MSC PROCEDURES
	A.  Budget
	The budget is prepared by the president and secretary/treasurer prior to the first meeting of the year.  It is presented to Minnesota State Council (MSC) members for approval.  Addressed in this budget must be other budgets that impact MSC budget; I.E. Minnesota Trauma Committee, STAT, and ENCARE.  Funding to National (Leadership & General Assembly) meetings is to be determined on a year to year basis.  This amount depends on funds available and is reflected in the proposed budget.  MSC’s budget is based primarily on TNCC & ENPC and membership reimbursement (see appendix A for example).  Budgets from these committees needs to be turned into the State Council President by the end of the year to facilitate making an accurate budget.

	B.  Bank Account
	Minnesota State Council currently uses US Bank for its bank account.  The past secretary or president is responsible for updating the signature card.  If it is determined that a new account is to be opened the secretary/treasurer is responsible for opening and closing the bank account during their term.  Transfer of the funds is initiated by past secretary or president, and is done by writing a check for the final balance to Minnesota State Council.  This check will be used to open the new account.  This transfer should be completed by the first MSC meeting of the year.

	C.  Books
	The secretary/treasurer is responsible for the flow of MSC monies.  Yearly, a list of checks written – to whom, amount and reason is compiled and available to MSC members.  In addition, sources of income and amount should be included in this report.  Minutes of MSC quarterly meetings reflect only the balance of the MSC checking account.

	D.  Audit of Books
	Prior to the end of each year, the secretary/treasurer will turn the financial record over to (the accountant for the year end report) or one member of the MSC (not the secretary/treasurer) and one general ENA member if no accountant is employed.  These persons will review the records and report back to the MSC
Each chapter secretary will turn in to the MSC secretary/treasurer an end of year report of monies spent, for what, as well as money earned and how.

	E.  Income Tax
	MSC has filed for tax exempt status.  To maintain this status the accountant will complete and file appropriate forms which will continue our relationship with the Secretary of State and the Attorney General.  The secretary/treasurer will write the check for any monies due the IRS.

	F.  Funds from National
	On a quarterly basis check stubs for automatic direct deposit will be sent by National to the MSC president and/or secretary/treasurer.
  a. One is for reimbursement to the state for TNCC courses.    This money is to be split 50-50, (per vote of MSC on February   2, 1991), with MSC and Minnesota State Trauma Committee.  This committee currently maintains its own checking account, with the approval of and under close observation of MSC).
   b. One is for reimbursement to the state for ENPC courses.  This money is to be split 50-50, with MSC and Minnesota State Pediatric Trauma committee.  This committee currently maintains its own checking account, with the approval of and under close observation of MSC).

    c. One is a $5.00 per member renewal reimbursement to   MSC.  At times there will be additional monies for members that have not designated a chapter preference.  The names of theses members will be listed.  The MSC president will assign chapter designation, at which time the secretary/treasurer will foreword the funds to the appropriate chapter.  The president will advise National of the chapter designation.

d. ENCARE has funds which are held in the MSC checking account.  The ENCARE Chair must submit, in writing via a proposed budget, requests for funds.



	G.  Reimbursement of MSC related expenses
	Form A (Appendix B) is used to request reimbursement of funds used for MSC expenses.  In most cases, these expenses are preapproved by MSC members; I.E. “seed” money, per diem expenses etc.  Business Expenses: I.E. postage for copying of minutes, etc does not need MSC approval, other than amount during annual budget planning.  A reimbursement form needs to be filled out for either type of expense to assist in tracking of monies and budgeting.  This is attached to the receipt and submitted to the secretary/treasurer for reimbursement.  Non-budgeted expenditures must be approved by MSC.  (see Appendix B for example) 

	H.  STAT (Newsletter)
	The STAT editor will submit a bill to the MSC treasurer for reimbursement of costs to publish the newsletter.  (approved at Nov. 7, 2005 meeting)

	I.  Minutes
	Minutes are taken by the secretary/treasurer, who will dispense to MSC members at an appropriate interval prior to the next meeting.  (It is recommended to send out minutes & agenda two weeks prior  to the meeting)  The agenda and minutes should be mailed or electronically sent to members of MSC, Presidents of local chapters, STAT editor, ENCARE, Trauma & ENPC committee Chairs and Governmental Affairs.  Updated lists of new members with correct correct address and email address need to be sent to the secretary/treasurerer by the Chapter president prior to the first yearly meeting.
The agenda should include date, time and location of the meeting as well as planned topics, minutes, secretary/treasurer report, old & new business, STAT, Committee a& Chapter reports. 

	J.  Materials from National
	National will send board minutes and updates which are not on line.  A copy of this information should also be kept in the archives(delete). Or state a certain amount of time?

	K.  Membership list
	On a monthly basis’s, MSC president receive an updated list of all member of the state, as well as members based on Chapter designation.  The state list is shared with the STAT Editor.  The chapter’s lists are also sent by National to Chapter presidents.  Any member(s) not designation a chapter will be listed separately.  The will be assigned by the MSC president to a Chapter based on zip codes.  (see Appendix C – zip code map)

	L.  Election Process
	(1) The State Council officers must be elected by a majority vote of the active state council members.
(2)  Each State Council will hold elections for its officers at a business meeting to be scheduled prior to the end of each calendar year or through a mail ballot.

(3)  A Nomination Committee, elected by the representative of the stat council, may be formed and charged with identifying and qualifying candidates for office.  Any self-nominated candidate would have to meet the same criteria as those candidates solicited to run.   The Nomination Committee would also be responsible for providing guidelines for those who aspire to office.  The State Council may wish to follow the National Association guidelines for identifying and qualifying candidates for Board of Director positions.   Under Robert’s Rules of Order, the President should not serve on the Nominations Committee even in an ex-officio capacity.  The Nomination Committee should be appointed by the state council rather than by the President.

	
	GENERAL ASSEMBLY DELEGATION
A. Process of selection:

1. State Council President is delegate

2. Secretary/Treasurer is delegate

3. Chapter Presidents shall serve as delegates

4. Remaining delegates shall be chosen by lottery to fulfill remaining positions, giving each chapter an equal opportunity to represent the state.

B. Qualifications for State Council Delegate

1. Active in home chapter

2. Endorsed by Chapter President

(Form B – Application for State council Office – Appendix F)

C. Financial Support

1. Financial support will be provided to delegates/alternates as determined on an annual basis from State council.  

2. Each chapter is encouraged to help support its chapter’s delegates.

	N.  Mary Piner Award
	This scholarship to attend Scientific Assembly is award yearly by MSC.  Rules on how to apply for the award are described in the STAT.  Applicants who have not previously received the award are eligible to apply and are to be approved by the Chapter president, and then forwarded to the MSC president by the designated date.  Member of MSC cast ballots naming their choice, after reviewing applications.  The person with the most votes receives the award.  The MSC president votes to break a tie.  The amount of the award covers the early member registration to Scientific Assembly.  After a motion to do so, the ballots are destroyed.   

	O.  Voting
	Informed votes regarding MSC business may be completed in person during meetings or via phone to the president or authorized designee (must verify with written prosy vote given to president by a SMC member present at Meeting).  A motion to destroy written ballots should be made one voting is completed and results announced.
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