for  

      historical purposes) 

 

Newsletters Retain for Permanent Files - Do Not Discard 

 

Record Retention 

Documentation is an important function that provides a historical perspective on the Chapter/State Council and 

provides a communication tool that can be transmitted from one year to the next. This section should be distributed 

to the secretary and treasurer to enhance his/her orientation to the role. Although other committee chairs and 

officers are responsible for specific components of documentation, the secretary and treasurer should have a good 

understanding of what needs to be retained for the permanent files. Before reporting off, the outgoing secretary and 

treasurer should review the files (physical or electronic) for completeness and discard appropriately. If pages are 

removed from the minuteôs book on a yearly basis, the outgoing secretary should archive or file them according to 

policy. 

 

Membership Records 

The Chapter or State Council may choose to keep a record for each member. Each record might include the 

member's name, address, telephone number (home/work), email, place of employment, membership renewal date, 

CNOR status, and committee or officer/board positions held either at the local or National level. Chapter officers 

can obtain an updated roster of current members and their renewal dates online at any time, under Chapter Reports 

and Rosters 

http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Chapter_Reports_And_R

osters.aspx.  
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Financial Records 

Each Chapter or State Council must maintain certain financial records on file to meet tax requirements. Forms that 

should be kept include auditor reports, proof of EIN number from the IRS, and tax reports (copy/save print screen 

of completed 990 filing).  

 

Educational Records 

These records reflect the educational activities of the Chapter or State Council. Applications for approval of 

contact hours, copies of attendance certificates, records of attendance, educational activity budgets, activity 

evaluations, copies of activity brochures, and number of contact hours awarded should be kept according to 

guidelines required by AORN's accrediting agency (ANCC). The online contact hour approval process 

(http://www.aorn.org/Education/CEApprovalProcess/) is very user friendly. If you have any questions, 

contact Ellen Reeder at ereeder@aorn.org, or Ext. 254. All contact hour education records are necessary for 

members who need contact-hour verification for CNOR or state licensure renewal. 

 

Minutes 

Minutes of all committee and board/officer meetings should be kept indefinitely. Minutes should reflect all 

activities, such as nomination and election of officers, fundraising efforts, approval of expenditures, awards, and 

member recognition's. Any deviation from regular procedure (eg, a change in meeting place, substitution for the 

presiding officer or committee chair) should be noted. Minutes are a factual record and should be complete. 

 

¶ Recording Reports in the Minutes: Only a brief summary of reports by officers and chairs is 

included in the minutes. Many Chapters and State Councils choose to note that the reports were read 

and filed. If the committee report includes resolutions for action, the resolution and action taken 

should be recorded in the minutes. 

¶ Recording Motions in the Minutes: All  main motions and whether they were adopted or defeated are 

entered in the minutes. The name of the person making the motion may be entered, but it is not 

necessary. The name of the person seconding the motion is never entered. If desired, it can be noted 

that the motion was discussed and amended. An amended motion may be entered in the minutes in the 

form in which it was adopted, without giving its original form or the original amendment. 

 

It is not necessary to record all subsidiary motions or record motions that were withdrawn. Previous 

notice, such as a notice to remove or amend the bylaws, minutes, or standing rules, must be included 

in the minutes. Sample motion: "Madam President, I move that the meeting night be changed to 

Wednesday." This also can be presented as a resolution. This would be entered in the minutes as: A 

resolution offered by Sally Wright was adopted as follows: "Resolved that the meeting night be 

changed to Wednesday." If the motion or resolution is amended (eg, to state the second Wednesday of 

every month) it can be noted in the minutes that the motion as amended was approved. 

¶ Reading and Approval of Minutes: The minutes should be a ñdraftò until they have been approved. 

If possible, the ñdraftò of the minutes should be attached to the next meeting agenda for review. 

Because the purpose of reading (reviewing) the minutes is to ensure that they are correct, the chair 

must allow time for members to correct them. Approved corrections should be made within the 

original document as ñApprovedò and the date should be put at the bottom of the approved minutes 

(with any changes made). Changes may be initialed by the secretary and the president. 

 

If two or more sets of minutes remain unread from previous meetings, the minutes of the meeting 

farthest away are read first and approved. An error noticed days, weeks, or months after they are 

approved may be corrected by a motion to amend. The Incidental Main Motion requires a two-thirds 

vote. Correction before adoption (approval) only requires a majority vote. 

 

If there is a disagreement as to the proposed correction, the chair, without waiting for a motion, may put the 

disputed question to a vote by saying: ñThose in favor of making the correction as proposed say óaye,ô those 

opposed say óno.ôò 

 

mailto:ereeder@aorn.org
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Financial Protection: Managing Your Finances! 
 

One of the top issues facing Chapters this year has been related to financial management. This is not specific to 

Chapters. When dealing with finances, always keep one thing in mind ï asking questions or requesting more 

information has nothing to do with trust - itôs about doing good business and using the money entrusted to 

you to serve your members. Below are two real-life scenarios. The sharing of this information is intended to 

educate and help avoid these situations from happening to you. 

 

Scenario I 

This Chapter gave their two delegates a stipend (full amount upfront) to attend Congress and represent the Chapter 

during voting. In return, these delegates would attend Congress, represent the Chapter while voting in the House of 

Delegates, then give a report on their experience at the Chapter meeting following Congress.  

 

Point of Information: One of the two delegates did not register as a delegate until just before Congress and didnôt 

register for Congress until they were on-site. This same delegate did not attend the House of Delegates and was not 

seen by the other delegate during Congress week.  

 

Outcome: The Chapter president developed a Delegate Policy (below) and will be sharing these requirements up 

front with anyone wishing to be a Chapter delegate. 

 

(Note from Chapter Relations: This was not the only Chapter with this issue in 2013. It is recommended that 

EVERY  Chapter have a delegate policy in place. When a stipend is being given to the Chapter delegates, do not 

give the entire amount up front and reiterate that the amount of money dispensed to the delegates is dependent on 

Chapter funds (no one is ñentitledò to Chapter money). 

 

Sample Delegate Policy 

 

1. Delegate must qualify by the point system. 

2. Delegates will receive one copy of delegate duties and will be required to sign a second copy agreeing to 

all delegate duties that will be attached to Chapter minutes. 

3. Delegates will be expected to attend Chapter meetings prior to Congress and after Congress week. 

4. Delegate funds will be given to delegates no more than 45 to 60 days prior to Congress date. 

5. Delegates will receive ½ of funds prior to Congress, then ½ after Congress with proven completion of all 

delegate duties. 

6. Delegates will receive funding as Chapter funds allow, but not 100% of expenses. 

7. Delegates will be expected to provide a report on Congress to the Chapter at a Chapter meeting. 

 

 

Scenario II  

A Chapter president got a call from their bank. Their new treasurer of approx. 6 weeks had been writing a $500 

check from the Chapter account every Friday and depositing it into her personal account - to the tune of more than 

$2,600. After a few weeks of monitoring the activities in both accounts (both accounts were at the same bank), the 

bank contacted the police. The treasurer was charged with two counts of theft and one count of attempted theft. 

The press got involved and put an article in their local paper - ñWoman Charged with Theft from Nursing 

Organization.ò 

 

Point of information: The Chapter president, president-elect, and treasurer all worked at the same facility and the 

treasurer was the president-electôs supervisor. To make matters worse, the treasurer was telling some of the other 

coworkers at their facility what had happened, openly admitting her guilt. The treasurer also confided in her 

nursing supervisor.  
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Action taken: The president contacted AORN for guidance, expressing concerns about the money, what to tell their 

coworkers and Chapter members, and what ñnotò to tell the press. After several consultations with AORN Chapter 

Relations, the CFO, and the AORN corporate attorney, guidelines were developed to help the Chapter through this 

situation.  

 

Outcome: The treasurer paid the money back to the Chapter, but faced potential legal implications, which included 

a report to the Board of Nursing. 

 

Good business practices for bank accounts 

¶ Have two people on the account ï  

1. Treasurer - can sign checks and receives bank statement, AND 

2. President - signs checks and receive the bank statements 

¶ Consider having two signatures required on checks 

¶ Suggest looking into Director and Officers Insurance and Employee Theft Insurance 

¶ Conduct yearly audits of accounts 

1. Audit can be done by someone outside the Chapter 

2. Treasurer is not involved ï only available for questions 

3. Results from audit are brought to the entire board 

¶ Have your treasurer prepare a monthly financial statement and send to all board members 

¶ Have your treasurer present financial report at all Chapter meetings 

 

Just in case this situation happens to you 

¶ Remove member from the position (ask for resignation) 

¶ Close out current account and open new account 

¶ Contact AORN and inform them of the situation  

¶ Communication 

1. Designate one spokesperson for your Chapter/State Council 

2. Have ñTalking Pointsò ready when asked about situation 

¶ Work relationship must be kept separate from Chapter/State Council relationship 

¶ The police may ask you to testify, so be certain of what you want out of this situation (eg, money paid 

back) 
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Financial Tips: Financial Report, Budget, Record Keeping 
 

Financial Report 

It is the treasurerôs responsible to make sure that financial records are accurate and maintained. They are also in 

charge of putting together a monthly financial report to be shared with the board and membership either by 

including it in their newsletter and/or posting it online.  

 

Below is one sample of a financial report (courtesy of Chapter 2801). Several sample financial reports are also 

available online at http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/ 

Treasurer_Responsibilities_and_Financial_Information.aspx. 

 

Chapter/State Council Name Financial Report 

Income Number 

$ Per 

Unit  Total 

Rebates from AORN   

  Bank Interest       

Money Market       

Award Banquet Receipts       

Workshop - Conference       

Advertising       

Other: 

   Other: 

   Total Income     

         

Expenses       

Congress Registration     

 Delegate Stipend     

 Leadership Conference       

Installation       

Fundraising Items       

Education Program (Itemize)       

AORN Foundation Donation       

State Council Dues       

Newsletter       

Other: 

   Other: 

   Total Expenses     

         

Checking Acct Balance       

        

        
 

http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Treasurer_Responsibilities_and_Financial_Information.aspx
http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Treasurer_Responsibilities_and_Financial_Information.aspx
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Budgets Facts 

All Chapters and State Council should begin and end their year reviewing their budgets. All officers and Board of 

Directors should be involved in setting financial goals for the Chapter and State Council and in preparing and 

approving the budget. The budget should be reviewed to ensure that the projected income (revenues) and expenses 

are realistic. There is a sample Excel budget online for you to customize with your specific group needs at 

http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Treasurer_Responsibilities_and_Fi

nancial_Information.aspx.  

 

Record Keeping Tips 

The treasury files should contain the following items. 

Å Copy of past and current bylaws and policies with authorization of disbursements sections highlighted 

Å Copy of the approved budget 

Å Receipt book to acknowledge money received 

Å Check book to disburse funds as authorized 

Å Treasurer's accounting books (eg, bank statements, deposit slips, cancelled checks) 

Å Up-to-date roster of members 

Å Tax records and confirmation of 990 filing 

Å Proof of Federal Employee Identification Number (EIN) from the IRS (if available) 

Å Fundraising records 

Å Auditorôs report 

Å Inventory of goods in stock (eg, recipe books) 

 

For more information, contact AORN Chapter Relations Coordinator Deb Warren, at (800) 755-2676, Ext. 222, or 

dwarren@aorn.org. 

 

http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Treasurer_Responsibilities_and_Financial_Information.aspx
http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Treasurer_Responsibilities_and_Financial_Information.aspx
mailto:dwarren@aorn.org
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Foundation Grants and Scholarships 
 

 

Who We Are 

The AORN Foundation is the philanthropic arm of AORN, and exists to support you ï the perioperative nurse. As 

a 501(c)(3) charitable organization, the Foundation is a committed partner in advancing patient and workplace 

safety through funding educational resources, professional development and academic scholarships, and research.   

 

Our Mission 

The mission of the AORN Foundation is to advance patient safety by supporting nurses who make surgery safe 

through education, research and patient safety initiatives. 

 

AORN Foundation Programs ï Resources Available  

 

¶ Patient Safety Resources ï As a partner with AORN, the premier resource for perioperative nurses, 

the AORN Foundation funds innovative educational programs specifically targeted toward improving 

patient and workplace safety in the surgical setting.  Through providing funding for learning tools in 

multiple modalities, such as tool kits, webinars, online education programs and face-to-face seminars, 

the AORN Foundation advances the perioperative profession and promotes quality patient care. In 

2012, the AORN Foundation funded $950,000 for patient safety sources. 

 

¶ Professional Development Grants ïA perioperative nurse should have access to education no matter 

what stage they are at in their career. This philosophy is at the heart of the AORN Foundation mission. 

From technological advancements to complex patient needs, the ever evolving field of health care 

requires perioperative nurses to be lifelong learners. The AORN Foundation supports the need for 

continuing education by providing individual professional development grants to nurses seeking to 

maintain competency and to ensure safe and high-quality patient care through select education 

programs. In 2012, the Foundation awarded over $125,000 in professional development grants to help 

nurses attend AORN Congress, eCongress, and help organizations and individuals prepare and register 

for the CNOR exam. 

 

¶ Academic Scholarships ï At the AORN Foundation, we believe in investing in perioperative nurses 

and in the future of the profession. And we know the need for financial support is greater today than 

ever before. The rising cost of tuition and decreased employer reimbursement makes it difficult for 

nurses to get the education they need to provide optimal patient care. To address this growing need, 

the Foundation awards scholarships to students who are pursuing a career in perioperative nursing, and 

to registered nurses who are continuing their education in perioperative nursing by pursuing a 

bachelorôs, masterôs or doctoral degree in nursing or a complementary field. In 2012, the Foundation 

awarded $187,000 to 56 students across the country. 
 

¶ Research ï Evidence-based research is fundamental to quality patient care and should be the 

foundation for perioperative nursing practice. Health care consumers and insurers depend on evidence-

based research to demonstrate the effectiveness of state-of-the-art treatments.  In a continuing effort to 

improve patient outcomes, the AORN Foundation provides funding for research studies that impact 

surgical safety and outcomes through the AORN Research Grant Program. 
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Foundation Grants and Scholarships (continued) 

 

How to help 

The Foundation is how nurses help nurses. Foundation dollars help support your colleagues, the next generations 

of perioperative nurses, and ultimately the patients you serve. 

 

By giving to the AORN Foundation, you become part of an important society of generous and determined leaders 

who are passionate about the profession of perioperative nursing and their role in promoting patient safety. For 

more information, on resources available, or on joining the community of donors committed to this important 

cause, please stop by the AORN Foundation table, or contact us at: 

 

AORN Foundation  

2170 South Parker Road, #400, Denver, CO 80231 

(800) 755-2676 

aorn.org/AORNFoundation  

 

http://www.aorn.org/AORNFoundation
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Fundraising 

 
Chapters and State Councils have the opportunity to raise funds for educational activities, scholarships, and 

assistance for Congress or Leadership. Below are a few fundraising ideas, but there is really no limit to what you 

can do to help raise funds. 

 

Events 

¶ 5K/10K run/walk 

¶ Fashion show 

¶ Golf tournament 

¶ Seminar 

¶ Silent auction 

¶ Vendor fundraiser 

¶ Wine tasting 

Raffles 

¶ Baskets 

¶ Signed sports items 

¶ Jewelry 

¶ Wine 

¶ Limo rides 

¶ Weekend trips 

¶ Spa day 

¶ Garage sale 

¶ IPad/IPod/Tablet 

Sales 

¶ Bake sale items 

¶ Pins 

¶ Homemade card/jewelry 

¶ Entertainment books 

¶ Local specialty items/food 

 

If you have more ideas, email them to AORN Chapter Relations Coordinator Deb Warren, at dwarren@aorn.org, 

or call (800) 755-2676, Ext. 222. 

27 

mailto:dwarren@aorn.org
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Guidelines for Logo Usage and Customized Chapter Logo 
 

 

 
AORN Logo Facts 

The AORN logo is the sole and exclusive property of AORN and cannot be used by any person or group without 

advance approval by the Chapter Relations Coordinator. A proof of logo usage will be required before approval is 

given. Use of the Congress logo must be approved by the President, so build in extra lead time. The logos may not 

be used for the following. 

¶ Commercial purposes 

¶ On any item for personal use 

 

The AORN logo may be used on the local level, with approval from AORN, as follows. 

¶ Stationery 

¶ AORN-sponsored educational brochures 

¶ Newsletters and web sites 

¶ Officer installations 

¶ Contact hour certificates at the local level for AORN approved offerings 

 

No fee will be assessed for use of the logos for the above items. The following pages are the AORN logo usage 

standards. Please keep these in mind when planning your design. 

 

____________________________________________________________________________________________ 

 

Customized logo for your Chapter 

The Production and Design Services team has designed a generic logo that can be customized for your Chapter. 

The process would take approx. 3-4 weeks. A sample of the logo is below. 

 

 

 
 

 

For AORN logo usage questions and approval or to get your customized Chapter logo, contact AORN Chapter 

Relations Coordinator Deb Warren, at (800) 755-2676, Ext. 222 or dwarren@aorn.org. 

29 
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Meeting Planning Ideas 
 

Below are some ideas from other leaders for meeting ideas, planning, and promotion.  

 

Promote your meeting 

¶ Advertise in the local newspapers 

¶ Go to the state department of health web site and search by county of facilities in the area 

¶ Partner with the local and state nursing associations 

¶ Advertise to all areas of nursing, not just OR 

¶ Alert government officials of Perioperative Nurse Week 

¶ Include Governor in announcing proclamation for Perioperative Nurses Week 

¶ Plan ahead - Use your ORNurseLink Chapter or State Council group web site  

Meeting Planning Ideas 

¶ Get one person/one educator at a meeting 

¶ Use hospital facilitator 

¶ Ask vendor to sponsor food 

¶ Have two committees ï one for program and one for refreshments 

¶ Collaborate with other Chapters and State Councils and include vendors 

¶ Collaborate with other nursing organizations to do combined workshops (eg, ER, Endo, cath labs) 

¶ Develop name tags for members to wear at meetings ï good for networking and helps nominating 

committee identify future leaders 

¶ Consider sponsoring a retired nurse or nursing student 

¶ Adopt a local charity for fundraising events 

¶ Invite other nursing specialties when presentation is applicable to them (eg, Anesthesia ï PACU, ASPAN; 

GI ï Endoscopy nurses) 

¶ When nonmembers come to your meetings, follow-up with a postcard and call 

¶ Get industry involved in meetings 

¶ Charge $25 for meeting and give back if they attend 

¶ Meet less times per year 

¶ Have an agenda for all business meeting 

¶ Listen to members 

¶ Hand out reports and post on web 

¶ Do raffle at end of meeting 

¶ Have officers/board members introduce themselves so new and current members know and recognize who 

they are and who to go to with questions/concerns/issues 

¶ Embrace new people at your meetings  

¶ Have food at meeting 

¶ Make board meetings open to all members 

¶ Meeting format ï 6-6:30 pmï dinner/6:30-7:30 pm contact hour education/7:30-8 pm ï business meeting. 

Note: Business before CEs forces meeting to be short and is courteous to speaker 

¶ Education speaker grants from AORN Foundation or industry 

Meetings idea 

¶ Veterinary schools 

¶ Military schools 

¶ Topic of ñCrucial Conversationsò  

¶ Teddy Bear Clinic 

¶ Have someone who has built a new department in a facility present/panel discussion/tour (no need to 

reinvent the wheel) 

¶ Organ donation speaker 

¶ Meet at restaurant with contact hours 
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¶ Every other month meet at 5:30pm versus 3:45pm 

¶ Meet at library 

¶ Vendor fair 

¶ Networking 

¶ Think outside the OR box for topics (eg, holistic, aromatherapy ï very big) 

¶ Hands-on workshops (eg, bone, spine, bariatric) 

¶ Road trips to Zoo (very popular) 

¶ Anything that includes families 

¶ Webinars and teleconferences 

¶ Establish relationship with city councils and ask them to visit Chapters 

¶ Contact local police department to speak about personal safety issues, such as crime prevention, self-

defense, escorts after hours, environmental awareness 

¶ Invite a pathologist and/or forensic nurse to discuss perioperative implications 

¶ Introduction of surgical robotics presentation - contact local facility or contact the manufacturer directly 

¶ Contact industry representatives to assist/conduct presentation ï Note: You may need to develop a grant 

letter addressing why the program is needed, purpose of meeting, and the vision of the meeting (eg, 

Boston Scientific ï Ethicon, HillROM). HillROM will provide facility tour, transport per bus, and provide 

accommodations (HillROM owns its own hotel). 

¶ CRNA or CRNFA speaker 

¶ Rotate hospital location for meetings 

¶ Joint meeting for day-long conference 

¶ MD presentation by a nurse who works with them using their material, but giving the nursing care 

perspective 

¶ Conduct a mini QuizBowl  

¶ Combine meeting with local nursing schools 

¶ Shorter meetings 

¶ Give away free gifts (possibly sponsored) 

¶ Hot topic, roundtable discussions 

¶ Provide daycare 

¶ Celebrate new CNORs/CRNFAs 

¶ Make meetings fun so people have a good time 

¶ Conscious sedation workshop ï invite diagnostic imaging lead staff 

¶ Independent study online 

¶ Cookie exchange ï December 

¶ Holiday meeting ï dinner 

¶ Saturday morning brunch 

¶ Multi -Chapter or State Council meeting ï one group does facility/one does program 

Reasons the younger generation donôt come to meetings 

¶ Need to get home to children or pets 

¶ Business meeting is too long or busy 

¶ Working alternate shifts 

¶ Bullies 

¶ Personality differences 

Possible solutions 

¶ Keep business meetings to 30 minutes max 

¶ Switch places ï have meeting at different facilities 

¶ Have food ï find sponsor to fund foods 

¶ Webinars 
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Membership Recruitment and Retention 
 

The following membership recruitment and retention ideas were gathered from other Chapter and State Council 

leaders. 

 

Member Renewal/Retention/Incentives 

¶ Raffle for AORN membership 

¶ Congress registration raffle if attending all meetings 

¶ $10 reward if they can show proof that they have renewed or joined AORN 

¶ Individual may sponsor a student Chapter membership (Adopt A Student) 

¶ Chapter/State Council will pay dues for surgical techs that are accepted to nursing school 

¶ Reward a member who does a lot for your Chapter/State Council with a life-time membership to AORN 

¶ Give a 3-year membership to the outgoing President 

¶ Visit area ORs ï contact supervisor with donuts 

¶ Invite CRNAs  

¶ Invite manager to celebration just for them - More members attend when their manager attend 

¶ Visit nursing school to recruit nursing students to join AORN and promote scholarship 

¶ Send postcard or put note on locker saying we missed you at our AORN meeting 

¶ Welcome new members with Angel pins (AORN sells) or give Chapter/State Council cookbook 

¶ Assign a ñbig brother/big sisterò to new members 

¶ Survey membership for topics the members want 

¶ Personally invite new members to join 

¶ Phone call reminders to members when itôs time to renew 

¶ Raffle AORN membership to new grads 

¶ Monetary rewards for coming to meetings/involvement (eg, $10 rebate/$50 scholarship) 

¶ Scholarship, include mentorship 

¶ Perfect attendance incentive 

¶ Community service (eg, high school physical, angel soldiers) 

¶ Have orientation packet for new members 
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Needs Assessment Survey 
 

The AORN Membership Committee has developed a Membership Survey that you can be customized for your 

individual Chapter or State Council needs. This survey allows leaders to gather critical feedback from members on 

how to better serve their needs. It also allows the exchange of information, such as options for meeting times, 

dates, and locations. This survey is also located online off the Manager Your Chapter web page - 

http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Manage_Your_Chapter.aspx. The 

survey is formatted in Word for easy editing, updating, and customizing.  

 

AORN Chapter/State Council Survey 

 

In an effort to better serve you and meet your needs, please fill out the following survey questions. 

 

Circle one where applicable 

1. How frequent do you feel your Chapter/State Council should meeting? 

Monthly  Every other month  Quarterly 

 

2. What day of the week is the best time to meet? 

Monday  Tuesday Wednesday Thursday Friday  Saturday 

 

3. What is the best time to meet? 

3:30 pm  4 pm  4:30 pm 5 pm  5:30 pm 6 pm 

 6:30 pm  7 pm  Other:         

 

4. If you held a meeting on Saturday, what would be a good time?  Morning Afternoon  

 

5. What is the best way for you to receive communication from AORN? 

Phone call  Email  Postcard Mail 

 

6. Do you think the AORN business meeting is?  Too long Just right Too short 

 

7. What are your top two reasons for attending meetings?  

Education/contact hours   Networking   Socialize/Meets friends 

To get out of the house   Free Food   Contribute to Chapter 

 

8. Would you like to rotate meetings during the week one month and Saturdays the next? Yes No 

9. Would you use childcare if it was offered at meetings?     Yes No 

10. Would you attend meetings offsite (eg, community college, nursing school, zoo)?  Yes No 

11. Would you bring a new nurse to an AORN recruitment dinner?    Yes No 

12. Do you need more CEs (double education meeting ï 2 hours for more credit)?  Yes No  

13. Would you be willing to help your Chapter/State Council in any of the following ways? 

Phone calls to members for meeting reminders      Yes No 

Update/maintain web site        Yes No 

Securing space at local facilities to hold meetings     Yes No 

Perioperative outreach at local nursing schools, career days at college/high schools Yes No 

If you answered yes to the last 4 questions, please fill out a volunteer form (attached) 

 

14. What educational offerings would you like to see presented at AORN meetings? Please list any suggested 

speakers and their contact information. 

               

 

               

 

http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Manage_Your_Chapter.aspx
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15. What prevents you from attending AORN meetings? 

              

 

16. What do you want out of AORN? 

              

 

               

 

17. What one word/phrase best describes your Chapter/State Council?       

 

18. If you could change one thing about your Chapter/State Council, what would it be?     

 

               

 

19. What do you see as your biggest benefit of being a member of this Chapter/State Council?    

 

               

 

20. What do you see as the biggest benefit of being a member of AORN?       

 

               

 

21. Is there a topic you would be willing to present at our Chapter/State Council meeting, and if so what is it?  

 

              

 

22. Would you prefer the business meeting be held before or after the educational offering?     

 

23. What local charitable organization would you like to see our Chapter/State Council work with (Habitat for 

Humanity, Food Bank, etc)? Please list. 

               

 

               

 

24. Name one thing YOU can do this year for your Chapter/State Council?       

 

               

 

25. Why did you join AORN?            

 

               

 

               

 

               

 

               

 

Thank you for taking the time to complete this survey.  

Please return them to (put in name of person). 
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Officer Updates 
 

It is important to ensure that your Chapter officers are updated and current at all times. The transition from your 

current officers to your new officers should be smooth, avoiding any time where there are no officers. This can be 

easily done by planning the beginning and end term dates of your officers. 

 

For example, say your current Chapter presidentôs term began on 6/1/2012 and ended 5/31/2013. You would want 

to make the incoming presidentôs term begin on 6/1/2013 and end of 5/31/2014. That way, the transition is 

automatic ï the past officer goes off and the new president comes on ï smooth sailing and no vacancies! 

 

Before your current Chapter officerôs terms expire, one of those officers should go online and put in your new 

officers at http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Update_Chapter_Officers.aspx. 

Once there... 

¶ Click on the link to Begin Updating Chapter Officers 

¶ Login (which will take you to your main Chapter Reports and Rosters page)  

¶ Scroll down past your Chapter officers and click on the last link under Maintenance to Update Chapter 

Officers 

¶ On the Chapter Officer Maintenance page, be sure to expand the arrows on the left next to Officers, Board 

Members, and Nominating Committee Members, so you can see the current officers and their beginning 

and end term dates. 

If you have an officer and you donôt see their title (past chair, nominating chair, education chair, etc), contact the 

Chapter Relations Coordinator Deb Warren and she will add them for you. 

 

Though the Chapter Accountability Standards say to notify AORN of your new officers within one month, you 

need to update your officers after they have been voted in and before your current officers terms expire, so there is 

never a time when your Chapter donôt have any officers. ANDéyou want to ensure that all officers have access to 

the Chapter Reports and Rosters and ownership rights to the Chapterôs ORNurseLink web page.  

 

If you are having problems or have a different question, contact the AORN Chapter Relations Coordinator Deb 

Warren at (800) 755-2676, Ext. 222 or dwarren@aorn.org.  

 

 

State Councils can submit officers online at any time at 

http://www.aorn.org/Get_Involved/Community/State_Councils/State_Council_Officer_Update_Form.aspx. If you 

have any questions, contact Government Affairs at (800) 755-2676, Ext. 246. 

 

 

All Chapter and State Council officers updated online are loaded directly into our database. 
 

http://www.aorn.org/Get_Involved/Community/Chapters/ManageYourChapter/Update_Chapter_Officers.aspx
mailto:dwarren@aorn.org
http://www.aorn.org/Get_Involved/Community/State_Councils/State_Council_Officer_Update_Form.aspx
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Public Policy 
 

The National Legislative Committee (NLC), state legislative coordinators, State Council leaders, and AORN 

government affairs staff coordinate and engage AORN members to participate in the legislative and regulatory 

process. These AORN public policy leaders work to advance AORNôs legislative priorities and public policy 

initiatives at the federal and state level. They meet monthly to share progress and sharpen AORNôs advocacy and 

grassroots efforts.  

Chapter Presidents and State Council Chairs are critical to the success of AORNôs advocacy and grassroots efforts. 

Perioperative advocacy with elected officials is important ï both to the profession and to the patients we serve. 

Your leadership motivates participation within your Chapter and State Council.  

AORNôs public policy efforts would not be successful without broader knowledge and participation in our 

advocacy efforts by all Chapters and State Councils. Chapter and State Council leadership should have close 

working relationships with their state legislative coordinator and regional NLC representative. Here are some tools 

and resources to support your success: 

1. 2013 Legislative Priorities - http://www.aorn.org/LegislativePriorities/ 

2. Description of the role and responsibility of state coordinator, NLC regional coordinator, and NLC 

chair 
http://www.aorn.org/Advocacy/Supporting_Documents/Roles_and_Responsibilities_Coordinators,_NLC.aspx  

3. Advocacy Toolbox - http://www.aorn.org/AdvocacyToolBox 

4. Current Laws ï  

¶ RN Circulator laws - http://www.aorn.org/RNasCirculator 

¶ RN First Assistant reimbursement laws - 
http://www.aorn.org/Advocacy/Issues_and_Initiatives/Legislative_Priorities/Registered_Nurse_First_Assist

ant.aspx  
5) Advocacy Checklist - 

http://www.aorn.org/Advocacy/Supporting_Documents/Tools_and_Resources/Advocacy_Checklist.aspx  
6) Whatôs Happening in My State - 

http://www.aorn.org/Advocacy/Whats_Happening_in_My_State/What_s_happening_in_my_state_.aspx  
7) Public Policy News - http://www.aorn.org/Advocacy/Public_Policy_News/Public_Policy_News.aspx  

 

The NLC regional coordinator, state coordinator, State Council leadership, and AORN government affairs staff are 

always available as a resource and to hear your suggestions on what we can do to make your leadership successful. 

 

Access online at http://www.aorn.org/Advocacy 

 

http://www.aorn.org/LegislativePriorities/
http://www.aorn.org/Advocacy/Supporting_Documents/Roles_and_Responsibilities_Coordinators,_NLC.aspx
http://www.aorn.org/AdvocacyToolBox
http://www.aorn.org/RNasCirculator
http://www.aorn.org/Advocacy/Issues_and_Initiatives/Legislative_Priorities/Registered_Nurse_First_Assistant.aspx
http://www.aorn.org/Advocacy/Issues_and_Initiatives/Legislative_Priorities/Registered_Nurse_First_Assistant.aspx
http://www.aorn.org/Advocacy/Supporting_Documents/Tools_and_Resources/Advocacy_Checklist.aspx
http://www.aorn.org/Advocacy/Whats_Happening_in_My_State/What_s_happening_in_my_state_.aspx
http://www.aorn.org/Advocacy/Public_Policy_News/Public_Policy_News.aspx
http://www.aorn.org/Advocacy
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Succession Planning and Best Practices for Leaders 
 

Succession planning is very important for Chapter and State Council leaders. Be sure to mentor your incoming 

officers and board members, so when itôs their time to lead your Chapter or State Council, they can do so with 

confidence, strength, and the knowledge they need to serve their members. Below are a few ideas from other 

leaders.  

 

Succession planning 

¶ Better communication from president 

¶ If member attends three meetings a year/pay ½ of AORN membership ï More for a free membership 

¶ Let president-elect learn responsibilities of president 

¶ Mentor and encourage younger members to hold offices and help them along the way 

¶ Ask members to get involved 

¶ Send president-elect to Volunteer Leadership Academy in Denver 

¶ Outgoing president becomes past chair advisor and assists/trains where needed 

 

Ideas for business meetings 

¶ Have members submit agenda items before meeting 

¶ Break up business 

¶ Put minutes from meetings in newsletter or post on web page 

¶ Discuss having education scholarships 

¶ Is treasurer bonded/able to conduct audit? 

 

Future viability  

¶ Letter to vendor asking for scholarship money 

¶ Convert to 501(c)3 ï takes time and money, but is worth the investment 

¶ Complete a IRS 1024 form for more tax exempt benefits 
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W9 Form 
 

When a vendor donates something (money, goods, food, etc) to your Chapter or State Council, they will ask you to 

fill out a W9 form - http://www.irs.gov/pub/irs-pdf/fw9.pdf. This form is filled out on behalf of the Chapter or 

State Council and allows the vendor to take the donation as a business expense write-off! The online form is 

interactive, which means you can fill it out and save it to your computer. That wayéyou donôt have to start from 

scratch every time.  

 

¶ Name: Name of Chapter or State Council 

¶ Business Name: Donôt need to fill out ï same as Name 

¶ Other:  Professional Association 

¶ Exempt Payee: Donôt check 

¶ Address: Typically the treasurerôs or your PO Box (if you have one) 

¶ List Account Number: Do not fill out 

¶ Social Security: Do not fill out 

¶ Employer Identification Number:  Your Chapter or State Council EIN (Tax ID) number 

¶ Sign and date 

 

http://www.irs.gov/pub/irs-pdf/fw9.pdf
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