Maryland State Council Operating Procedures

The following procedures have been approved by the Maryland State Council of Emergency Nurses Association, Inc. for indoctrination into the Maryland State Council Operating Procedures in accordance with Maryland State Council Bylaws. Unless otherwise noted in these Operating Procedures, Maryland State will follow National ENA Standard Operating Procedures found on the National ENA website. 
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Md. State ENA Financial Disbursement Guidelines

1) Courses- ENPC, TNCC, CATN, etc.


Per budget and with the approval of the Course Director- all final monies to be paid with final receipts and budget submitted.  


Adjustments may be made to the budget for courses where some of the financial support is coming from another source (such as when a hospital pays for instructors and the tuition for participants from that hospital are discounted).  An explanation of any deviations from the accepted budget must be submitted with the final budget.  If an out dated budget was used in financial calculations, then the treasurer will make adjustments based on the correct fee structure, adjusting course profits as needed. 


Refunds will be made to participants 

a) At the discretion of the Course Director using the guidelines on the course registration forms and/or flyers (generally discouraging refunds in less than 15 business days from the course unless the participant finds a course attendee replacement).  

b) As long as the course maintains a profit status


All course budgets must be submitted to the State Treasurer to ensure profits are disbursed appropriately.


Profits from TNCC/ENPC courses are split equally between the state Education account and the chapter that hosted the course.


All profits from CATN courses go to the Education account.


Refer to ENPC/TNCC/CATN Course Planning / Fees for more detailed information.


It will be the responsibility of the Course Directors, Treasurer and the Course Committee Chairpersons to assure that the sub accounts for courses are finalized in a timely manner.

2) Instructor’s Courses ENPC and TNCC-

   Participant fees will determined during the pre-planning phase of the course. The cost shall not exceed the cost of a provider course and should be set with the goal of the course breaking even, no profit expected. 

   Indirect fees paid to ENA are $ 30.00/participant

   Minimal or no profit is expected from these courses

   Updates for Course Instructors will be held at no charge to the participants EXCEPT for manual costs. Instructors teaching in the course will be paid according to course guidelines.

3) State Leader's Training Conference (two days in December in Chicago) -

    The entire State executive board will be funded for the training. National ENA provides partial funding in a grant for training attendance.

     Expenses to be reimburses are airfare (airfare booking should be done enough in advance- at least 30 days- to take advantage of discounts); Room plus taxes for up to 2 nights; $ 50.00/day per diem.

    Every attempt should be made to have members share rooms.

4) National ENA Delegates Conference- based on state budget and amount voted at the Md. State Meeting for delegates selected.

After the conference, receipts for each delegate’s expenses are submitted to the Treasurer to account for delegate monies remitted. Failure to provide receipts will be considered taxable income for the delegate recipient.

5) ENA December Leadership Meeting- An allotment of money is paid to the State Council by National ENA for the President and President Elect to attend. Any additional funds that are required for additional officers to attend or expenses above monies allotted will be voted and approved by the Board of Directors and appropriately budgeted. 

6) P.O. Box- rental and bulk mailing fee is split between Md. State and Mid Maryland Chapter

7) Storage Fees- $ 50/month paid to MMC ENA (storage is shared between State and MMC) each year and the remainder is paid by MMC.

8) Postage and mailings (including labels and stamps)- reimbursed with receipts

9) Printing and copying- reimbursed with receipts and should be reasonable

10) Maryland Nurses Association- annual affiliate membership dues

11) Gifts and Donations- approved at the Md. State ENA meeting or through discretionary funds and should be reasonable

12) Supplies- as budgeted, through discretionary funds, and if for courses, with Course Committee approval

13) Refreshments- reimbursed with receipts for meetings (from President or President Elect or designee) and for courses (from Course Director)

14) Discretionary funds for President up to $ 200.00/year to be used for gifts/donations/awards, etc.

15) Other miscellaneous expenses- phone calls, etc. with receipts

16) ENCARE funds are used for injury prevention activities and are a line item in the State checking account.


a) Income into the accounts is primarily from grant sources. The grant author/administrator will provide a copy of the grant proposal to the treasurer and disbursements will be made based on the details in the grant proposal AND with the authorization of the grant author/administrator. Financial grants will be reported at State ENA meetings. 


b) For award grants (awarded in one lump sum before projects are initiated) once the grant time period or project has terminated, unused grant funds will remain in the general ENCARE fund account and will be available for general ENCARE fund use. If the grant is not jurisdictionally specific, monies spent will be based on determined state need and as voted by the ENCARE committee with recommendation to the State ENA.


c) For reimbursement grants (awarded as an intent to reimburse expenses after project is initiated), MD State ENA will purchase the items/services from the ENCARE account and then will be reimbursed upon application to the grantor. The grant author/administrator will be responsible for completion of the documentation to the grantor for this reimbursement. 


d) Maryland ENCARE members will meet annually to develop a budget that will be submitted for approval at the State ENA meeting during the budget development process. 


e) General ENCARE funds will be disbursed as indicated by the annual budget guidelines and approved projects only. Application for reimbursement will be made to the Maryland State ENCARE Institute Chairperson (EIC) or designee by voucher form system (see Md. State Financial Guidelines). Vouchers will then be forwarded to the Md. State Treasurer for payments. Priority will be given to those members who are actively involved in injury prevention activities.


f) ENA members can apply to the ENCARE committee with injury prevention activity proposals. These proposals will be reviewed and voted on at ENA State meeting with a recommendation from the ENCARE committee. 


g) Items purchased for injury prevention use i.e.,bicycle helmets, car seats, etc. will be distributed by a trained professional in the injury prevention field due to liability concerns. Documentation of items distributed will be kept by the Md. State EIC.


h) Duplicate financial records may be kept by the Md. State EIC. If this is done, monthly or quarterly reconciliation of totals will be completed with the Md. State Treasurer's financial records.


i) Due to the nature of the reimbursement grants, the ENCARE fund balance cannot be less than $1500.00 without first notifying the Md. State EIC.

17) Project Director(s) and Chairpersons of Committees are responsible for managing the budget (including authorization of expenditures) for an event or committee in cooperation/consult with the Maryland State Board of Directors and the Maryland State ENA Budget.

18) Any State Council member attending a regular National ENA board or committee meeting on behalf of the State, must have the expenses budgeted and approved. Per diems ($50/day without receipts and $75/day with receipts) and reimbursed expenses will be based on National ENA financial support, location of event and state budget. Receipts will be required for expenses.

19) Expenses exceeding $1000.00 require 2 authorized signatures on the check.

All monies will be disbursed from Maryland State accounts according to above guidelines and after receipt of the financial voucher.
Banking

There are two checking accounts (State account and Education account) and (depending on prevailing interest rates) some funds may be held in certificate of deposits (CDs) /savings accounts.

State Account- ENCARE, ENA by the Bay or Educational Conferences, membership assessments, operating income and expenditures.

Education Acount- ENPC/TNCC/CATN courses- income, expenses and operational costs, educational assessments 

Money is transferred 

1) to savings opportunities (CDs or other interest bearing accounts) or vice versa at the treasurer’s discretion based on interest rates,  projected expenses and to maintain a minimum operating budget (currently balance of $ 1,000.00 in the checking account).

2) from the Trauma account to the Md. State accounts with a majority vote by the Maryland State ENA Board of Directors and the approval of TNCC/ENPC/CATN Chairpersons.

3) into investments, (i.e., CDs) at the discretion of the Treasurer except that any CD with more than 24 months of maturity must be approved by the State Board of Directors. Funds may not be invested into a non-FDIC institution and/or insured account without approval from the Board of Directors.

The accounts will be audited annually and on a periodic basis and/or at the discretion of the treasurer or by a vote of the Md. State Council or the Maryland State Board of Directors.
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	NAME                                                                              CHAPTER                                                                YEAR

	Categories
	Points
	JUNE
	JULY
	AUG
	SEPT
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	TOTAL

	I. Local Mtg. Attendance
	1
	
	
	
	
	
	
	
	
	
	
	
	
	

	   State Mtg. Attendance
	2
	
	
	
	
	
	
	
	
	
	
	
	
	

	II. Committee Mtg. /Chapter
	1
	
	
	
	
	
	
	
	
	
	
	
	
	

	   Committee Mtg./State
	2
	
	
	
	
	
	
	
	
	
	
	
	
	

	   Committee Mtg./National
	3
	
	
	
	
	
	
	
	
	
	
	
	
	

	III. Leadership Conference
	3
	
	
	
	
	
	
	
	
	
	
	
	
	

	IV. ENA Sponsored Seminar
	2/day
	
	
	
	
	
	
	
	
	
	
	
	
	

	V. Speaker/Instructor ENA          Sponsored Seminar
	3/hr

(Max 100)
	
	
	
	
	
	
	
	
	
	
	
	
	

	VI. Brings Guest to Mtg.
	1
	
	
	
	
	
	
	
	
	
	
	
	
	

	VII. Recruits New Member
	2
	
	
	
	
	
	
	
	
	
	
	
	
	

	VIII. Publish Article/Paper
	5
	
	
	
	
	
	
	
	
	
	
	
	
	

	IX. Chairperson of ENA                Seminar/Class
	6
	
	
	
	
	
	
	
	
	
	
	
	
	

	X. Active Participation in            Seminar/Course Planning
	3
	
	
	
	
	
	
	
	
	
	
	
	
	

	XI. ENA Related PR
	2
	
	
	
	
	
	
	
	
	
	
	
	
	

	XII. Testified before                        Legislature on ED Bill
	5
	
	
	
	
	
	
	
	
	
	
	
	
	

	XIII. Resolution                                Writer/Sponsor
	5
	
	
	
	
	
	
	
	
	
	
	
	
	

	XIV. Writes Letter to                  Legislature on  ENA Issue
	1
	
	
	
	
	
	
	
	
	
	
	
	
	

	XV. Represents ENA on                  Outside Committee
	1/mtg
	
	
	
	
	
	
	
	
	
	
	
	
	

	XVI. Monthly ENA Program       Plans/Coordinate/Confirm
	1
	
	
	
	
	
	
	
	
	
	
	
	
	

	XVII.  Fund Raiser
	1/$1

(max 100)
	
	
	
	
	
	
	
	
	
	
	
	
	

	XVIII. Verify Instructor
	6
	
	
	
	
	
	
	
	
	
	
	
	
	

	XIX. Inj.Prevent/ENCARE


	0.5/hr
	
	
	
	
	
	
	
	
	
	
	
	
	

	XX. Newsletter Mailing

       (Chapter)
	1/hour
	
	
	
	
	
	
	
	
	
	
	
	
	

	XXI. Web Page Update


	0.5/hr
	
	
	
	
	
	
	
	
	
	
	
	
	


	CATEGORY
	POINTS
	YEAR
	
	CATEGORY
	POINTS
	YEAR

	Contact Person for Hospital

(Name hospital)
	1
	
	
	Current (NOT expired) Certification/Verification
	xxxxxx
	

	Chapter Officer/Board Member (specify)
	5
	
	
	  -CATN
	2
	

	State Officer/Board Member

(Specify)
	5
	
	
	  -CEN
	2
	

	National Officer/Board Member (Specify)
	5
	
	
	  -ENPC
	2
	

	Committee Chairperson
	xxxxx
	
	
	  -ENPC-I
	2
	

	  -Chapter (specify)
	3
	
	
	  -TNCC
	2
	

	  -State (specify)
	3
	
	
	  -TNCC-I
	2
	

	  -National (specify)
	3
	
	
	Delegate/Alternate to General Assembly
	3
	

	Committee Member 
	xxxxxx
	
	
	Special Project Award
	10
	

	  -Chapter (specify)
	3
	
	
	Secretary for a local meeting including typing and distributing minutes
	1
	

	  -State (specify)
	3
	
	
	Secretary for a State meeting including typing and distributing minutes
	2
	

	  -National (specify)
	3
	
	
	
	
	

	
	
	
	
	
	
	


MARYLAND STATE COUNCIL EMERGENCY NURSES ASSOCIATION POINT SYSTEM
Point sheets must be filled out and submitted to qualify for delegate selection. It is the responsibility of the participant to correctly and accurately complete this form and submit to the appropriate chapter president AND the Delegate Selection Committee Chairperson.

DESCRIPTION OF CATEGORIES
I. Points are for each meeting attended

II. Local, State, and National committee meetings: points are for each meeting. Must state date and name of committee.

III. Leadership: points are for the entire assembly, NOT each day.

IV. ENA Sponsored Seminar: 2 points per day attended. State title/dates of seminar

V. Speaker/Instructor ENA /ENCARE sponsored Seminar: 3 points per hour taught. Must state name and date of class.         Max points per year is 100.

VI. Brings Guest to Meeting: 1 per meeting, cannot be the same guest more than once. State name of guest.

VII. Recruits New Member: 2 points per new member, must show proof member did join.(Name the member)

VIII. Publication: 5 points per publication. Submit title of article, publication name, date published, and copy of publication.

IX. Chairperson of ENA Seminar: 6 points per seminar NOT per day. State name of seminar and date.

X. Seminar/Course planning participation: 3 points per seminar, NOT per day. State name/date of course and chairperson of course who can validate participation.

XI. Date and details (ie: pictures) related to public relations

XII. Must provide copy of written testimony, date, audience (ie: county/state)

XIII. Sponsor/Writes ENA Resolution: 5 points per resolution for authors/co-authors. Submit copy of resolution and name of chairperson of resolution.

XIV. Writes a letter on an ENA Issue: 1 point per letter. Submit copy of letter.

XV. Submit name and dates of committees.

XVI. Monthly Inservices for Chapter/State Programs: 1 per program

XVII. Sells items as fund raiser. 1pt/$1. Donated items for auction 1pt/$1that item is worth. Max 100 points.

XVIII. Points are per time instructors are verified. Example: 6 pt for one course of ENPC regardless of number of instructors verifying. State name of  Instructor Candidate.

XIX. Injury prevention/ENCARE: 0.5 pt per hour of volunteer time on these activities. Specify date and event.

**Maximum Points for any Category is 100*

Delegate Selection Process-Maryland State Council

The following guidelines have been adapted from the National ENA Delegate Guidelines from the National  1999 ENA State Leader’s Manual and from the 1999 Maryland State Delegate committee.

The state shall be entitled to one voting delegate which shall be the state council president or designee.  In addition, there shall be one delegate for each of the 50 active association members or fraction thereof within the state.

1-50 members – 2 delegates

51-100 members – 3 delegates

101-150 members – 4 delegates

151-200 members – 5 delegates etc…

Absolute Delegate Qualifications:

· Must be current ENA member (by May 31st June 30) 

· Minimum number of points to be considered for delegate selection=10

· Attendance: at least 50 % of all scheduled meetings of the State Council or Local Chapter over the year.

Recommended Qualifications:

· Served in an elected or appointed position at the local, state, or national level during the past 3 years

OR

· Participation in at least one of the following activities related to emergency nursing since the previous General Assembly

· Lecturer (other than that which is required to perform nursing role)

· Projects (public education projects, legislative involvement, chapter fund raising), etc)

· Research in emergency nursing

· Published topics related to emergency care

· CEN Certification (or commitment to take the exam within 1 year)

Selection Process:

· A committee will be appointed by the State President that includes the President Elect as the Chairperson of the Delegate Selection Committee or designee.

· Completed point sheets considered must be received to the Chairperson by June 16th. Points considered are accrued from June lst through May 31st
· The point sheets are reviewed for accuracy and content by the Committee and delegates are selected with the following criteria: 



- The State president and State Treasurer are  is an automatic delegates.  



- There will be equal representation from each chapter. The State President does 


not count as one of the allotted chapter delegates. 



- If the selected number of delegates is not evenly divisible by the number of 


chapters, there will be equal representation from each chapter, then the remaining 

delegate slots will be assigned based on next highest point total.



- If an individual chapter does not have enough members that meet the absolute 


delegate criteria, then that chapter will forfeit those remaining delegate slots.  


- The forfeited delegate slots will be evenly allotted to the remaining chapters.  If 


this can not be evenly done with the remaining chapters, then remaining delegate 


slots will be assigned based on next highest point total.



- Alternate delegates are selected based on highest point total.



- Selection decisions will be made in time to take advantage of discounted air 


fares, hotels, conference registration, etc.
Delegates and Alternate Delegates are expected to attend the entire General Assembly.  Delegate Funds will be forfeited if the entire General Assembly is meetings are not attended.

Delegate checks will be issued to Delegates at the conclusion end of the General Assembly.  Financial hardship cases will be handled on an individual case by case basis by the State President.                                                                                    
Rev. July 2001
ENPC/TNCC/CATN Course Planning

  1.  Completed course applications will be sent to the State Treasurer 8 weeks before the course is held.  (Course Applications must be received by National ENA at least 8 weeks

 prior to course, or additional fees apply.)

  2.  Depending on the available funds, the Treasurer may choose to "prepay" the indirect fees to National to save 10%. If this is done, the Treasurer will notify the course director by email/phone.

3. Checks from participants should be sent to the Course Director a minimum of 4 weeks          before the course is held (to allow ample time for the checks to clear before the course). 

· Exceptions to this would be if a participant cancels and a new participant is chosen to replace him/her within 4 weeks of course.

· The Course Director must send checks to the State Treasurer as they are received and preferably at least 2 weeks before the course. It is recommended that participants who pay less than 2 weeks before the course(s), submit a payment via money order or cashier’s check.

· Participant refunds are at the discretion of the Course Director 

· using the guidelines on the course registration forms and/or flyers (generally discouraging refunds in less than 15 business days from the course unless the participant finds a course attendee replacement) and

· Ensuring the course maintains a profit status

· 4. Course Director must notify the Treasurer of the number of class participants within 1 week after the course completion so that indirect fees may be paid to National ENA . Final course budgets must be received by the State Treasurer within 30 days.  Postage, mailing, food, copying, etc. for courses are reimbursed with receipts only and should not exceed profit expected. 

· Course Directors are responsible to make sure they are using the most up-to date budget form. The budget forms are now dated. A form that is >1 year old should not be used until the course director verifies with the TNCC/ENPC Committee chair that the fee structure is current. 

· If an outdated budget form is used, then the treasurer will make updated adjustments to the budget, adjusting profits as necessary. 

· Adjustments may be made to the budget for courses where some of the financial support is coming from another source (such as when a hospital pays for instructors and the tuition for participants from that hospital are discounted). 

· Course Directors shall determine if any facility hosting instructors or sending instructors to assist with teaching a course are being paid by the facility/institution. If any instructors are being paid by their facility/institution, they will not receive concurrent financial compensation from Maryland State ENA.  

· An explanation of any deviations from the accepted budget must be submitted with the final budget.

· Course Directors will not sell or distribute ENPC/TNCC/CATN manuals to anyone unless they have paid and registered for the associated course. Individuals requesting manuals can be referred to National ENA Course Operations to purchase the manuals. 

· Course Directors will refer to the TNCC/ENPC/CATN Administrative Procedures regarding those individuals requesting to audit the course.     

5. All course budgets must be submitted to the State Treasurer to ensure profits are disbursed appropriately. All participant checks and other course monies are made out to "Maryland State ENA" and are sent to the State Treasurer for deposit into the Trauma account. 


· Profits from TNCC/ENPC courses are split equally between the state Education account and the chapter that hosted the course. 

· All profits from CATN courses go to Education account.

· Every attempt should be made to financially structure courses so as to avoid deficit losses. Limited grant funds may be available thru National ENA to help offset expenses in providing courses in rural or under served areas.

6. The Treasurer must assure that the indirect fees to National are received within 4 weeks after course completion.  

7. Information regarding ENPC/TNCC/CATN courses being sponsored by other facilities not associated with Maryland State ENA, may submit information to the website editor for posting UNLESS the costs of the course(s) are in conflict with Maryland State ENA courses and registration fees.
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ENPC/TNCC/CATN Fees

2007
The following fees are current as of 4/05 and were voted upon and finalized at ENPC/TNCC/CATN instructor committee meetings held 1/15/01, 2/10/02, a State meeting held 9/5/07 and as a result of the change in fees from National ENA to date.

ENPC/TNCC COURSE  FEES

Instructor Fees:
$ 30/hour for lectures




$ 125 for skills station teaching (afternoon Day 1)




$ 30/hour for skills testing (afternoon Day 2)

Instructor Candidates:
No honorarium or other fees 

Course Director:
$ 100 additional per course

Model Fee (TNCC):
$ 40/day

Exam Proctor:

$ 30 (afternoon Day 2)

Indirect Fees:

$ 60 per participant, paid to National

Rental Fees:

$ 250 per course for kit/boxes (must have a Md. State ENA Course 


Faculty approved by TNCC or ENPC Chairperson to use same.)

Audit Fees:

$ 125- for non- nurses only and includes book- The participant 



may observe teaching of skills stations but may not participate. 



The participant may not observe or participate in testing stations.  



Indirect fees of $ 60 are paid to National ENA. The participant 



will receive a CECH certificate for 12 hours.

Re-verify Students:
ENA Member- $ 125 without a book * 




Non- ENA- $ 150 without a book *




Reverifying students are admitted for testing on 2nd day only 




Number of reverifying students may be limited based on Course 



  Director's discretion




* Students re-verifying must have proof of current ENPC/TNCC 

CATN COURSE FEES

Instructor Fees
:
$ 30/hour for lecture and verificiation

Indirect Fees:

None

Course Director:
$ 100  additional per course

ENPC/TNCC INSTRUCTOR COURSES

Course Faculty:
$ 30/hour for lectures and skills station

Course Director:
$ 100 additional per course

PROVIDER COURSE MANUALS
ENPC:


$ 35

TNCC:


$ 40 (5th edition)- $45 with TNCC 6th edition

CATN:

$ 80 and includes indirect fees

INSTRUCTOR MANUALS

ENPCI Supplement:
$ 40 for entire manual including supplement

TNCCI Supplement:
$ 47.50 with TNCC 6th edition for manual and includes supplement

ALL COURSES

Instructor Mileage Fee:The standard mileage rate will be reimbursed as defined by the 



IRS as of January 1st of the current year for the entire year.

Instructor Lunch:

$ 7/one day; $ 15/both days

Postage, mailing, and food for course is reimbursed with receipts and should not exceed profit expected.

INCOME

Participant Tuition:
$ 195- ENA member

$ 230- Non-ENA

ENPCI/TNCCI Candidate Participant: Minimum of 







$ 100 + supplement fee- ENA member







$ 150 + supplement fee- Non- ENA 

Course director may decrease fees based on financial support (grants, hospital instructors, etc.) but may not exceed profit status without prior approval from State Treasurer and Board of Directors. Course Directors shall determine if any facility hosting instructors or sending instructors to assist with teaching a course are being paid by the facility/institution. If any instructors are being paid by their facility/institution, they will not receive concurrent financial compensation from Maryland State ENA. 

Profits are split between the State Trauma account and course director's chapter, except with CATN and instructor courses where all monies remain in the State Trauma account.
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Maryland State Elections

The procedure for election of officers for Maryland State ENA is as follows:

Under the direction of the Nominating Chairperson or designee, 

1. Collect Curriculum Vitaes from all candidates and summarize into a common format. 

2. Attach the candidate information to the ballot or, if lengthy, summarize the information for the ballot.

3. Add a "write in" line for all offices listed.

4. Send the ballot to all Maryland State ENA members in a legal size envelope with the ballot and two (2) other envelopes. One of the envelopes will have the word "BALLOT" stamped clearly and the remaining envelope will be addressed to Md. State ENA at our mailbox address. This last envelope (self-addressed) will have the ENA member's name labeled on the envelope to determine current membership.

5. Instructions to be included on the ballot include: 

1. When you have voted for the candidate(s) of your choice, place the completed ballot in the envelope marked "BALLOT" and seal it.

Do not sign your name or write on this envelope.

2. Place your sealed ballot envelope in the return pre-addressed envelope, seal, stamp and mail.  This envelope should have your name and address so eligibility to vote can be determined.  When the ballots are received, eligibility to vote will be determined by the membership roster.  The outside envelope and “Ballot” envelope will be separated, and the ballot envelope will be opened by the Nominating Committee to tally the votes.

3. Envelopes and ballots will be destroyed after validation of results.

BALLOTS MUST BE POSTMARKED BY DECEMBER __________ TO BE VALID.  We ask you to exercise your right and privilege as a member and vote for the leadership of YOUR state organization.
6. Ballots will be sent to the State P.O. Box and collected till one week after the deadline. 7. Postmarks will be reviewed to assure the deadline listed was met. Ballots with postmarks past the deadline will not be counted but will be kept unopened with the remaining ballots.

8. In the presence of the Nominating Chairperson or designee and at least ONE other ENA member, the ballots meeting the deadline will be opened and counted. (This meeting date and time will be announced to give any State member an opportunity to participate.)

9. Results will be tabulated and written for documentation purposes as part of the validation process. 

10. Election results will be announced as soon as possible after the election to the membership. 

11. Ballots (including the unopened ballots) will be held till the next State meeting by the Nominationg Chairperson or designee. At that time a vote will be taken to destroy the ballots if there is no objection or challenge. Ballots will be destroyed by the Nominating Chairperson or designee.

12. If there is an objection or challenge, the votes will be recounted in the presence of the attending members and a majority of the Board immediately following the meeting or as designated by the President and the Nominating Chairperson or designee.


- if the results are unchanged, the ballots will be destroyed. 


- if the results are different enough to affect the outcome, the Board will decide the course of action which may include but not be limited to recounting a third time, reelection procedures, etc.   
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Nomination Procedure

1. Each year, the State Council will post a call for nominations for the Maryland Emergency Nurse of the Year (for the following year) on the website beginning in October. The Nomination for Maryland Emergency Nurse of the Year form will be used.

2. Nominations will be collected by the State President till December 31st. 

3. Once collected, the forms are distributed to the attendees at the next state meeting with the names of the applicants blocked. 

4. A vote will be taken at the first State meeting in the new  year to determine the winner. If an attendee is a nominee and present, he/she will be excused from the voting and from the room while the voting is occurring. 

5. The State President will promptly notify Maryland American College of Emergency Physicians in writing with an edited copy of the nomination form so that they may make preparations for presentation of the award at their Spring conference.

9/5/07

Nomination for Maryland Emergency Nurse of the Year

Every year, the Maryland American College of Emergency Physicians (ACEP) awards a Maryland Emergency Nurse of the Year award during their annual conference usually held in the Spring. Please complete this form and send to the current Maryland ENA President by December  31st of each year. Please print or legibly complete this form. Attach additional information as needed.

Nominee's Name__________________________________________________________________

                 Address_________________________________________________________________

                              _________________________________________________________________

                             __________________________________________________________________

                 Home Phone_____________________________________________

                Work Phone_____________________________________________

                Email __________________________________________________

Number of years as a registered nurse___________________

Number of years as an emergency nurse_________________

Number of years employed as an emergency nurse in Maryland ________________

Place of employment__________________________________________________

Department_______________________________________________

Position ____________________________________________________________

Describe activities/involvement/offices held in Emergency Nurses Association (if applicable)

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Professional Associations and Offices held (if applicable i.e., MNA, Honor Societies, Affiliate Faculty)

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Certifications and Nursing Degrees

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Additional nursing or advocacy activities NOT associated with primary place of employment (if applicable) List diverse nursing involvement and/or projects.

________________________________________________________________________

________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Describe why you believe the nominee should be awarded Maryland Emergency Nurse of the Year

________________________________________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Name of Nominating Person__________________________________________________________

                  Home Phone_____________________________________________

                  Work Phone_____________________________________________

                  Email__________________________________________________

Attach additional recommendations from other people to this form as needed
Financial Audit Procedure

1. The Maryland State ENA Treasurer chooses a date and location for an audit of the Maryland State ENA accounts (every two years at a minimum).

2. The audit date is posted for active Maryland ENA members to participate and a minimum of 4 members and a maximum of 7 members (excluding the current Maryland State ENA Treasurer and including the Maryland State ENA President) are invited to audit the records by the Maryland State ENA President. 

3. The audit is completed on the audit date with each auditor reviewing data to include a total of 7-10% of all transactions. The Treasurer will make all supporting data and computerized records available to the auditors. The format for the audit will be the form included below.

4. The Treasurer will compile a report of the audit and it will be presented at the next Maryland State ENA meeting.

9/5/07

Financial ENA Audit Format 

1) Randomly choose dates and or checks or charges to review. (Review 7-10% of transactions.)

2) Determine if all supporting data is available via Financial Guidelines and receipt support.

3) Complete format below.

4) Document recommendations as needed. 

5) Sign audit form and return to Md. State ENA Treasurer.

6) During audit, the Treasurer will present computerized reconciliation monthly reports for review. 

6) A report of the audit will be presented at the next Maryland State ENA meeting.

	Date    
	Account

Name
	Check Number

Or Charge
	Compliance

Yes/No
	   Miscellaneous Notes



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


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:
