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YOU Inspire AORN!

Every yearcircumstances arigbat give us the opportunity to learn and expand our horizons. Because of
these lessongood and bad)wve become wiser, stronger, and mooavicted in our passions, goals, and
self.

As AORN leaders, yotiake on theesponsibilityof managing youcareers, your profession, your lives,
andwillingly take thetime to help your Association growWwOU are the foundation of AORNYOU are
the vial connection between AORN members and Headquéarté@®U inspire AORN!

This Guide is tailored to make your liés an AORN leaderasier with information onbest practicet
run a successful and healtGhapteror State CouncilTake a look at the Tde of Content there is new
and updated information, along wghandarddlocumentation that wikssistyou in leadng your groupto
a bright future

Always know that AORN is here to serve yand wegreatly appreciatall of the timeandenergyyou
putinto your groupslf you need information that is not in this Guidlehave any questions, conceros,
suggestionsplease contact AORN Chapteelations Coordinator Deb Warrahdwarren@aorn.orgr
call (800) 7552676, Ext. 222

Thank you again for all you do for AORMour Chapter your State Councjland your professidn


mailto:dwarren@aorn.org
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501(c)61 What it is, What it Means toYou, and Filing the 990

What is a 501(c)@

IRS.gov 6/5/12 - Section 501(c)(6) of the Internal RevenGode 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 ofvatig phareholder or

individual. A 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 éeagues.

To be exemptsaa business leagusstivities must be devoted to improving business conditions of one or more

lines of business as distinguished from performing particular sefeiceslividual personsA 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 tedwesteifing). The terdine 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 meato you?

1 EachChapterandState Councihas a Federal Employer Identification Num{E€iN), whichdesignated
thelnternal Revenue ServigiRS) structure of a 501(c)&his number iserified annuallywith the
ChaptefState Councifiling of a 990-seriesform andby A O R NIRS subordinate audit.

1 Taxexempt status is listed among tBkapterstandards that were endorsed by the Board in the fall of
1993. AllChaptes andState Counclhave an independent EIN number from Headquarters.

1 MostChaptes hold a 50(c)6 designation. A common question is regarding state sales tax exemption. The
501(c)6 means yomust paystatesales taxes, unless you have an exemption from your state.

1 The 501(c)6 designation isbaisiness leagugade association, not a charity, smdors and others cannot
make tax deductible contributiarBheir contributionvould be deducted as a business expense using an
IRS W9 form. A copy of the W9 is included in this resoui®&ee W9 informatioj

Required Filing of Annual 990-Series Form

With the passing of the Pension Protection Act of 200& adiptes andState Councdare required to file an
annual electronic 996eries form (990990GEZ, 990PF, 990N e-Postcarjito the IRS no matter how much
money you have in your accountg-orget what others have told you in the pastll Chaptes andState Councd
must file a 990seriesform every year with the IRS, no matter how much money you gross.

If an organization fails to filéor three 8) consecutive yeargpou mayloseyour tax-exemptstatusand Employee
Identification Number (EIN number, eg, Tax IDDR T you may beaequired to file a 1024 form and pay an
additional fee to keep you EIN number.

Filing a 990series formis required by the 15of the 3" month following theendof your fiscal yearFor example,
if yourg r o wenbesd is December 3012 the filing due date would be May 15,12 To file, you must
create a login and passwoltttp://epostcard.form990.org/defdidsp. Those who have filed in the past may
use the same login and password each year for consist&hew. filing your 996series form online, do not put
the dash ¢) in your EIN numberR e me mb Ehe IRSwill not send out a reminder for filing deadlires.

If you have not filed a 998eries form, than it is possible that your existing EIN number has been revoked and
possibly reassigned. Contact the I@37-829-5500)for the status on your EIN numbdf you have lost your EIN
number, you may file for aew number online. Contact Deb Warren for assistance.


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

Summary
1 MUST file a yearly 990 series form with the IRS and provide AORN Chapter Relations proof of
filing .
1 Exempt from federal income tax, as a nonprofit business league, but not a charitabEtoyalike the
AORN Foundation.
Not exempt fronrstatesalestax.
Under $50000gross incoméstarting with 2010Jnayfile a 99N (online e-Postcard)i Over $50000may
file 2990 EZ or long form.
9 Contributions are not tax deductible, but can be a bssieepenseChaptes andState Counciwill fill
out a W9 for the contributdSeeW9 information).
1 Filing a 1024 formwith the IRSmay allow for additional benefits, such as receivimgetermination
letter, special postage ratesid special financindoepending on the jurisdiction, you may also receive
exemption from state and local taxes. For a 1024 form, gtigd/www.irs.govand type in 1024 form in
their search enginia the upper right corner
Exist for he bendt of the organizatiomembers.
Must be an association of people having some common business interest and its purpose must be to
promote this common business interest.
1 The organization will have no specific ownership and are generally controlled by mevhioetts not
receive stockAll profits are reinvested in the organization.
T No part of the organizationés net earnings wild/l
individual and it may not be organized{omofit or engage in feprofit activities.
1 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 ofjislative activity relevant to the common business interests of the
organi zations®é members, but | obbying should not
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AORN Bylaws

ARTICLE |

The name of this professional organization is AORN, Inc., (Association ofgege@ve Registered Nurses),
hereinafter referred to as the "Association."

ARTICLE Il
PURPOSES

The purposes of this Association are:

A.

To unite registered nurses for the purpose of maintaining an Association dedicated to promoting the
highest professionattandards of perioperative nursing practice for the optimal care of the patient before,
during, and after operative and other invasive procedures;

To provide opportunities for continuous professional development, to include diversified educational
activities;

To generate, evaluagtend disseminate scientific evidence to improve professional perioperative practice;

To provide leadership in professional perioperative practice to influence health care delivery locally,
nationally, and globally;

To cooperte 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;

To otherwise lawfulf 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 iounglividuals.

ARTICLE I
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, festyglel color, sex, or age.

Section 3: Categories of membership in this Associationatirey and norvoting.

A.

Voting: A registered nurser a previously registered nurse whaoasiredand whose license was in good
standing at the time of naenewd 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.



B. Non-voting: An individual who is notlefined as a voting membevho provides or provided direct
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 termieah 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 becalled 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 shhibe 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 | V
OFFICERS

The officers of this Association are President, Presielet, 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 BoanfiDirectors.
2. Serves ex officio on all committe@snd task forcesf the Board and the Assaociation except the
Nominating and Leadership Development Committee.
3. Facilitates continuity in transition of the office of the President.

B. Presidentlect:
1. Observesassists, 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. Corvenes 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.



E.

Treasurer:
1. Monitors the fiscal affairs of the Association and provides reports and interprétetiienHouse 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,Exoedifying action of the House of Delegates.

Section 1: Meetings

A.

B.

Meets at least three (3) times per year.

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

Five (5) members of the Board, two (2) of whom are officers, constitute a quorum.
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 otfeegrand such participation shall

constitute presence in person at the meeting.

ARTICLE VI
NOMINATING AND LEADE RSHIP DEVELOPMENT CMMITTEE

Section 1: Committee Composition

A.

B.

The Nominating and Leadership Development Committee consists of five (5) rseriibese (3) members
are elected in the even numbered years and two (2) in the odd numbered years, each serving for a term of twi
(2) years.

The immediate past President will automatically become avotimy member of the committee for a term
of one (] year following the term of office as President.

Section 2: Responsibilities

A.

B.

Solicits and receives nominations for potential candidates for all elected positions.
Prepares and presents a slate of candidates to serve for all elected positions.

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

Selects a chair from the continuing committee members.



ARTICLE VI
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 elgible 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 @ag not be an employee of AORN
Headquatrters.

C. To be eligible for the office of Presidesiect 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
prepar ati on of a BSN or bachel ords degree in a rel

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 Pectors, 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 Ill, and plurality
elects. In case of a tie, choice is by lot.
B. Any member holding an edéive 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 Developmeommittee presents its slatecandidatesbut no later than 45 days prior to the
commencement of wvoting. The candidatebs name wi
verified.

Section 3: Term of Office

A. Presidentlect is elected eh 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 assumeztoffi

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.

10



F. No officer or member ahe 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. Presidentlect and Vice President: A vacancy in the office of Presilentor 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 ehelf (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, magrboved by the House of Delegates
upon twothirds (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 unprejudiceatheari
which the official was permitted to defend against the termination.

ARTICLE VIII
MEETINGS

Section 1: House of Delegates

A. The annual meetinghall be a facto-face meeting anid designated as the annual Congress, and the time
and place is determed by the Board of Directors.

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

a. Chapterdesignatedielegates.
b. Any member in good standing with voting rights as defined in Article Ill, who is attending the
annual Cagress.

C. Special meetings of the House of Delegates may be called during the annual Congress by the national
President, or upon request of ghed (1/3) of the total number of members of the House of Delegates, or by
written request of five (5) memberktbe 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 Bibtiee of Delegatdsut 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 reques
of five (5) members of the Board of Directors.
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All members in good standing witloting rights as defined in Article 1l shall be eligible to vote at special
business meetings held between Congresses.

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

The quorum established at the immeeliapreceding 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, Gpmmittee
House of Delegates and at special business meetings held between Congresses.

ARTICLE IX
MEMBER INITIATED ORGANIZATIONAL UNITS

Section 1:Chaptes

A.

Chaptes are separate legal entities composed of AORN members, and their purposes support the mission
of AORN. Chaptes must meet th€hapterAccountability Standards.

. AORN shall not be liable for the debts or obligations of @hgpter and ncChaptershall be liable for the

debts or obligations of AORN.

Section 2:State Councd

A.

State Councd are searate legal entities that are organized within a state or consortium of states and are
composed of those who support the mission of AOBMite Councd that meet the requirements for
designation as an AORN affiliate may be recognized as such by the @dairdctors.

. AORN shall not be liable for the debts or obligations of &tate Councjland ncState Councishall be

liable for the debts or obligations of AORN.

Section 3: Specialty Assemblies

A.

Specialty Assemblies are groups that allow mensilo 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 arfidsk Forces

A.

B.

C.
D.

TheBoard of Directorsnayestablislc o mmi t t ees and task forces to fa
and strategic plan.

Committee and task force members shall be appointed by the President or RPedstdemtd consist of a

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

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

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

Section2: 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.

12



ARTICLE X |
EXECUTIVE DIRECTOR AND HEADQUARTERS

A. The Executive Director is the saled 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, ditepromote, and terminate Headquarters staff of the Association.

ARTICLE XI |
OFFICIAL PUBLICATION

The Board of Directors shall establish and maintain vehicle(s) of communication for the Association. Information
carried therein shall constitute officiabtification to the membership at all times.

ARTICLE XII |
PARLIAMENTARY AUTHORITY

Robert's Rules of Order Newly Revigethe parliamentary authority of this Association.

ARTICLE XI V
AMENDMENTS

A. Proposal: Amendments to these bylaws may be proposatybywember 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 Condf@sBylaws Committee does not exist, the
receipt of asubmission 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 |dast {d8y
days prior to the annual Congress.

D. Adoption: The adoption of an amendmamnthese bylaws requires a tthords (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 80235711

Revised 3/13
© All rights reserved. Printed in U.S.A

Also available online atttp://www.aorn.org/Get_Involved/Governance/Bylaws.aspx
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A O R N Briwacy Policy

Purpose and Background

The Association of peri@erative 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 polidgimonstrate 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 fromne source differently from another source. Although the following provisions
constitute AORN's Internet Privacy Protection policy, they apply in principle to all custoemeikn information

held by AORN.This policy may be reviewed and changed as newEnand programs are introducé&dORN
encourages you to4read 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 infmation beyond form information except through fidgs and discussion forums.

AORN also keeps Internet log files of the IP addresses and click sequencesssiod variables such as browser
type, of visitors to aorn.org. AORN will modify this sectias 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 kediits 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 transaetiangp{far
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 informationgediin 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 AORMarketing Purposes: Name, address, éamail 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 likelgterdsted 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 spla 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 grfageiic 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 euswribiplists. Under no
circumstances does AORN rent telephone or fax numbeespaitaddresses.

(3) Information Used for AORN Statistical Reports: AORN collects IP addresses for information about the
geographic spread of internet users. AORN may retypel 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 anthiladdresses of eline 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 websiteeatures. 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 providédiesired, AORN will mark a member's/customer’s records in its
central database to exclude their address in various ways. To accomplish this, members/customemsahould
complete contact information and instructionstistsvc@aorn.orgr call (800) 7552676 AORN is able to
modify records in the following ways:
1 Exclude from mail cuts off all AORN member communication via mailemnail (most often used when
two members in the same household want only one copp&Mmaterials, when the Post Office returns
mail as undeliverable, or when Association charges remain unpaid).
1 Exclude from vendor mailkeeps address off mailing lists or labels rented/sold by AORN to providers of
products and services.
Exclude from AORNCongress mai cuts off all mail ana&mailinformation about AORN's Congress.
Exclude from MBNA partner ma# cuts off all mail from the partners of AORN's affiliate credit card
program bank.
1 Exclude from masemail- cuts off all AORNemail except spific lists for which the member/customer
has registered.

= =

1 Exclude from eChaptellistserv- cuts off theemailfrom all AORN eChaptes.

1 Exclude from specialty assembly directeqyrevents inclusion in the published directory of AORN's
special interest gups.

1 Exclude from AORN telemarketingprevents AORN marketing telephone calls.

1 Delete fax numberdeletes fax numbers from the member/customer record.

Requesting that AORN modify a record in one or more of these ways could deprive the member/clistomer o
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 Layamgryption software. This meartsat your credit card information,

name, address, amtnailis encrypted as it travels across the Internet. SSL encryption is the standard for
transactional security and it is used by virtually all otheommerce systems on the web. AORN joins the Interne
community's concern for data safety. Some AORN systems use unencrypted posting, in which your data is sent
like emailfrom your browser to AORN's server. The server retransmits this information to AORN's Association
Service Representatives bgnail AORN's web servers and its-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 ase 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 bdmdtds 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 PERFORMANCH-@\NY

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

Other Sites
This site contains links to other sitéa/hile 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 happto explain any of our privacy and security policies to you in person. Questions regarding
information privacy may be directed to tAORN Customer Service DepartmeRtease include a phone number
S0 we may respond directlgystsvc@aorn.ojg

Also available online dittp://www.aorn.org/About AORN/Legal/Privaciolicy.aspx
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Awards Program for 2014

Chapter Excellence Awards

AORNOG s n et we0rChaptes provalesenembers with a valuable local connection to peers. They assist
Chaptemrmembers to achieve professional and personal growth by offering eshatgtiogramsnspire students
interested in the perioperative fiefsromote the value of AORN membershiimd seek to increase public
awarermss of perioperative nursing wolvement in community activities. Through tBaapterExcellence

Awards progran, AORN has the opportunity to recognize these valuable contributionsGhapeerevel.

Application submissions for 2@Wwill focus on measurable goals, with options for selecting written content. The
Membership Committee will review althapterawardsubmissions received for the year that meet the

requirements; incomplete submissions will not be considered. In each size ca@égmtgs receiving first,

second, and third place scores Wil awardedold, Silver, and Bronzstatusrespectively. On&old-winning

Chaptemwill be selected a€hapterof 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
statusmay not be awaed in eaclChaptersize categoryChapterExcellence Award recipients will be announced

at the 204 Congress; recipients will NOT be notified prior to Congress.

Size Categories
I Small (650 members)
1 Medium (52150 members)
91 Intermediate (15B00 members)
1 Large (301+ members)

The ChapterExcellence Awards application contains guidelines, submission instrucrmhapplication deadline.
The application will be availablethe end ofJune 2013.

Outstanding Individual Achievement Awards

In addition to recogizing Chapterexcellence, 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, evides®eel practice, mentorship, promising professional,
public policy advocacy, specialty assemiiMapter andState Councileadership, extended service, and
volunteerism. The perioperative facility award was addexD09 torecognize collegial accomplishmerin

AORN participationThe highest honor bestowed by AORN, the Award for Excellence in Perioperative Nursing,
recognizes an individual whose accomplishménigactice, education, and researefiect the goals of

excellence in perioperative patientear

The submission process for all individual awards is onliine. online application for the 204 Awards
program openedJune 2013 For further information about tHeéhapterExcellence and Outstanding Individual
Achievement Awards, conta8lORN SpecialtyAssembly Governance Coordinafebbie Robichaudt
drobichaud@aorn.org
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Board Visit Policies and Application

The following procedures have been developed to assist both the AORN Bo&lagutdrandState Council
leaders in scheduling, financing, and promoting AORN Board visitChdlpterandState CounciBoard visits
will be managed by AORN Executive Staff.

Chapter Responsibilities

1.
2.

3.

© N

Chaptes must complete a Board Visit Application and apply for a Boardlmeemo visit theilChapter

All applications will be reviewed by théhapterRelations Coordinator and forwarded to the Board Visits

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

Once a Board member hasdn selected or volunteers to do Gteptewisit, that Board member will

contact theChaptervia emailor telephone within two (2) weeks after notification of approved visit.

Visiting Board member will send their presentation, biography, and objeativke@haptercontact.
Chaptercontact will submit all appropriate information (presentation, bio, objectives, etc) for contact hour
approval, evaluation, and certificate.

TheChapteragrees to pay for hotel accommodations and meals, except fohdpeerof the Year. Board
member sé housing accommodations should be in a ¥
Chaptes with limited funds may ask for financial assistance from either AORN or the AORN Foundation.
This will be looked at on a casg-case basis.

Chaptercontact will communicate hotel information to visiting Board member.

Chaptes should publicize (newsletters, flie@haptemweb pages) the educational offering in advance in

order to enhance participation.

Chaptes are encouragedtoa k e f ul | advantage of the Board meml
by sending invitations to schools of nursing, hospital administrators in the area, and AORN members and
affiliate members.

State CouncilResponsibilities

1.

2.

3.

4.

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

State Council scheduling a Board member to speak at their state meeting must inform AORN Executive
Staff and the&ChapteRelations Coordinator of the dates pitio Board member acceptance.

Collaboration ofState CounciVisits and stat€haptes are advised, as to cut down on expenses (possibly
share expenses) and get the most exposure for the time (and financial) commitment.

Non-affiliated State Councdaree s ponsi bl e for all B 0 a rState @oeimotb e r s 6
are eligible for assistance on a chyecase basis.

Board Member Responsibilities

1.

2.

3.

Once a Board member has been selected to do the Board visit, that Board member will contact the
Chapte/State Councitontact vieemailor telephone within two (2) weeks after notification of visit.

Board members will inform AORN Executive Staff of t@haptefState Councivisit dates once officially
scheduled.

Visiting Board member will send their presation, biography, and objectives to theaptefState
Councilcontact.

Board members should make flight arrangements early and are encouraged to choose the least costly
met hod of transportation that al so omezé&dvedageénbiesi r s
is required except in unusual situations.

All Board arrangements will be discussed and finalized witlCthegptefState Councitontact before the
Board memberdéds scheduled visit.
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Scheduling Board Visits (AORN Staff Details and Respoiisilities)

1. TheChapterRelations Coordinator will notifChaptempresidentstate Councithairs viaemailand the
ChapterLeader Bulletirregarding the possibility of having a Board visit. All information will be available
online athttp://www.aorn.org/Get_Connected/Commuriitigaptes/Apply for _a Board_Visit.aspx

2. Ten (10)Chaptefaffiliated State CounciVisits will be budgeted per year.

3. AORN Executive Staff/Bard will be sensitive to schedule those Board members whose geographic
location is closest to théhaptefstate or, if not applicable, choose a Board member who has not visited
manyChaptes/State Councd, giving all Board members equal exposure, shexpdrience, and the
opportunity for new Board members to present.

4. Visiting Board member wilhothave a Acanned presentation. o Al
expertise/passion of the Board member, with a possible two to three additional dldesrat of the
presentation with AORN benefits, new information, etc.
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Board Visit Application

The following application has been developed to assist the AORN Board with the schedGlivaptgr
andState CounciBoard visits. The AORN Board has appedva limited number of visits ©©haptes
andState Councd who are struggling or newly formed.

Please complete the following information to be considered for a Board visit. All applications will be
reviewed by th&ChapteRelations Coordinator and foarded 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:

Cont act Personds Home PhoneCell:

Cont act ERa&r sonds

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 862811
Phone: (800) 752676 Ext. 222; Fax:(303) 7503212
Email: dwarren@aorn.org
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Communicate and Collaborate orthe all newORNurseLink

AORN recentlylauncheda new version of ORNurseLink, tisecial network for AORN members that makes
connecting with youcolleagues and sharing information eddyere are several enhancements to the site that
wedre excited about sharing with our volunteer | ead

As with the previous version of ORNurseLinkach specialty assemb$A), Chapter and affiliatedState Couail
have theirown preestablished group that allows for tateg discussions, event calendar updatesument
sharing, and group messagifmppular features likeendng newsletters,raailing group membergposing
meeting notifications antiolding online discussions are available on the new platform.

In addition to group interactio@RNurseLinkoffersdiscussion and resourséaring forums for posting

guestions, sharing resourcaad for taking part in conversations with colleagues and friends. oBstyknown

as MemberTalk, theseewdiscussion forumm 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 includhare in ORNL andAsk an AORN Nurse. The newShare 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 withouhavigating away from the pagehe newAsk an AORN Nursefeatureprovides tie opportunity

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

I f y o ujoihed@R&NurseLinki now isthe time to do itTo login to the site, go twww.aorn.organdselect
ORNurseLink from the Get Involved tabnter youremailaddres®n file with AORN and youmembership ID
number or pas s Ouae idtheysibepyduwdl see eommunity profile and links to yohepterand
SAs. You can then join other groupawyfind interesting, start a discussion about a clinical or other hesaikth
topics, and find and connect with colleagues.

Use the help menu to quickly orient you to the new platfatrarnurselink.aorn.org/help
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CE Approval Process

Thejourneyto createmeaningfuleducatiorprogramdor nursingcontacthourscansometimeseenilike an
obstaclecourseln reality, the stepsarelogical, andoncemastered¢canbe completedeasily. Always keepin mind
that AORN supportsyour intentionto createnursingcontinuingeducatiorandwe will work with youto helpyou
reachapproval.

Commercialinterestorganizationsrenoteligible for contacthourapproval A qualified presentefrom a
commerciainterestorganizatiormay speakon topicsunrelatedo product

Definition of a Commercial Interest Organization
The AmericanNursesCredentialingCenter(ANCC) definesan organizatiorashavinga commerciainterestf it:
1. producesmarketssells or distributeshealthcaregoodsor servicesconsumedy or usedon patients;
2. is ownedor controlledby anentity thatproducesmarkets sells or distributeshealthcaregoodsor
servicesconsumedy or usedon patients;or
3. advocatesor useof the productsor servicesof commerciainterestorganizations.

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. Eaapplication submitted to the AORN Approval Unit is reviewed by members of the
Continuing Elucation Approval Committee (CEAC), a-tember volunteer peer group of perioperative

regi stered nurses, each holding a Bachelor of Scien
ensures that the application is

Accurate

Meets American NurseCredentialing Center (ANCGEJiteria

Is relevant to professional practice

Meets the learning level of the target audience

Is free of commercial bias

=A =4 -4 -8 -4

Once an application has been reviewed, the applicant is notified of the resaltsailidf an applicéion 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 neeeldsion and is provided with examples/suggestions to assist
in making those corrections. A corrected applicatiarst be returned by a specified date and confirmed for final
APPROVAL.

Final approval must be obtained BEFORE the activity date. The pragqaines two years after the approval date
and can be presented at any time during those two years.

For more information and for technical assistaeoegilapprovalunit@aorn.orgr call (800) 7552676, Ext. 254
or Ext. 456. Visit our web page wivw.aon.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 Peopleand Conflict

There comes a time in eveBhapteror State Councib f f i ¢ e r & youhaveftoedeal witl sediffieult person
This person could be a méer who has their own opinion towt h lBusirfiess should be rumnd shares that
opinion with everyongthis may be an officer whoever attends any meetibgt tells others hehe does

everything for theChaptefState Councjlthis may be a longtarding member who has a negative attitude against
younger members and will not change for argy@nd the list goes on and.on

If this sounds familiar to yquyour firstinstinctmaybe | i | dondt addr evergualigpb, t h
awayoButt t he pr obl em nevdjustanavhdldYy ug ceasn 6d wayt é@hp sittabn, n k
this person constantlymaik yoy or worseyetc opi es everyone about the probl
where YOU dondét even want to go to meetings.

S o &hat do you do now? You really enjoy bemgofficerand you want t o udnembesh at 6s
and what 6s Heré gemnatfew suggestigns. u !
1. Know yourChaptefState Councibylaws and policies inside and out. In most cases, there is something in
writing that backs up your feelings that the inappropriate behavior warrants comfroatad action.
2.1 f your byl aws/ policies havendét beenowuBesuetoed i n
send a copy to AORN that way, you always know that someone else has a copy besides you.
3. Adopta Code of EthicsA sample Code of Etbs is in this Guide and available online.
4. Don6ét wait for the problem to happen again. Addr
5. Know the venues to communicate your message. The more sensitive the nihesagee personal the
medium should b8When addressing an isssemewritten communication (letteemail) may come
across as bit harsh or interpreted in a way with badlitassumptions/judgments, where a feéace
conversation might be béstou can see facial expressions and body language, and you can hear their
tone of voice.
6. Al ways r e me mlseeceésary; nombat isoptionBelowis a suggested problesolving
process.
a. Listen and ask clarifying questions if necessary.
b. State the facts, from your perceptiamdask forrecommendations to solve theoplem
c. Reiterate your goals
d. Agree on values
e. Agree on a solution.
f. Reevaluate.
Doné6ét | et your emotions drive your reaction. Thi
Once you have a plan, commit to it.
Dondét be afdaid to say fino
0. Positive recognitiolgoes a long way, so does avoidance. Reinforced behavior (good and bad) tends to be
repeated behavior.

B oo N

If you are in a situation where you need additional help, contact ACHApterRelations Coordinator Deb
Warren flwarren@aorn.ofg at Ext. 222Many Chaptes/State Councd s har e t he same i ssue
ask for help!

Excerpts from this page were taken frivilalk The Talk Just In Time Resouraes
1. Getting Good at Getting Alongy BJ Gallagher
2. Solving Peple Problems at Worlty Steve Ventura.
3. Getting Good at Communicatiy BJ Gallagher
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Documentation Retention Schedule and Details

In accordance with 18 U.S.C. Section 1519 and the Sarbanes Oxlely20612 ChaptefState Council

Board of Directorsre strongly encouraged émdorse this record retention schedule and assign the task of
archiving records to thgecretaryor historian. As the person (or task force) reviews records, he/she/they should
sort the items into foldef@hysical or electronice nvel opes, or boxes | abel ed
(month) (year) .o

For example:

990 and Employer Identification
Number (EIN) Information Retain for Pemanent Files Do Not Discard

Annual FinanciaReports Retain for Permanent FileBowever, 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 Permanefiles- Do Not Discard
Bank Statements/Check Registers Retain for seven (A)ears
Meeting Minutes Retain for Permaneffiiles- Do Not Discard however

okay to discard iprinted in newslettersahich are kept
in permanent files).

Membership Rosters Retain forthree @) years(longer if desired for
historical purposés

Newsletters Retain for Permaneiiiles- Do Not Discard

Record Retention

Documentation is an important function that provides a historical perspective Ghap&{State Counciand
provides a communication tool that can be transmitted from one ytwer text. This section should be distributed
to thesecretaryand treasureto enhance his/her orientation to the role. Although other committee chairs and
officers are responsible for specific components of documentatiosedhetaryand treasureshoul have a good
understanding of what needs to be retained for the permanent files. Before reporting off, the setgeiagand
treasureshould review the file§physical or electronidpr completeness and discard appropriately. If pages are
removedf om t he minut eds book searetapshould archiveyor file them ascordirig oe

policy.

Membership Records

The Chapteror State Counciinaychoose tkeep a record for each member. Each reaagthtinclude the
member's name, adelis, telephone number (home/wogdail place of employment, membership renewal date,
CNOR status, and committee or officer/board positions held either at the local or Nation&heyérofficers

can obtain an updatedsterof current members antdir renewal dates online at any timederChapterReports
andRosters

http://www.aorn.org/Get_Involved/Commun@yaptes/ManageYouChaptefChapter Reports_And_R

osters.aspx
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Financial Records

EachChapteror State Councimust maintain certain finarad records on file to meet tax requirements. Forms that
should be kept include auditor reports, proof of EIN number from the IRS, and tax reppys&veprint screen

of completed 99(iling).

Educational Records

These records refte the educationalctivities ofthe Chapteror State CouncilApplications for approval of
contact hours, copies aftendanceertificates records of attendance, educational activity budgets, activity
evaluations, copies of activity brochures, and number of contact énarsled 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/ivery user friendly. If you have any questions,
contact Ellen Reedeatereeder@aorn.or@r Ext. 254. All contact hour education records are necessary for
members who need contdadur verification for CNOR or state licensure renewal.

Minutes

Minutes of all committee and board/offiameetings should be kejodefinitely. 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 chranmgeting placesubstitution for the
presiding officer ocommittee chair) should be noted. Minutes are a factual record and should be complete.

1 Recording Reports in the Minutes Only a brief summary of reports by officers and chags
included in thaminutes. ManyChaptes andState Councd 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.

1 Recording Motions in the Minutes All main motions and whether they were adopted or defeated are
entered in the minutes. The name of kesormaking the motiormay 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 foomthe originalamendment.

It is not necessary to record all subsidiary motions or recoren®othat were withdrawn. Previous
notice, such as a noticetemoveor amend the bylaws, minutes, or standing rules, must be included
in the minutesSample motion: "Madamresident | move that the meeting night be changed to
Wednesday.This also can bpresented as a resolution. This would be entered in the minuies as:
resolution offered by Sally Wright was adopted as follows: "Resolved that the meeting night be
changed to Wednesdayf'the motion or resolution is amended (eg, to state the secondeaftaly of
every month) it can be noted in the minutes that the motion as amended was approved.

1 Reading and Approval of Minutes The minutes should keefidrafto until they have ben approved.
I f possi blofeghe mihutes shduld beaattathéd toribat 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 bewitisidehe
original documenasii A p p roand ¢he date should be put at the bottom of the approved minutes
(with any changes made). Changesy be initialed by thesecretaryand thepresident

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 requiretheids/o
vote. Correction before adoption (approval) only requires a majamie.

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

di sputed question to a vote by saying: AThose 1in
opposed say 6no. 060
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Financial Protection: Managing Your Financed

One of the top issues faci@haptes this year has beealated to financiatnanagementThisis notspecific to
Chaptes. When dealing with finances, always keep one thing in inasking questionsor requestingmore
information has nothing to do with trust-it 6 s about doi n gusiggdhe chondyerdrustects s
you to serve your members.Below are tworeatlife scenaris. The sharing of this information is intended to
educate antelp avoid tlese situaions from happening to yau

Scenario |

This Chaptergave their two delegates a stipend (full amaupftont) to attend Congress and represenCiinapter
during voting. In return, these delegates would attend Congress, represemapbewhile voting n the House of
Delegates, then give a report on their experience &hhptermeeting following Congress.

Point of InformationOne ofthe wo del egates did not register as

anec

d €

register for Congress untilely were orsite. This samealelegate did not attend the House of Delegates and was not

seen by the other delegatering Congress week

Outcome The Chaptempresidenteveloped a Delegate Policy (below) and will be sharing these requirements up

front with anyone wishing to be @hapterdelegate.

(Note fromChapterRelations:This was not the onlyChapter with this issue in 20131t is recommended that
EVERY Chapterave a delegate policy in place. When a stipend is being given @h#pterdelegatesgo not

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

Chapteffunds(m one i s Chatemaineyl edo t o
Sample Delegate Policy

1. Delegate must qualify by the point system.

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

all delegate duties that will be attachedCtmapteminutes.

3. Delegates will be expected to attedbaptemeetings prior to Gngressand after ©ngress week

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

5. Delegates will receive ¥ of funds prior to Congress, then % after Congtieggoven completion of all
delegate duties.

6. Delegates will receive funding &hapterfunds allow, but not 100% of expenses.
7. Delegates will be expected to provide a report on Congress @hpterat aChaptemeeting.
Scenario |

A Chaptemresident goa call from th@ bank.Their newtreasureof approx. 6iveeks hadeen writing a $500
check from theChapteraccount every Friday and depositing it into her personal acetatihe tune of more than
$2,600.After a few weeks of monitoring the activities in baitcounts (both accounts werdle same bankjhe
bank contacted the policEhetreasuremwas charged with two counts of theft and one count of attempted theft
The press got involved and put an article in their local pafi@oman Charged with Theft from Nursing
Organizationd

Point of information The Chapterpresident, predientelect, and treasurer all worked at the same facility and the
treasurer was the president e ct 6 s T® magke mattarssvorse, the treasurer was telling some of the other

coworkers atheir facility whathad happened, opendygimitting her guiltThe treasurer also confid@dher
nursing supervisor.
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Action takenThe presidentontacted AORN for guidance, expressing concerns about the money, what to tell their
coworkersandChaptermembers, andrh at i n ¢he gress. Afteseverhidonsutationswith AORN Chapter
Relations, th&CFQO, andthe AORNCcorporate attorney, guidelinesredeveloped to help théhapterthrough this
situation.

OutcomeThe treaster paid the money back to tldhapter but facel potential legal implications, whidncluded
a report to the Board of Nursing.

Good business practices for bank accounts

1 Have two people on the accotint

1. Treasurer can sign checkand receives bank statemeflD

2. President signs checksnd receive the bank statements
Consider having tev signatures required on checks
Suggestooking into Director and Officers Insura@ and Employee Theft Insurance
Conduct yearly audits of accounts

1. Audit can be done by someone outsideGhapter

2. Treasurer is not involvedonly available for questions

3. Results from audit are brought to the entire board
1 Have your treasurer prepare a monthly financial statement and send to all board members
1 Have your treasurgresent financial report at all Chapter meetings

=A =4 =4

Just in case this situation happens to you
1 Removemember from the position (ask fagsignation)
1 Close out current account and open new account
M Contact AORN and inform them of the situation
1 Communication
1. Designate one spokespersonyour ChaptefState Council
2. Have ATal king Poi nttsituatoneady when asked abo
Work relationfip must be kept separate fré@@haptefState Councitelationship
The plice may ask you to testifigo be certain of what you want out of this situafgy money paid
back)

=a =
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Financial Tips: Financial Report, Budget, Record Keeing

Financial Report

It is thetreasured sesponsibléo makesure that financial recds are accurate and maintained. yraee also in
charge of putting together a monthly financial report to be shared witlotttd andnembership either by

includingit in their newsletter and/or posting it online.

Below is onesample of a financial report (courtesyGtiapter2801). ®veral ample financial reports are also

available online afttp://www.aorn.org/Get Involved/CommuniGiaptes/ManageYouthaptef

Treasurer_Responsibilities_and_Financial_Information.aspx

Chapter/State CouncilName 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 (ltemize)

AORN Foundation Donation

State CounciDues

Newsletter

Other:

Other:

Total Expenses

Checking Acct Balance
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BudgetsFacts

All Chaptes andState Councishouldbegin and end their year reviewing their budgetsoffitersand Board of
Directorsshould be involved in setting financial goals for @eapterand State Counciand in preparing and
approving the budgethe budgeshould be revieweth ensure that the projected income (revenues) and expenses
are realisticThere is a samplexgel budget online for you to customize with your specific group needs at
http://www.aorn.org/Get_Involved/CommuniGtiaptes/ManageYouthaptefTreasurer Responsibilities_and_Fi

nancial Inbrmation.aspx

Record Keeping Tips
The treasury files should contain the following items.

Too oo Too Too Too Too Too To To T T

Copy ofpast and curreriylaws and policies with authorization of bigsements sections highlighted
Copy of theapprovedoudget

Receipt booko acknowledgenoney received

Check booko disburse funds as authorized

Treasures accounting books (eg, bank statemerdgppdit slips, cancelled checks)
Up-to-date roster ofnembers

Tax record and confirmation of 990 filing

Proof of Fedeal Employee Idetification Number (EIN)Yrom the IRS(if available)
Fundraising records

Auditorodés report

Inventory of gods in stock (eg, recipe books)

For more information, contaétORN ChapterRelations Coordinatdbeb Warren, at (800) 758676 Ext. 222, or
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 suppoittheuperioperative nurse. As

a 501(c)(3) charitable organization, the Fdation 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 dafetypporting nurses who make surgery safe
through education, research and patient safety initiatives.

AORN Foundation Programsi Resources Available

1 Patient Safety Resources 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 fundilegafomg toolsn
multiple modalities, such as tool kits, webinars, online atioie programs and fage-face seminars,
the AORN Foundation advances the perioperative profession and promotes quality patiémt care.
2012, the AORN Foundation funded $950,000 for patient safety sources.

1 Professional DevelopmenGrants i A perioperatie 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
requies 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 andduigtiity patient cee through select education
programslin 2012, the Foundation awarded over $125,000 in professional development grants to help
nursesattend AORNCongresseCongress, and hetpganizations and individuals prepare and register
for the CNOR exam.

9 AcademicScholarshipsi 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 employdsusiement makes it difficult for
nurses to get the education they need to provide optimal patient care. To Hisgssving need
the Foundation awards scholarships to students who are pursuing a career in perioperative nursing, anc
to registered nursewho are continuing their education in perioperative nursing by pursuing a
bachel or 6s, masteréds or doct or alh20iRethpri-reuedatiom nur
awarded $187,000 to 56 students across the country.

1 Researchi Evidencebasedesearch 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 cbstheart treatments. In a cbnuing 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 Scholarshipontinued)

How to help
The Foundaon 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 generaletenmiined 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, pleasdap by the AORN Foundation table, or contact us at:

AORN Foundation

2170 SouthParker Road, #40Menver, CO 80231
(800) 7552676

aorn.org/AORNFoundation

38


http://www.aorn.org/AORNFoundation

Fundraising

Chaptes andState Councd have tk opportunity to raise funds for educatbactivities, scholarships, and
assistance for Congress or Leadership. Below are a few fundraisingtddeteere 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

=4 =4 =8 =8 -4 -4 A
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Baskets

Signed sports items
Jewelry

Wine

Limo rides
Weekend trips

Spa day

Garage sale
IPad/IPod/Tablet
Sal
Bake salatems

Pins

Homemade card/jewelry
Entertainment boks
Local pecialty item#&ood

ﬁﬁﬁﬁﬁgﬁﬂﬂﬂﬂﬂﬂﬂﬂ

If you have more ideagmailthem toAORN ChapterRelations Coordinatddeb Warren, atiwarren@aorn.org
or call(800) 7552676 Ext. 222.
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Guidelines for Logo Usageand CustomizedChapter Logo

< AORN

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 approvdly the ChapterRelations CoordinatoA proof of logo usage will be required before approval is
given.Use ofthe Congress logo must be approved byRtesidentso build in extra lead tim@he logos may not
be used for the following.

1 Commercial purpcess

1 On any item for personal use

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

AORN-sponsored educational brochures

Newsletters and web sites

Officer installations

Contact hour certificates at the local level for AORN approved offerings

=A =4 =8 =8 =9

No fee will be assessed for use of lingosfor the above itemd he following pges are the AORN logo usage
standards. Please keep these in mind when planning your design.

Customized logo for yourChapter
TheProduction and Design Servidesm has designed a generic logo that can be customized fatlyaypiter
The process would take approx4 3veeks. A sample of the logo is below.

< AORN

CHAPTER 5001
SOUTHEASTERN WISCONSIN

For AORN logo usage questions and appramalo get your customizedhapterdogo, contactAORN Chapter
Relations Coordinatddeb Warren, at (800) 758676 Ext. 222 or dwarren@aorn.org
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@ AORN] S AORN] osinty o250

Base size Minimal Size

— Use the height of the AORN
[ letters to determine the isolation
‘ ; area of the logo

< AORN

< AORN
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Placement
The AORN logo should always be placed in the lower right

corner. The Association of periOperative Registered Nurses

tagline should NOT be used with the logo unless the design
will be used outside the perioperative market, e.g. consumer
publication, such as 9 News Health Fair. Note this will be

revised if another tagline is approved.

Proper spacing around the AORN logo should be the
distance of the capital letter “N” which appears as the last
letter in the logo formation.

Logo Sizing & Configuration
Relative Sizing

When materials are co-branded, the prominence of the Real
logo should be at least proportionate to its contribution to
the partnership. Therefore, Real’s logo should be of equal
size and prominence with an equal partner. If Real is the
dominant partner, the Real logo should be larger than
partner logos. If Real is one of several lesser partners in an
initiative headed by a dominant partner, Real’s logo should
be at least of equal prominence and size with the lesser
partners, but smaller than the dominant partner.

Area of Isolation

The area of isolation between the Real logo and a partner
logo must be at least equal to the height and width of the
bubble in the logo. The area of isolation between Real
subbrand logos and a partner logo must be at least equal to

the height and width of the real logo.
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Logo Violations

The following samples are the most common misuses of the
AORN logo. If you are unsure about whether a design
meets graphic standards, e-mail us at Ikoncreative@aorn.
org, and we’ll respond promptly.

Do Not: Use logo over a graphic pattern, when using the logo
over a photograph consider whether the logo is legible or if a

knock-out version might be required.

Do Not: Use logo in an color but Pantone 328 and Black, only
Black, or only White.

Do Not: Rearrange the logo formation.
Do Not: Rotate the logo.

Do Not: Remove part of the logo formation. Keep the original
logo signature together.

Do Not: Distort or stretch the logo either horizontally or
vertically. Keep the original logo proportions.

Do Not: Substitute fonts in the logotype.
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Meeting Planningldeas

Below are some ideas from other leaders for meddieas planning andpromotion

Promote your meeting

=4 =4 =8 =8 -4 -4 A

Me

D

E R R I ] =A =4 =4 =4 =4 =8 -8 -8 -89

=a =4 =4 =4

1

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 governmentfficials of Perioperative Nurse Week

Include Governor in announcing proclamation for Perioperative Nurses Week

Plan ahead Use yourORNurseLinkChapteror State Councigroup web site

ting Planning Ideas

Get one person/one educator at a meeting

Usehospital facilitator

Ask vendor to sponsor food

Have two committegi one for program and one for refreshments

Collaborate with othe€Chaptes andState Councf and include vendors

Collaborate with other nursing organizations to do combined worksho@sRegndo, cath labs)
Develop name tags for members to wear at meetigged 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, Anesthasial, ASPAN;
Gl Endoscopy nurses)

When nonmembers come to your meetings, follgmwith a postcard and call

Get industry involved in meetings

Charge $25 for meeting and/g back if they attend

Meet less times per year

Haveanagenda foall 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 knoagaizerato
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 6-6:30 pni dinner/6:307:30 pm contact hour education/7:8@mi busines 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

1

T
T
T
T

= =4

Veterinary schools

Military schools

Topic of ACruci al Conversationso

Teddy Bear Clinic

Havesomeone 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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Reasons the younger generation dondt come to meet.i

T
T
T
T
T

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, aromatheramry big)

Handson workshops (eg, bone, spine, bariatric)

Road trips to Zoo (very popular)

Anything that includes families

Webinars and teleconferences

Establish relationship with gitcouncils and ask them to vi§ihaptes

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 discus®perative implications

Introduction of surgical robotics presentatiocontact local facility or contact the manufacturer directly
Contact industry representatives to assist/conduct preseritdtiote: You may need to develop a grant
letter addressing whthe program is needed, purpose of meeting, and the vision of the meeting (eg,
Boston Scientifia Ethicon, HillROM). HilROM will provide facility tour, transport per bus, and provide
accommaodations (HillROM owns its own hotel).

CRNA or CRNFA speaker

Rotate hospital location for meetings

Joint meeting for dajong 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

Shorte meetings

Give away free gifts (possibly sponsored)

Hot topic, roundtable discussions

Provide daycare

Celebrate new CNORSRNFASs

Make meetings fun so people have a good time

Conscious sedation workshopnvite diagnostic imaging lead staff

Independent sty online

Cookie exchange December

Holiday meeting dinner

Saturday morning brunch

Multi-Chapteror State Counciimeetingi one group does facility/one does program

Need to get home to children cgtp
Business meeting is too long or busy
Working alternate shifts

Bullies

Personality differences

Possible solutions

E g

Keep business meetings to 30 minutes max
Switch place$ have meeting at different facilities
Have foodi find sponsor to fund foods

Webinas
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Membership Recruitment and Retention

The following membership recruitment and retention ideas were gathered fronCb#perandState Council
leaders.

Member Renewal/Retention/Incentives

Raffle for AORN membership

Congress registration raffle iftanding all meetings

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

Individual may sponsor a studedhaptermembership (Adopt A Student)

ChaptefState Counciwill pay dues for surgical techs that are accepted to nursing school

Reward a member who does a lot for yQinaptefState Councilvith a life-time membership to AORN
Give a 3year membership to the outgoiRgesident

Visit area OR$ contact supervisor with donuts

Invite CRNAs

Invite manager to celebration just for theidore 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 gatisgive ChaptefState Councitookbook
Assign a fAbig brother/big sistero to new member s
Survey membership for topics the members want

Personally invite new members to join

Phone calll reminders to members when ités time t
Raffle AORN membership toew 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

R N T R B e e e I B B |

49



50



Needs Assessment Survey

The AORN Membership Committee has developed a Membership Survey that ymeicostomize for your

individual Chapteror State Counciheeds. This survey allows leaders to gather critical feedback from members on
how to bette serve their needs. It also allows the exchange of information, such as options for meeting times,
dates, and locations. Bhsurvey is also located online off the Manager Yohaptemweb page
http://www.aorn.org/Get_Involved/CommuniGiiaptes/ManageYouthaptefManage_YourChapteraspx The

survey is formatted in Worfbr easy editing, updating, and customizing.

AORN Chapter/State CouncilSurvey
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 yo@haptefState Councishould meeting?

Monthly Every other month Quarterly
2. What day of tke 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 5pm 5:30 pm 6 pm
6:30 pm 7 pm Other:
4. If you held a meeting on Saturdayhat 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 is7 o0 long Just right Too short

7. What are your top two reasons for attending meetings?
Educatioricontact hours Networking Socialize/Meets friends
To get out of the house Free Food Contribute taChapter

8. Would you like to rotate meetings during the week one month and Saturdays the néed¢? No
9. Would you use childcare if it wasfferedat meethgs? 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?

12. Do you need more GHdouble education meetiing hours for more credit)?

Yes No
Yes No

13. Would you be willing to help you€haptefState Counciin any of the following ways?

Phone calls to members for meeting reminders Yes No
Update/maintainveb site Yes No
Securing space at locadilities to hold meetings Yes No

Perioperate outreach at local nursing schools, career days at college/high school¥es 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?liBleasesuggested

speakers and their contact information.
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15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

What prevents you from attending AORN meetings?

What do you want out of AORN?

What one word/phrase best describes yehaptefState Counc

If you could change one thing about y@&haptefState Councjlwhat would it be?

What do you see as your biggest benefit of being a member &hhjstefState Counc

What do you se as the biggest benefit of being a member of AORN?

Is there a topic you would be willing to presahbur ChaptefState Councimeeting, and if so what is it?

Would you prefer the business meeting be held befoaft@rthe educational offering?

What local charitable organization would you like to seeChaptefState CounciWork with (Habitat for
Humanity, Food Bank, etePlease list.

Name one thing YOU can do this year your ChaptefState Counc#

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 yoGhapterofficers areupdate and current at all tinse The transition from your
current officers to your new officers shouldd smoothavoiding ay time wherahere are no officers. This can be
easilydone byplanningthe beginning and end term dates of your officers.

For example, say your cureChaptep r e s i d e nt G 6/112@12 amd ded 534/2013. Yowould want
to make thencomingpr esi dent 6s term begi n .dmtway,thetramdiloBisand end
automatid the past officer goes off and the new president comé&ssamoth sailing and no vacancies!

Before your currenChapterofficerd germs expire one of those officershouldgo online angut in yournew
officersat http://www.aorn.org/Get_Involved/CommuniG#iaptes/ManageYouthaptefUpdate Chapter Officers.aspx
Once there...
9 Click on thelink to Begin Updéing ChapterOfficers
1 Login (which will take you to your mai@hapteReports and Bsters page)
1 Scroll down pasyour Chapterofficers and click on the last link under Maintenatw®lpdateChapter
Officers
1 On theChapterOfficer Maintenance pagegelsureto expand the arrows on the laéxt to Officers, Board
Members, and Nominating Committee Membstsyou can see the current officers aheir beginning
and end term dates.
I f you have an officer and vyou aitedudationchareetc) domactthet i t |
ChapterRelations Coordinator Deb Warren and she will add them for you.

Though theChapterAccountability Standards say to notify AORN of your new officers within one month, you

need taupdate your officers after ¢ly have been voted and before your current officers tesraxpire so there is

never a time when yolChapted o n 6t h a v e AN®@ you wahtftoiersiere tsat all officers have access to

the ChapterReports and Rosters and ownership rightheChagpte®d s ORNur selLi nk web page.

If you are having problems or have a different question, contact the AChapterRelations Coordinatddeb
Warrenat (800) 7552676 Ext. 222 ordwarren@aorn.org

State Council can abmit officels onlineat any time at
http://www.aorn.org/Get_Involved/Community/State_Councils/State_Council_Officer_Update_ Formnf . aspx
hawe any questions, contact Government Affairs at (800)Z&% Ext. 246.

All Chapter and State Councilofficers updated online are loaded directly into our database.
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Public Policy

The National Legislative Committee (NLC), state legislative coordiagftate Councileaders, and AORN

government affairs staff coordinate and engage AORN members to participate in the legislative and regulatory
process. These AORN public policy |l eaders work to a
intiati ves at the federal and state |l evel. They meet
grassroots efforts.

ChapterPresidents an8tate CounciChai rs are critical to the success o
Perioperativeadvocacy with elected officials is importanboth to the profession and to the patients we serve.
Your leadership motivates participation within y@hapterandState Council

AORNG6s public policy efforts wo udgedandmparticipabionineuw c ces s f u
advocacy efforts by alLhaptes andState Councdl. ChapterandState Councileadership should have close

working relationships with their state legislative coordinator and regional NLC representative. Here are some tools
andresources to support your success:

1. 2013 Legislative Prioritieshttp://www.aorn.org/LegislativePriorities/
2. Description of the role and responsibility of state coordinator, NLC regional coordiaiatioNLC
chair
http://www.aorn.org/Advocacy/Supporting_Documents/Roles_and_Responsibilities _Coordinators, NLC.aspx
3. Advocacy Toolbox http://www.aorn.org/AdvocacyToolBox
4. Current Lawd
9 RN Circulator laws http://www.aorn.org/RNasCirculator
9 RN First Assistant reimbursement laws
http://www.aorn.org/Advocacy/lssues_and_Initiatives/Leqislative_Priorities/Registered Nurse_First Assist
ant.aspx
5) Advocacy Checklist
http://www.aorn.org/Advocacy/Supporting_Documents/Tools_and_Resources/Advocacy Checklist.aspx
6) What 6s 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 coordinagigte Councileadership, and AORN government affairs staff are
always available as a resource and to kiear suggestions on what we can do to make your leadership successful.

Access onlinat http://www.aorn.org/Advocacy
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Succession Planning and Best Practices for Leaders

Succession planning is very importaot €hapterandState Councileaders. Be sure to mentor your incoming

of ficers and board member s ChagewrStmie Equncjitheydocan do o aithr t i me
confidence, strength, and the knowledge they need to serve their menglevsalB a few ideas from other

leaders.

Succession planning

Better communication frorpresident

If member attends three meetings a year/pay ¥ of AORN membérstdpe for a free membership
Let presidentelectlearnresponsibilitief president

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

Ask members to get involved

Sendpresidentelectto VolunteerLeadershipAcademyin Denver

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

=4 =4 =8 =4 -4 -4 -1

Ideas for business meetings
1 Have members submit agenda items before meeting
1 Break up business
1 Put minutes from meetings in newsletter or post on web page
9 Discuss having education scholarships
1 Istreasurebonded/able to conduct audit?
Future viability
1 Letter to vendpoasking for scholarship money
9 Convert to 501(c)3 takes time and money, but is worth the investment
1 Complete a IRS 1024 form for more tax exempt benefits
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W9 Form

When a vendor donates something (money, gdodd, etc) to youChapteror State Coucil, they will ask you to

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

State Councind allows the vendor to take the donation agsinless expense writdf! The online form is

i nteracti ve, which means you can fil!]l it out and sa
scratch every time.

Name: Nameof Chapteror State Council

BusinessNameDon 6t n e ¢idsanteas Name | ou

Other: Professional Association

Exempt PayeeDondt <check

Address: Typically thetreasured er your PO Box (if you have ohe

List Account Number: Do not fill out

Social Security: Do not fill out

Employer Identification Number: Y our Chapte or State CounciEIN (Tax ID) number
Sign and date

=4 =4 =4 - -8 8 -8 -89
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Form W'g

{Rev. December 2011)

Department of the Treasury
Intemal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

Business nama/disregardead entity name, if different from above

Check appropriate box for federal tax classification:

D Individual/sole proprietor D C Corporation

Print or type

[7] other (see instructions) »

[:l S Corporation D Partnarship D Trust/estate

[] Limited liability company. Enter the tax ctassification (C=C corporation, S=S corporation, P=partnarship) »

D Exempt payee

Address (number, street, and apt, or sulte no.)

Requester's name and address (optional)

City, state, and ZIP code

See Specific Instructions on page 2.

List account number(s) here (optional)

IEZAN  Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a

resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN}. If you do not have a number, see How to get a

TIN on page 3.

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter,

Certification

Under penalties of perjury, | cenify that:

1. The number shown on this form is my correct taxpayer identification number {or | am waiting for a number to be issued to me), and

2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding, and
3. lam a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax retum. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the

instructions on page 4,

Sign Signature of
Here U.S. person >

Date »

General Instructions

Section references are to the Internal Revenue Code unless otherwise
noted.

Purpose of Form

A person who is required to file an information return with the IRS must
obtain your correct taxpayer identification number (TIN) to report, for
example, income paid to you, real estate transactions, mortgage interest
you paid, acquisition or abandonment of secured property, cancellation
of debt, or contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN to the person requesting it (the
requester) and, when applicable, to:

1. Centify that the TIN you are giving is correct {or you are waiting for a
number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withhelding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on foreign partners' share of
effectively connected income.

Note. If a requester gives you a form other than Form W-9 to request
your TIN, you must use the requester’s form if it is substantially similar
to this Form W-9.

Definition of a U.S. person, For federal tax purposes, you are
considered a U.S. person if you are:

* An individual who is a U.S. citizen or U.S, resident alien,

* A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States,

* An estate (other than a foreign estate), or
* A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax on any foreign partners’ share of income from such business.
Further, in certain cases where a Form W-9 has not been received, a
partnership is required to presume that a partner is a foreign person,
and pay the withholding tax. Therefore, if you are a U.S. person that is a
partner in a partnership conducting a trade or business in the United
States, provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership income.
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