MIDDLE ATLANTIC
SOCIETY OF
ORTHODONTISTS

MANUAL OF PROCEDURES

Updated November 5, 2009

TABLE OF CONTENTS



-2-

TABLE OF CONTENTS

Contents
MISSION STATEMENT .ottt bbb bbbt et nbe e e -3-
GOVERNING BODY, OFFICERS, STAFF, AND COMMITTEES.........cccooii it -3-
EXECUTIVE BOARD: ..ottt st sttt sttt sse e saesteen e steete e tesneentesteaseenaesteeneenees -3-
CONSTITUENT EDITOR/HISTORIAN: ...ttt sttt st -4-
Lo ] = N N S -7-
Lo ] 1 = N 1 = I G PSR -8-
SE C R E T AR Y et bttt b e bbb Rt e Rt R h e R e e b nhe Rt e b eRe et ebe Rt e nbeebee b -9-
TREASURER ...ttt b et bt h e bt e bt s bt et e b et enb e b e et sbe et e e b neeenne e -10-
CONSTITUENT EDITOR/HISTORIAN: .....c ittt sttt sne e -11-
EXECUTIVE DIRECTOR/SECRETARY : ..ottt sttt st -12 -
DELEGATES/ALTERNATES TO THE AAOD ...t -13-
ELECTION PROCESS ... oottt sttt sttt sttt et s e st e bt e s be e she e sbe e nbees b e ea e e et e e sbeenbe e beebeeneeaneesneesbeeneas -16-
TRUSTEE TO THE AMERICAN ASSOCIATION OF ORTHODONTISTS FROM MASO......... -17 -
NOMINATION AND ELECTION TO THE BOARD OF TRUSTEES OF THE AAO:.........cccc..... -18 -
MASO STANDING COMMITTEES . ......oo e -18 -
ANNUAL SESSION COMMITTEE .....cciiieitiecie sttt sttt ste e ste st aesneenae e -19-
MASO ANNUAL SESSTONS: ...ttt sttt s et e e steate e aesteeseestesseesaesteesesseeseensens - 26 -
LSt IMIBELING: .ottt bR R ettt r et n -34 -
24 0o I ==Y o OSSP -34 -
MEMBERSHIP APPLICATION PROCEDURES: ...t -34-
ACTIVE/AFFILIATE MEMBERSHIP: ..ottt ettt nee e e nneene e -34-
NON-RESIDENT MEMBERSHIP: ...ttt et nte e snee e e sneenas -35-
RETIRED MEMBERSHIP: ...ttt ettt te e s e ene e st e naeeste e teeteeneeaneesneenneennas -36 -
HONORARY MEMBERSHIP ...ttt s ste e te e een e sneenneesneeneeeneeas -36 -
POLICY ON CONFLICT OF INTEREST .....oooiiiiiiiie ittt sttt -36 -
RESOLUTION OF CONFLICTS OF INTEREST .....oooiiieiiie et -37-
SEXUAL HARASSMENT POLICY ittt sttt steana et nne e -40 -
FRATERNIZATION POLICY & ittt sttt ettt sttt s te s e besnaesaesteanaesaeaneente s -42 -
WHISTLEBLOWER POLICY & ..ottt sttt e st e e e e sae e e seeeneenne s -42 -
ANTITRUST COMPLIANCE POLICY i .ottt ne s -44 -

RECORDS RETENTION POLICY & .o -46 -



Introduction

The following Manual of Procedures is a guide to the administrative policies and
procedures as outlined in the MASO Bylaws. This Manual provides operating procedures
to assure consistency in conducting MASO business. It reflects the organizational structure
of MASO and the duties and functions of the Officers, Directors, Delegates and Alternate
Delegates, Council Representatives, Committees and Executive Director/Secretary.

This Manual of Procedures is subject to continual evolution and revision as the needs and
requirements of the Society change over time. Revisions of the Manual can occur through
two mechanisms: changes in the MASO Bylaws which have been approved by the general
membership, or administrative changes which have been approved by the Executive
Board as permitted by the Bylaws.

It is imperative that all members of the Society adhere to the Manual of
Procedures, in accordance with the Bylaws of MASO, to assure consistency in
the administration of the organization, the free exchange of ideas, and the
easy transition of responsibility and activity over time.

Mission Statement

The Middle Atlantic Society of Orthodontists shall promote the ethical delivery of quality
orthodontic care by providing its members with educational opportunities and information
regarding advances in orthodontic treatment and technology. In addition, the Society shall
be an advocate for, and a representative of, all constituent members of the American
Association of Orthodontists for the purpose of making regional decisions regarding policy,
budget, member services, public information and communication.

GOVERNING BODY, OFFICERS, STAFF, AND COMMITTEES
EXECUTIVE BOARD:

The governing body of MASO is the Executive Board. The Executive Board consists of the
following members:

Officers:
o President
o President-Elect
o Secretary
o Treasurer
Directors (currently six)
Constituent Editor
Ex-officio members without the privilege to vote:
o MASO Immediate Past-President
o MASO Trustee to the AAO
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EXECUTIVE COMMITTEE:
During the interim between meetings, the following may act on behalf of the Board:
President, President-elect, Secretary, Treasurer, and the two most senior Directors.
OTHER ELECTED OR APPOINTED POSITIONS:

e Delegates and Alternate Delegates to the AAO

e Representatives to AAO Councils

e Director to the American Board of Orthodontics

e Historian

EXECUTIVE DIRECTOR/SECRETARY:
Employed under contract by the Executive Board.

COMMITTEES:
e Annual Session
Annual Session Site Selection
Budget
Bylaws
Communications/Publications
Education and Research (Kress Award)
Government Affairs
Member Services (Includes Membership, Ethics, and Practice Transition)
Nominating (Devlin Award)

TERMS OF OFFICE AND ELECTION PROCESS:

OFFICERS:
The President and President-elect are elected annually for a term of one year by the
general membership.
The Secretary and Treasurer are elected bi-annually for a term of two years by the general
membership. Both are limited to three (3) consecutive two (2) year terms.

DIRECTORS:
Three Directors are elected annually for a term of two years by the general membership.

CONSTITUENT EDITOR/HISTORIAN:
Elected for a term of three years by the Executive Board.

MASO TRUSTEE TO THE AAO:

Elected for a term of two years by the general membership. An AAO Trustee may serve a
maximum of four terms (8 years). At the completion of four terms, he/she is eligible for
election to the office of Secretary-Treasurer of the AAO by the AAO House of Delegates.

MASO DELEGATES AND ALTERNATES TO THE AAOQO:

Delegates are elected annually for a term of two years by the general membership.
Alternate delegates are elected annually for a term of one year by the general
membership.

MASO REPRESENTATIVES TO AAO COUNCILS:
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Council representatives are elected for a term of two years. An ad hoc committee
appointed by the MASO President nominates a candidate. After approval by the Executive
Board, the MASO AAO Trustee forwards the name of the candidate to the AAO Board of
Trustees for final approval. Those elected may serve a maximum of four consecutive
terms.

MASO REPRESENTATIVE TO THE AMERICAN BOARD OF ORTHODONTICS:
Elected for a term of eight years. An ad hoc committee appointed by the Executive
Board will nominate 3-5 candidates. After approval by the Executive Board, the list
of candidates is forwarded to the Secretary of the ABO for final selection of an
individual.

EXECUTIVE DIRECTOR/SECRETARY:
Retained on an at-will basis under a contract renewed every two years by the
Executive Board.

MEMBERS OF MASO STANDING COMMITTEES:
For most committees, members are elected annually for a three-year term by the
Executive Board. A member will usually be asked to serve as Chair of the
committee during the final year of service.

MASO REPRESENTATIVE TO THE AAO PAC:
Elected for a term of two years. The individual may not serve more than four
consecutive terms.

EXECUTIVE BOARD:

The Executive Board is empowered by the Bylaws to:
e Conduct all business of the society, subject to the Articles of Incorporation, AAO
and MASO Bylaws, and the mandate of the membership.

e Establish interim policies between the annual business sessions of MASO and
to report back to the membership at or before the next annual session of MASO.

e Establish rules and regulations, consistent with the Bylaws, to govern its
organization and procedure.

e Elect an historian for a term of three years.

e Select and approve nominees to the various AAO Councils/Committees:
Council on Communications

Council on Government Affairs

Council on Information Technology

Council on Insurance

Council on Membership, Ethics and Judicial Concerns
Council on Orthodontic Education

Council on Orthodontic Health Care

Council on Orthodontic Practice

Council on Scientific Affairs

©CoNoh,rwhE
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10. Distance Learning Task Force

11. New and Younger Member Advisory Committee
12.  AAOPAC

13. AAOSI

Establish the time, place, and length of the annual session and, if necessary,
reschedule or cancel an annual session.

Create and appoint such special committees as may be necessary to expedite
the functions of MASO.

Direct the President to call a special session of MASO.
Reinstate a suspended member to membership.

Perform those tasks and assignments designated in the Bylaws or requested
from time to time by the membership.

Review the eligibility of all applicants for all categories of membership. The
Board is empowered to act upon applications for retired and non-resident
memberships and reinstatements. On all other membership applications the
Board shall make recommendations to the general membership of MASO who
will vote on their appointment to membership.

Receive and review the reports and recommendations of committees.

Act on motions brought by the committees.

Propose any changes in the annual dues, assessments of the members, or
special appropriations of funds from the treasury, and present its
recommendations to the general membership of MASO for final action.

Oversee the specific duties of each MASO Director.

Retain an Executive Director/Secretary, meeting coordinator, or secretarial help
as needed.

Nominate, at the appropriate time, a Secretary-Treasurer of the AAO.

EXECUTIVE BOARD MEETINGS:

The Executive Board shall meet during the Annual Session and three other
times throughout the year. The winter and summer meetings may be by
conference call and the spring meeting may be designed as a two-day meeting
with the first day to include delegates, alternates, component presidents, all
committee chairpersons, council representatives and department chairs to
prepare for the AAO House of Delegates Meeting.
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e One-half of the Executive Board members with voting privileges shall constitute
a quorum for the transaction of business.

e Mail, Telephone, E-mail Vote: During the interim between annual sessions of
MASO, the executive committee may conduct its business by U.S. mail,
telephone conference call, or e-mail.

BOARD REIMBURSEMENT POLICY:

e The members of the MASO Executive Board will pay for their own lodging and
transportation to attend Board meetings, with an adjustment for the members
from Puerto Rico.

e The Puerto Rican members will be reimbursed for 50% of coach air fare and,
additionally, for one nights lodging.

e Reimbursement expenses allocated for the AAO Delegates and Alternates will
be divided equally among those Delegates and Alternates who attend the
preparation, caucus, and delegation meetings, including the final session. The
amount of each individual's reimbursement may not cover his/her entire
expenses

PRESIDENT:

The President, with the assistance of the President-elect, Secretary, and Treasurer shall

oversee the administrative responsibilities of the society, and shall serve as Chairperson of

the Executive Board. The president will have first priority on the hours of the Executive
Director/Secretary at all times. The President will prioritize the Executive

Director/ Secretary’s duties so as to control st

Prior to installation, the President shall:
e Study the duties outlined in the MASO Bylaws.

e Counsel with the out-going President for suggestions on procedures and
programs and the continuation of any on-going programs.

Upon installation the President shall:
e Convene and conduct board meetings.

e Serve in ex-officio capacity attending as many committee meetings as possible,
especially the Annual Session Committee meetings.

e Conduct all meetings formally, beginning on time, and in accordance with
Bylaws, proceduresandiThe St andard Code of Parl i ament
(Latest edition) by Alice Sturgis.
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e Maintain a master calendar for presidential responsibilities: e.g., meetings to
attend, official actions to be taken, conflicts with religious holidays, etc.

e Bring matters before the membership for action.

e When appropriate, serve as first alternate delegate to the AAO House of
Delegates.

e Call special sessions of the society or executive committee as provided for in the
Bylaws.

e Appoint one member of the Budget Committee.
e Serve as an official representative of MASO in its contact with governmental,
civic, business and professional organizations for the purpose of advancing the
objectives and policies of the society.
e Appoint and create special committees, ad-hoc committees or sub-committees.
PRESIDENT-ELECT:
The President-elect shall serve as a voting member of the Executive Board, and become
familiar with and thoroughly understand the Pr
elect shall be available to help the President.
Prior to installation, the President-elect shall:

e Study the duties outlined in the MASO Bylaws.

e Counsel with the President for suggestions on procedures and programs.

Upon installation the President-elect shall:
e Serve as an ad hoc member of the Annual Session Committee.
e Appoint a general chairperson for the annual session of his or her presidency

e Be in charge of the annual review and revision of the Manual of Procedures and
the Bylaws.

e Serve as chairperson of the Bylaws committee.

e Be familiar with the parliamentary procedures for conducting meetings and act
as Parliamentarian.

e Prepare a suggested list of committees and appointments for the first executive
committee meeting of their up-coming presidency.
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e Become President-protemporefor t he remaining portion of
of office in the event the office of president becomes vacant for any reason.

e Succeed to the office of President of the Society at its annual session
subsequent to election by the membership.

SECRETARY:

Prior to installation, the secretary shall:
e Study the duties outlined in the MASO Bylaws.

e Learn services to be utilized and available from the American Association of
Orthodontists.

Upon installation, the secretary shall:

e Secure from the outgoing secretary all documents, files, books, rosters, etc.,
necessary to conduct this office.

e Forwardareporttothei Amer i can Journal of Orthodonti c
Or t h o p eldting:tlse mewly elected Officers, Trustees and Council members.

e Serve as a voting member of the executive committee.

e Develop a calendar with the Executive Director/Secretary showing mailing dates
and events for which the Secretary is responsible. Resolve date conflicts to
avoid problems and delays.

e Answer correspondence promptly as directed by the Board and President.
¢ Notify all members of the time and place of each annual business session.

e Maintain the annual insurance bond of the Treasurer and the indemnification
insurance policy of the officers and board members as provided by the American
Association of Orthodontists.

e Serve as a Necrology Committee of one. The Secretary shall draft suitable
resolutions upon the death of members who have passed away during the year
and present them to the Board and to the Society at its Annual Session. Due
notice and suitable resolutions shall be sent to the constituent editor of the
American Journal of Orthodontics and Dentofacial Orthopedics, and to the
Executive Director/Secretary of the American Association of Orthodontists, upon
the death of any member of this society.

e Be aware of the contractual responsibilities of the Executive Director/Secretary.
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e Perform such other duties as usually appertain to the office of Secretary, and
such duties as may be required by the Board and Bylaws.

TREASURER:

The Treasurer’s responsibility is the receipt,
and the reporting of these actions to the executive committee.

Immediately upon installation, the Treasurer shall:
e Study the duties outlined in the MASO Bylaws.

e Secure from the outgoing treasurer all financial records and materials necessary
to the conduct of this office; counsel with him or her to learn the responsibilities
involved.

e Secure authorizing signatures of the newly elected President and Treasurer for
all documents, checks and accounts of the society; and register the required
signature cards with a bank or other appropriate financial institution.

e Serve as a voting member of the Executive Committee.

The Treasurer shall also:

e Account for the location, and insure the accessibility of, all financial records of
the Society, including checks, bank statements, receipts, financial reports and
audit results.

e Act as a custodian of all funds and securities belonging to the Society.

e Collect and deposit in a bank account authorized by the Executive Board all
receipts and income from whatever sources deemed to be the property of the
Middle Atlantic Society of Orthodontists.

e Maintain and keep current such records to delineate all receipts and
expenditures in such permanent form that is consistent with the wishes of the
Executive Board.

¢ Insure that all Executive Board members receive written financial reports prior to
the date of each Board meeting.

e Secure an audit of the 9ubliciacduntantseldstedo k s by
by the Board, and present the audit report to the Board at its direction.

e Pay all properly authorized and budgeted expenses within five days, or as soon
as practical. When an unbudgeted or unusual expense is presented for payment
and it is not possible to hold an executive committee meeting, the Treasurer
must obtain approval to pay the expense from the President within fourteen
days.

e Serve as a member of the Annual Session Committee, Budget Committee, and
Continuing Education Committee.

e Perform such other duties as usually appertain to the office of Treasurer and
such duties as may be required by the Board and Bylaws.
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MASO DIRECTORS:

The Directors patrticipate in the governance of the association along with the Officers of the
Society. This may include, but is not limited to, attending all Executive Board meetings
and conference calls, serving on ad-hoc committees, reading and evaluating all committee
and council reports, and assisting the officers with the administration of the business of the
association.

CONSTITUENT EDITOR/HISTORIAN:

The constituent editor shall serve as an ex-officio member of the Communications/
Publications Committee and a member of the Executive Board.

The Editor shall:
e Serve as MASO’ s r thepcontilsugng edaot to theeoffi@ahpdblication of

the American Association of Orthodontists.

e Send advance notice of the next annual session to the editor ofthed Amer i c an
Journal of Orthodonti cs an & tnedoappeadriathe a l
issue preceding the conference.

e Forward a copy of MASO’' s nmAmesidae fotrealoft o
Orthodontics and Dentofacial Orthopedic

e Be responsible for editing and publishing the two MASO newsletters each year.

e Collect articles and information from the following sources as needed: component
society presidents, AAO Trustee, MASO Officers and Directors, MASO committee
chairpersons and Executive Director/Secretary.

e Submit all publication materials to the Executive Director/Secretary for proof reading.
Attend the MASO Annual Session and MASO Continuing Education events to obtain
educational articles and interviews. (Registration fees waived.)

e Receive an honorarium yearly, the amount to be determined by the Board.

e Submit proposed publishing costs to the budget committee annually.

e Make an annual report in writing to the executive committee each fall.

The Historian shall:

e The historian collects records and collates records of all significant events and
historical data of the Society.

e Record information in such a way that it is easy to retrieve. This material may be
printed programs, copies of publications, and national or international news relating to
the society or any of its members, reprints of articles, obituaries and other pertinent

Ortho
t he ed
s 0.
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data. However, minutes of general meetings, executive committee sessions or similar
business meetings such as committee records are not to be considered to be the
repository domain of the historian but rather of the Secretary of the society.

e Collect objects of historical value relating to the society and its members.

e Collect a photograph and biographical data of each president and insure that a copy of
the president’s report outlining the activiti
his/her term of office is on file.

o Keep the membership informed of the importance of historical records.
e Account for the location and insure the accessibility of these records in a suitable place.

e Submit an annual budget request and make an annual report to the executive
committee.

EXECUTIVE DIRECTOR/SECRETARY:

The Executive Director/Secretary of the Middle Atlantic Society of Orthodontists serves
under contract to the Society. The responsibilities and compensation are determined by a
negotiated contract that has been approved and ratified by the Executive Board. Since
MASO is a member driven organization of volunteers, the main role of the Executive
Director/Secretary is to assist the Officers, Directors, committees, Council representatives
and members as determined by the contract. The Executive Director/Secretary is
evaluated by, and answers to, the Executive Board. Since the services to be provided by
the Executive Director/Secretary change from time to time, only general duties are listed
here. The specific responsibilities for which MASO has contracted can only be found in
his/her current contract. Each member of the Executive Board will be provided with a copy
of the contract so that they are aware of the services to be provided and the cost of these
services.

The Executive Director/Secretary shall:
¢ Provide association management services to MASO.

¢ Maintain and enhance the membership system.

e Coordinate and administer an effective communications network for the
members.

e Provide continuity and communications between MASO and the AAO, and
between MASO and the other constituent societies.

¢ Provide administrative services for the MASO Annual Session and for the annual
spring continuing education event.

e Assist the board in establishing future annual meeting sites and dates.
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e File and store all correspondence and documents and reports of the association.

DELEGATES/ALTERNATES TO THE AAO:

Election of Delegates and Term of Office:

Delegates (the AAO currently allows MASO seven) are elected by MASO to serve
for a two-year term. Three Delegates will be elected one year and four the next. No
individual Delegate may serve more than three consecutive two-year terms. A
delegate who serves three consecutive terms is not eligible for re-election until an
additional four-year period has elapsed.

The Nominating Committee will select MASO active members in good standing to
fill these positions. The Nominating Committee shall consider representatives from
all component societies in filling positions trying to be as equitable as possible in
balancing representation. The president of MASO is automatically the first alternate
delegate.

The election of Delegates will be held during the second business session of

MASO’ s annual session. N o mi rcepted dormgtheffissto m t h e
business session only. If more than the designated number of delegates is

nominated, an election by written ballot will take place.

Duties & Responsibilities of a Delegate:
All delegates must:

1. Attend the combined MASO executive committee and AAO delegation meeting, and
the AAO House of Delegates meeting.

2. During the AAO annual session delegates will be expected to attend two House of
Delegates meetings (remaining until the conclusion of each), two MASO caucus
meetings and the reference committee hearings.

3. Delegates are responsible for studying the entire AAO workbook containing
parliamentary procedures, council reports, trustee recommendations and resolutions
prior to the MASO caucus meeting.

4. Delegates will be assigned to a specific reference committee and will be expected to
voice the position of MASO on any and all of the resolutions that appear before that
specific committee. Delegates and alternates will also be responsible to report back to
the MASO caucus the overall opinions expressed on each resolution and the final
recommendation of the Reference Committee pertaining to each.

5. Delegates will vote during both the first and second House of Delegates meeting on all
resolutions following floor debate.

6. The majorityofadelegat e’ s ti me at an AAO annual session
therefore delegates will be unable to attend many of the lectures or clinics. The AAO
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does have a policy where delegates can rent or purchase videos or audiotapes of the
various lectures or clinics.

Replacement of an Elected Delegate:

If a Delegate is unable to attend a session of the AAO House of Delegates, the President
of MASO will automatically become the replacement for that delegate. If a second (or third
delegate) is unable to attend, the Delegation chairperson will select a replacement from
the remaining alternate delegates.

Election of Alternate Delegates and Term of Office:

There are a total of three alternate delegates including the MASO president. Two
alternates are elected annually for a term of one year. There is no limit on the number of
terms an alternate delegate may serve.

The Nominating Committee will select an active MASO member in good standing to fill
these positions. The Nominating Committee shall consider representatives from all
component societies in filling positions and attempt to be as equitable as possible in
balancing representation among the constituent societies.

Duties & Responsibilities of an Alternate Delegate:

1. Attend the combined MASO executive committee and AAO delegation meeting,
and the AAO House of Delegates meeting.

2. Alternate delegates are responsible for studying the entire AAO workbook
containing parliamentary procedures, council reports, trustee recommendations
and resolutions prior to the MASO caucus meeting.

3. Be fully prepared to be seated as a Delegate, with the same duties and
responsibilities.

Replacement of an Elected Alternate Delegate:

If an Alternate Delegate is unable to attend a session of the AAO House of Delegates, the
President-Elect of MASO will automatically become the replacement for that alternate
delegate.

Selection of AAO Delegation Chairman:

Within sixty daysoft he el ecti on of the AAO Del egates and
annual session, an election will be held by the Delegates and Alternates to determine the

Chairperson of the delegation. The MASO Secretary will distribute and receive a ballot with

the names of all Delegates. The votes will be counted by the Secretary of MASO. The

Delegate receiving the most votes will chair the delegation. The results of the election will

be announced as soon as possible. The chair of the delegation is to attend the board

meetings designated by the President, or with the approval of the President if at his/her

own request.
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Duties of the Delegation Chairperson:
1. Attend MASO Executive Board meetings.
2. Preside over all meetings of the delegation.
3. Appoint a delegation secretary.

4. Make reference committee assignments.

5. Represent MASO atapre-AAO annual session delegate

6. Submit MASO resolutions to the AAO within the appropriate deadline date.

7. Coordinate the activities of the delegation on the floor of the House of Delegates to
maximize the influence and efficiency of the delegation.

8. Submit to the executive committee for approval per diem and airfare/travel
allowance amounts. (This is to be done as early as possible for budgeting
purposes.)

9. Approve all delegation expenditures for payment by the treasurer.

10. Submit a report of the delegation to the MASO executive committee sixty days
following the AAO House of Delegates Meeting.

Delegation Secretary:

The delegation chairperson will appoint the Executive Director/Secretary or one of the
alternate delegates (not the president of MASO) to serve in the capacity of delegation
secretary. The duties of the delegation secretary include but are not limited to: attending
the MASO caucus and AAO House of Delegates meetings; recording the attendance of
delegates and alternates, and submitting a report to the MASO Treasurer for
reimbursement; at the caucus, he or she will record the assignment of delegates to specific
reference committees, note which delegate will be presenting MASO resolutions to the
House of Delegates, and track all resolutions of the House of Delegates so that a report to
the MASO executive committee can be prepared.

If not so appointed, the MASO Executive Director/Secretary will assist the delegation
secretary in establishing caucus dates, schedule meeting rooms and meals, and determine
the best airfares.

Reimbursement Policies:

The Delegates, the MASO President and the Alternate Delegates will be paid on a per
diem basis for a maximum of five days. If the House of Delegates meeting is on the west
coast, the per diem payments may extend to a sixth day to allow for an extra day of travel.
They will also be paid an airfare/travel allowance. The per diem amount and the maximum
airfare/travel allowance will be determined by the Executive Board early enough to be

chai
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included in that year’s budget. Ful | payment Wwi
alternates who attend each and every MASO caucus and each and every House of

Delegates meeting and who stay to the end of the last House of Delegates meeting.

Funds will also be budgeted for meals for the pre-annual session caucus.

REPRESENTATIVES TO AAO COUNCILS FROM MASQO:

ELECTION PROCESS: The President shall appoint an ad-hoc committee of three
members to solicit, evaluate and make recommendations to the MASO Executive Board
names of members willing and qualified to serve on an AAO Council. One member will be
appointed chairperson. The ad hoc Committee members cannot be prospective candidates
for the council position.

The committee will advertise for prospective candidates in the official MASO newsletter at

least three months in advance of the selection. All applications are to include the

candi date’s curriculum vitae. Current AAO Counci
Trustee may suggest candidates to the committee.

The committee wil/ review each candidate’s cr e
the committee’ s r etoovardedto theaBxecuive BoardlIflnoné of the

candidates are acceptable to the Board, the committee will reconvene to consider other

candidates. This process will continue until Executive Board endorsement is obtained for

one candidate for each council vacancy.

DIRECTOR TO THE AMERICAN BOARD OF ORTHODONTICS FROM MASO:

ELECTION PROCESS: The American Board of Orthodontics will notify MASO when an
opening becomes available on the ABO Executive Board for a MASO representative. The
MASO Executive Board will appoint an ad-hoc committee of four members to solicit and
evaluate candidates. A candidate for the ABO board must be a diplomate of the ABO.

The committee shall be composed of four members. Three members are to be ABO
certified and one member should not be certified. Committee members cannot be a
member of the MASO Executive Board or a prospective nominee for the position.

The committee will advertise for prospective candidates in the official MASO newsletter at

least three months in advance of the selection. All applications are to include the
candidate’s curriculum vitae. Current AAO Counic
Trustee and current ABO representative may suggest candidates to the committee.

The committee wil/l r ceedentialsvanctideseltredertialsthlordy avithe * s

the committee’s recommendation wil|l be forward:¢
candidates are acceptable to the Board, the committee will reconvene to consider other

candidates. This process will continue until Executive Board endorsement is obtained for

one candidate for the ABO vacancy.
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When the MASO Executive Board has approved a list of three to five candidates, the list
will be forwarded to the Secretary of the American Board of Orthodontics.

TRUSTEE TO THE AMERICAN ASSOCIATION OF ORTHODONTISTS FROM MASO:

An elected Trustee represents MASO at the AAO. As a member of the AAO Board of
Trustees he/she is required to follow the instructions and mandates of MASO as directed.

The MASO Trustee is elected for a two-year term. A Trustee may be elected for a
maximum of four terms (eight years).

In the event the Trustee from MASO is to be absent from a session of the Board of
Trustees of the AAO, the President of MASO will appoint a substitute to serve until the
Trustee is able to resume his/her duties. If the President is not available to make this
appointment, the next available succeeding officer of MASO is authorized to appoint the
substitute Trustee.

Should a vacancy in this office occur, a substitute Trustee will be appointed by the
President of MASO to fill the position until a new Trustee can be elected at MASQO's next
annual meeting.

Foll owing the | ast year of the Trustee’s
the MASO Trustee to the office of Secretary-Treasurer of the AAO. In this way he/she
would be eligible to ascend through the offices of President-Elect, President and
Immediate Past President of the AAO.

The office of Trustee requires a significant time commitment. A partial list of the meetings
the Trustee is expected to attend includes:

1. AAO Board of Trustees meetings (currently four per year), and other meetings as

required.

2. AAO Council meetings (for which the Trustee is the liaison)

3. AAO House of Delegates (seated with MASO delegation)

4. MASO Board Meetings (as an ex-officio member without a vote)

5. Each MASO caucus necessary for AAO House of Delegates deliberations

The Trustee’ s position is that of a I|iai
duties of this position includes:
1. Reporting on AAO issues and actions to MASO's membership through the MASO
newsletter and at MASQO's annual meeting.
2. Reporting to the MASO Executive Board:
a. On any vacancies that MASO needs to fill on AAO Councils or Committees.
b. On any important or urgent AAO or AAO Board of Trustees issues or actions
in a timely manner.
3. Submit to the AAO or the AAO Executive Board:
a. Any inquiry or request for information or advice sought by the MASO general
membership or by the MASO Executive Board.
b. All nominations made by MASO to fill vacant AAO Council or Committee
positions.

fourt.

son bet
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c. All resolutions proposed by MASO to the AAO House of Delegates.
4. Transmit any AAO or AAO Board of Trustees messages or responses back to
MASO members or to the MASO Executive Board.

NOMINATION AND ELECTION TO THE BOARD OF TRUSTEES OF THE AAO:

An election is held by MASO every two years to select an individual to serve as an AAO
Trustee. Unless there is an unusual circumstance such as death, resignation, removal by
the AAO Board of Trustees or someone decides to challenge the incumbent at the ballot
box, the Trustee is normally re-elected until he or she serves the maximum number of four
terms and goes through the chairs of offices at the AAO.

When a new Trustee is to be elected, the MASO Nominating Committee shall:

1. Advertise for candidates in the official MASO publication at least six months in advance
of the election. All applications are to be received by the Chairperson of the
Nominating Committee and distributed to all committee members upon receipt.

2. Submit name(s) of Trustee candidate(s) to the MASO Executive Board by July 1°
preceding the election.

3. The Nominating Committee will publish the name(s) of all candidate(s) in the official
MASO publication for distribution at least 30 days prior to the election.

4. The election will be held during the 2™ business meeting of the Annual Session.

5. Voting will be by written ballot unless there is only one candidate for office, and then
he/she may be declared the nominee by the chairperson. Nominating speeches are
not to exceed five minutes in length. Although nominations do not require seconds, two
seconding or endorsing speeches may be made for each candidate. These will not
exceed two minutes each in length.

The election will be conducted in accordance with the rules of parliamentary procedure.
If more than one candidate is placed in nomination, one nominee will be selected for the
position by majority vote conducted by written ballot. If additional votes are necessary to
obtain a majority, then the candidate(s) with the lowest number of votes is to be dropped
from successive ballots.

MASO STANDING COMMITTEES

Committee chairpersons report directly to the President, and are required to attend the
spring Executive Board meeting to report personally to the Board. Committee
Chairpersons must also attend and present a report to the general membership at the
Annual Meeting. The following are standing committees of MASO:

Annual Session

Annual Session Site Selection
Budget

Bylaws
Communications/Publications
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Education and Research

Government Affairs

Member Services (Membership/Ethics/Practice Transition)
Nominating and Devlin Award

Finance and Audit Committee

ANNUAL SESSION COMMITTEE

The President-elect selects the General Chairperson of the Annual Session. At the first
Board Meeting of MASO following the Annual Session the recommendation is submitted to
the Board for approval. The nominee for General Chairperson should be experienced in
the workings of MASO and be an active member. The Chairperson is required to attend at
least one meeting of the previous Annual Session Planning Committee. The General
Chairperson is responsible for the following:

1. The overall format, operation and administration of the Annual Session.
2. Appointing all Committee Chairpersons for the various Annual Session committees.

3. Prepare for Board approval a separate operating budget for the Annual Session
following the policy guidelines for honorarium payments.

4. Coordinating the various aspects of the Annual Conference and maintaining liaison and
accountability with all involved committees. A minimum of two planning meetings of the
entire Annual Conference Committee will be needed. Travel and expenses are
charged to the Annual Conference budget.

5. Disseminating progress information to the President and Executive Board.

6. Assure that appropriate letters of appreciation are forwarded to all speakers, committee
chairpersons and VIP’ s at the conclusion of

The sub-committees of the Annual Session are listed below. Each sub-committee
chairperson is responsible to attend all Annual Conference Planning Committee Meetings
and follow the guidelines listed under their specific committee. All expenses are to be
submitted to the Treasurer for approval and payment.

Scientific Program
Doctor Program
Auxiliary Program
ABO Case Displays
Orthodontic School Displays
Registration
Member/Auxiliary Registration
Door Prizes

Speaker Hospitality /Moderators
Moderators for Speakers
Ushers for Courses/Social Events
VIP Hosting
Assn. Hospitality Room
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Exhibitors
Technical Exhibit Booths
Exhibitor Table Clinics
Sponsorships

Publicity/Promotion
Direct-Mail Publicity
Journal Publicity
Local Press

Affiliated Groups
American Board of Orthodontists
Orthodontic Alumni Committees
State Component Societies
Dental Assistant Groups

Social Activities
Opening Party
Presidential Banquet
Tours
Fun Run
Tennis Tournament
Golf Tournament

ANNUAL SESSION SITE SELECTION COMMITTEE

This committee is composed of the five (5) available immediate past General Chairpersons
of the Annual Session. At each succeeding Annual Session, one (1) member is confirmed
for a term of five (5) years. The senior member serves as Chairperson in their last year on
the committee.

The Annual Session site Selection Committee shall:
1. Recommend to the Board dates and places for future Annual Sessions. The
Executive Director/Secretary or a meeting coordinator may supply input on the

merits of various potential sites.

2. Refer to the parameters necessary for meeting sites found in the first section of
the Annual Session write up in this manual.

BUDGET COMMITTEE:

The committee is composed of three (3) members and the MASO Treasurer. One
member is appointed at each Annual Session to serve for a three-year term. The
President appoints one member to be the Chairperson. The Treasurer serves as an
advisor of the committee.

The Budget Committee shall:
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1. Convene a Committee meeting no later than September for the purpose of reviewing all
financial records and preparing a proposed budget for the upcoming year. Records
i ncluding the current Treasurer’s report, pr e
expense in comparison with the past three (3) years should be considered.

2. Prepare an annual budget for approval by the MASO Board at the fall Board meeting.

3. The Chairperson will present a finalized budget for the upcoming year to the incoming
Budget Committee chairperson after the first business meeting of the Annual Session.

BYLAWS COMMITTEE:

This committee is composed of six (6) members. At each succeeding annual Session, one
(1) member is elected from the general membership for a term of three (3) years. The two
(2) immediate past Presidents are ex-officio members. The sixth (6™) member is the
President-elect, who acts as Chairperson.

The Bylaws Committee shall:

1. Read and become familiar with the bylaws of the Middle Atlantic Society of
Orthodontists and the American Association of Orthodontists.

2. Maintain communication with the AAO attorney on AAO Bylaws changes that affect our
Society, and recommend when changes in MASO's Bylaws are indicated to maintain
conformity.

3. Review MASO's Bylaws and recommend to the Executive Board updates and
amendments, as appropriate.

4. Examine the Bylaws of the (state) component societies and report any lack of
compatibility for appropriate action.

COMMUNICATIONS/PUBLICATION COMMITTEE:

This committee is composed of three (3) members and the MASO Editor. At each Annual
Session one (1) member is elected for a term of three (3) years. The President appoints
one member to be the Chairperson. The Editor serves as an advisor of the committee
without a vote.

The Communications/Publication Committee shall:

1. Oversee all publications of MASO.

2. Publish at least two newsletters per year, and include a summary of MASQO's annual
budget in the newsletter immediately preceding the Annual Session.

3. Review and recommend methods of improving communications between the
orthodontic specialty and the general public, general dentists, other dental specialties,
medical and allied professions.
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Recommend programs for lay education in orthodontics. The committee needs to be
aware of legislation introduced in the various state and national bodies affecting the
practice of orthodontics or the dental welfare of the public. The committee then works
with the Government Affairs Committee to educate the public and our lawmakers about
issues concerning orthodontic care.

Be active during the Annual Session in issuing press releases that are of interest to the
public. During the year, press releases for general newspaper cons