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A. STANDARD PROCEDURE:
Michigan ENA Federal Tax ID Number Use
II. PURPOSE:

A. To provide guidelines for Council and Chapters use of Michigan ENA Federal Tax ID Number use.
B. MENA is incorporated as a not-for-profit organization. Sound business practice must be followed to protect that status.

III. PROCEDURE/PROCESS
A. All State Federal Tax ID number or chapter representative desiring the use of the MENA must request so in writing to the MENA Treasurer
B. All MENA and chapter bank accounts must be opened using the MENA Federal Tax ID number.

C. Pending availability, bank accounts shall be opened and maintained at Fifth Third Bank.

D. The current MENA State Treasurer shall be included as one of the three (3) signer on each bank account related to MENA and its chapters.

E. Quarterly treasurer reports shall be forward to the MENA State Treasurer which include:

1. Copy of bank statement(s)

2. MENA Chapter Quarterly Treasurers Report Form

F.   Any activity that may jeopardize MENA’s nonprofit standing with the IRS will be brought to the MENA executive board for review and recommendation for full board action.
IV. Signature: _________________________________________________ Date: _______________________

1. State Council President
MENA Chapter Quarterly Treasurers Report

MENA Chapter Name 





Quarter 



	Date
	Activities for quarter which supports MENA Mission
	Beginning Balance
	Income
	Expense
	Ending Balance

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



             Copy of Bank statements included.

Annual Budget for chapter due by first MENA board meeting January
A.     1st quarter report ending March 31st due April 30

B. 2nd quarter report ending June 30th due July 31

C. 3rd quarter report ending September 30th due October 31st
D. 4th quarter report ending December 31st due January 31st
E. Speaker information due January 31st
