NEBRASKA DENTAL ASSISTANTS ASSOCIATION
MANUAL OF PROCEDURES
2014

The following Manual is a guide that will be helpful when working with the NDAA. It is
divided into areas of responsibility to further assist you. If you have any questions, please
contact the President.

The Nebraska Dental Assistants Association is a non-profit 501©6 organization. The
Executive Board shall be the governing body of this Association when the House of
Delegates is not in session, and by a two-thirds vote, shall have the authority to amend the
Manual of Procedures as necessary to effectively administer the business of the Association
(subject to the policies established by the House of Delegates).

The Committee Chairman and members shall be active, life, and/or special members. The
Local officers may be utilized whenever possible.

These guidelines are to compliment the Bylaws of the Nebraska Dental Assistants
Association.



CODE OF PROFESSIONAL CONDUCT
2014

As a member of the Nebraska Dental Assistants Association, I pledge to:
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Abide by the Bylaws of the Association;

Maintain loyalty to the Association;

Pursue the objectives of the Association;

Hold in confidence the information entrusted to me by the Association;

Serve all members of the Association in an impartial manner;

Recognize and follow all laws and regulations relating to the activities of the
Association;

Use legal and ethical means to influence legislation or regulation affecting members
of the Association; :

Issue no false or misleading statements to fellow members or to the public;

Refrain from disseminating information concerning the Association or any member of
NDAA:

Maintain high standards of personal conduct and integrity;

Do not imply Association endorsement of personal opinions or positions;

Accept no personal compensation for fellow members, except as approved by
Association;

Promote and maintain the highest standards or performance I service to the
Association;

Assure public confidence in the integrity and service of the Association.



PRESIDENT

The President shall:
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Serve as Chief elected officer and official spokesman of the Association.
Serve as Chairman of the Executive Board and supervise all Board activities.
Preside at all meetings of the House of Delegates, and the Executive Board.
Call all Special Meetings of the Executive Board.
Appoint Chairmen and members of Standing Committecs at the Post-Board
meeting with the approval of the Board. Appoint Special Committees when
needed. ,
Appoint the following Annual Session Committees:
a. Awards
b. Elections
¢. Local Amrangements
d. Social
e. Nominatmg (Ask each Local to submit a name and appoint
one member at large)
Prepare a Newsletter article in cooperation with the Editor.
Fill vacancies as needed with the approval of the Board.
Serve as a member ex-officio to all committees, except the Nominating
Committee
Accept invitation to conferences and workshops in accordance with the
adopted budget and financial rules.
Represent the Association at meetings, conferences, etc.
Serve as Advisor and Consultant with reference to Association business.
Deliver a Presidential Address at the Annual Session.
Appoint a Parliamentarian
Sign Association contracts when authorized.
Prepare an Annual report surmmarizing information and activities with the
Association for your file.
Assign Delegates attending the ADAA Annual Session to specific meetings
and/or sessions. Their reports will be compiled into one report by the
President.
Send greetings to NDA, NDHA, Kansas, lowa and Missouri Dental Assistants
Associations for their Annual Sessions.
Send invitations, with NDAA Board approval, to the ADAA President and the
8™ District Trustee Invitations should be sent one (1) month prior to the
meeting.. Inform the ADAA President and/or Trustee what can be expected in
the way of honorarium and expense reimbursement. Check with Budget and
Finance regarding expenditures.
Incorporate all files into a master file every three (3) years.
The NDAA president will be admitted to all NDAA sponsored Annual
Session functions at no charge. (See Policies & Resolutions.
Forward files and materials to successor at the end of the term.
See Appendix A for additional information.

April 16, 2006



PRESIDENT ELECT

The President-Elect shall:

1. Assist the President as requested.

2. Serve as a member of the Executive Board.

3. Serve as Program/Education Chairman of the Annual Session preparing
educational sessions with the approval of the board.

4. Succeed to the office of President without further election, at the next Annual
Session.

5. Select officers and members to serve at installation when installed.

6. Prepare an inaugural address to be presented after installation as President.

7. Select a Chairman for each committee for presentation to the Post Board for
approval.

8. Prepare an agenda for the Post Board meeting, coordinating with the current
President and Recording Secretary.

9. Prepare an Annual Report summarizing information and activities as President
elect for your file.

10. Provide the Newsletter Editor with seminar information.

11. Encourage Dental Assisting Programs to participate in professional functions.

VICE PRESIDENT
The Vice President shall:
Assist the President as requested.
Serve as a member of the Executive Board.
Serve as President in his/her absence.
Serve as Registration Chairman for Annual Session and shall be bonded.
Prepare an Annual Report summarizing information and activities as Vice
President for your file.
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RECORDING SECRETARY
The Recording Secretary shail:

1. Serve as a member of the Executive Board.

2. Record and prepare minutes of all Board meetings and Annual Meeting,

3. Distribute minutes to the Review Committee for approval prior to sending them
to the Board and Committee Chairmen.

4. Distribute REVIEWED minutes to ALL NDAA officers, Board Members,
Committee Chalrmen (single copies may be sent if they are serving in another
capacity) and 8™ District Trustee within thirty (30) days .Minutes fo be reviewed
are to be sent ASAP to the President, Treasurer, Historian and Minutes

Review Committee.
ASAP to the President Treasurer, Historian and Minutes Review Committee

5. Read and respond to correspondence as directed by the Board (copy to remain in
file).

6. Prepare an article for the NDAA Newsletter outlining highlights from the board
meetings. October 6, 2011
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When typing minutes, first and Iast names should always be used, unless
there is an obvious translation in the reference. October 9, 2011
Prepare an Annual Report summarizing information and activities for your file,
Verify membership regarding the Loyalty Award and Life Membership.
May 1 2006

TREASURER

The Treasurer shall;
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Be proficient in accounting and bookkeeping.

Serve as a member of the Executive Board.

Receive and deposit all money of the association.

Keep the Board informed of CD renewal dates and renew the CD’s as directed by

- the Board.

Send dues rebates to Local Societies in JUNE and DECEMBER.

Send the State Membership list to the State Membership Chairman.

Balance the check book after each statement.

Prepare a Treasurer’s report for all Board Meetings.

Pay all bills promptly, retain for the file and audit. (All bills must have receipts
attached.)

. Keep a current account of commuittee expenses.
. All monies received from fund raisers, meals, etc must be counted

and verified when given to the treasurer. A receipt will be given when
the $$ amount is verified. All monies needed for

- Annual Session, must be requested in writing, no later than pre-board

meeting.

12. Order Past President pins as directed by the Board.

13. Close out all business of the term before turning the files over to the successor.

14. Prepare books for audit at the end of the fiscal year. (April 30)

15. Prepare an Annual Report summarizing information and activities as Treasurer.

16. Assist the Audit Committee in preparation of the Audit report for your file.

17. Shall be bonded.

AUDIT COMMITTEE

The Audit Committee shall:

1. Complete the audit within ninety (90) days following the end of the fiscal year
(April 30)

2. Examine the reports and financial records of the Treasurer.

3. See that the money received is properly accounted for.

4. See that the Treasurer has receipt expense forms for disbursements.

5. Keep a copy of the audit report in the file of the Audit Commutiee, Treasurer,
CPA , and the lock storage box.

6. The Committee members should be Past Presidents or members with accounting
experience.

7. Report the Audit at the first Board of Directors after Annual Session.



May 1, 2006

BUDGET AND FINANCE COMMITTEE

The Budget and Finance Committee shall:

1.
2.
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Supervise and act in an advisory capacity for the finances of the Association.
Prepare and present a budget to the Board and Annual Session House of
Delegates.

Balance money remaining from the budget each year to allow accurate estimates
for the following year budget.

Verify the bills within budget to allow payment from the proper line item.
Include an estimate for ADAA guest accommodations at Annual Session.
Prepare an Annual Report summarizing information and activities of the year for
your file.

The NDAA Treasurer shall serve on the committee.

BYLAWS/MANUAL OF PROCEDURES COMMITTEE

The Bylaws/Manual of Procedures Committee shall:
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Submit proposed amendments to the ADAA Council on Governance member for
the 8™ District for approval.

Furnish all proposed changes, amendments or rules to the Editor for publication
thirty (30) days prior to the NDAA Annual Session.( Newsletter deadline)
Approve Component Bylaw amendments or revisions before they are sent to
ADAA Council on Governance member for 8™ District.
Keep a file of Component Bylaws/Rules of Governance and send a copy of the
approved Bylaws/Rules of Governance to the 8™ District Trustee.

Review and update the Manual of Procedures with the direction of the Board.
Provide a copy of the Bylaws/MOP to each Officer, Board Member and
Committee Chairman.

Prepare an Annual report summarizing information and activities as Bylaws
Chairman for your file.

Maintain the ADAA disk of forms and Bylaws/MOP as needed.



PARLIAMENTARIAN
The Parliamentarian;
1. Is a consultant who advises the President, Officers, Committees and members on
Parliamentary rules of order.
Cannot debate.
Cannot make motions.
Can vote only when the vote is by ballot.
Shall be as inconspicuous as possible when advising the presiding officer.
ROBERT S RULES OF ORDER, NEWLY REVISED Pages 456-458 550
Page 458 RONR “A member of an assembly who acts as a Parliamentarian has the same
duty as a presiding officer to maintain a position of impartiality. In fact, the impartial
parliamentarian has fewer member privileges than the presiding officer, this means that
when you agree to accept this appointment and agree to maintain this position of
neutrality, you give up many of your ﬁmdamental rights of membership. (NAP 4%
Quarter 1998 Carl Ann Strickeler, PRP)
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BOARD MEMBER
The Board Member shall:
1.  Attend and participate in the Executive Board Meetings.
2. Assist the President upon request.
3. Serve as Chairman of Committees.
4. Four (4) members (active, life, life pay, or special) shall be ¢lected to serve as

Board Membets. (Article VII Officers Section 4)

5. Itis suggested that each Board Member serve two (2) one (1) year terms.
6.  All Board Members are required to attend at least 75% of all Board Meetings.
7. Prepare an Annual Report summarizing information and activities of the year for

your file.
ADVISORY COUNCIL

Two Past Presidents shall be nominated by the Nominating Committee

to serve as Advisory Council without privilege of vote. The Immediate Past President is
automatically Chairman and is a voting member of the Executive board. (Article VII
Officers Section 4) They should be rotated off this committee and will have served three
(3) years. May 1, 2006



