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ASCLS-PENNSYLVANIA 

OVERVIEW 

 
 

Reviewed/Revised:  5/2005, 2/2016, 10/2018, 5/2019 

 

The American Society for Clinical Laboratory Science-Pennsylvania (ASCLS-PA) is a professional 

organization for health care professionals working in the field of laboratory science in the 

Commonwealth of Pennsylvania.  ASCLS-PA is a constituent society of the American Society for 

Clinical Laboratory Science (ASCLS), belonging to Region II, along with the constituent societies 

of Capital Area (DC), Delaware, Maryland, New Jersey, Virginia, and West Virginia.  Charted in 

1935, ASCLS-PA is divided into 8 local societies which help to service the members in the far-

reaching points of our state. 

 

ASCLS-PA is governed by a Board of Directors, which hold at least two meetings per year and an 

Annual Business Meeting.  The voting members attending the Annual Business Meeting will 

constitute the final governing body.  The voting members shall be defined as the Board of 

Directors, current Professional, Ascending Professional, and Emeritus members and one 

developing professional representative from each of the district societies.   Likewise, each of 

the district societies is governed by a Board of Directors. 

 

Purpose of the Society 

 

Our primary purpose is to provide an organization whereby our members can be advocates for 

quality laboratory testing.   

¶ ASCLS-PA wants all of its members to remain competent in this ever-changing 

technological environment.  Therefore, ASCLS-PA is a major sponsor of continuing 

education for professionals who perform laboratory testing along with a number of 

funded scholarship opportunities. 

¶ ASCLS-PA wants the general public to be safe and confident that the laboratory testing 

performed in the Commonwealth of Pennsylvania and across the country is accurate 

and reliable.  ASCLS-PA regularly monitors state/federal government issues, which may 

impact the clinical laboratory profession in Pennsylvania and across the country. 

¶ ASCLS-PA wants the general public to be educated about their health and to take an 

active role in their health care.  Therefore, ASCLS-PA, in cooperation with ASCLS and 

many other national organizations, provides educational materials for distribution 

regarding health education and disease prevention. 

¶ ASCLS-PA works to encourage high school and college students to consider careers in 

the laboratory sciences as a viable option for a long-term career. 

 



PRESIDENT 
 

Reviewed/Reviewed:  6/1988, 1/1991, 4/1992, 9/2003, 5/2005, 2/2016, 10/2018, 5/2019 

 

BYLAWS AND STANDARD OPERTING PROCEDURES: 

 

The President shall be the Chief Executive of this Society and shall preside at all meeting of the 

Board of Directors and at the Annual Business Meeting; shall be an ex-officio member of all 

committees except nominations and elections; shall appoint committees, and, with the 

approval of the Board of Directors, shall appoint such ad hoc committees as are needed. 

 

The term of office for President of this Society shall be for one year.  A vacancy in the office of 

President shall be filled by the President-elect.  In the event of simultaneous removal of the 

president and president-elect, the Immediate Past President shall become president.   

 

DUTIES: 

1. Serve on the Region II Council of ASCLS. 

2. Prepare and submit reports on the activities of ASCLS-PA to the Region II Director and 

the ASLCS Executive Office as outlined in the ASCLS Calendar. 

3. Appoint the Developing Professional Director and Ascending Professional Director. 

4. Appoint members to the following standing committees:   

¶ Annual Meeting 

¶ Awards 

¶ Bylaws 

¶ Finance 

¶ Government Liaison 

¶ Leadership Development 

¶ Membership 

¶ Nominations 

Each committee shall consist of no more than three members appointed by the 

President.  These committees will work with the corresponding committees of the 

ASCLS. 

5. Appoint Special Committees: 

¶ Education Scientific Assembly 

¶ File Custodian 

¶ P.A.C.E. Administer 

¶ Developing Professional Advisor 

¶ Web Master 

6. Appoint members to Ad Hoc committees as needed. 

7. Approve leaders of subcommittees appointed by committee chairs. 

8. Appoint outgoing committee members as advisors for the following year. 



9. Appoint a member of the Board of Directors as a liaison to each committee to give 

direction and to assure completion of committee assignments. 

10. Appoint editor-in-chief of the official publication and three associate editors (Immediate 

Past President, President-Elect, and Board Liaison for publications) with the approval of 

the ASCLS-PA Board of Directors. 

11. Appoint a successor to the elected members of the Board of Directors in the event of a 

vacancy.  This person will serve until the next annual business meeting, 

12. Appoint a Past President to fill a vacancy in the position of Immediate Past President on 

the Board of Directors, if necessary. 

13. Attend the ASCLS Annual Meeting as a full registrant. 

A.  Chair the state delegation at the ASCLS annual meeting. 

B. Assign members to the various business and related meetings. 

14. Request district society presidents to report on their activities at each meeting of the 

Board of Directors and the Annual Business Meeting. 

15. Send copies of all correspondence to the President-Elect, Immediate Past President, and 

the Region II Director (as deemed necessary). 

16. May authorize interim meetings of the Board of Directors, special scientific or business 

meetings, as the best interests or conduct of the affairs of this Society may render 

necessary or appropriate. 

17. Appraise the Board of Directors, District Societies, and Committee Chairs of matters 

relating to their functions and duties. 

18. Prepare editorials or other items for publications in the official publication or 

disseminate information to the membership through other appropriate media. 

19. Prepare an agenda for all meetings. 

20. See that the agenda is published prior to the Annual Business Meeting.  (If changes or 

corrections are deemed necessary, consult with the Board of Directors. 

21. Review Rules of Order. 

22. Induct newly elected officers and Board members at the Annual Business Meeting. 

23. If possible, meet with the General Chair and committees of the annual meeting prior to 

the annual meeting.  Advise and/or consult with the General Chair on overall 

arrangements. 

24. Be prepared to visit and speak to district societies upon their invitation during the year 

of incumbency. 

25. Be cost conscious; whenever possible, donate whatever you can afford to travel, phone, 

etc. 

26. Shall submit to the Executive Office of the ASCLS the names and pertinent information 

of the officers elected or committee chairmen appointed to positions  in the time frame 

as determined by ASCLS; shall submit to the ASCLS Credentials Committee or the ASCLS 

Executive office, the names, addresses, and ASCLS membership numbers of the 

President, President-elect, delegates and alternates representing this Society at the 

annual meeting of the ASCLS House of Delegates according to the instructions received 

from the ASCLS.   



BOARD/ ANNUAL BUISINESS MEETING AGENDA 

(Example) 

 

 

A. Call to Order 

 

B. Introduction 

 

C. Ascertain Quorum  

 

D. Rules of Order 

 

E. Report of Secretary 

 

F. Report of Treasurer 

 

G. Reports of Officers (President, Region II Director, ASCLS President) 

 

H. Reports of Committees  

¶ Board 

¶ Standing 

¶ Special 

¶ Ad Hoc 

 

I. Report of Publications 

 

J. Unfinished Business 

 

K. News Business 

 

L. Adjournment 

 

 

 

 



ASCLS-t! /![9b5!w ǘŜƳǇƭŀǘŜΥ  Ŧƛƭƭ ƛƴ ŜŀŎƘ ƳƻƴǘƘΩǎ ǎǇŜŎƛŦƛŎ ŘŀǘŜǎ ŦƻǊ 

current year 

 
Event Deadline Responsibility 

Committee Appointments June ASCLS-PA President 

Committee Reports to ASDLS-PA President August ASCLS-PA Committee 

Chairs, Officers 

ASCLS-PA Summer Board Meeting August All 

Deadline for Newsletter Articles September All 

Committee Reports to ASCLS-PA President September ASCLS-PA Committee 

Chairs 

State Report to Region II Director September ASCLS-PA President 

ASCLS-PA Fall Board Meting October All 

Committee Reports to ASCLS-PA President November Committee Chairs, 

Officers 

Region II Council Meeting November All 

Deadline for Newsletter Articles November All 

Deadline for Newsletter Articles (including Bylaws 

changes for action at Annual Business Meeting) 

January All 

ASCLS Elected Positions Nominations  January 14 All 

ASCLS Committees Nominations January All 

ASCLS-PA Awards Nominations February All 

Committee Reports to ASCLS-PA President February All 

ASCLS-PA Winter Board Meeting February All 

ASCLS Awards Nominations February 15 ASCLS-PA President 

 

State Report to Region II Director February ASCLS-PA President 

State Omicron Sigma Nominations to ASCLS March 1 ASCLS-PA President 

Deadline for Newsletter Articles March 1 All 

ASCLS Interim Board Meeting March  All 

ASCLS Legislative Day March  All 

Send names of Pi Alpha, Omicron Sigma, & 

Corporate Award Winners to ASCLS-PA Annual 

Meeting Chair 

March ASCLS-PA President 

Region II Council Meeting March All 

Committee Reports to ASCLS-P PRESIDENT March/April ASCLS-PA Committee 

Chairs, Officers 

Submit name to ASCLS-PA President if interested 

in being a Delegate to the ASCLS House of 

Delegates  

April 1 All 



National Medical Laboratory Week Last full week 

in April 

All 

ASCLS-PA Annual Spring Meeting April/May All 

ASCLS-PA Board/Annual Business Meeting April/May All 

State Leadership Directory to ASCLS Office May 31 ASCLS-PA President-

Elect  

Verify number of ASCLS-PA delegates needed for 

ASCLS House of Delegates 

May 31 Membership Chair 

Year End State Report to Region II Director and 

Year End State Report to ASCLS Board of Directors 

June ASCLS-PA President 

Region II Meeting June (optional) All 

CMN Fund Raising to ASCLS June ASCLS-PA President 

Submit ASCLS-PA Delegate names to ASCLS 

Credentials Chair 

June ASCLS-PA President 

ASCLS Annual Meeting and House of Delegates July All 

 

 

 

 

 



PRESIDENT-ELECT 
 

Reviewed/Revised:  1/2001, 2/2016 

 

BYLAWS AND STANDARD OPERATING PROCEDURES: 

 

The President-elect shall become familiar with the duties of the office of President while in 

office.  In the event of a vacancy in the office of president, the President-elect shall become the 

President. 

 

Shall be elected for a term of one (1) year and except in the event of a vacancy in the office of 

President, shall serve for one (1) year then automatically succeed to the office of President. 

 

In the absence of the President, the President-elect shall serve as Chair of the Board of 

Directors and shall preside at the annual business meeting. 

 

DUTIES: 

1. Serve on the Region II Council of ASCLS. 

 

2. Become familiar with the activities of the various committees, including the Annual 

Meeting Committee, particularly for the meeting of the following year. 

 

3. {ǘǳŘȅ ǘƘŜ .ȅƭŀǿǎΣ ǊŜǇƻǊǘǎ ƻŦ Ǉŀǎǘ ƳŜŜǘƛƴƎǎΣ wƻōŜǊǘΩǎ wǳƭŜǎ ƻŦ hǊŘŜǊΣ ŜǘŎΦ 

 

4. Aid the President, and if the President is absent, perform the duties with the same 

authority as the President. 

 

5. Attend all meetings of the Board of Directors and the Annual Business Meeting. 

 

6. Beginning in April, select the Chairs and/or members of committees as designated by 

the Bylaws, Standard Operating Procedures, actions taken at the Annual Business 

Meeting, or the Board of Directors for the year of presidency which starts on August 

1(after the sine die adjournment of the ASCLS House of Delegates), and make 

appointments prior to June 1. 

 

7. Shall perform any duties which the President assigns to the President-elect. 

 

8. Shall perform the duties of an associate editor of the official State publication as 

outlined by the duties of an associate editor. 

 

 

  



IMMEDIATE PAST PRESIDENT 

 
Reviewed/Revised:  1/2001, 2/2016 

 

BYLAWS AND STANDARD OPERATING PROCEDURES: 

 

The Immediate Past President shall advise the current President as needed and serve as the 

Chair of the Nominations Committee. 

 

DUTIES: 

 

1. Act as consultant to the President. 

 

2. Is a member of the Board of Directors 

 

3. Attend all meetings of the Board of Directors and the Annual Business Meeting. 

 

4. Serve on the Region II Council of ASCLS. 

 

5. Write ά¢Ƙŀƴƪ ¸ƻǳέ ƭŜǘǘŜǊǎ ǘƻ ŎƻƳƳƛǘǘŜŜ /ƘŀƛǊǎΣ ŎƻƳƳƛǘǘŜŜ ƳŜƳōŜǊǎΣ ŀƴƴǳŀƭ ƳŜŜǘƛƴƎ 

hotel representatives and others, as appropriate. 

 

6. Serve as Chair of Nominations/Elections Committee. 

 

7. Shall perform the duties of an associate editor of the official State publication as 

outlined by the duties of an associate editor. 

 

8. In the event of the simultaneous removal during their terms of office of both the 

President and the President-elect, the Immediate Past President shall become President 

ŦƻǊ ǘƘŜ ǊŜƳŀƛƴŘŜǊ ƻŦ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ ǘŜǊƳ ƻŦ ƻŦŦƛŎŜΦ 

 

 

 

 

 

 

 

 

 

 

 



 

 

PAST PRESIDENT 
 

Reviewed/Revised:  1/2001, 5/2005, 2/2016 

 

BYLAWS AND STANDARD OPERATING PROCEDURES: 

 

1. May be appointed by the President to serve an unexpired term of Immediate Past 

President on the Board of Directors, in the event of a vacancy in the position. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

TREASURER 
 

Reviewed/Revised:  1/2001, 9/2003, 4/2004, 2/2016 

 

BYLAWS AND STANDARD OPERATING PROCEDURES: 

 

The Treasurer shall assure the receipt and expenditure of funds in accordance with directives of 

the Board of Directors and: 

 

A. Have the accounts audited every three years at the end of the term of office by a public 

accountant at the {ƻŎƛŜǘȅΩǎ ŜȄǇŜƴǎŜ ƻǊ ōȅ ŀƴ ŀǳŘƛǘƛƴƎ ŎƻƳƳƛǘǘŜŜ ŀǇǇƻƛƴǘŜŘ ōȅ ǘƘŜ 

President from the professional membership. 

 

B. Be under such Bond as established by the Board of Directors. 

 

C. Submit a statement of all Revenue and Expenses, Assets and Budget comparisons for 

the fiscal year to date for all meetings of the Board of Directors and the ASCLS-PA 

Annual Business Meetings. 

 

D. Submit a complete financial accounting of ALL activities (Budget Items, Assets, 

Convention, and Funds) from previous fiscal year to the Fall Board of Directors Meeting. 

 

E. File the IRS report Form 990N or 990EZ by the 30th day of the third (3rd) month after the 

accounting period ends. 

 

F. File the proper Pennsylvania Sales Tax report, if appropriate, and remit the tax due by 

the discount filing date. 

 

G. Be an ex-officio member of the Finance Committee. 

 

H. Be elected for a term of three years, or until a successor is elected and qualified for 

office.  The term of a newly elected treasurer shall be from September 1 to August 31 

inclusive.  A vacancy in the Office of Treasurer shall be filled by the Board of Directors. 

 

I. The Outgoing Treasurer shall orient and assist the newly elected Treasurer in 

establishing the books of record for the next fiscal year, prepare the report for the 

previous fiscal year, the annual IRS report, and deliver all records to the newly elected 

Treasurer at the Fall Board of Directors meeting. 

 



 

 

DUTIES: 

 

1. Attend all meetings of the Board of Directors and the Annual Business Meeting. 

 

2. Receive dues remitted from the Executive office of ASCLS. 

 

3. Collect, deposit receipts, and pay bills promptly.  Handle cash disbursements and cash 

receipts for all committees, publications, seminars, workshops, annual meetings and 

scholarships. 

 

4. Keep neat, accurate, and complete records of all transactions, using standard double-

ŜƴǘǊȅ ƭŜŘƎŜǊ ǘƻ ŜȄǇŜŘƛǘŜ ŀŎŎƻǳƴǘƛƴƎ ǇǊƛƴŎƛǇƭŜǎΦ  CƛƭŜ ǇŀǇŜǊǿƻǊƪ ƛƴ ǘƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ ōƻƻƪǎ 

for each transaction made. 

 

5. Keep signed receipts and bills as submitted by committee members.  Ensure that all 

disbursements are authorized by approved ASCLS-PA reimbursement guidelines. 

 

6. Bill district societies for dues or other revenues, if imposed by the Organization. 

 

7. Keep a leger of Voided or Returned checks. 

 

8. In cooperation with the Finance Committee, prepare a proposed budget for the 

upcoming fiscal year to be presented to the Board of Directors and the members at the 

Annual Business Meeting. 

 

9. Reconcile the bank statements each month and file reconciliation reports with the bank 

statements.  Bank interest should be credited in the month in which it is accrued. 

 

10. If computerized records are maintained, ensure the safety of the data by maintaining 

backup copies on disk or similar media. 

 

11. If accepting credit card payments for meeting registrations, etc., ensure the 

confidentiality of credit card information obtained.  Submit for credit card authorization 

within thirty (30) days of the date of the event; follow-up with any declined 

authorizations or credit card challenges. 

 

12. !ŘƳƛƴƛǎǘŜǊ ǘƘŜ {ƻŎƛŜǘȅΩǎ /ƻƴǘƛƴǳƛƴƎ 9ŘǳŎŀǘƛƻƴ !ǎǎƛǎǘŀƴǘǎƘƛǇ ŀƴŘ {ŎƘƻƭŀǊǎƘƛǇ ǇǊƻƎǊŀƳǎΦ 

 



13. As the outgoing Treasurer, deliver all records following last audited report, and all cash 

on hand to the next Treasurer, and prepare the financial statements for the previous 

fiscal year to be presented at the Fall Board of Directors meeting. 

 

14. The newly elected Treasurer and the outgoing Treasurer should work together to ensure 

that the following list of items is complete in a timely manner. 

a. Train the new Treasurer how to use the computer program (if applicable) and 

information as to the current status of the accounts (re-investments ready to 

mature, need for cash over the next year, etc.). 

b. File form with the Pennsylvania Department of State, Corporation Bureau detailing 

the new ASCLS-PA officers. 

c. Call the Bond Company to change the names on the Bond. 

d. Call the Credit Card Company to change the authorized representative to make 

credit card charges.  The authorized people should be the Treasurer and the Finance 

Chair.  

e. Call the ASCLS office to change the name and address of the person to receive ASCLS 

dues checks. 

f. Submit a change of address form to the Pennsylvania Department of Revenue if the 

Society has a current sales tax license. 

g. Change the authorized check signers with all applicable banks.  The authorized 

people should be the Treasurer and the Finance Chair. 

h. Change the name and address with all banks for the correct mailing of bank 

statements. 

i. Purchase new checks and deposit slips (if needed) with the correct name and 

address of the new Treasurer. 

 

 

RULES FOR MAINTAINING INTERNAL CONTROL AND KEEPING NEAT AND ACCURATE 

RECORDS: 

 

1. Record all transactions immediately.  Include a complete description of all transactions.  

Failure to do this may be the biggest troublemaker of all.  Do not trust your memory. 

 

2. Before making payments to members or directly to a company, insist that members 

ǇǊŜǎŜƴǘ ǊŜŎŜƛǇǘǎΣ ōƛƭƭǎ ƻǊ ƛƴǾƻƛŎŜǎ ǿƛǘƘ ŀ άǊŜǉǳƛǎƛǘƛƻƴ ŦƻǊ ŦǳƴŘǎέ ŦƻǊƳΦ  ¢ƘŜ ƛƴǾƻƛŎŜ ƻǊ ōƛƭƭ 

is authorization and supporting evidence for payment.  

 

3. Deposit all cash receipts in a bank account at regular dates and keep a copy of deposits 

for your file. 

 



4. Write checks for all disbursements, no matter how small the amount.  This will give a 

complete record of disbursements.  The checks in the checkbook should be pre-

numbered for use in verifying all checks, issued or unissued. 

A. Account for all checks even though voided. 

B. Keep spoiled checks in the file and write VOID across the face (including 

signature line) 

C. Keep detailed information on check stub or memo area on check face. 

5. !ƭƭ ǇŀƛŘ ōƛƭƭǎ ŀƴŘ ǊŜŎŜƛǇǘǎ ǎƘƻǳƭŘ ōŜ ƛƴ ǘƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ files.  Keep records for each fiscal 

year together. 

 

6. wŜŎƻǊŘ ƻƴ ǘƘŜ άǊŜǉǳƛǎƛǘƛƻƴ ŦƻǊ ŦǳƴŘǎέ ŦƻǊƳ ǘƘŜ ŘŀǘŜ ƻŦ ǇŀȅƳŜƴǘΣ ǘƘŜ ŎƘŜŎƪ ƴǳƳōŜǊΣ ŀƴŘ 

amount paid. 

 

7. Account for all checks returned by the bank because of insufficient funds, etc. 

 

8. When help is needed in handling a transaction, seek it immediately from the President 

or a former treasurer.  Do not wait until the end of the year.  Mistakes tend to 

compound themselves. 

 

9. If the books do not balance, look for the error immediately. 

 

10. When you hand over the records to a new treasurer, do as follows: 

MEMO TO:   New Treasurer 

FROM:           Immediate Past Treasurer 

DATE: 

RE:                  Financial Records and Files of ASCLS 

 

The following records are being transferred to you as of said date: 

1. Cash receipts and disbursements book or computerized records. 

2. Bank statements and paid invoice file 

3. Financial reports for all previous years 

4. Correspondence file 

5. Tax Return file 

6. Miscellaneous 

 

COPY TO:  Former and newly installed Presidents  

 

 

 

 

GUIDELINES FOR CONTINGENCY FUND  

 



1. Any unutilized monies and/or profits left over at the end of each fiscal year will be 

placed in this fund. 

 

2. Purpose and Use/How and why monies are to be withdrawn from the fund: 

¶ This is a restricted fund for the purpose of providing the cash assets 

necessary to run ASCLS-PA for a minimum of one (1) year or to financially 

accommodate circumstances of need as determined by the ASCLS-PA Board 

of Directors. 

¶ Monies are to be withdrawn for uses consistent with the purposes by 2/3 

affirmative vote of the Board of Directors.  A complete and accurate 

accounting of the withdrawing of the necessary monies must be submitted in 

writing to the President by the Finance Committee for presentation at the 

next Annual Business Meeting of ASCLS-PA. 

 

3. Limit:  A maximum of $5000 may be withdrawn at one time. 

 

4. Time Frame:  No more than $5000 can be withdrawn in a ninety (90) day period.  

 

 

 

REINBURSEMENT FOR AUTHORIZED ASCLS-PA EXPENSES 

 

All approvals for reimbursement must be made on an individual basis dependent upon the 

budget and/or the Financial Status of ASCLS-PA.  All requests for reimbursement must be made 

using the appropriate form and accompanied by receipts.  Whenever available, other sources of 

funds should be accepted instead of, not in addition to, reimbursement from ASCLS-PA. 

 

1. The following expenses may be submitted directly to the Treasurer for reimbursement: 

a. Board/Officer reimbursement for travel to attend meetings of the ASCLS-PA 

Board of Directors. 

b. President, President-elect, and Past President reimbursement for travel to 

attend meetings of the ASCLS Region II Council. 

c. Fixed expenses   

Examples of fixed expenses include expenses associated with: 

1. Printing and mailing of the Society newsletter 

2. Pre-authorized debits (bank fees, credit card fees) 

3. Annual government Liaison Newsletter Subscriptions 

4. ASCLS Region II dues 

5. P.A.C.E. Renewal 

d. Expenses approved by motions of the Board of Directors or by action(s) taken at 

the Annual Business Meeting. 

e. Continuing Education Assistantships and Scholarships 



 

2. All other reimbursable expenses must be submitted to the President and/or Finance 

Chair, who may authorize the reimbursement and forward the forms to the Treasures. 

 

3. Members of the Board of Directors and Officers must pay the appropriate registration 

and banquet fees when attending the ASCLS-PA sponsored educational meeting.  

Reimbursement of those expenses will be determined by the Board of Directors at the 

time of budgeting or by motion. 

 

4. In all cases, committee members who incur expenses must submit the reimbursement 

form to the respective Committee Chair. 

 

5. In all cases, when the budgetary line item has been exceeded, any requests for 

reimbursement must contain the signature of the President or finance Chair prior to 

being sent to the Treasurer. 

 

6. With regard to the Annual Meeting, or other substantive meeting projects:  Committee 

members who incur expenses must submit the reimbursement form to the respective 

Committee Chair.   Additionally, all forms must be signed by the Annual Meeting Finance 

Chair or the Annual Meeting General Chair prior to being sent to the Treasurer.  Any 

expenses over $1,000 must have the signature of the ASCLS-PA president or ASCLS-PA 

Finance Chair prior to being sent to the Treasurer. 

 

7. Board Members shall be given a travel stipend to attend the meetings of the Board of 

Directors and Annual Business Meeting according to the following schedule: 

0 ς 150 miles traveled round trip:     $25.00 

150 ς 300 miles traveled round trip:   $50.00 

Greater than 300 miles traveled round trip:  $75.00 

 

 

______________________________________________________________________________ 

 

Authorized Expenses are as follows: 

1. POSTAGE:  The minimum acceptable rate should be used whenever possible, especially 

for bulk mailings. 

2. TRANSPORTATION: The mileage cost will be calculated according to the current 

approved rate/mile by the Internal Revenue Service.  Commercial fares will be at the 

minimum rate available.  Ticket stubs indicating fares must be submitted.  Members of 

the Board of Directors will be reimbursed a travel stipend in lieu of mileage to attend 

meetings of the ASCLS-PA Board of Directors. 

3. LODGING: The minimum single rate available or the portion of the rate divided by the 

number of occupants, whichever is less.  Submit receipts for lodging. 



4. ENTERTAINMENT: Not approved except with individual approval of a least 2/3 

affirmative vote of the Board of Directors.  Meals and refreshments and room or suite or 

ASCLS-PA Board meetings and state caucus are approved as budgeted. 

 

 

REIMBURSEMENT FOR AUTHORIZED ASCLS-PA EXPENSES 

 
 President President 

Elect 

Past 

President 

Secretary Treasurer Board 

Members 

Committee 

Chairpersons 

ASCLS 

Delegates 

Postage X X X X X X X  

Copying X X X X X X X  
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ASCLS-PA  
Continuing Education Assistantship 

 
Purpose:  The Continuing Education Assistantship Award serves to assist members of ASCLS-PA 
in their pursuit of continuing education in the field of Clinical Laboratory Science for the 
purpose of maintaining or upgrading their present position by attending a workshop, seminar, 
college course, or other approved program designed for continuing education in the field of 
clinical laboratory science. 
 
Amount and Frequency of the Award: The ASCLS-PA Board of Directors will determine a 
budget amount each year.   
 
Membership Requirements: The applicant must be a member of ASCLS/ASCLS-PA for at least 
two (2) years at the time of application.  A member may apply more than once per year; 
however each member can receive no more than $250/year. 
 
Applicants Must: 

1. Submit a signed application form 

2. Submit proof of successful completion of the course or program within two (2) weeks of 

the stated end of the course or program.   

3. Maintain membership in ASCLS for one (1) year after the completion of the course or 

program 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Application for ASCLS-PA  
Continuing Education Assistantship 

Please complete and mail or email this application to the ASCLS-PA Treasurer 
Nassouh Mourabet 
44 Yale Drive 
Richboro, PA  18954 
nassouhmourabet@gmail.com 

 
Name: 
______________________________________________________________________________ 
Address: 
______________________________________________________________________________ 
Email: _____________________________________  Phone: ____________________________ 
 
ASCLS Member #  _______________________________________________________________ 

 
 

Continuing Education Program attending 
 
Title:__________________________________________________________________________ 
 
Location: 
______________________________________________________________________________ 
 
Date(s): _______________________________________________________________________ 
 
Program Sponsored by: __________________________________________________________ 
 
Reason for desiring to attend: _____________________________________________________ 
 
______________________________________________________________________________ 
 

 
I understand that within two (2) weeks of the end of this course/program, I must submit proof of 
successful completion (copy of transcript, certificate or statement from instructor) to ASCLS-PA.  In the 
event that I have not completed the course successfully, I promise to submit a check for the amount 
received. 

Signature of applicant: ________________________________________  Date: _____________ 
 
 

 

 

 

 

mailto:nassouhmourabet@gmail.com


ASCLS-PA  
Continuing Education Assistantship 

 
Purpose:  The Continuing Education Assistantship Award serves to assist members of ASCLS-PA 
in their pursuit of continuing education in the field of Clinical Laboratory Science for the 
purpose of maintaining or upgrading their present position by attending a workshop, seminar, 
college course, or other approved program designed for continuing education in the field of 
clinical laboratory science. 
 
Amount and Frequency of the Award: The ASCLS-PA Board of Directors will determine a 
budget amount each year.   
 
Membership Requirements: The applicant must be a member of ASCLS/ASCLS-PA for at least 
two (2) years at the time of application.  A member may apply more than once per year; 
however each member can receive no more than $250/year. 
 
Applicants Must: 

1. Submit a signed application form 

2. Submit proof of successful completion of the course or program within two (2) weeks of 

the stated end of the course or program.   

3. Maintain membership in ASCLS for one (1) year after the completion of the course or 

program 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Application for ASCLS-PA  
Continuing Education Assistantship 

Please complete and mail or email this application to the ASCLS-PA Treasurer 
Nassouh Mourabet 
44 Yale Drive 
Richboro, PA  18954 
nassouhmourabet@gmail.com 

 
Name: 
______________________________________________________________________________ 
Address: 
______________________________________________________________________________ 
 
Email: _____________________________________  Phone: ____________________________ 
 
ASCLS Member #: _______________________________________________________________ 

 
Continuing Education Program attending 

 
Title: _________________________________________________________________________ 
 
Location: 
______________________________________________________________________________ 
 
Date(s): _______________________________________________________________________ 
 
Program Sponsored by: __________________________________________________________ 
 
Reason for desiring to attend: _____________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
 
I understand that within two (2) weeks of the end of this course/program, I must submit proof of 
successful completion (copy of transcript, certificate or statement from instructor) to ASCLS-PA.  In the 
event that I have not completed the course successfully, I promise to submit a check for the amount 
received. 

 
Signature of applicant: ___________________________________  Date: _________________ 
 
 
 
 
 
 

 

mailto:nassouhmourabet@gmail.com


ASCLS-PA  
Edward P Dolbey Scholarship 

 
Purpose:  The Edward P. Dolbey Scholarship Fund of ASCLS-PA was established to provide 
scholarship awards to members of the Society by utilizing the interest earned from the fund 
initiated by the Edward P. Dolbey Company. 
 
Amount and Frequency of the Award: The ASCLS-PA Board of Directors will determine the 
amount each year at their summer or fall Board meeting.   
 
Eligibility: An applicant must: 

1. Have been an active member of ASCLS/ASCLS-PA for at least two (2) years immediately 

prior to the application for this award.  If currently a student member, the applicant 

must have been an active member for at least two (2) years immediately prior to 

becoming a student member 

2. Have made a contribution to the clinical laboratory science profession 

3. Be enrolled in or planning to enroll in a program or school listed by nationally 

recognized accrediting agencies, such that the applicant is actively pursuing the 

education within the year following the award.  This can include 

a. A baccalaureate degree (must already hold certification as an MLT, HT, CT and 

have an associate degree) 

b. A post-baccalaureate degree, including course work towards a Masters or 

Doctorate in any field relating to clinical laboratory sciences, including but not 

limited to biochemistry, microbiology, immunology, education, administration, 

or blood bank specialty school.  

 
Applicants Must Submit: 

4. Evidence of contributions toward the clinical laboratory science profession by listing: 

a. Positions held in the field of clinical laboratory sciences and the length of service 

b. Individual contributions, such as publications, community education advancing 

public awareness of clinical laboratory science, presentations at seminars, 

workshops 

c. Contributions to professional organizations at all levels (local, state, regional, 

national) 

5. The name of the school and/or program being attended or to which acceptance has 

been gained, plus the type and length of the program 

6. An official document showing proof of completion of the most recent highest degree 

received 

7. A statement describing how the additional education will better prepare the individual 

for future service in, and contribution to, the clinical laboratory science profession 

8. An official, signed application form 



After initial review of the applications for quality and completeness, and verification of ASCLS-
PA membership by the ASCLS-PA Treasurer, the Board of Directors of ASCLS-PA will select the 
final award recipient by email vote. 
Proof of Successful Completion:  Proof of successful completion of course work for the year 
immediately following the award must be submitted prior to the next ASCLS-PA Annual 
Meeting.  If proof of successful completion is not submitted, the scholarship money shall be 
returned to the ASCLS-PA Edward P Dolbey Scholarship Fund of the Society by the recipient. 
Application Deadline:  February 28 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Application for ASCLS-PA  
Edward P Dolbey Graduate Scholarship 

Please complete and mail or email this application to the ASCLS-PA Treasurer 
Nassouh Mourabet 
44 Yale Drive 
Richboro, PA  18954 
nassouhmourabet@gmail.com 

 
Name: ________________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Email: _____________________________________  Phone: ____________________________ 
 
ASCLS Member # _____________________________ Year Joined: ________________________ 
 
Certifications Held: ______________________________________________________________  
 
Experience 

Place of Employment, listing 
the most recent first 

Positions held and dates Brief Description of Duties 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
 
 
 
 
 
 
 
 



Education 

Name of College/University Degree Earned (proof 
required) 

Date of Completion 

 
 
 
 
 
 
 
 
 
 

  

 
 

Name of clinical laboratory 
program 

Degree of certificate earned Date of Completion 

 
 
 
 
 
 
 
 
 
 

  

 
 
Professional Activities:  Please list the following on a separate page.  Include offices held, 
committees chaired, serving as a committee member, and projects in which you actively 
participated.  Examples include: 

1. Local Chapter 

2. Constituent Society (include professional meetings attended) 

3. ASCLS National Society (include professional meetings attended) 

4. Publications 

5. Community education and/or projects advancing public awareness of health and/or 

clinical laboratory science 

6. Presentations given such as talks, seminars, workshops 

 
 
 
 
 
 



Education Institution enrolled in or planning to enroll in: 
 
Name of College, University or School: ______________________________________________ 
 
Address: ______________________________________________________________________ 
 
Type of Degree:_________________________________________________________________ 
  
Major: ________________________________________________________________________ 
 
 
Professional Statement:  Include on a separate page, a statement describing how the 
additional education will better prepare you for future service in, and contribution to, clinical 
laboratory science. 
 
Proof of Successful Completion:  I understand that proof of successful completion of course 
work for the year immediately following the award must be submitted prior to the next ASCLS-
PA Annual Meeting (usually held in April or May each year.)  Proof may be in the form of the 
transcript or a signed statement from the course instructor.  If proof of successful completion is 
not submitted and/or courses taken and/or grades received are not acceptable for degree 
requirements, I shall return the scholarship money to the Edward P. Dolbey Scholarship Fund of 
ASCLS-PA 
 
Signature of Applicant: ___________________________________________________________ 
 
Date: 
______________________________________________________________________________ 
 
 
Attachments: 
 

1. Essay, wherein you focus on why this additional education will prepare you for future 

service in clinical laboratory science 

2. List of Professional Activities.  Copies of Curriculum Vitae are not accepted 

Under Separate Cover: 
 

1. Official document showing proof of completion of most recent highest degree received. 

 
 
 

 

 

 



ASCLS-PA  
Memorial Undergraduate Scholarship 

 
Purpose:  The scholarship fund was created in memory of Past Presidents Sandy Keener and 
Mercedes T. Cole to honor their unique sprits, determination and dedication to the profession 
of clinical laboratory science and ASCLS-PA.  Both Ms. Keener and Ms. Cole were interested in 
the education of laboratory scientists and students.  ASCLS-PA has chosen to award a 
scholarship to a student currently attending or officially accepted into clinical training in the 
laboratory field.  The scholarship recipient will exhibits the qualities of academic achievement, 
professionalism, and moral character that defined the careers and lives of Sandy and Mercedes. 
 
Amount and Frequency of the Award: The ASCLS-PA Board of Directors will determine the 
amount each year at their summer or fall Board meeting.  Past awards have been a minimum of 
$1000. 
 
Membership Requirements: The student must be a current member of ASCLS/ASCLS-PA at the 
time the application is submitted. 
 
Applicants Must: 

1. Submit proof of enrollment in a NAACLS approved MLS/CLS/MT or MLT/CLT program 

2. Submit a current college transcript 

3. Submit a short essay (500 words or less) focusing on academic performance (rigor of 

classes, class rank, recommendations, and academic honors,) extracurricular activities, 

and community/professional involvement 

4. Submit letters of recommendation attesting to outstanding qualities and performance 

from two (2) individuals other than relatives 

5. Include official ASCLS-PA Memorial Scholarship form signed by the applicant 

6. The program enrollment documentation, essay, application, and 2 letters of 

recommendation should be submitted together in one envelope or in one email. The 

official transcript should be sent directly from the college. 

The scholarship committee will review the submitted applications for the combined qualities of 
academic excellence, social commitment, professionalism, and moral character as evidenced by 
the academic record, personal observations of the applicant and letters of recommendation.  
After initial review of the applications for quality and completeness, and verification of ASCLS-
PA membership by the ASCLS-PA Treasurer, the Board of Directors of ASCLS-PA will select the 
final award recipient by email vote. 
Proof of Successful Completion: Proof of clinical training is required by ASCLS-PA as a condition 
of the award.  If proof of successful completion is not submitted and/or the evaluation received 
in the clinical training is not acceptable for degree requirements, the scholarship money shall 
be returned to the ASCLS-PA Memorial Scholarship Fund of the Society by the recipient. 
Application Deadline:  February 15 

 



Application for ASCLS-PA  
Memorial Undergraduate Scholarship 

Please complete and mail or email this application to the ASCLS-PA Treasurer 
Nassouh Mourabet 
44 Yale Drive 
Richboro, PA  18954 
nassouhmourabet@gmail.com 

 
Name: ________________________________________________________________________ 
 
Address: 
______________________________________________________________________________ 
 
Email: _____________________________________  Phone: ____________________________ 
 
ASCLS Member # _______________________________________________________________ 
 

 
NAACLS-PA Accredited Program 

 
Name of Institution: _____________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Expected month and year of graduation: ____________________________________________ 
 
Program Director: _______________________________________________________________ 
 
Program Director Phone: _________________________________________________________ 
 

 
 
 

Academic Performance 
 
CUM GPA: _______________ 
 
5ŜŀƴΩǎ [ƛǎǘ όƭƛǎǘ semesters): ____________________________________________ 
 
 
Applicant Signature: __________________________________________________ 
 
Date: _______________________ 
 

 



SECRETARY 
 

 

Reviewed/Revised:  1/2001, 2/2016, 10/2018 

 

BYLAWS AND STANDARD OPERATING PROCEDURES: 

 

The Secretary shall act as secretary at all meetings of the Board of Directors and at the 

Annual Business Meeting and shall keep in permanent form a record of all minutes 

taken at all official meetings; shall send copies of the minutes within thirty (30) days 

after meetings to Board Members, Committee Chairs, District Society Presidents, and 

the Editor of the Official Publication.  Shall conduct such correspondence as shall be 

authorized by the Board of Directors and by actions taken at the Annual Business 

Meetings, or as requested by the President.  Within one month after the expiration of 

the term of office, shall deliver to the next secretary all Society properties. 

 

Shall be elected for a term of three (3) years.  Shall serve on the Board of Directors.  A 

vacancy in the office of Secretary shall be filled by the Board of Directors. 

 

DUTIES: 

 

1.  aŀƛƴǘŀƛƴ ŀ {ŜŎǊŜǘŀǊȅΩǎ ŦƛƭŜ ŎƻƴǘŀƛƴƛƴƎΥ 

A. Copies of the official minutes and notifications of all corrections thereto 

B. Copies of all attachments 

C. Copies of all reports, etc. 

D. Articles of incorporation, Bylaws, Standard Operating Procedures, and 

Handbook 

 

2. Minutes should contain the following: 

A. Name of the assembly 

B. Date and location of meeting 

C. The fact of the presence of the regular Chair and Secretary, or in their 

absence, the names of their substitutes and all attendees 

D. Whether the minutes of the previous meeting were approved, or their 

reading dispensed with, the dates of the meetings being given when it is 

customary to occasionally transact business at other than the regular 

business meeting 

E. All the main motions (except such as were withdrawn) and points of order 

and appeals, whether sustained or lost; and all other motions that were not 

lost or withdrawn 

F. Summaries of all reports 



G. Date and time of convening and adjournment of meeting 

H. The name of the member who introduced the main motion, but not of the 

seconder  

 

3. Prepare a summary of the minutes to be published in the official publication. 

 

4.  Provide the file custodian with copies of all minutes, reports and official business. 

 

5. Attend all meetings of the Board of Directors and the Annual Business Meeting. 

 

6. Maintain a log of ASCLS-PA Delegates-at-Large to ASCLS House of Delegates. 

 

7. Perform such other duties as determined by the President and/or Board of 

Directors. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BOARD OF DIRECTORS 
 

Reviewed/Revised 1/2001, 2/2016, 10/2016, 10/2018 

 

BYLAWS AND STANDARD OPERATING PROCEDURES: 

 

The Board of Directors shall represent the Society between Annual Business 

Meetings to conduct such business as may be required for the good of the Society.  

The yearly business of this Society shall be the responsibility of the Board of 

Directors.  All business transacted shall be reported at the next annual business 

meeting. 

 

The Board of Directors shall consist of the President, President-elect, Secretary, 

Treasurer, Immediate Past President, Developing Professional Director, Ascending 

Professional Director, and three (3) Directors at Large elected at the Annual Business 

Meeting. 

 

Term of office for elected members is three (3) years beginning with the sine die 

adjournment of the ASCLS House of Delegates.  Board members may serve only two 

consecutive terms.  Vacancies will be filled by presidential appointment. 

 

A quorum shall consist of the Chair or an alternate plus five (5) other voting 

members of the Board of Directors. 

 

DUTIES: 

1. Meet at least twice a year, once in the fall and once before the Annual Business 

Meeting.   Each Board Member shall attend all meetings of the Board of 

Directors and the Annual Business Meeting. 

  

2. Authorize interim meetings of the Board, special scientific or business meetings, 

as the best interest or conduction of affairs of the Society may render necessary 

or appropriate 

 

3. Establish directives for bonding the Treasurer. 

 

4. Decide how funds of the Society shall be spent. 

 

5. In regard to District Societies: 

A. Examine required documents of a group seeking permission to organize a 

district society.  Recommend and report to the voting members at the 

Annual Business Meeting for action. 



B. Define, record and change district societies boundaries (2/3 affirmative 

vote) with approval of each district involved. 

C. Decide on unfavorable decisions made by the Bylaws Committee on 

proposed amendments of district societies. 

D. Introduce motion to revoke a charter of a district society to the voting 

members attending the Annual Business Meeting for action (2/3 

affirmative vote). 

 

 

6. Amend Bylaws or Standard Operating Procedures. 

A. Approve amendments to the Bylaws of this Society before they are sent 

to the ASCLS Bylaws Committee, and presented to the membership. 

B. Approve modifications to the Standard Operating Procedures. 

 

7. Fill vacancies in the Office of Secretary or Treasurer by majority vote, first 

considering the candidates from the slate of nominees for that office in the 

preceding year. 

 

8. Authorize appointment of ad hoc committees by the President. 

 

9. Serve as an ex-officio member on one or more committees as appropriate or 

necessary for the purpose of liaison and communication. 

 

10. Approve the appointment of the editor of the official publication. 

 

11. Make recommendations to the appropriate ASCLS body for expulsion of a 

member as prescribed in the ASCLS Bylaws and Standard Operating Procedures. 

 

12. Examine and rule on impeachment proceedings of any elected or appointed 

member. 

 

13. Determine location of Registered Office of this Society, subject to approval of the 

voting members at the Annual Business Meeting. 

 

 

 

 

 

 

 

 


