
MD STATE COUNCIL EMERGENCY NURSES ASSOCIATION

PRESIDENT

The President is an elected officer who is the chief officer of the State Council or Chapter.  He/She is responsible for the overall welfare of the State Council or Chapter and its various activities.  The duties are largely managerial; he/she ascertains that meetings, educational programs, and other activities are properly planned and sees to it that the officers and committees carry out their functions.  Should also be familiar with the Standard Operating Procedures and  the Bylaws of the State Council,  Chapter and Bylaws of the National Association.  Candidates should be fully cognizant of the President's responsibilities before accepting nomination to the office of President.

Qualifications/Eligibility

· Current ENA membership.

· Current registered nurse licensure.

· Active participation at state and/or chapter level.

· Access to internet and computer and email proficient

Responsibilities
· Serves as Chief Elected Officer of the State Council (or Chapter).

· Coordinates all State Council or Chapter administrative activities.

· Appoints committee chairpersons. 

· Exercises all responsibilities and privileges as an officer as specified in the Bylaws and Procedures at the state and chapter levels.

· Performs all duties of President as outlined by the State Council or Chapter Bylaws

· Presides at all meetings of the State Council or chapter or appoint executive board member to run meeting, if unable to attend.  President will be required to submit reports and meeting agenda regardless of attendance.  

· Maintains and updates (as needed)  the Maryland State Standard Operating Procedures. When leaving office, relinquish Guidelines and annual records to the successor. Previous and permanent records and files should be kept in the State storage facility.
· Completes Officers Report and Annual Report for National ENA. 
· Serves as a voting member of the executive board.  Will only be able to vote once for their office regardless of how many committees they may chair.  May serve as Chair for one or more Committee(s), but it is strongly recommended that the state president shall not hold simultaneous  chapter office

· cannot serve as concurrent executive board member in another capacity on the state or chapter level.  May serve on national work groups and maintain State office while running for national position.
· Submits a written “President’s Message” for the web site at a minimum of quarterly
· Serves as a mentor for the President Elect

Term of Office

· The President shall serve for a term of one (1) calendar year, January 1st through December 31st.

MD STATE COUNCIL EMERGENCY NURSES ASSOCIATION

PRESIDENT-ELECT

The President-Elect is an elected officer whose primary responsibility is to assist the President and familiarize himself/herself regarding the role of the President, Standard Operating Procedures, the Bylaws of the State Council, Chapter and the National Association.  Candidates should be fully cognizant of the President's responsibilities before accepting nomination to the office of President.

Qualifications/Eligibility
· Current ENA membership.

· Current registered nurse licensure.

· Active participation at state and/or local level.

· Internet access and computer and email proficient
Responsibilities

· Performs any duties assigned by the President of the State Council or Chapter.

· Serves as President-elect of the State Council’s or Chapter’s Governing Body.

·   Succeeds to the office of President at the expiration of the President's term.  In the event the position of President becomes vacant, the President-Elect shall serve for the unexpired term and the term for which they were elected.  In the event the President-Elect becomes the President, a vacancy in the office of President-Elect may be filled by a current member of the Board of Directors, or remain vacant as approved by a majority vote by the entire Board of Directors (per State Council/Chapter Bylaws)
· Exercises all responsibilities and privileges as an officer as specified in the Bylaws and Procedures at the state or chapter levels.

· Co-chairs the annual conference with the Education Committee Chair.  If the Education Committee Chair position is vacant when conference planning begins in November of the present year, then annual conference planning will be the responsibility of the President-Elect.
· Chairs or Co-Chairs the Elections/Nominating Committee.

· Serves as Chair for one or more State Committee(s). It is suggested that State President Elect not be a concurrent Chapter President. Serves as a voting member of the executive board.  Will only be able to vote once for their office regardless of how many committees they may chair. May serve on national work groups and maintain State office while running for national position.
· Serves as Chair of the Points Committee (reviews points documentation each year for National ENA delegate selection.)
Term of Office
· The President-Elect shall serve for a term of one (1) calendar year, January 1st through December 31st, unless otherwise stated in State Council or Chapter Bylaws.

MD STATE COUNCIL EMERGENCY NURSES ASSOCIATION

TREASURER – Chapter/State

The Treasurer is an elected officer who is responsible for detailed and organized management of the finances of the organization. The financial records will be maintained in accordance with the rules and regulations set forth by the Internal Revenue Service (IRS).  This includes bank accounts, filing all pertinent tax documents with the appropriate agencies and ensuring that the state charter is maintained.  Disbursements will be made in accordance with the Financial Guidelines in the ENA State Standard Operating Procedures. Assurances that periodic audits of the financial records will be completed is also the responsibility of the Treasurer.
 Qualifications/Eligibility
1) Current ENA membership

2) Current registered nurse licensure

3) Active participation at state and/or local level.

4) Access to computer running Quicken (Quicken will be provided by MD ENA)

5) Basic Computer knowledge/Internet access/email account

6) Recommended to function  a term as a Chapter Treasurer prior to term as State Treasurer

7) Ability to pass bonding qualifications

A. Responsibilities – All Treasurers
1) Maintains financial records in accordance with generally accepted accounting procedures. 

a. The records for MD ENA and all chapters must be maintained electronically using Quicken as the software program. (Appropriate version of Quicken will be provided by the State ENA)

b. Chapters will export Quicken data to the MD State ENA Treasurer on a quarterly basis.

c. Mandatory training/review for State/Chapter Treasurers will be coordinated by the State Treasurer EACH year. Attendance at this review is MANDATORY

2) Maintains records and provides for a mechanism to transfer records (general and financial) upon the installation of a new Treasurer.

3) Works with the outgoing Treasurer and President to create an annual  budget proposal 

4) Maintains banking accounts, budgets and financial disbursements following current state “Financial Disbursement Guidelines”

5) Completes and files the annual Form 990, 990EZ, or 990-T directly with the Internal Revenue Service, if applicable, to maintain and ensure compliance with Not-For-Profit financial status as a 501(c)(6) or a 501(c)(3) organization.
6) Collects W-9s from EACH person that is issued a check 

7) Identifies each person at the end of the year who has been issued money of $600 or more without receipts (the chapter amounts are exclusive of the state amounts) and completes 1099s (tax forms) for each person incurring >$600 without receipts. Each person is then  sent their 1099 copy with a postmark no later than January 31st.*  
8) Completes form 1096 (summary of all of the 1099s issued) and sends it to IRS in Ogden, UT 84201 by Feb. 28th. * The outgoing Treasurer is responsible for preparing the 1099 and 1096 forms. * 

9) Signs the Treasure’s commitment form/agreement at the beginning of each new term

10) Maintains current bank signature and credit cards in cooperation with the outgoing treasurer. It is suggested that 2-3 signatures are maintained on signature cards – current and immediate past treasurers and president.

*Items marked with star do not usually need to be completed by chapters as >$600 is rarely paid to a single individual with receipt substantiation.
B. Responsibilities – State Treasurer

1) Maintains a current Employer Identification Number (EIN) by completing Annual Declaration with the IRS.



2) Submits an annual Financial Report (following format outlined during MD ENA Treasurer Training) to be presented during first state meeting of the new year 

3) Files the annual Financial Report with the National ENA Component Relations Department on or before June 1st each year. 

4) Completes the Personal Property Form for the State by April 15th (ensures charter will be maintained).

5) Arranges for organization taxes (form 990 or 990-EZ) to be completed and sent directly to the IRS by May 15th  (Should be done in coordination with MD State ENA accountant). Organizations with gross receipts in excess of $25,000, are required to file an annual information return, Form 990 or 990-EZ (MD State ENA meets this threshold)
C. Responsibilities – Chapter

1) Submits their annual Financial report (from the previous year) to the State Treasurer by January 14 of each year

2) Electronically Files Tax Form 990-N to IRS no later than May 15 each year. Organizations with gross receipts of $25,000 or less MUST file with the IRS a short electronic form, called Form 990-N. (Form 990-N is also sometimes referred to as the e-Postcard). http://epostcard.form990.org. If gross receipts are over $25,000, then the 990 or 990-EZ must be filed instead

3) Relinquishes all financial records and account funds to the MD State ENA Treasurer if the Chapter is inactivated.
D. Term of Office
The Secretary/Treasurer shall serve for a term of one (1) calendar year, January 1st through December 31st. No individual shall serve more than three (3) consecutive terms as Treasurer.
E. Maintaining Treasurer Records 

1) Permanent Records (Hard copies to be housed in storage facility)
a. Taxes

b. Annual Reports

c. Audit reports

2) Retained for 7 years

a. Primary accounting records (bank statements, check registers, cancelled checks, and supporting documentation)

b. Cash receipts records

c. Completed Grant program documents and contracts

d. Expired contracts

e. Form 1099 records

3) Back up copies of all electronic records should be kept

MD STATE COUNCIL EMERGENCY NURSES ASSOCIATION

SECRETARY (State or Chapter)

The Secretary is an elected officer who is responsible for keeping the records of the State Council or Chapter.  The secretary should be familiar with the Bylaws of the State Council or Chapter and  the National Association and the Standard Operating Procedures for the State Council or Chapter.

Qualifications/Eligibility
· Current ENA membership.

· Current registered nurse licensure.

· Active participation at state and/or local level.

· Internet and email access

· Computer and word document experience and knowledge

· Good grammar and spelling skills and command of the English language

· Ability to take and record notes in an accurate, appropriate and concise manner consistent with business practice

Responsibilities

· Maintains records of the proceedings of the State Council or Chapter.

· Records the minutes of the meetings of the Board of Directors, State Council or Chapter Meetings and any other proceedings of the State Council or Chapter.

· Distributes a draft of the previous meeting minutes electronically to the active state mtg attendees and the  Board of Directors within 30 days of the meeting to allow adequate time for review and follow up actions.  Chapter presidents are responsible for forwarding the minutes to their boards and other active participants

· Submits the final version of minutes to ENA National Headquarters.

· Submits the final approved version of minutes to MD ENA webmaster for posting on the State web site (State and Chapters)

· Maintains a running archive (the “history” of MD ENA for the term) including minutes from all meetings. These archives should be kept electronically in a format to be determined at the beginning of the term. This electronic archive is to be to be turned over to the oncoming secretary each year. A hard copy of the minutes and other important documents will also be placed in the MD ENA storage facility at the end of the year. A backup electronic copy of data should be made any time additions or changes are made. 
· Coordinates the review of the MD ENA Standard Operating Procedures at the beginning of every year and submits recommendations for changes to state meeting for approval.
· Performs all duties required of Secretary as outlined in State Council or Chapter Procedures, Parliamentary Procedures and Common Law.

· Sends correspondence on behalf of MD ENA (Thank you notes, Get Well Cards, etc)

· Arranges for a secretarial substitute and notifies the President in the event that the secretary is unable to attend a scheduled meeting. The Secretary is responsible for obtaining a copy of the minutes taken by the substitute secretary and ensuring that a copy is forwarded (as noted above) and is archived with the annual minutes.   

Term of Office
· The Secretary shall serve for a term of one (1) calendar year, January 1st through December 31st, No individual shall serve more than three (3) consecutive terms as Secretary.

JOB DESCRIPTIONS REVISED AND APPROVED BY MD STATE COUNCIL: March 8, 2011

