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Michigan State Emergency Nurses Association

Bylaws and Procedures

I. 
MISSION, VALUE and VISION STATEMENTS

A.
MISSION STATEMENT

ENA is a professional member organization recognized internationally for promoting excellence in emergency nursing through leadership, research, education and advocacy.

B.
MISSION OBJECTIVES 


ENA exists:

· To promote the specialty of emergency nursing.

· To promote the interests of ENA’s members and to improve the professional environment of the emergency nurse through education and public awareness.

· To promote ethical principles as defined in the ENA Code of Ethics for Emergency Nurses and the American Nurses Association Code of Ethics.

· To actively collaborate with other health related organizations to improve emergency care.

· To be the primary resource for emergency leadership, education and research.

· To define standards that serve as a basis for emergency nursing practice.

· To develop, disseminate and evaluate emergency nursing education and research.

· To encourage interaction and mentorship among emergency nurses.

· To identify and disseminate information on key trends affecting and pertinent to emergency nursing.

· To serve as an advocate for the public regarding emergency care.

B. VISION STATEMENT: 

ENA’s vision is to promote advocacy, diversity, innovation and excellence within emergency nursing practice.

II. 
PURPOSE

The State Council and Chapters are chartered by the National Association to implement its philosophy, objectives, and leadership at the State level. In addition, the State Council assists in coordinating the professional activities of Chapters functioning at the local level within the state. The State Council shall act in accordance with Bylaws and Procedures established by the National Association.

III. 
COMPOSITION

A. 
Resource for Emergency Nursing: Each State Council/Chapter shall serve as a resource for emergency nursing and emergency care within the State/Chapter.

B. 
Under the three-tier structure, the Association shall have three (3) levels of organization: National, State and Chapter (local) levels.

1. 
In addition to National Association membership, an individual member receives membership at the State and Chapter levels.

2. 
Members will be pre-assigned by National to a Chapter based on their geographical location and provided mailing address.

3.
The member may elect to change their pre-assigned Chapter by notifying either the national office or the Membership Services Chairperson.

C. 
The State Council of three-tier State Associations is composed of representatives from each Chapter within the state. Each State Council should maintain a size that ensures appropriate representation.

1. 
The Michigan State Council will consist of all officers, all committee chairpersons or designee and two delegates or designees from each chapter. These are the voting members of the Michigan State Council.

2. 
The Executive Board of the State Council shall consist of Immediate Past President, President, President-elect, Treasurer, Treasurer-elect or Immediate Past-Treasurer and Secretary.

IV. 
RESPONSIBILITIES

A.
The State Council shall serve as a resource for emergency nurses within the state.

B.
The State Council has the responsibility to monitor and address professional issues related to emergency care on the state level. 

C.
The State Council shall monitor state legislative issues and concerns affecting emergency care and emergency nursing practice.

D.
The State Council has the responsibility to provide at least one (1) annual emergency nursing education program either sponsored solely by the state council, or in conjunction with another organization or a local chapter.

E.
The State Council shall assist in the coordination of chapters at the local level within the state in accordance with the Bylaws and Procedures.

F.
The State Council has the responsibility to maintain respective state council incorporation, tax exempt status and a current Employer Identification Number and 501 c 3 tax status.

G.
The State Council has the responsibility to hold an annual election in September for officers of the State Council. 

H.
The State Council shall have committees in sufficient numbers necessary to address its objectives, professional practice, special interests and programs. Funding shall be provided as determined by the Executive Board and the State Council. The current State Council president shall appoint committee chairs.

I.
The State Council has the responsibility to organize and send a state delegation to the National Association’s Annual General Assembly. The delegates serve to represent the State Council and to present and/or debate resolutions submitted for action.

J.
The State Council has the responsibility to conduct at least 4 formal state council business meetings annually, in accord with the current edition of Roberta’s Rules of Order.

K.
The State Council has the responsibility to prepare and file an annual financial report with the National Office, to maintain financial records in accordance with accepted accounting procedures and follow Internal Revenue Service regulations.

L.
The State Council has the responsibility to publish and distribute a newsletter to all members within the state. The publication shall contain information about meetings and professional activities of the State Council and Local Chapters. The newsletter will also be available on the Michigan ENA website.

M.
The State Council has the responsibility to maintain a current State Council status report form with the National Office. The State Council shall monitor the filing of the respective chapter status report forms with the National Office.

N.
The State Council has the responsibility to maintain State Council financial and professional (all forms and paperwork needed to perform the role) records and to provide for a mechanism to transfer the records upon installation of new officers.

O.
The State Council will encourage member recruitment and retention activities at state, local and hospital levels. An annual plan to honor Michigan Emergency nurses during the month of October will be developed and implemented.

V. 
CHARTER

A.
The Michigan State Council is chartered by the National Emergency Nurses Association to function as the official organizational component in Michigan in accord with Procedures.

B.
If the State Council does not adhere to the Bylaws and Procedures its charter may be suspended or revoked:

1. 
Suspension of Charter

If the state council does not adhere to the Bylaws and Procedures, The Board of Directors will serve written notice regarding specific issues to the state council officers to address within a thirty (30) day period. If these issues are not addressed, the state council charter will by suspended thirty (30) days after written notice to the state council officers.

2. 
Revocation of Charter

a) 
The charter for the state council will be revoked, subsequent to:

1) 
An initial suspension of charter status for the same cause.

2) 
A hearing for the state council officers regarding same, before the National Executive Committee, within sixty (60) days of initial suspension.

b) 
If the issues are not resolved in favor of the Bylaws and Procedures, the State Council charter will be revoked and a formal letter regarding the same will be forwarded to all State Council officers within ten (10) days of the hearing.

c) 
All financial management affairs will be transferred to the National Association.

VI. 
INCORPORATION AND RELATED MATTERS

A. 
The State Council shall be separately incorporated within the state as a not-for-profit organization.

1.
The Articles of Incorporation for the State Council should incorporate the Purpose and Objectives of the State Council as specified in these Procedures and must not conflict with any aspects of the National Association Bylaws and Procedures.

2.
The Articles of Incorporation for the State Council must receive final approval through the Procedures established at the national level.

B. 
The State Council has the responsibility to apply for a State Council Employer Identification Number (EIN) and to file same with the National Office.

C.
The State Council shall not include its respective chapters as subsidiaries under a Group Exemption.

D. 
The State Council shall maintain a tax-exempt status classification with the IRS or face possible annual tax payments.

E. 
The State Council shall obtain all necessary insurance coverage as required by law for a not-for-profit corporation within the state of Michigan. This will include, but not be limited to “Bonding” the Treasurer and the President.

VII. 
OFFICERS

A. 
State Council Officers (Executive Board)

1. 
President

2. 
President-elect or Immediate Past-President
3. 
Secretary

4. 
Treasurer

5.
Treasurer-elect or Immediate Past-Treasurer
6. 
Immediate Past-President

B.
Responsibilities of the Executive Board

1. 
The Executive Board shall have general supervision of affairs of the MENA between its business meetings and shall perform such other duties as are specified in these bylaws.

2. 
The Executive Board is subject to the orders of the State Council delegates and none of its acts shall conflict with action taken by the State Council.

3. 
Meetings of the Executive Committee shall be called by the president.

4. 
The presence of the president and two other officers shall constitute a quorum for any meeting of the Executive Board.

5. 
Meetings of the Executive Board can be in person or via email, telephone or videoconference.

6. 
A meeting of the Executive Board shall be held at the beginning of each calendar year for the purpose of preparation of the goals and budget for the upcoming year. Committee Chairs will also attend this meeting to prepare their goals and budget.

7. 
The Committee and Executive Board goals and budgets shall be reviewed with the State Council at the first business meeting of the fiscal year for modification and approval by the State Council.

C. 
State Council President

1. 
Qualifications

a. 
Current unrestricted registered nurse licensure

b.
Current active member of national ENA

c. 
Active participation in ENA at the state and/or local level

2. 
Responsibilities

a. 
Serve as Chief Executive Officer of the State Council.

b. 
Coordinate all council administrative activities.

c. 
Appoint and approve committee Chair-elects and Chairpersons as needed.

d. 
Exercise all responsibilities and privileges as an officer of the State Council as specified in the Bylaws and procedures. 

e. 
Perform all duties of President as outlined by the State Council.

f. 
Serve as ex-officio member of each committee.

g. 
Liaison with assigned chapters.

h.
May disburse State Council funds in conjunction with the Treasurer.

i.
Form an ad hoc nominations committee composed of one member of each standing committee with the responsibility of preparing a ballot for presentation at the spring State Council meeting.

3. 
Term of Office

The State Council president shall serve for a term of two (2) calendar years, January 1st through December 31st. May not run as Michigan State Council President –elect until year as Immediate Past President has been fulfilled and one further year has elapsed.

D. 
State Council President-Elect or Immediate Past President

1. 
Qualifications

a. 
Current unrestricted registered nurse licensure

b.
Current active member of national ENA

c. 
Active participation in ENA at the state and/or local level

2. 
Responsibilities

a. 
Perform any duties assigned by the president for the State Council.

b. 
The President-elect will succeed 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 President, the position will be filled according to state bylaws.

c. 
If the office of the President becomes vacant in the year where there is not a President-elect, but an Immediate Past President, then the Immediate Past President will act as President until the position of

President is filled according to state bylaws.

d. 
Exercise all responsibilities and privileges of an officer of the State Council as specified in the state Bylaws and Procedures.

e. 
Perform all duties of President-elect/Immediate Past President as outlined by the State Council.

f.
Form an ad hoc Delegate Selections Committee composed of one member of each standing committee with the responsibility of delegate selection for the annual General Assembly of ENA.

g.
Plan annual awards ceremony with the Membership Committee.
h. 
Review and revise as necessary Michigan ENA Procedures and Bylaws.

i. 
Liaison with assigned chapters.

3. 
Term of Office

The State Council President-Elect/Immediate Past President shall serve for a term of one (1) calendar year, January 1st-December 31st.

E. 
State Council Secretary

1. 
Qualifications

a. 
Current unrestricted registered nurse licensure

b.
Current active member of national ENA

c. 
Active participation in ENA at the state and/or local level

2. 
Responsibilities

a. 
Maintain the attendance rosters of the state council meetings. 

b. 
Produce State Council business minutes, and distribute to all officers and chapter presidents, 4-6 weeks prior to the next scheduled business meeting.

c. 
Maintain State Council records and to provide for a mechanism to transfer records upon installation of the new State Council Secretary.

d. 
Perform duties as requested by the President.

e. 
Maintain a current copy of the state Bylaws and Procedures.

f. 
Complete and send correspondence in a timely manner.

g. 
Liaison with assigned chapters.

3. 
Term of Office

The state council Secretary shall serve for a term of one (1) calendar year, January 1st to December 31st.

F. 
State Council Treasurer

1. 
Qualifications

a. 
Current unrestricted registered nurse licensure

b.
Current active member of national ENA

c. 
Active participation in ENA at the state and/or local level

2. 
Responsibilities

a. 
Maintain state council financial records in accord with generally accepted accounting procedures.

b. 
Work with the Finance Committee to present a state council budget proposal annually.

c. 
Maintain state council banking accounts, disbursement thereof, and any other entities under the auspices of the Michigan State Council.

d. 
Assumes responsibility for the completion of yearly tax returns. The treasurer will employ the services of a tax specialist. 
e. 
Submit a state council annual financial report for State Council officers and member review, as well as financial reports for scheduled business meetings.

f. 
Submit a quarterly financial statement to the State EN CARE activity to the National EN CARE office.

g. 
Maintains the current letters of incorporation on a yearly basis.

h. 
Maintains proper documentation of the following:

1) 
Letters of incorporation

2) 
Tax exempt status

3) 
Employee Identification Number (EIN)

4) 
Tax status 501c3

i. 
With the input of State Council and the Finance Committee has an annual budget category for Donations, scholarship, requests for research applications and grant money.

j. 
Schedules annual audit of financial books by independent auditor, who has been approved by the Executive Board.

3. Term of Office

a. 
The state council treasurer shall serve for a term of two (2) calendar years, January 1st –December 31st.

b. 
No individual may serve for more than 2 consecutive terms

G.
State Council Treasurer-Elect or Immediate Past-Treasurer

1. 
Qualifications

a. 
Current unrestricted registered nurse licensure

b.
Current active member of national ENA

c. 
Active participation in ENA at the state and/or local level

2. 
Responsibilities

a. 
The Treasurer-elect will succeed to the office of Treasurer at the expiration of the Treasurer’s term. In the event the position of Treasurer becomes vacant, the Treasurer-elect shall serve for the unexpired term and the term for which they were elected. In the event the Treasurer-elect becomes Treasurer, the position will be filled according to state bylaws.

b. 
Exercise all responsibilities and privileges of an officer of the State Council as specified in the state Bylaws and Procedures.

c. 
Perform all duties of Treasurer-elect as outlined by the State Council.

d. 
Chair/co-chair the State Council Finance Committee.

e. 
Assist the Treasurer in maintenance of the Michigan ENA financial records, annual budget proposal, and quarterly ENCARE financial statements.

f.
May disburse State Council funds as delegated by the current Treasurer.

3. 
Term of Office

The State Council Treasurer-Elect/ Immediate Past-Treasurer shall serve for a term of one (1) calendar year, January 1st-December 31st.

F.
ENA membership dues will be paid for the State Council officers for the year that they are serving; President, President-elect, Secretary, Treasurer, Treasurer-Elect, Immediate Past-Treasurer, Immediate Past-President.

G.
Vacancies for an unexpired term of office for Secretary may be filled by appointment of the State Council President.

H.
A vacancy for President–Elect and Treasurer-Elect must be filled by nomination and approval by the State Council.

I.
If the Immediate Past-President has had to fill a vacant President position, then a President-Elect position must be filled by nomination and approval by the State Council.

J.
If the Immediate Past-Treasurer has had to fill a vacant Treasurer position, then a Treasurer-Elect position must be filled by nomination and approval by the State Council.

K.
An officer may be removed from office, with or without cause, by a two-thirds (2/3) vote of the State Council at a duly held meeting, provided that not less than 30 days notice is given to each voting member that such consideration will be on the agenda.

VIII. 
ELECTION

A.
The nomination slate for officers will be presented solicited at the spring State Council meeting. The ballot will then be announced on the web site, in the summer newsletter and at the business meeting.

B.
The method of voting will be determined at this meeting. Options may include, but are not limited to:

1. 
Post Card ballots mailed to each Michigan member.

2. 
Site for voting on the website after notification via newsletter of nominees and method of voting.

C.
Voting is to be complete prior to the September business meeting.

D.
Officers will be elected by a majority vote of the Michigan ENA members who participate in the election.

IX. 
COMMITTEES

A.
The MENA shall maintain the following standing committees: Communications, Continuing Education, Core Education, Finance, Membership Services, Professional Practice, and Public Education and Outreach Committees.

1. 
It is preferred that the chair will have been an active member of that committee for one year.

2. 
The chair-elect will submit a budget and a list of prospective committee members to the Executive Board at the strategic planning meeting held in January.

4. 
Final approval of the budget and committee member selection by the board will occur during the first Board  strategic planning meeting held in January.
5. 
Minutes of meetings and a year-end report will be filed with the State Council secretary.

6. 
The structure of the committees will be such that the chairperson mentors chair-elect to assume the chair’s position.

7. 
It is recommended that the chairperson shall serve no longer than two successive terms.

8. 
The term of office for each committee shall begin January 1st and last through December 31st.

9. 
All appointments to these committees are subject to reappointment by the State Council.

10.
ENA membership dues will be paid for the committee chairperson contingent upon submission of year-end report and budget.

11.
Minimum qualifications for all committee chairpersons shall include the following:

a. 
Current unrestricted registered nurse licensure

b.
Current active member of national ENA

c. 
Active participation in ENA at the state and/or local level
12.
Minimum standards for all committees shall include the following:

a.
Hold 4 meetings annually where attendance and minutes are recorded. Meetings may be in-person, via e-mail or via tele-conference.

b.
Develop and present budget to Executive Board. Maintain records of committee expenditures and submit to State Council.

c.
The committee will establish annual goals and objectives which are congruent with the State Council’s annual goals and will be approved by the Executive Board 

d.
All committees shall have at least 3 members. The members may consist of the committee chairperson, an Executive Board member liaison and one other member. 

e.
No committee may continue to exist with only one member (the chairperson). 

13.
A committee will be dissolved if the committee fails to meet the minimum standards as stated above.

14.
The responsibilities of a dissolved committee will become the responsibility of the Executive Board. 


B.
Communications Committee



1.
Committee Responsibilities:

a.
Develop, edit and publish Michigan ENA’s newsletter “Triage Notes.”

b.
Maintain, monitor and update the MENA website.

c.
Serve as a resource for publication and printing activities.

d.
Manage use of the MENA display board. Ensure that the MENA display board is used to market MENA at various public and professional events throughout the year.

C. 
Continuing Education Committee



1.
Committee Responsibilities:

a.
Develop annual statewide educational objectives in collaboration with the Core Education Committee.

b.
Plan, organize and implement professional educational activities/offerings that are based upon needs assessment of the general membership. Minimally this shall include an annual statewide continuing education conference.

c.
Serve as a resource for the various aspects of educational planning, e.g., speaker files, marketing of offerings, facility planning, etc.

d.
Provide support in obtaining speakers and preparing CEU applications.

2.
Member specifications:

a.
At least one member of the committee must have the educational qualifications, e.g., BSN, which are congruent with national standards to meet requirements for CEU educational planning.


D.
Core Education Committee


1.
Committee Responsibilities:

a.
Coordinate, offer and/or support CEN Review, TNCC and ENPC courses in the state of Michigan.

b.
Maintain a current list of TNCC and ENPC Instructors Course Directors in Michigan.
c. 
Monitor and evaluate the quality of TNCC and ENPC courses and instructors within the state. The committee will comply with the quality monitoring procedures developed by the TNCC and ENPC International Faculty. Problems or concerns with the courses or instructors will be initially addressed at the state level.

d. 
Members of the Core Education Committee who are TNCC or ENPC Faculty and are qualified per national ENA guidelines, will evaluate TNCC and ENPC Instructor Candidates and monitor existing Instructors.

2.
Member specifications:

a.
At least one member of the committee must be a TNCC Faculty and one member must be an ENPC Faculty who will be responsible for organizing the following activities related to TNCC and ENPC respectively:


1)
Maintain list of current instructors within the state.
2)
Serve as resource for courses conducted within the state.
3)
Monitor and evaluate the quality of courses and instructors within the state.
4)
Serve as liaison to national.

b.
At least one member of the committee must be CEN.

E.
Finance Committee



1.
Committee Responsibilities:

a.
Develop an annual budget for MENA and present to the Executive Board for approval.

b.
Develop a 5 year financial plan.

c.
Develop a 10 year financial plan.

d.
Provide assistance and guidance to the treasurer.

e.
Provide a forum for mentoring new treasurers.

f.
Publicize, manage and award financial scholarships.

g.
Make recommendations to the State Council related to long-term financial planning and short-term fund raising.

2.
Member specifications:

a.
The Treasurer and either the Treasurer-Elect or the Immediate Past-Treasurer will be members of this committee.

b.
Neither the Treasurer nor either the Treasurer-Elect or the Immediate Past-Treasurer will serve in the position of chairperson for this committee. 

F.
Membership Services 



1.
Committee Responsibilities:




a.
Recruitment of MENA members.




b.
Retention of MENA members.

c.
Plan and implement activities and events for Annual Emergency Nurses Week.

d.
Organize annual membership drive in conjunction with national ENA’s annual membership drive.

e.
Maintain current listing of MENA members, including address, phone and email addresses.

f.
Liaison with local chapters to provide support and guidance.

g.
Organize and perform all activities related to selection of the MENA “Excellence in Nursing” award. 

h.
Work with the President-Elect/Immediate Past President to plan the annual awards ceremony.

i.
Market MENA to appropriate designated organizations as the professional organization for emergency nurses.

2.
Standing agenda items for meetings shall include:

a.
Recruitment and retention (includes annual membership drive, member lists)

b.
Emergency Nurses Week

c.
MENA “Excellence Award”
d.
Awards ceremony

G.
Professional Practice Committee



1.
Committee Responsibilities:

a.
Identify and evaluate issues that impact the professional practice of emergency nursing.

b.
Identify and evaluate local, state and national legislative and political issues that impact emergency health care and the practice of professional emergency nursing.

c.
Encourage, assist and support emergency nurses in the development, planning and implementation of research pertinent to clinical practice, education or issues that impact emergency nursing.

d.
Support and provide a forum for Special Interest Groups (SIG) within MENA, including: Advanced Practice Nursing, Management, Pediatrics, Sexual Assault Nurse Examiners, and Trauma.

e.
Serve as a statewide resource to assist in identifying and cataloging individuals with expertise (and interest) related to emergency nursing practice, research and legislative issues.

f.
Evaluate and make recommendations for all research and scholarship applications.

g.
Maintain communications with professional practice organizations such as: COMOM (Coalition of Michigan Organizations of Nursing), Michigan Trauma Coalition and MNA (Michigan Nurses Association).

h.
Maintain communications with local and national government affairs groups and associated programs such as: ENA’s 411, etc.

2.
Member specifications:

a.
At least one member of the committee must represent each of the above mentioned SIGs to act as the SIGs spokesperson and keep the committee abreast of current trends, issues and specialty organization endeavors. 

3.
Standing agenda items for meetings shall include:


a.
Practice issues

b.
Research issues


c.
Legal issues

d.
SIGs

H.
Public Education and Outreach Committee



1.
Committee Responsibilities:




a.
Plan, coordinate and execute outreach education activities.

b.
Coordinate requests for outreach educational activities and support.

c.
Support public education activities through active participation, educational materials and/or sponsorship.


d.
Maintain an inventory list of educational materials and supplies which are frequently used by members during outreach activities.

e.
Serve as a resource to assist in identifying and cataloging individuals and organizations with expertise (and interest) related to outreach education.

f.
Market MENAs support and involvement in outreach activities.

g.
Maintain communications with injury prevention and public education organizations such as: ENCARE (Emergency Nurses Care about Alcohol Related Events) and Safekids.

2.
Member specifications:

a.
At least one member of the committee must be an ENCARE Program Coordinator who will be responsible for organizing the following activities related to ENCARE:

1)
Maintain list of current program coordinators within the state.

2)
Serve as resource for ENCARE courses conducted within the state.

3)
Collect and report activity numbers to appropriate designated organizations.

3.
Standing agenda items for meetings shall include:


a.
ENCARE

X. 
MEETINGS

A. 
The State Council has the responsibility to conduct state council business meetings in accord with Roberta’s Rules of Order during the course of the fiscal year.

B. 
Meeting dates should be determined at the end of the year for the forthcoming year. Meeting locations should be identified at that time.

C. 
Advance notice of meetings will be published in the Newsletter and will be placed on the Web site.

D. 
Previous agenda and meeting minutes will be used to prepare the upcoming agenda in order to maintain consistency and to avoid overlooking outstanding issues. 

E.
Meeting agenda will include:

1.
Call to order

2. 
Recognition of members present

3. 
Additions to the agenda

4. 
Approval of previous meeting minutes

5. 
Secretary/Treasurer reports

6. 
Committee reports

7.
Chapter reports

8. 
Other topics

F. 
Time frames should be established for each agenda item to keep the meeting flowing and running within the allotted times.

G. 
The president conducts the meeting unless otherwise specified and should call the meeting to order at the designated time and follow the agenda closely.

H. 
The state council objectives for the coming year will be presented at the first meeting and then measure the progress of the stated objectives at subsequent meetings.

I. 
The presence of the council president, or their designee, and eight voting members shall constitute a quorum for any meeting of the State Council. Voting members are: 2 members from each chapter, committee chairs, Secretary, President-elect or Immediate Past President, Treasurer and Treasurer-Elect/Immediate Past-Treasurer. The president shall vote only in case of a tie. Voting members shall be identified at the beginning of each meeting.

XI. 
ASSESSMENT AND FINANCIAL MANAGEMENT

A. 
The state council has the responsibility to prepare an annual budget and maintain financial records in accord with generally accepted accounting procedures.

B. 
The fiscal year of the state council shall be January 1st through December 31st.

C. 
If there is no president on file for a chapter or the member did not designate a chapter at the time he/she joined the Association, the chapter assessment will be sent to the state council.

D. 
The state council is required to maintain direct deposit process for all checks from National ENA.
E. 
The state council should make provisions as required by law for a not-for-profit corporation. It is suggested that this include Director and Officer Liability coverage for state council officers.

F. 
Requests for research or scholarship funds will be limited to ENA members only.

G. 
Requests for grant or donation funds will be evaluated by Professional Practice Committee or the Public Education and Outreach Committee as appropriate, for recommendation of support.
XII. 
REIMBURSEMENT OF EXPENSES

A. 
General rules for reimbursement of expenses MENA State Council including the Executive Board, Committee chairs, and Special Appointments.
1. 
All bills for purchases should be sent for payment to the Treasurer if acceptable with the vendor.
2.
If necessary for payment to be made to an MENA member, requests for reimbursement must be submitted to the treasurer within 60 days of purchase, on the approved ENA expense report with applicable receipts attached.

3. 
Expenditure and reimbursements for amounts exceeding approved budget require Board approval.

4. 
All monies for gifts require Board approval.

5. 
Payment will be denied for checks not cashed within 90 days. Requests for replacement checks will not be honored.

6. 
Mileage will be reimbursed per current Federal IRS guidelines for travel which has been identified as MENA Business Travel. The state council will reimburse members who attend state council meetings at the current IRS rate for mileage if traveling greater than 150 miles one way.

7.
The Finance Committee is responsible for budgeting for anticipated travel, hotel and days of reimbursed travel for officer and delegate meetings.

8.
The per diem rate for each day of travel will be the same per diem that is used by National ENA.

B. 
Financial support for attendance at national meetings is dependent upon budget approval and will be limited to the following:
1.
Standard hotel reimbursement 
a.
Will be equivalent to one night at the hotel selected by the attendee, not to exceed the cost of one night’s lodging at the least expensive rate at the ENA conference hotel.

b.
Standard hotel and per diem reimbursement may be increased based upon approval in the annual budget.

2.
Travel expenses

a.
Flight expenses will be arranged through the ENA Travel Service after the Treasurer prearranges for charges. 
b.
Flight expenses are to be at coach fairs and not to exceed a limit predetermined by the Finance Committee. 
c.
The individual MENA member will be responsible for any amount that exceeds the predetermined limit if the member chooses a more expensive flight.
d.
If a member chooses to drive to a national meeting, then mileage will be reimbursed at current IRS rates. The maximum reimbursable rate for driving will be the same as the maximum flight rate.

3.
Per Diem expenses

a.
The number of days that will be reimbursed as per diem travel will be pre-determined by the Finance Committee and will be consistent with current National ENA standards of travel.

b.
The per diem rate for each day of travel will be the same per diem that is used by National ENA.

C.
Financially sponsored national ENA conferences and meetings

1.
State Leaders Conference

a.
MENA may support up to 3 officers, committee chairpersons or demonstrated MENA leaders attending this meeting: the President or designee and two other members. 


b.
Financial support will include: 
1.)
A minimum of one night standard hotel reimbursement.



2.)
Roundtrip airfare.



3.)
Per Diem expenses for days of travel.

4.)
Registration fees for the President only for the 


“Leadership Challenge.”

2. State Leaders Orientation Meeting

a. Standard hotel and travel expenses are paid by National ENA for the President-Elect or designee.

b. MENA will reimburse Per Diem for one day of travel.

3. General Assembly Delegation
a. MENA will financially support the specified number of delegates plus 2 alternate delegates in the attendance of General Assembly.

b.
Financial support will include: 

1.)
A minimum of one night standard hotel reimbursement.



2.)
Roundtrip airfare.



3.)
Per Diem expenses for travel days.

XIII. 
Delegates for General Assembly.

A. 
The number of delegates that the Michigan ENA can send to the Annual General Assembly is based upon state membership and is communicated to the MENA annually.

B. 
Those ENA members who wish to represent MENA at the General

Assembly must complete the Delegate Selection Tool (Appendix 5) and mail to the address on the bottom of the form by April 1. Points are accumulated annually from April 1 until March 31.

C. 
Delegate form is available on the Michigan ENA website or may be obtained from the President-elect or Immediate Past President.

D. 
If less delegate applications are received than there are delegate positions available, it is the responsibility of the Membership Services Committee with input from the President-Elect/Immediate Past-President to choose delegates to complete the roster.

E. 
The ad hoc Delegate Selections Committee is responsible for the Delegate selection process and planning for appropriate items for identification of the Michigan delegation.

F.
The Finance Committee is responsible for determining average airfares and hotel reimbursement per delegate. Their recommendations will be brought to the state council for voting and final approval.

XIV. 
CHAPTER ACTIVATION AND DEACTIVATION

A. 
An active chapter is one which meets the criteria set forth in National Association Procedures.

B. 
Procedure for Activation/Reactivation

1. 
Requests for formation or reactivation of a chapter shall be directed to the State Council.

2. 
The State Council will determine the appropriateness of the request based upon need, and the potential for chapter growth.

3. 
Upon Board approval of the activation/reactivation request:

a. 
A Board liaison will be appointed to assist with chapter organization.

b. 
The organizing chapter will:

1) 
Elect chapter officers

2) 
Complete documentation as required by the National Association.

3) 
Submit completed documentation to the State Council
 for final chapter approval.

4. 
Upon notification of chapter petition by the State President via national ENA, the President will notify the petitioner of the following:

a. 
The chapter petition will be classified for one year as a Special Interest Group (SIG) and will essentially function as a chapter on a one year probationary period with all benefits and responsibilities to include chapter funds but excluding voting privileges at State Council meetings.

b. 
At the conclusion of one year the SIG will be evaluated by the State Council for continued interest, activity, financial solvency, and member satisfaction.

c. 
If the SIG demonstrates consistent performance in all areas, chapter status will be presented to the State council for final approval. The State President will then sign the chapter petition and return the petition to National and the status of Chapter will be conferred on the SIG.

d. 
Upon unsatisfactory confirmation of SIG, all financial assets and a copy of all SIG documents will be returned to State Council. Interested parties may reapply after a one year waiting period.

C. 
Deactivation

1. 
Concerns may be raised regarding chapter activity at the local, state, or national level.

2. 
In November of each year the President will request an annual report from each chapter.

3. 
If no annual report is received from a chapter by January, the President will then send a letter to each member of the chapter notifying them of the intent to deactivate the chapter unless an annual report or similar communication is received within 90 days.

4. 
Deactivation proceedings will include Board determined

redistribution of:

a. 
chapter members to the closest chapter or chapters

b. 
remaining chapter funds to the chapter(s) receiving the newly assigned members, the State Council, or a combination of both based upon need.

5. 
The Board is responsible for reporting chapter deactivation to the National Association.

XV. 
Annual Report Form

A. 
The state council Annual Report form, maintained by the National Office, includes information on state council officers, committees, meetings, publications, operations and activities.

B. 
The State Council has the responsibility to file a current state council annual report form with the National Office in order to maintain its charter. It also has the responsibility to file any change of data on its annual report form with the National Office as changes occur.

C. 
The state council should collect the same of similar information from its respective chapters.

D. 
Annual Report forms are distributed to the current state council Presidents at the end of each year in order to collect information for both the current and upcoming year.

XVI. Amendments

A. 
Proposed amendments to these bylaws must be submitted in writing or via email attachment to the President-elect and President, and signed or approved via email by at least 5 State Council members of Michigan ENA.

B. 
After receiving the proposed amendments, the President-elect will email copies to all voting members of the State Council. The amendment proposal will be placed on the agenda of the next regularly scheduled meeting, as long as it is received by the Secretary at least 30 days in advance of that scheduled meeting.

C. 
Changes to the by-laws require a 2/3 majority of those voting members present at the meeting.

D. 
Any amendment to the national organization Bylaws and Procedures having direct application to these bylaws shall take precedence over any State Council bylaw provision and/or procedures and shall take effect immediately upon receipt of notification by the State Council president.

Revised, 2006.

Revised, 2004. 







