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FOREWORD

The Asian Pacific American Officers Committee (APAOC) was established in 1990 as an advisory group to the Minority Officers Liaison Council (MOLC), to represent the interests and concerns of Asian Pacific American Officers in the US Public Health Service. APAOC provides advice and consultation to the Office of the Surgeon General (OSG) and the Minority Officers Liaison Council (MOLC) on issues relating to the professional practice and the personnel activities of Civil Service and Commissioned Corps personnel. APAOC provides similar advisory assistance, upon request, to Agency and/or Program Heads of the Public Health Service (PHS) and to non-PHS programs that routinely use PHS personnel.

The last revised APAOC Charter was signed by the United States Surgeon General, VADM Richard Carmona, and came into effect on December 2005. It defines and governs the role and function of the Committee.

The purpose of this Bylaws document is to supplement the APAOC Charter and to further clarify and define the general operational responsibilities of APAOC Executive Committee and Subcommittee members.
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I. General

The Asian Pacific American Officers Committee (APAOC) Charter states that APAOC provides advice and consultation to the Office of the Surgeon General (OSG) and the Minority Officers Liaison Council (MOLC) on issues related to the professional practice and the personnel activities of Asian Pacific American Civil Service and Commissioned Corps personnel. APAOC provides similar advisory assistance, upon request, to Agency and/or Program Heads of the Public Health Service (PHS) and to non-PHS programs that routinely use PHS personnel. In an effort to better clarify the APAOC Charter, this document provides general guidance on the operation of APAOC.

A. Governing Body-The Executive Committee (EC) is the governing body of APAOC and consists of the following officers: Chair, Chair-Elect, Executive Secretary, Corresponding Secretary, two MOLC Representatives, Treasurer, Immediate Past Chair, Strategic and Planning Subcommittee Chair. The Subcommittees, established under the EC, are responsible for managing and carrying out specific functions and duties. 

B. Operating Year-The operating year corresponds to the calendar year that begins on 1 January and ends on 31 December of the year.

C. Selection Process -The selection of the Executive Committee officers and standing Subcommittee chairs is held in the month of October each year.
II. Membership

A. Voting Members

1. Nomination of voting members begins in June of each year. The official term for voting members begins on January 1 of the next year.

2. Selection of new voting members by current voting members begins in July of each year.

3. The United States Surgeon General appoints voting members for a three-year term with the possibility of serving no more than a total of two terms.

4. Voting members are expected to serve in the following manner:

4.1
Dedicate the necessary time to attend meetings and perform duties related to APAOC.
4.2
Actively participate in discussions with a willingness to listen to and respect other viewpoints.
4.3
Consider the welfare of the group above personal interests

4.4
Accept and follow through on assignments.
4.5
Provide input to APAOC leadership in a timely manner.
5.   Voting members are expected to serve on the APAOC Executive Committee (EC)
       and subcommittees and to assist in APAOC activities.

5.1
Each voting member shall be a contributing, active participant in at least one APAOC subcommittee, but may serve on as many subcommittees as they wish. 

5.2
If voting members do not sign up for any positions in APAOC, the officers shall be assigned by the Chair/Chair-Elect/Co-Chairs of the Nomination and Membership Subcommittee to any unfilled position with the approval of the EC.

6. Voting members are expected to attend all official APAOC meetings.

6.1
If a voting member is unable to attend, it is the voting member’s responsibility to send his/her alternate.  

6.2
To encourage the participation of APAOC general members, the alternate should be a non-voting member who is familiar with the voting member’s responsibilities in APAOC.  

6.3
While acting on behalf of the voting member, the alternate has the full rights and privileges of the voting member. 

6.4
If an alternate is unable to attend on behalf of the voting member, an excused absence of the voting member must be requested at least two business days prior to the meeting and he/she must notify the APAOC Chair, Chair-Elect, and send a written notice to the Executive Secretary as early as possible prior to the meeting.

7. If a member has two or more unexcused absences in a given year, and or lacks accountability in performing his/her duties, his/her voting member status and privileges may be revoked by collective decision of the Chair and Chair-Elect.  The decision to remove a voting member will be made on a case-by-case basis.   
B.
General Members

General members do not have voting privileges. This type of membership is open to all individuals who are supportive of the mission of APAOC and interested in assisting APAOC in achieving its objectives. Non-voting members may serve as subcommittee co-chairs and subcommittee members, and may participate in any of the activities.  

C. Ex-Officio
This membership consists of a former APAOC Chair who serves in an advisory capacity to assist new EC officers. Ex officio members are non-voting. 

D.
 Senior Advisor
One Senior Advisor is elected by the voting members to advise and mentor APAOC leadership to help APAOC achieve its mission. Nomination of the Senior Advisor begins in June. The official term for the Senior Advisor position begins on January 1 of the next year. The Senior Advisor is to serve a two-year term with the possibility of serving no more than a total of two terms. The Senior Advisor is not a voting member. 
1.
Criteria for selection may include the following:
1.1
Leadership experience

1.2
Past APAOC membership or experience

1.3
Contribution to public health

1.4
Contribution to the Asian Pacific American community

1.5
O-5 and above or retired officers
2.
The Senior Advisor serves as a consultant and mentor to APAOC leadership.
3.
The Senior Advisor provides guidance and direction to ensure APAOC is meeting
     its mission and objectives as stated in the Charter and Bylaws.
4.  The Senior Advisor is expected to serve in the following manner:
4.1
Dedicate the necessary time to attend meetings and perform duties related to APAOC.
4.2
Actively participate in discussions with a willingness to listen to and respect other viewpoints.
4.3
Consider the welfare of the group over personal interests.
4.4
Actively participate in meeting discussions and provide input to APAOC leadership in a timely manner.
III. Term of Appointment for Members

A. Initial Term

The term of appointment for a voting member shall be three years.
B. Reappointment

A member completing his/her term on the APAOC is eligible for reappointment for one additional three-year term, not to exceed six years of service. Those seeking reappointment must reapply. The service of alternate voting members is not counted against this term limit. Those who have completed six years of service may serve as alternate voting members.
C. Alternates

Each voting member shall appoint a single individual to serve as his/her alternate and inform the Chair and Executive Secretary. The alternate shall serve as an active non-voting member of APAOC and be in compliance with U.S. Public Health Service Commissioned Corps standards for Basic Readiness. If an officer is unable to find an alternate, the APAOC Chair shall assist in identifying a qualified alternate among active non-voting members.

D. Attendance & Absenteeism

Any voting member who misses two meetings in a year without justified cause may, at the discretion of the APAOC Chair and Chair-Elect, be officially warned or asked to resign voluntarily; the voting member shall be considered “inactive” and not eligible for inclusion on the website’s roster including the Committee’s end-of-year Letters of Appreciation (LOA) and/or Special Assignment Awards (SAA).

1. Voting members who are absent and have arranged for an alternate to attend a meeting in their place shall have “absent with alternate”, or AWA noted on their attendance records.

2. Members who did not make arrangements shall have an unexcused absence levied against their attendance records (“unapproved absence” or absent).

3. Officers who, due to unforeseen circumstances or emergencies, are unable to contact the APAOC Chair prior to an APAOC meeting may have their absence excused after discussing the situation with the Chair. The decision to grant an excused absence is on a case-by-case basis.  

E. Removal

The APAOC Chair shall have the option to initiate a request to the Surgeon General to terminate a voting member’s membership for more than two unexcused absences or lack of APAOC participation. The officer’s supervisor, Agency Liaison, and Chief Professional Officer (CPO) will be notified of the officer’s dismissal or resignation from APAOC.
F. Resignation

A voting member who intends to resign from his/her term will be required to complete the following procedures:

1. Submit a formal letter to the APAOC Chair and the OSG for resignation from an APAOC position.

2. Give at least a two-week notice in order to allow APAOC to find a replacement.
G. Replacement of APAOC Voting Members
1. In the event of a vacancy in a permanent, in-term APAOC position, as a result of resignation or other unforeseen situations, the APAOC Chair may nominate an alternate voting member to the US Surgeon General to be appointed, to ensure that the duties of the vacant position are performed. The alternate voting member will serve in the position until the next APAOC election or voting member deliberations on the course of action.
2. In the event of a short-term vacancy as a result of medical or maternity leave, work detail, deployment, or other reasons: 

2.1
The position may remain vacant until the voting member returns to his/her duties; or 

2.2
The APAOC Chair may appoint an alternate voting member for the period of time necessary to ensure that the duties of the vacant position are performed. Any alternate appointments will expire when the original voting member or return to his or her duties or when his/her term expires, whichever comes first.

IV. Executive Committee

The Executive Committee, as the governing body, manages the daily operations of APAOC. The EC members may be called upon to contribute additional time and effort beyond those core duties and responsibilities below. 
A. Election and Term of Appointment

1. Chair

The APAOC Chair shall be elected as the Chair-Elect in the year prior to serving as Chair. If the Chair-Elect is unable to progress to Chair, the APAOC may choose to elect a Chair without serving first as Chair-Elect. Alternately, the APAOC may choose to re-elect an incumbent Chair if the Chair-Elect is unwilling or unable to progress to Chair in the subsequent year. Under no circumstances will any officer be allowed to serve more than two years as APAOC Chair. At the expiration of the Chair's membership term, the Chair may serve an additional year as a member of the EC. (See IV.B.7.)

2. Chair-Elect

The APAOC Chair-Elect shall be elected from among the voting membership. The Chair-Elect serves a one-year term as Chair-Elect followed by a one-year term as Chair; there is no re-election of the Chair-Elect position. 
3.    All Executive Committee Members

All Executive Committee members are elected from among the voting members by a simple majority vote. Nominations begin in September of each year, and elections are held in October of each year. Appointments are one-year terms with the possibility of serving one additional consecutive term in the same position. APAOC Chair does not vote. Exception to the Chair’s non-voting status will be made when there is a need for a tiebreaker.
B. Duties and Responsibilities

1.
Chair

1.1
Carry out and implement the mission, goals, objectives, and functions of the APAOC Charter and Bylaws.
1.2
Work closely with the Immediate Past Chair, ex-officio members and any prior APAOC Chairs to ensure a smooth transition and proper continuation of APAOC business.
1.3
Submit APAOC annual business plan, if necessary, and coordinate all APAOC activities.
1.4
Prepare the Special Assignment Awards and Recognition Certificates for qualified APAOC officers and forward them to the OSG for approval.
1.5
Call and chair all APAOC general meetings.
1.6
Ensure Subcommittee members follow-up on assigned tasks or projects.
1.7
Represent APAOC to all government agencies and media.
1.8
Generate an annual report, one to two pages in length, of the APAOC

activities during his/her term.
1.8.1 The content of the report shall be prepared from summaries of activities provided by various Subcommittee Chairs. 

1.8.2 The annual report shall be distributed to the APAOC membership as an addendum to the meeting minutes no later than the second meeting following the conclusion of his/her term.
2.
Chair-Elect

2.1
Assist the Chair with the responsibilities and duties listed above.
2.2
Assist the Chair in the implementation of action items, activities and other deliverables to all Subcommittees.
2.3
Work closely with the Chair to learn the policies and procedures required to chair APAOC.
2.4
Monitor the attendance of voting membership to ensure proper organizational representation.
2.5
Exercise all the rights and responsibilities granted to the Chair by the APAOC Charter and Bylaws in the absence of the Chair. 

2.6
Assume the responsibilities of the Chair in the event that the Chair is unavailable. 

3
Executive Secretary 
3.1
Assist Chair in preparing meeting agenda.
3.2
Record all meeting discussions and prepares meeting minutes.
3.3
Maintain permanent files containing the APAOC minutes, reports and all other APAOC correspondence. 
3.4
Keep attendance of all meetings and notify the Chair/Chair-Elect if a member has missed two or more APAOC meetings.
3.5
Determine if a quorum of voting members is present in order to conduct APAOC business.
3.5
Exercise all the rights and responsibilities granted to the Chair by the APAOC Charter and Bylaws in the absence of the Chair and Chair-Elect. 

3.6
Assume the responsibilities of the Chair-Elect in the event that the Chair-Elect is unavailable.
3.7
Secure a room for meetings and set up teleconference calls.
3.8
Assist APAOC Chair in preparing End-of-Term Summary Report.
4.
Correspondence Secretary

5.1
Disseminate APAOC meeting agenda and gather appropriate background information.
5.2
Disseminate all correspondence via listserv or other appropriate means to APAOC members in a timely manner. 

5.3
Assist the APAOC Chair in the management of the APAOC listserv.
5.4
Maintain the Standard Operating Procedure (SOP) in a central archive location.
5.5
Assume the responsibilities of the Executive Secretary in the event that the Executive Secretary is unavailable.
5.
MOLC Representatives

5.1
 Represent APAOC at all MOLC meetings.
5.2
 Fulfill the rotational responsibilities within the MOLC.
5.3
 Report to APAOC voting members the pertinent information from the MOLC

 and Chief Professional Officer (CPO) or Surgeon General’s Policy Advisor 

Council (SGPAC) meetings.
6.
Treasurer

6.1  Facilitate the maintenance of the APAOC treasury.

6.2
 Prepare a monthly financial report for the APAOC executive committee.
6.3  Report financial updates to APAOC members during APAOC meetings.  
6.4  Prepare a budget plan for the new operating year.
6.5
 Oversee any APAOC expenditures; ensure enough monies are available for

 APAOC activities.
6.6
 Coordinate deposits, transfers or expenditures with Commissioned Corps

 Foundation (COF).
6.7  Maintain virtual financial records via MAX.GOV

7.
Immediate Past Chair

Following a term as Chair, the individual may serve a one-year term as Past Chair, regardless of his/her membership term. The immediate past Chair will provide advice and assistance to APAOC and its Executive Committee. 
8.
Leadership and Strategic Planning Subcommittee 

8.1
 Work with and guide subcommittee chairs to develop strategies and goals at

  the beginning of their terms and provide reports to the APAOC Chair before

  February.

8.2
 Work with and guide subcommittee chairs to prepare reports of their mid-

  year accomplishments and develop strategies and goals for the second half-

  year, and provide reports to the APAOC Chair before August.

8.3
 Work with and guide subcommittee chairs to prepare reports of their

  accomplishments for the year and provide them to the APAOC Chair before

  November 15th of each year.

8.4
 Provide training in leadership, problem solving, decision-making, motivation,

 and organizational management skills.

8.5
 Help define competencies and characteristics needed to build a culture that

 drives results, serves customers, and builds successful teams and coalitions 

 within and outside the organization.

8.6  Assist APAOC Chair in preparing the End-of-Term Summary Report.
V.   Subcommittees

Subcommittees are created to better serve the mission of APAOC. A subcommittee may be either a standing in response to on-going assignments or an ad hoc in response to specific (or short-term) assignments. Each subcommittee has a chair and/or co-chair.
A.
Term of Appointment

The standing subcommittee chairs are selected from among the voting members by the APAOC Chair and Chair-Elect, in coordination with the Nomination and Membership Subcommittee Co-Chairs, based on the needs of APAOC, considering factors such as current vacancies, individual preferences, and skill sets that each voting member brings.  Voting members’ preferences are solicited in September of each year and the selections for subcommittee chairs are announced in October of every year. The chair of a standing subcommittee serves a one-year term with the option of serving one additional term as appointed by the APAOC Chair and Chair-Elect. All ad hoc subcommittee chairs are selected from the pool of voting members by the APAOC Chair and Chair-Elect. Subcommittee members can be non-voting members.

B.
Duties and Responsibilities

The following are descriptions of standing subcommittees within the APAOC.  Subcommittee co-chairs provide leadership and direction to committee members in order to meet the specific goals and objectives defined below. Subcommittee co-chairs are responsible for keeping records of resources and accomplishments and providing necessary information for the APAOC Chair’s End-of-Term Summary Report. Ad hoc subcommittees/workgroups created in response to specific (or short-term) assignments may not be listed in these Bylaws but their function and accomplishments will be described in the End-of-Term Summary Report of APAOC activities and accomplishments.
1.   Charters and Bylaws Subcommittee

1.1
 Review and revise the Charter every five years, and Bylaws every three years.
1.2
 Maintain communication with APAOC leadership and all subcommittee chairs

 regarding changes to the Bylaws.
1.3
 Ensure approval of all changes to the existing Charter and Bylaws by the

 voting members, and approval of changes to the SOP by the Executive

 Committee. Send final approved versions to the Communications

 Subcommittee for posting on the APAOC website and on the MAX.gov 


 
 website which are accessible to all members.  

1.4
 Prepare all member-approved changes in APAOC Charter and Bylaws and 

 submit to the APAOC Chair for the Surgeon General’s final approval
1.5   Maintain version control of the Charter and Bylaws, and SOP handbook.

1.6   Send a copy of the most current version of the Charter and Bylaws to new

 voting members after the APAOC Chair’s announcement of the voting

 member selections each year. 
2. Awards and Recognition Subcommittee

2.1
Prepare the APAOC awards nomination packages and submit to APAOC Chair for approval.
2.2
Prepare any other ad hoc award nominations on behalf of APAOC.
2.3
Prepare the Special Assignment Award nomination packages and submit to APAOC Chair by October 15th for MOLC final approval.
2.4
Draft memoranda recognizing outgoing APAOC members and the APAOC Chair upon the expiration of their terms.

2.5
Provide the subcommittee chairs at the beginning of each year with the Letter of Appreciation (LOA) template to recognize nonvoting members for their service throughout the year. Subcommittees will submit the LOAs to the Awards and Recognition Subcommittee for the APAOC Chair/Chair-Elect’s approval and signatures.
2.6
Provide the subcommittee chairs at the end of the year with the Certificate of 

Appreciation (COA) template to recognize all nonvoting members, identified

by each subcommittee, for their service throughout the year. Subcommittees 

will submit the COAs to the Awards and Recognition Subcommittee for the
 
APAOC Chair or Chair-Elect’s approval and signature.
2.7
Establish a special recognition workgroup to assist with award write-ups, as
       needed.
2.8
Develop other recognition strategies.

3. Career Development and Advancement Subcommittee

3.1
Provide guidance and support in career development and advancement to APAOC members.
3.2
Develop and promote the APAOC Mentorship Program.

3.3
Monitor, communicate and recommend actions related to career development  and advancement matters.

4. Communications Subcommittee
The Communications Subcommittee includes the Publications Workgroup and Social Media Workgroup. The Subcommittee and Workgroups shall work collaboratively to maintain all aspects of communications beyond the Executive and Corresponding Secretaries’ correspondence including:

4.1
Evaluate and maintain the APAOC website to ensure that it is professional and the contents are useful. 

4.2
Enhance APAOC visibility in Commissioned Corps, as well as in the general   public by ensuring that positive and up-to-date information of APAOC is posted. 
4.3
Work in conjunction with other subcommittee members in the development and updating of website content such as the timely posting of APAOC final meeting minutes, Charter and Bylaws, SOP handbook, and APAOC related pictures.
4.4
Assist the APAOC Chair in communication with other agencies and media.
5. 
Publications Workgroup
5.1  Work with the Communications and Public Relations Subcommittees in the

 publication of the biannual APAOC newsletters, and assist with tasks which

 include, but are not limited to, submitting, editing, and publishing articles.
 5.2
 Increase the visibility of APAOC by highlighting in the newsletters notable

 achievements of APAOC members and circulating the publications among

 the general public, APAOC members, PACs, CPOs, OSG, minority groups, 

 other agencies and the media.

6.  Social Media Workgroup
6.1
 Work in coordination with other communications activities to promote

  APAOC.

6.2
 Enhance the visibility of APAOC in the social media through approved

 social media activities.

6.3
 Maintain the integrity of APAOC presence in the social media by monitoring
 
 postings, messages and other listings.
6.4
 Ensure that APAOC social media activities conform with the federal government and HHS standards and guidelines on social media.

7.  Education and Training Subcommittee
7.1   Coordinate education and training sessions for APAOC members. 

7.2   Canvass APAOC voting members for suitable topics.
7.3
  Work with the Communications Subcommittee and Correspondence

  Secretary to ensure each education and training session is widely announced 

  to the APAOC members.
7.4
  Coordinate with presenters their availability, and obtain bibliographies, and

  presentation materials prior to each training session.
7.5   Manage logistics and facilitate teleconferences and/or webinars
7.6   Issue certificates of attendance to participants after each training session.
7.7   Provide End-of-Year Summary Report to APAOC leadership on 

  Subcommittee accomplishments.
8.  Nomination and Membership Subcommittee

8.1
Coordinate all activities related to the nomination of voting members to

APAOC, including the selection of Executive Committee and Subcommittee Chairs and Co-Chairs.
8.2
Prepare the new voting membership nomination packages and submit them to

the APAOC Chair to be routed to MOLC by September 15th of each year. 
9. Public Relations and Merchandise Subcommittee

9.1
 Monitor public information on the perception of Asian Pacific American 

 (APA) affairs.
9.2
 Plan for APA Heritage Month celebration activities.
9.3
 Review and update periodically the APAOC brochure.
9.4   Maintain and update the APAOC poster.
9.5
 Identify and organize at least five committee projects per year to enhance the 

 visibility of APAOC by working with the PACs, CPOs, OSG, other minority

 groups, other agencies and the media
9.6
 Maintain accountability of funds from merchandise sales and ordering. 

9.7
 Maintain inventory of merchandise used during activities and events.
10. Recruitment and Retention Subcommittee 

10.1  Work with the Communications, Public Relations and Nomination and

 Membership Subcommittees in recruiting Asian Pacific Americans to the

 PHS and recruit these officers to APAOC at Officer Basic Course (OBC) 

 and other venues.   
10.2
 Collaborate with the Career Development and Advancement, 

 Communications, Nomination and Membership and Public Relations 

 Subcommittees on:

i.  Recruitment and retention.    
ii. Training and mentorship programs.
 10.3  Identify and organize at least one APAOC driven recruitment event per year.
10.4  Work with the Career Development and Advancement and Awards and 

  Recognition Subcommittees on retention of officers in the PHS. 
11. Readiness and Deployment Operations Group (RedDOG) Liaison
11.1
  Attend monthly RedDOG All-Teams meetings

11.2
  Report on updates regarding readiness and deployment to APAOC

  membership.
11.3
  Work with Education and Training Subcommittee to identify training 

  opportunities for APAOC members.
VI.  Operation
A. Chain of Command 

1.
The Chair shall convey any information or idea to the Executive Committee (EC).

2.
The Chair shall solicit inputs from the relevant subcommittee chairs.
3.
EC members shall vote by majority rule (51% or above). Voting will be performed only after complete and meaningful discussions have taken place. If there are dispute among EC members and/or a tie in voting, the issue shall be brought up to the voting members for a vote.

4.
The Chair shall announce the decision to general voting members, regardless of the outcome of the vote. If a majority of all voting members agree that further discussions of the decision are necessary, then such discussions will take place. 

5.
The Chair shall ask the MOLC Representative(s) to share the final decision with MOLC.

 B.
Subcommittee Projects
The achievements of the subcommittee’s projects should be based on APAOC’s strategic plans. All subcommittee projects should be related to the mission and goals commonly agreed on by the subcommittee and APAOC governing body. Each subcommittee should follow the steps outlined below for each project as a guide and to keep APAOC leadership apprised of the current status of each project through the subcommittee monthly report.

 C.
Transitioning
New Member Orientation

1. EC members and subcommittee chairs should conduct an orientation for new EC members and subcommittee chairs. This orientation should include communication of EC members’ and subcommittee chairs’ roles and responsibilities as outlined above and the minimum criteria for maintenance of good standing as APAOC voting members. 
2. Outgoing EC members and subcommittee chairs shall provide a copy of the most current SOP to the incoming members that are replacing them. This is to be done prior to the first meeting of the new members’ terms, which is the third Wednesday of January of each year.
VII. Meetings 

APAOC general meetings and voting membership meetings are to be held at least quarterly. All voting members are required to attend all official or scheduled meetings. See Section II A (Voting Membership).
VIII.  Awards and Certificates

A. Special Assignment Award 

A voting member who has contributed significantly (met the requirement of 30-days of cumulative activities) may qualify to receive this award once per three-year term.

B. APAOC Awards

APAOC offers three awards annually and are presented at the annual USPHS Scientific and Training Symposiums: the RADM Samuel Lin Award, the RADM Kenneth Moritsugu Award, and the CAPT Allan Lock Service Award. . 

1. RADM Samuel Lin Award

Officers O-5 and above (or civil service equivalent) may be nominated for this award for significant contributions to the advancement of the nation's health. 

2. RADM Kenneth Moritsugu Award
Officers O-4 and below (or civil service equivalent) may be nominated for this award for significant contributions to the advancement of the nation's health.

3. CAPT Allan Lock Service Award

Any current or past APAOC voting member may be nominated for this annual award in recognition of service to APAOC.  

C. Certificate of Appreciation

The COA from the APAOC Chair is presented annually to non-voting members who make significant contributions to APAOC. This certificate may also be presented, as appropriate, to anyone who has significantly contributed to the mission of APAOC.  The COA is prepared by the Awards and Recognition Subcommittee and signed by the Chair or Chair-Elect.  

D.
Letter of Appreciation
The APAOC Chair may present a letter of appreciation to an APAOC member who contributes significantly to an APAOC activity. The intent of the LOA is to recognize the individual’s contributions to the mission of APAOC. Such contributions can be in the form of a presentation to APAOC membership or participation in APAOC events.  Members may receive the LOAs more than once per term. The LOAs are prepared by each subcommittee chair and signed by the Chair or Chair-Elect.

IX.
Standard Operating Procedures
A Standard Operating Procedures (SOP) handbook is developed to provide detailed instruction on the operation of APAOC. This SOP provides guidance on matters not addressed by the APAOC Charter and Bylaws. The Charter and Bylaws Subcommittee are responsible for maintaining the SOP. The respective EC members and subcommittees should review all SOP annually. The Charter and Bylaws Subcommittee will provide general guidance and assistance in drafting and revising these documents.  

X. 
Bylaws Revision 

APAOC Bylaws should be reviewed at least once every three years. Revised Bylaws should be submitted by the Charter and Bylaws Subcommittee, approved by a simple majority vote of the voting members, and signed by the Chair. These Bylaws have been ratified by a quorum of the voting membership on December 5, 2015.

XI. Version Control 

This is Version: 2015.09.15
XII. Approval 

Submitted by:








Approved by:

CDR Vilma Linsteadt






LCDR Karen Chaves
Chair, Charter and Bylaws Subcommittee

Chair, APAOC
Attachment: APAOC Logo

The APAOC logo is designed to have the USPHS Commissioned Corps logo in its original color in the center and surrounded by four bamboos bound together at the ends to form a diamond shape. The bamboo is deeply rooted in many Asian and Pacific Islanders' cultures. It represents the unique characteristics of Asian and Pacific American Officers rooted in its rich cultural heritage: strength, persistence, flexibility, and tenacity. The following words run outside the diamond shaped bamboos: “ASIAN PACIFIC AMERICAN OFFICERS COMMITTEE”.

