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 One Voice, One Vision
American Society for Clinical Laboratory Science

Standard Operating Procedure: Political Action Committee

Request for Annual PAC Pin
Purpose:

To provide guidelines for members of the American Society for Clinical Laboratory Science (ASCLS) to request and obtain Political Action Committee (PAC) pins for their regional or state meeting.  The PAC pins are to be used as solicitation method for the specific purpose of funding ASCLS PAC.

Procedure:

There are three different methods for obtaining PAC pins: 1) Legislative Symposium; 2) email request for PAC pins to be mailed; and 3) National meeting.  Guidelines for each method are outlined below:

1. Legislative Symposium:
a. Download ‘PAC Pin Request Form’ from the PAC page on the ASCLS website: www.ascls.org
b. Complete request form and return to the National PAC Chair one week (7 days) before the Legislative Symposium to ensure the requested pins will be reserved and ready to pick-up during the Symposium.

c. The request form requires the following information:

i. Name of individual picking up the PAC pins

ii. Date of Event/ meeting

iii. Location of Event/meeting

iv. Approximate number of ASCLS members anticipated

v. Number of PAC pins requested

vi. Contact information of individual conducting PAC solicitation

d. Picking-up Pins:

i. An announcement will be made indicating when and where the designated individuals may collect their PAC pins and information.

ii. Individuals picking up PAC pins will be asked to confirm the date and location of event/ meeting.  They will also be asked to provide their initials indicating the received the pins and information.

iii. Individuals may collect pins for another state, if prior arrangements have been made.  

1. The request form must indicate said arrangement has been made.

2. The designated individual will still need to confirm: the date and location of event; the PAC contact person; and provide their initials indicating they received the pins.

e. Request form(s) brought to Legislative Symposium:

i. For form(s) brought to the Symposium; requests will be filled at the end of the ‘Preparation Day’ and maybe picked-up during the reception.

ii. Requests will be filled according to the date of the event.

iii. If not enough pins are available to fulfill all requests; an address will need to be provided to complete the request.

2. Mail:
a. Download ‘PAC Pin Request Form’ from the PAC page on the ASCLS website: www.ascls.org
b. Complete request form and return to the National PAC Chair two weeks (14 days) before event/ meeting.

c. The National PAC Chair will notify the designated contact person with the confirmation/tracking number and expected date of delivery.  The contact person will in turn notify the National PAC Chair when the pins are received.

3. National Meeting:
a. Download ‘PAC Pin Request Form’ from the PAC page on the ASCLS website: www.ascls.org
b. Complete request form and return to the National PAC Chair 2 weeks (14 days) before the Annual ASCLS National meeting.

i. PAC pins will not be distributed until the final day(s) of the meeting.

ii. Having the forms in advance will assist the PAC Board in determining if more PAC pins will need to be ordered.

c. The request form requires the following information:

i. Name of individual picking up the PAC pins

ii. Date of Event/ meeting

iii. Location of Event/meeting

iv. Approximate number of ASCLS members anticipated

v. Number of PAC pins requested

vi. Contact information of individual conducting PAC solicitation

d. Picking-up Pins:

i. An announcement will be made indicating when and where the designated individuals may collect their PAC pins and information.

ii. Individuals picking up PAC pins will be asked to confirm the date and location of event/ meeting.  They will also be asked to provide their initials indicating the received the pins and information.

iii. Individuals may collect pins for another state, if prior arrangements have been made.  

1. The request form must indicate said arrangement has been made.

2. The designated individual will still need to confirm: the date and location of event; the PAC contact person; and provide their initials indicating they received the pins.

4. Returning PAC pins:
a. Within 2 weeks (14 days) of the conclusion of the event/meeting designated individuals must return all remaining PAC pins to the National PAC Chair.

b. Information on returning PAC pins will be included with the pins when they are picked-up or mailed.

c. When returning PAC pins include copy/ original PAC log sheet from the event/ meeting.  This information is used for the National PAC competition.

d. If there are not pins to return email/ mail the National PAC chair the PAC log sheet(s) from the event/meeting. This information is used for the National PAC competition.

e. Arrangements may be made with the National PAC chair to bring remaining PAC pins to the Annual ASCLS National meeting instead of mailing unused pins back.  In this case a copy or the original PAC log sheet will still need to be sent to the National PAC Chair for records.


