ACCOUNTING - General
1.0 General Procedures

The organization shall contract with an independent accountant to provide monthly accounting services.  Services shall include recording of receivables and payables, preparation of checks, reconciliation of accounts for monthly reports, and any other accounting activities as deemed necessary.  The organization shall used QuickBooks accounting software; any changes will be at the recommendation of the accountant and subject to approval by the Executive Director and Treasurer. The Executive Director shall provide oversight of all financial activities and will provide monthly reporting to the Treasurer and Board of Directors.  The accountant will work in the office on a schedule to be determined in collaboration with the Executive Director and shall be sufficient to ensure that checks are processed at least twice a month and financial reports are prepared in a timely manner.  
2.0
Budget

The organization operates on a calendar fiscal year.   The Board shall approve an annual budget in December for the upcoming year.  Budget requests are submitted by the board members to the Executive Director and/or Treasurer by December 1.  The Executive Director and Treasurer review the requests and organization’s budget performance for the current year in developing the new budget.  The proposed budget is discussed and a vote is taken for approval in December by the Board.
3.0
Expenditures

When projected expenditures are not in the approved annual budget, the board or staff member should send a written request to the executive director who will confer with the Treasurer to authorize acceptance or denial of the request.  The Executive Director will seek permission from the Treasurer for his/her expenditures, and the Treasurer will seek permission from the president for his/her expenditures.  For all expenditures incurred directly, a Board member or staff member must provide the Executive Director with invoices and/or receipts, which will be kept on file.
4.0
Credit card
The organizational shall maintain a line of credit via a credit card account for purchases.  A card shall be held by the Executive Director and may be used for organizational expenses only.  All receipts for charges to the card must be kept in the office and affixed to the monthly bill.  The Executive Director shall reconcile the monthly bill with all receipts for submission to the accountant for payment.   The Executive Director shall also provide a copy of the credit card bill to the Treasurer each month.

5.0
Signatures

The organization shall ensure that bank signature cards on file to allow the President, Treasurer, and Executive Director to have signature authority on bank accounts.  The Executive Director shall sign checks $3000 and less for general activities.  For any check over $3000, two authorized signatures must be on record.  The Executive Director will make all efforts to get 2 actual signatures on checks exceeding this amount but if geographic and time considerations prevent this then authorization by a second signer must be on file.  Documentation of notification via email of the transaction is sent to the other signers in the event that two signatures are not possible. As possible, the Executive Director shall send such checks to the Treasurer for signature and instructions for mailing.
6.0
Payroll

Payroll for the organization’s employees shall be processed by an independent payroll specialist.  The Executive Director shall be responsible for confirming bi-monthly payroll reporting and monitoring of all automatic deposit payroll activities.  The independent payroll specialist shall report and pay federal & state withholding taxes and reports and will also prepare employee W-2 forms.

7.0
Transfer of Funds

The Executive Director will have the authority to transfer funds within NONPF accounts as needed for operating expenses.  For transfer from operating funds into a reserve or investment account, a statement of transfer must be signed by the Treasurer and kept on file in the NONPF office.   The Board should be notified of any such transfers.
8.0
Audit & Tax Returns
The organization will use the services of an independent audit firm for preparation of the annual 990 tax return.  The organization will also use this firm for reviews and/or audits of the organization’s accounting system.  The timing of an audit will be determined by the Board of Directors and may be timed with a new Treasurer assuming office and based on recommendations of the accountant.
9.0
Investments

The Investment Policy  is subject to review and amendment by the Treasurer, Board of Directors, and any special task forces assigned by the President.  The Executive Director will be responsible for initiating investments approved by the Board of Directors.

ACCOUNTING – Methodology for Indirect Allocations
· Employees prepare timesheets regularly on all activity.  Employees code time by Class which is broken out between Program, Admin and Fundraising.  The program time is further broken down by specific categories, as well as any individual contracts, grants, and restricted contributions, if applicable.  The accountant then allocates salary dollars by % of all employees’ time based on timesheets to calculate a salary factor.

· Indirect expenses are those expenses that are for the good of the entire organization and are shared by all classes, with exception of any restricted grants/contracts that lists any type of restrictions on allocating shared/indirect expenses.  These expenses can include, but are not limited to, rent, duplication, payroll processing fees, employee benefits (health insurance, LTD, pension, workers comp) commercial liability, accounting consultant, general supplies, general postage, and general telecommunication expenses. 

· Indirect expenses are then allocated to each class/program by each specific expense (line item) by the salary factor allocation using employee timesheets and salary dollars.

· The accountant prepares salary and indirect allocations quarterly.

ACCOUNTING – Internal Controls and Procedures

1.0 Company Mail

· Mail is collected from the locked mailbox by the Executive Director or the Membership & Meetings Manager, sorted, and distributed to the appropriate staff.
· The Membership & Meetings Manager opens all mail with the exception of bank and investment statements, Paychex payroll envelopes, communications from VALIC/AIG, bills, other official documents, and mail specifically addressed to the Executive Director or president of the organization.    The Membership & Meetings Manager directs that mail to the Executive Director.
· The Executive Director places bank and investment statements unopened in the accountant file (AMS).
2.0 Cash Receipts


Check Processing

· Membership & Meetings (MM) Manager records check # and amount on order/registration

· MM Manager stamps back of check For Deposit (stamp in top drawer).  If MM Manager plans to do immediate scanned deposit of check, the check can receive the automatic stamp from the scanner.
· MM Manager generally keeps checks together in drawer and deposit at least once once a week – more frequently if large volume of checks.
· MM Manager prepares deposit form that lists all checks on NONPF deposit form and list class and account to which it should be credited.
· Checks are deposited in M&T checking bank account.

· Copies of the deposit form, checks, and deposit record (see below) are placed in accountant file for delivery every 2 weeks.

Check Deposits
· Scanned bank deposits
· MM Manager scans logs into M&T account and scans checks.  Specific instructions located with MM Manager materials.  
· MM Manager keeps all checks with a copy of the NONPF deposit form in CH’s desk.  
· MM Manager prints out a copy of the check & deposit summary and attaches it to the deposit form.   
· MM Manager places deposit in accountant file.
· Delivered bank deposit
· MM Manager prepares a printed bank deposit slip, makes copies of all the checks for deposit, and attaches the check copies to the NONPF deposit form.  

· MM Manager takes the bank printed deposit slip plus checks to a branch location; M&T bank has multiple locations, and our main location is 19th and L Streets.   
· MM Manager staples the deposit receipt to the NONPF deposit form and check copies and puts the material in the accountants folder.

Credit Card Processing

· Manual credit card 
· MM Manager can process credit cards manually using the credit card machine kept in a drawer in her office.  Instructions are kept with the machine.

· MM Manager would enter the credit card information and record a transaction number directly on the paperwork that was included with the card number (e.g., a registration form).

· MM Manager completes a NONPF deposit form to record each transaction and to designate account(s) to which payment should be credited.

· At the completion of entering the checks manually, the user would hit the BATCH switch to complete the deposit and to print off a receipt of the deposit. Manual processing is with machine kept in small file cabinet; Instructions kept with the machine.

· MM Manager attaches the deposit print out to the NONPF deposit form and copies of any accompanying paperwork and places materials in the accountant file.

· Online credit card
· Any staff member can process credit card payments for membership, events, and store purchases directly through the Web site.   The credit cards are processed by PlugNPay, where we also get reports.

· The MM Manager will weekly prepare a deposit summary from PlugNPay.  The deposit summary will include information on account codes to which deposits should be credited.  
· The MM Manager puts the PlugNPay report in the accountant folder.
3.0 Disbursements – General

· Any staff member may receive an invoice and prepare it for processing.
· Staff member must complete an Expense Form indicating the vendor, description of purchase, date & period of service, and the class and accounting code to which the amount should be charged.   An invoice or related paper work must accompany the Expense Form.
· The Executive Director reviews and signs all Expense Forms.
· The Executive Director gives the Expense Forms biweekly to the accountant for check preparation.
· If the accountant is not available, the Executive Director may prepare a check.
· The Executive Director can sign checks.  Any check over $3000 requires a second signature or documentation that the Treasurer has authorized the payment.
· A portion of the check is kept with the Expense Form and paperwork and filed in the Executive Director’s office.
· Blank checks are stored with the accountant and in the Executive Director’s office.
4.0 Disbursements – Employee

· Employees may be reimbursed for direct expenses that they incur on behalf of the organization.  These expenses may include travel costs, mileage, parking, and supplies.
· The process for employee disbursements generally follows that for general disbursements.
· For reimbursement to an employee for expenses exceeding $1000, the Treasurer must sign the check.
5.0 Payroll Processing

· NONPF currently uses Paychex company to process its payroll bi-monthly and to prepare and file all related payroll tax returns.
· Staff’s payroll is the 15th and last day of each month.  If the date falls on a weekend or holiday, employees are paid the date prior.
· The Executive Director is responsible for providing payroll to the Paychex specialist on the designated date.  The Executive Director notifies Paychex of any changes in staff, salaries, or withholdings.  
· Paychex sends payroll reports that the Executive Director provides to the accountant for recording.   The payroll reports are filed in the Executive Director’s office.
· Staff members complete time sheets to record allocation of work time and leave.
· The Executive Director maintains a record of staff leave and provides an update to the accountant at the end of each fiscal year.
6.0 Company Credit Card

· The company currently has an American Express card and the Executive Director is the only cardholder.
· The company will be moving to obtaining a VISA card through M&T bank.   At that time, cards will be issued to the Executive Director, MM Manager, and President.
· The cardholder is responsible for maintaining receipts for all expenditures charged to the credit card.
· An Expense Form must be completed for each charge and attached to receipts.   The Executive Director maintains these Expense Forms to attach to the credit card statement upon receipt.
· The Executive Director is responsible for processing the credit card bill and ensuring timely payment.

7.0 Accountant Services

· NONPF contracts with Accounting and Management Services to provide biweekly accounting services and monthly preparation of reconciliations and financial reports.  Lou Czarniewy is the primary contact.
· NONPF contracts with Han Associates in McLean to prepare the 990 form and to do annual financial review or audit.
· NONPF undergoes an audit at the completion of the Treasurer’s term (either 2 of 4 years, if re-elected).  Otherwise, NONPF has a financial review completed each year.
8.0 Reports

· The accountant will prepare monthly reports for the Executive Director and NONPF leadership.
· Monthly reports will include the balance sheet, P&L by class, P&L comparison, budget performance, detailed income and expenses, prepaids, receivables, and liabilities.  
· The Executive Director shall review the reports and advise the accountant of any changes needed for account coding, etc.
· The Executive Director will share the reports with the Treasurer and review them with him/her.
· On behalf of the Treasurer, the Executive Director will send the balance sheet, P&L by class, P&L comparison, and budget performance reports to the full Board of Directors.
· The Treasurer will present the reports to the Board on the monthly Board conference call.
· The Executive Director, in collaboration with the Treasurer, will prepare an annual report for the membership that includes the year-end balance sheet.
9.0 Financial Data

· NONPF uses QuickBooks as its accounting software.
· The NONPF accounting files are stored on the Executive Director’s computer and the most current records are housed at the accountant’s office (AMS).
· The Executive Director is responsible for maintaining all financial records in an organized filing system.
ADMINISTRATION
1.0
Phones – Main NONPF lines

· Main NONPF line is 202-289-8044.  Roll-over # is 202-289-8047.

· Voice mail set up with 1 main mailbox at present.  We can set up sub-mailboxes as well.

· Phones generally answered: “Nurse Practitioner Faculties” or full name.

· You will know if there is voice mail if you pick up 8047 extension and hear a series of beeps.

· To retrieve voice mail, call 202-223-5903 from the 8047 extension.  Enter 6667 as passcode.  Hit 1 to hear new messages.  To save a message, hit 2.  To delete a message hit 3.

· If the message needs to be changed in voice mail, hit 9 at the main menu and follow prompts.

· To retrieve messages remotely, call 202-223-5903.  Hit * 2022898047 to enter the mailbox.  Enter passcode (6667) and proceed as usual.

· All media inquiries or questions about standards are referred to the Director.

2.0
Copier

· We use the copier in the The Wilderness Society workroom

· There is no copier code for B/W copies.
· If copier is in sleep mode, hit Power button and then follow procedure above.

· When done using, hit ID again

3.0
Fax Machine

· The fax machine is located in the Executive Director’s office.
· The fax # is 202-289-8046. 

· Place materials fax down.  When ready message appears, hit HOOK and dial tone will be heard.  Dial 9 plus number.  When the connection is made and you hear the fax sound on the receiving end, hit the Green button.  It will take a couple of seconds for the connection to be finalized.

· Periodically check the fax machine throughout the day to see if we have any message.

4.0
Computers & Email

· Computer stays on throughout the week to allow daily back-up but is turned off for the weekend.  Turn off monitor at end of work day.

· Computer use is for NONPF-related work.

· Limit Internet activity during day – use only as needed.  

· Email - Received through Outlook.  KW Username is nonpf@nonpf.org and PW – npfedKEW#1; CH username is choffman@nonpf.org and PW – npfedCMH#2

· At least once per day, empty trash in email.

· DO NOT OPEN ANY EMAILS with (1) attachments from unclear senders, (2) with unknown sender names or suspicious subject lines, or (3) any emails identified by Norton as containing viruses.  Just delete without reading and empty trash.

· DO NOT OPEN ANY ATTACHMENTS (including word, exe, jpg, and all other types) unless you were expecting to receive it.  If unsure, verify with sender before opening.

· Notify the director immediately of any problems.

5.0
Data bases

· Membership database: Housed on YourMembership.com.  Go to www.nonpf.org/admin and log in as kwerner with pw of npfed2013  
· Conference database: same as above.
· Exhibitor database: Found on your C Drive in the Conference Folder on CH computer and is titled “exhibits.”   
6.0
Supplies

· Track general supplies in office, including copier paper, letterhead, envelopes, pens, paper clips, folders, etc.

· Track supply of toner and ink cartridges for fax, copier, and printer.

· Maintain list of supplies and order as needed.

· Track inventory of publications and notify director when supplies running low.

· In preparation for mass mailings, check supply of envelopes (large or small, depending on size of mailing) and NONPF letterhead to ensure adequate supplies on hand for mailing.

7.0
Off-site Storage

· Maintain records of materials in off-site storage.  Records found in folder in bottom right drawer of CH desk.

· Arrange for pick-up of materials to go off-site.  If new materials, assign #s to boxes per lists in folder. Fill out form in folder to indicate date for pick-up, # of boxes, whether new boxes or re-storage of existing materials.  Fax Form to Recall (202) 829-8179.

· To retrieve materials in storage, fill out form and indicate box #s.  If it is permanent retrieval, indicate as much.

· Keep electronic record of new boxes sent to Recall and specific contents in the Washington Archives subfolder.  Keep record by date sent to storage.

8.0
Mailing List Rental

· NONPF rents mailing list on labels (not electronic format) for 1 time-use for educational purposes only (conferences, publications, etc.)

· Rental agreement form found on KW C-drive, Transfer folder, file called “mailinglabels.”

· Pre-payment generally required.  Exceptions OK for repeat orders, etc.

· Payment current $300 for non-member, $200 for members.

· Use Avery 2962 labels – print 1 set.

9.
Publications Fulfillment

· Pre-payment is generally required for publication orders.  For members, if rush order needed, publication can be sent with invoice.

· Send orders Priority Mail unless otherwise instructed

· Publications found in the storage cabinet.  Some additional pubs in off-site storage and additional storage area in the office.

· Send pubs within 1 week of receipt.

· Publications can be ordered online or through 

AWARDS

1.0 Categories

1.1
Education

The Outstanding Nurse Practitioner Educator Award is bestowed annually on a NONPF member who holds a nurse practitioner faculty position in a nurse practitioner program and contributes to the advancement of nurse practitioner education at the local, regional, national, or international level in one or more of the following areas: 1) Innovative curriculum development; 2) Outstanding teaching ability; 3) Educational policy development, or (4) Development of creative teaching strategies/techniques.   
1.2 Faculty Practice

The Outstanding Faculty Practice Award is given each year to a member who maintains active clinical practice within an established faculty practice or other clinical setting.  The individual must demonstrate creative approaches for teaching models of care, evaluation, etc and demonstrates excellence in integrating practice in the NP faculty role.  The individual must also maintain outstanding standards of practice.

1.3 Research

The NONPF Achievement in Research Award recognizes annually a nurse practitioner researcher who contributes to knowledge development for NP practice, education, and policy in or more of the following areas: 1) On-going funded research concerning phenomena of relevance to nurse practitioner practice, policy, or education; 2) On-going funded research concerning nurse practitioner practice models; 3) Publication of research and conceptual work in research and clinical journals and textbooks; 4) Significant influence in evolution of health policy through research/scholarly works; 5) Significant influence of research in nurse practitioner education; or 6)  Support of evidence-based practice. 

1.4 Policy

NONPF will recognize annually one member who contributes to the advancement of the nurse practitioner role at the local, regional, national, or international level in one or more of the following areas: 1) Leader in policy development; 2) Advocate for NP-related legislation and regulations; 4) Leader in policy implementation; and 5) Political activist in legislation related to APRNs.

1.5
Service to NONPF

The Outstanding Service to NONPF Award is given annually to an individual who contributes to the advancement of the mission of NONPF through one more of the following areas: (a) Member/chair of a committee with outstanding service; (b) Participant in important activities; (c) Leader is a prominent role; (d) Mentor of and role model for new members and/or new faculty; (e) Contributes to growth of organization; or (f) Volunteer for NONPF activities (e.g., abstract reviewer).

1.6
Friend of NONPF

The Friend of NONPF Award is given annually to an individual or entity who provides major contributions to NONPF in one or more of the following ways: (a) Sponsorships, donor, and/or fundraiser; (b) Planned giving; (c) Volunteer time; (4) Promotes the image of NONPF; (5) Developer of NONPF products; (6) Sponsor of awards (e.g., poster, research); or (7) Other. 

1.7
Preceptor Gold Star

The Preceptor Star Award is presented annually to an individual who (1) precepts or has precepted NP students; (2) Demonstrates advancement of quality NP education through exceptional service as a preceptor; and (3) Demonstrates attributes of leadership skills, teaching ability, caring for students, articulate communicator, and positive role model.  Letters of support should include one indicating students’ endorsement of the nomination and one from the NP Program Director.

1.8 Rising Star

The Rising Star Award is presented annually to an individual who meets the following criteria:   (1) Demonstrates extraordinary promise early in the NP faculty career in two or more of the following areas: Teaching, research, service, practice, policy, and administration; (2) Demonstrates evidence that the candidate’s contributions are having a positive impact on the NP profession, academic institution, and/or educational system; (3)
Demonstrates sustained and progressive achievement consistent with a “rising star;” and (4) Holds the position of faculty and is in the first 5 years of an academic career.

2.0 Nominations

The Individual Achievement Awards are open to NONPF members only and the Recognition Award Categories are open to both NONPF and non-NONPF members. The nomination must be made by a member of NONPF. Members of the Members Resources Committee may not be nominated nor may they make nominations. Letters of support may be submitted by colleagues, students of the nominee or those who are not members of NONPF.
Nomination materials must include:

· Award nomination form

· One page statement by the person making the nomination addressing how the nominee meets the eligibility criteria  (500 word maximum)
· 1 statement of support for the nomination  (500 word maximum)
· Nominee’s CV or biosketch emphasizing information relevant to the award

3.0 Selection Process

The Member Resources Committee is responsible for organizing the awards review committee.  Evaluation forms will be used by reviewers, and the committee chair(s) will compile scores and make final determinations.  The selection process must be completed by March 10.

4.0 Notification & Announcements

The NONPF office will communicate with all nominees about the outcome of the awards selection by March 15.  The award recipients will be recognized at the annual conference, either during the Business Meeting luncheon or during the Saturday evening dinner.  NONPF will also announce the winners on the Web site.

COALITIONS

Guidelines for NONPF’s Participation in Coalitions
· Affirm that the focus of coalition activities are consistent with the NONPF mission.

· Quality health care

· NP practice and education

· Diversity in faculty and students

· Equal access to care

· Faculty development

· Research in primary care

· Assess the extent of commitment required for participation.

· Determine the duration of participation.

· Identify the availability of NONPF Board member or other member expertise for participation.

· Identify members willing to represent the organization

· Foster leadership opportunities for members within coalition activities

· Give priority to active alliances rather than single-issue, reactive coalitions.

· Place emphasis on participation in interdisciplinary alliances.

· Participate in coalitions that include groups with similar values.

COMMUNICATIONS

1.0
NONPF Publications

NONPF has established “Publication and Authorship Guidelines” to clarify the different kinds of

NONPF publications and the reporting responsibility of authors to the NONPF Board of Directors.

1.1
New Publications

1.1.1
Board Approval of Topic

The Board of Directors will approve all topics for generation into a NONPF publication, and, as necessary, will assign committee responsibility for developing the publication.  Committees that wish to prepare a publication must seek approval from the Board of Directors before proceeding with development.  Requests for approval should be submitted on the “New Project Template” and include topical outline, preliminary budget request for development and publication, timetable for development, and list of publication committee members.  Publication requests will be considered during one of the two Board meetings held per year unless special circumstances require urgent consideration at the discretion of the president.

1.1.2
Publication Development

The committee responsible for the development of the publication will keep the NONPF office informed on the progress of the project through periodic communication.  If editing or layout work is necessary for the final publication, the NONPF office will provide or contract these services on behalf of the committee.  Should the committee wish to use local editorial services, the committee will seek permission from the NONPF office for any contract arrangement.  No committee shall receive advance funding for publication development; instead, receipts can be submitted for reimbursement or NONPF can incur direct costs.

For any publications needing release by the annual conference, the committee chairperson or other designated project leader must submit final, edited copy to the NONPF office by no later than February 1.   If professional editing is required for the publication, the copy must be submitted to the office by January 1.  

Publications must be complete (ready for press) and submitted to the national office by the end of the chairperson’s term.  Any outstanding projects may be presented to the incoming chairperson for determination of whether to continue.  Any project or business not finished and not selected for continuation by the incoming chairperson will be defunct at the end of the committee chairperson’s term.

1.1.3
Final Publication (Approvals)

For monographs and other peer review publications, the committee responsible for the development of the publication will have authority for approval of final content.  If there is any deviation of content from the topical outline, the publication committee must seek approval from the Board of Directors.  Any publication pertaining to policy or establishing standards must have final Board approval before publication.  At any time during the development of the publication, the Board can request that an external review committee provide input on the document.

1.2 Existing Publications

1.2.1 Additional Printings

The NONPF office should monitor the inventory for each publication and determine when a new printing may be needed.  The office will need to include new printings in the annual budget request.  During the review of the proposed budget, the Board has the option of discontinuing a publication and not funding a new printing.  If the office runs out of a publication mid-year without a budget provision for additional printing, the office must obtain Board approval before printing. 

1.2.2 Review

Publications may be subject to evaluation or updating at the determination of the Board of Directors.  The Board will assign a review or evaluation to a committee or special task force. Any changes to the document must follow the “New publications” procedures for approval before printing.

1.3 Electronic Bulletin

NONPF will publish a monthly electronic bulletin.  The bulletin is used to communicate the activities of the Board of Directors and committees, as well as to report on outside issues of relevance to members.  The bulletin will be prepared by the NONPF Executive Director.  The Member Resources Committee will give periodic input into the format and content of the bulletin and may make recommendations for enhancements.

2.0 Web Site

NONPF shall maintain a Web site with sections open to the public and a Members only section. The NONPF staff shall be responsible for maintaining the currency of content housed on the site.  The Member Resources Committee shall work in collaboration with the NONPF staff to expand the site and to develop new resources.

3.0 Position Statements

The Board of Directors is responsible for approving the position statement topics and the final content of the position statement.  In general, position statements may be generated from discussion on topics during Board meetings or by special request of the president or another Board member.  In this latter instance, the Board member will submit a request for a position statement to the president including the topic, proposed position, rationale, and possible implications of the position.  The president will present the proposal to the Board for approval.  Either an identified Board member, appointed task force, or the NONPF office will prepare the position statement.  The Board will review the position statement for approval.  Position statements will be posted on the NONPF Web site.

4.0 Fact Sheets

The NONPF office will determine the necessity of fact sheets to respond to inquiries.  The President-Elect will work with the NONPF office to develop fact sheets.  A special committee can be appointed as necessary, but this activity can have no fiscal impact on the organization.  The fact sheets will be submitted to the Board of Directors as informational reports.  Fact sheets will be posted on the NONPF Web site.

5.0 Media Communications

5.1
Press Inquiries

The NONPF office will determine the handling of all press inquiries.  Requests for information on demographics of nurse practitioner programs or general inquiries about the organization can be addressed by the Executive Director with consultation by the President.  Any request for a position of the organization or on a policy issue must be addressed by the President or another designated member of the Board of Directors.  Any Board member who receives a press inquiry as a representative of NONPF, must direct the inquiry to the NONPF office.

5.2
Press Releases

NONPF will use releases to communicate significant organizational activity or policy to the general public.  The national office will maintain a list of trade journals and related organizations that should receive these communications.  The releases will be prepared by the NONPF office with consultation from the President.  A policy release will not be generated without specific directive of the Board of Directors.

6.0 Endorsement of Outside Publications/Reports

A request for endorsement of a publication or report by a special task force, another organization, or an individual should be directed to the President who will bring the matter before the Board of Directors.  The President may assign a reviewer or review panel to make a recommendation on endorsement for consideration by the Board.  

7.0 General Correspondence

Official communications from NONPF should be sent from the NONPF office on NONPF letterhead.  The office will maintain the President’s signature on file, or the executive director will sign correspondence with permission given by other Board members.  Committee correspondence can be sent to the office for distribution.  

8.0 Style Guidelines

Until such time that NONPF develops its own style manual, the organization will follow the style guidelines of the American Psychological Association (APA), latest edition.

CONDUCTING PRIVATE 
BOARD MEETINGS 

AND BOARD BUSINESS

I.
BOARD OF DIRECTORS MEETINGS

A.
Board of Directors Meeting Process

1. Motions and other official actions of the Board are governed by Roberts Rules of Order; however, Roberta’s Rules of Order and other parliamentary procedure appropriate to small meetings may be applicable for setting the agenda and conducting the general business of the Board.  

2. The President serves as chair of the meetings and acts as Parliamentarian.


2.    The Board of Directors is a policy decision-making group and not a work group.  Therefore, Board members are expected to conduct work in committees and report to the Board with recommendations.


3.    Committee and project leaders are expected to present written progress reports in advance of every Board meeting.  A report template may be provided.


4.    Vote:  One vote per current Board member. Staff members do not vote.


B.
Frequency and Length


There are at least two Board of Directors meetings each year.  





The expected schedule for Board meetings is:


1.    Summer or Fall:  3 days/2 nights


2.    Annual Conference:  Generally 5 days (dependent on days of conference), with a Pre-Conference Board Meeting and the possibility of a Post-Conference Board Meeting.


In addition, the Board shall hold monthly conference calls to conduct the business of the organization and track the activities of the tactical plan.

C.
Types

1.    Executive Committee -- Consists of the President, President-Elect, Secretary, and Treasurer.  Staff is included as needed.  Meeting is open to observation by all Board members.


2.    General Board of Directors – all Board members and Executive Director.


D.
Minutes



Minutes from meetings and conference calls are distributed to the full Board of Directors.


E.
Agenda Items



Board members must submit agenda items at least 2 weeks in advance of the meeting.  Items should include all support materials so Board members will be thoroughly informed.


H.
Budget Procedures



Annual budget requests must be submitted to the Treasurer prior to October 1.

II.
CONDUCTING BUSINESS BETWEEN BOARD MEETINGS


A.
Business requiring full Board input will be conducted via electronic mail or other forms of communication designated as useful by the Board.  Motions and actions taken within these communications will be binding and summarized at the next Board conference call or meeting to be recorded in minutes.


B.
Routine business will be conducted between the Executive Director and the President and reported to the Board.


C.
Action on legislative & government affairs matters may be handled through communication between President and the Executive Director, except in the cases when full Board input is needed to establish a position or policy of the organization.

D.
Business requiring expenditures not specifically planned are handled through communication between the President, Treasurer, and Executive Director.

III.
GROUND RULES FOR MEETINGS


A.
Avoid “sidebar” conversations.  If a private conversation is necessary, please leave the table.


B.
Discussions shall be time limited.  No Board member shall have more than 2 minutes to speak on a topic, and a Board member must wait to speak again until 2 other Board members have spoken on a topic.


C.
Utilize a relevancy challenge, if needed, to re-focus discussions.  Topics of interest may be deferred to the “parking lot” to address later.


D.
Avoid repeating ideas or speaking to agree with previously stated views.  If needed, your vote will reflect agreement.


E.
Expect the President to be directive while presiding as Chair.


G.
Some agenda items require a vote, rather than a discussion.  Board members do not need to repeat the work of committee deliberations.


H.
Accept that it is “okay” to disagree with a fellow Board Member, yet still respect and like each other.


I.
Assumptions/impressions should be validated.


J.
Ask questions if clarification is needed.


K.
Begin first session with a one minute “catch up” on each Board Member’s professional and/or personal events since the last meeting.


L.
Conduct an evaluation of the meeting & agenda at midpoints.


M.
A designated Timekeeper will help to manage the agenda time and speaker limits.  


N.
A designated Gatekeeper will manage the “parking lot” and help to keep the agenda on target.

CONFERENCES & MEETINGS

1.0 Annual

1.1
Scheduling 

The annual meeting is always held in April, generally either the second or third week of the month, and spanning a Thursday to Sunday pattern.  The dates of the meeting should not conflict with any religious or national holidays, and efforts should be made to avoid scheduling on other known NP conference dates.  Conferences dates will be confirmed minimally 1 year in advance, preferably 2-3 years in advance.

1.2
City & Hotel Selection

The NONPF Board of Directors is responsible for approval of the host city for the annual meetings.  The NONPF office and conference chairperson will research possible cities and present information to the Board for final determination.  Selection will be based on availability of adequate facilities, presence of local NP program(s), accessibility, room rates, and local attractions.  

The NONPF office is responsible for identifying and negotiating with possible hotels for the conference.  The office will coordinate final selection with the President and current conference chairperson.

1.3
Theme Selection

The theme of the annual meeting will be approved at least one year in advance by the Board of Directors.  The conference committee shall identify a theme, and the conference chairperson will submit it to the Board for approval.  The theme should be determined as early as possible to assist speaker selection and promotion of the meeting.

1.4
Speaker Selection

The conference chairperson and the committee will work cooperatively to identify keynote and invited speakers for the meeting.  The chairperson will advise the Board of Directors of proposed speakers and provide the opportunity for further recommendations.  Keynote and invited speakers should be confirmed as soon as possible to allow early marketing of the program.

1.5.
Committee Scope of Responsibility

The conference committee will include volunteers from the general membership and representatives of local schools from the conference venue.  The committee will work together to develop the conference schedule and identify the keynote and invited speakers.  The committee will also advise staff on logistical arrangements and give input into site selections for the annual dinner and local tours.  The committee may help also with promotion and exhibitor solicitation, as deemed appropriate by the chairperson.

1.6
Abstracts Review Process

The conference committee will solicit abstract submissions through an online “Call for Abstracts” submission system.  NONPF staff is responsible the set up and management of the submission system that is maintained by a third party vendor.  Volunteers from the membership, including the Faculty Development Committee, will provide peer review of the abstracts.  The peer review process and reviewer assignments will be managed by the Executive Director. The President will appoint a member to serve as chair of the abstract selection who will work with the Executive Director to review abstract scoring and make final selections. NONPF staff will notify individuals of abstract selections by December 15.

1.7
Conference Budget

NONPF staff will prepare a conference budget based on attendance projections.  The budget will be prepared in the summer and submitted to the conference chairperson, Treasurer, and President for review.  The conference budget will be incorporated into the organization’s overall budget for the corresponding year and therefore subject to final approval by the NONPF Board.

1.8
Special Financial Considerations

The conference chairperson shall receive complimentary registration for the annual conference.  In addition, the chairperson is eligible to receive 2 nights of hotel stay covered at the conference hotel.

Members of the NONPF Board of Directors will receive complimentary registration for the annual conference for the 2 conferences that overlap their respective terms.  They will not receive complimentary registration for the meeting in which they begin the term of office.   In addition, Board members will receive 1 complimentary hotel night at the conference hotel.

Plenary session speakers may receive an honorarium for presentations.  The terms of the honorarium will be negotiated by the Executive Director and are subject to approval.  Honoraria may be included in the conference budget for approval, or if honoraria are determined after the budget is approved they must be approved by the Treasurer.   NONPF will also cover the hotel and travel expenses for the speaker, as well as provide complimentary meeting registration if the speaker wishes to stay for the program.

Preconference session invited speakers who are not members of NONPF may be eligible for an honorarium.  The honorarium should be determined at the time the preconference is finalized and is subject to approval of the Treasurer.  An outside, invite speaker is eligible for travel expenses and 1 night of hotel covered.

2.0 Other Meetings

NONPF may host other meetings as deemed necessary by the president and/or Board of Directors.  These meeting may include, but are not limited to, committees, task forces, consensus groups, etc.  The NONPF office will be responsible for facility selection, logistical arrangements, and other planning for these meetings.  

2.1
Board Meetings

Board members may receive reimbursement of travel expenses up to $500.   NONPF will pay directly for

hotel expenses.

ELECTIONS

1.0 Positions

The membership of NONPF elects a president, president-elect, secretary, treasurer, and 7 Board Members at Large.   All positions serve on the NONPF Board of Directors.  The president-elect term is two years and this individual immediately thereafter serves a two-year term as president.  All other positions are two-year terms.

The officers of the organization (president, president-elect, secretary, and treasurer) compose the Executive Committee. 
2.0 Nominating Committee

2.1
Composition

The Nomination Committee is composed of 4 elected members.  (See “Committees” for more information.)  The president-elect serves ex-officio on the committee.

2.2
Process for Developing Slate

The Nominating Committee will develop a competitive slate taking into account diversity of membership representation and any other criteria identified by the Board of Directors.  

Committee members will put forth suggestions of potential candidates for the slate by October 1 in year proceeding election year.  The chair and other committee members will communicate about the suggestions, via conference calls and electronic communications.  The “Calls for Nominations” will be posted on the Web site by September 1, and at least 2 electronic solicitations will be distributed to the NONPF membership.

The deadline for submission of all nominations will be November 1, and all nominations must be accompanied by a “Candidate Consent Form.”  The NONPF office will collect all nominations and forward copies to the Nominating Committee for review.  By early December, the committee will have a slate developed with no more than 3 candidates and no less than 2 per position.  If the Nominating Committee identifies the need to obtain additional candidates for a position, the Committee will select potential nominees and agree on a method for recruitment of these individuals.  

Members of the Nominating Committee are not eligible for inclusion on the slate.

3.0
Submitting Slate to NONPF Board of Directors

Upon completion of the slate candidates, the Nominating Committee will submit the slate to the NONPF Board of Directors for review.  The slate should be presented to the Board by December 15.  

The Board of Directors does not have the authority to change the slate but can return the slate to the Committee if there are questions (e.g., too many or not enough candidates per position, candidate not NONPF member, etc.).  The Board must advise the Nominating Committees of problems with the slate by January 1.

4.0
Ballot

4.1
Ballot Material

The NONPF office, in cooperation with the Committee chairperson, will prepare the ballot.  Information provided by the candidate on the nomination form will be used for the candidate description on the ballot.  The NONPF office may need to solicit additional information from the candidate if sections of the ballot are incomplete, but the NONPF office will not editorialize in trying to make all candidate profiles similar in length and detail. The election material will include descriptions of positions, candidate profiles, and photographs.

4.2
Voting Schedule

The NONPF office will conduct electronic voting via the NONPF membership management system or another electronic voting platform.  The voting will begin at least 60 days in advance of the annual meeting, and the members will 2-3 weeks to complete voting.  

4.3 Ballot Tally

The electronic voting system will automatically tally the votes.  For officer positions, the successful candidate will receive a simple majority of the votes cast for the position.  For the Board member at large positions, the successful candidates will receive the most votes cast for the category and allocated slots (e.g., 3 vacancies, candidates with 3 most high tally of votes cast). NONPF staff will provide the Chair of the Nominating Committee with access the tally results.

NONPF will notify candidates of their success or loss in the election by March 15.  The Chair will report the election results at the Annual Business Meeting.    

MEMBERSHIP

1.0 Categories

1.1
Classifications

NONPF has the following categories of membership as defined in the NONPF Bylaws: Individual, Program, Associate, Student, Honorary, and Retired.  Individual is open to all nurses holding faculty or preceptor positions, Program membership is available to all nurse practitioner programs, Associate membership is open to all interested persons, Student membership is for NPs enrolled in graduate, degree-conferring programs, Honorary membership is conferred by the Board of Directors, and Retired status may be conferred after petition for recognition of retirement and approval of the Board of Directors. 

1.2 Membership Benefits

1.2.1
General

All members in good standing will receive the NONPF communications.  Members also receive discounts on the annual conference registration and select NONPF publications.  Other benefits include timely updates on educational, policy, and legislative issues, as well as announcements about new resource materials.  Members may participate in Special Interest Groups and are eligible to serve on NONPF committees and task forces and to be nominated for recognition awards.   

1.2.2 Program Membership Benefits

Faculty included in the program membership will be entitled to all the benefits outlined above for all members.  All mailings will go directly to the faculty representatives and not the program.  All faculty representatives will be entitled to conference and publication discounts, but other faculty members from the same program not included in the NONPF Program membership will not be eligible for these benefits.  In addition, Programs will receive the following special benefits: 

· A listing on a special Honor Roll of NP Programs page on the NONPF Web site.  NONPF Program Members will be included in the list with a hyperlink to your Program’s Web site page

· A special certificate of membership, suitable for framing or display

· One free position announcement in the NONPF online Job Bank per membership year ($250 value)

· 25% discount on advertisement in the NONPF annual conference syllabus

· Reduced pricing for additional faculty representatives beyond the 4 included in the base Program membership

· The opportunity to submit complimentary announcements, such as educational activities or special events (not employment ads), for posting on our Announcements page.

1.2.3
Voting

Only Individual and Program members have voting privileges.  

1.2.4
Serving on Board of Directors

Only Individual and Program members in good standing are eligible to run for an elected office or position on the Board of Directors.

2.0 Dues

2.1
Membership Year

The membership year runs from September 1 – August 31.  Members who renew from September 1 through the last day of the annual conference must pay the full annual membership fee.  A special joining fee will be available with the annual conference registration for individuals who were not members in the past year.  A special pro-rated fee will be available to those who join after the annual conference and before August 1 (annual fee ( 12 x # months remaining in membership year).

2.2 Dues Structure

The annual fee for Individual members is $175.  The annual fee for Program members is $700, allowing up to four faculty representatives in the membership.  Additional faculty members can be added to the Program membership for $130 each.  The annual fee is $145 for Associate Members, $60 for Retired Members, and $115 for Student Members.  There are no annual dues for Honorary members.

2.3 Termination

Members who have not paid annual dues by December 31 will be dropped from the membership roster.  The Bylaws of the organization provide a 90-day grace period for remittance of dues, and the NONPF office shall extend an additional 30-day period to correlate the final membership roster with the close of the fiscal year.  Members with delinquent dues will receive advance notice of the pending termination of membership.

3.0 Membership Transfer

3.1
Individual

Individual membership is not transferable to another individual.  If an Individual member changes faculty positions in the middle of the NONPF membership year, this individual can retain the Individual membership but may not appoint a replacement for his/her membership.

3.2 Program

Programs may change the faculty representatives included in the annual Program membership at any time during the membership year.  The number of faculty representatives cannot increase unless additional dues are paid, but one faculty member can replace another.  This privilege is only available when a faculty representative is no longer with the institution in which the program is housed – this option is not available for sharing of membership among multiple faculty members.

3.3 Honorary and Emeritus

There is no substitution or transfer of membership permitted for these categories.

RESEARCH REQUESTS 

Requests to Conduct Research at NONPF Meetings

Or with NONPF Membership

The National Organization of Nurse Practitioner Faculties (NONPF) welcomes research activities that are congruent with the mission of the organization, i.e., to provide leadership in promoting quality nurse practitioner education. Members may submit requests to conduct research activities (e.g., surveys, interviews, etc.), providing at least 45 days in advance of the annual conference for requests to conduct research at the conference.  Mindful of the membership’s response burden to surveys the Research Committee may limit the number of research projects. 

Two-page proposals to conduct research should be submitted to the NONPF office with the following information:

· Purpose of the study

· Background and significance of the problem being studied

· Congruence of the study with NONPF’s mission

· Documentation of IRB approval if relevant

· Methods, including amount of time required by members to participate

· Plan for data analysis

· Plan for dissemination of results; hard copy of findings to the NONPF office*

· Sources of support for conducting the study

NONPF is unable to provide resources to support member-initiated research. Anyone wishing to conduct direct research at the annual conference will need to purchase an exhibit booth or make alternate arrangements.  NONPF is also unable to support the research in terms of funds for copying questionnaires, analysis of data, or any other costs incurred.

Members who wish to conduct research through the mail must complete the same process as outlined above, submit the proposal 45 days before mailing any materials, and pay for labels to be used in mailings. The NONPF office is unable to provide support for research activities. The ability to use the membership for research purposes is a membership benefit. Non-members may apply to conduct research with the membership although priority will be given to requests from members.  If a student wishes to conduct research and her proposal is supported by a faculty who is a member of NONPF, s/he may submit the same proposal as outlined above with a cover letter from the faculty saying s/he has approved the proposal and will be the co-investigator. The NONPF office is unable to provide support for research activities.

NONPF’s permission to conduct research involving the membership in no way denotes endorsement of the research activity, and NONPF’s name may not be used in way in the data collection, publication, and dissemination activities.

SPECIAL INTEREST GROUPS (SIGs)
A Special Interest Group (SIG) is a recognized group within NONPF formed for the purposes of:

1. Enhancing and extending the mission and purpose of the organization in ways that complement yet are different than the work of formal committees;

2. Facilitating communication within the organization on topics of interest to members;

3. Encouraging and supporting the needs of special interest within the organization to decrease the likelihood that members might perceive the need to develop separate organizations to meet their needs;

4. Establishing a ready list of identified members with an interest and expertise in a particular area; and

5. Providing an additional opportunity for participation within the organization.

1.0  Organizational Structure

Each SIG will have a Convener who is elected from the membership of the SIG.  The Conveners of all SIGs will make up a SIG Steering Committee under the leadership of the President-elect of NONPF.  

2.0 Approval of New SIGs

The Board of Directors will approve all proposed new SIGs.  Requests for approval of a new SIG should include: topic, list of NONPF members who wish to be included, preliminary goals, and preliminary budget.  A minimum of 10 members is needed to form a SIG.

3.0 SIG Activities

Many SIG activities will be at the request of the NONPF Board, e.g. guidelines on a topic reflected by the SIG such as the Distance Learning Guidelines.  Any activities undertaken by the SIG that will require staff support or additional budget should be brought to NONPF Board for approval prior to implementation of the planned activity. 

4.0  Policy & Communications

No SIG may establish policy or position statements on behalf of NONPF without the request and approval of the NONPF Board of Directors.  No SIG member may speak on behalf of NONPF without the request and approval of the NONPF Board of Directors.  Any SIG member who receives a request to provide a NONPF perspective or position to another entity must contact the NONPF national office to report the request and to obtain advance authorization to speak on behalf of the organization.  Typically, such requests for a NONPF position or perspective would be referred to the NONPF leadership for a response.  The NONPF Office and Board of Directors are responsible for any official public communication, endorsement, or interaction with other organizations.  Therefore, any SIG wishing to publish a position statement, publicly endorse an activity outside of the organization, or develop a formal relationship with another organization should bring the action before the Board for approval prior to implementation.

SIG STEERING COMMITTEE

Excerpted from Bylaws

Each SIG shall appoint a chair among its membership to serve on the SIG Steering Committee.

The SIG Steering Committee shall report to the Vice-President/President-Elect and meet (in person or by phone) at least one annually.

The functions of the SIG Steering Committee shall be:

a. To provide a forum within the organization for addressing issues in the SIG area of interest.

b. To identify issues related to the SIG interest areas for the organization.

c. To serve as a source of expertise in the SIG interest areas for the organization.

d. To provide periodic reports on the activities of the SIGs.

NEW PROJECT TEMPLATE

For any new project to bring forward to the Board or for which we should pursue funding, please use this template to develop a project overview. It is OK to put bulleted information for each row.  It is also OK to modify this template to fit the specific project.  For proposed publications, please provide a content outline (even if broad topics) in the methods section.

	Title
	Try to capture the focus of the project in a title



	Need
	Why should we do this project?  What is the need from our members or NP education?



	Project Description
	Articulate the focus of the project in one sentence

	Objectives
	What are the more specific, measurable outcomes for the project?



	Outcome
	Describe what will be the end product and whether it is a resource that will be sold or how will be made available to the members



	Methods
	Who, What, Where, When, How?



	Staff Needs / Volunteer Needs
	What type of staffing and management needs will the project require?  



	Evaluation
	How will we measure progress / success of the project, if applicable?



	Timeline
	Will this project have a limited term?  If so, what is it?  Or, do you see this project continuing indefinitely within the organization?  If a product is the end term, indicate this.



	Budget
	Please specify a general budget. 



	Committee Oversight
	What committee will have oversight for this project?
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Receipts are required for reimbursement.  NONPF will reimburse direct transportation expenses.  

2016-2017 NONPF BOARD OF DIRECTORS

OFFICERS

President  (16-18)

Anne Thomas, PhD, ANP-BC, GNP, FAANP
University of Indianapolis, School of Nursing

1400 East Hanna Avenue

Indianapolis, IN 46227

Tel: 317-788-3206
E-mail:  athomas@uindy.edu  
Vice-President/President-Elect (16-18)

Lorna Finnegan, PhD, RN, FNP

University of Illinois Chicago
College of Nursing, Dept of Health Systems Sc
845 S. Damen Avenue (MC 802), Rm 906
Chicago, IL 60612
Tel: 312-996-1668
Email: lornaf@uic.edu  
Secretary (15-17)

Susan Weber Buchholz PhD, RN, FAANP
Rush University, College of Nursing
600 South Paulina Street, Suite 1080AAC
Chicago, IL 60612-3832
Tel: 312-563-3590
E-mail: Susan_Buchholz@rush.edu    
Treasurer (16-18)

Shannon Reedy Idzik, DNP, CRNP, FAANP

University of Maryland School of Nursing
655 W. Lombard St., Room 518

Baltimore, MD 21201

Tel:  410-706-8129 

E-mail:  idzik@son.umaryland.edu
BOARD MEMBERS AT LARGE

Jeanne M. Cartier, PhD,  APRN, PMHNP-BC, CNE (16-18)
University of Louisiana Lafayette, College of Nursing and Allied Health Professions

Wharton Hall, Room 305-C

Lafayette, LA 70504

Tel:  337-482-5637

Email:  jmc0787@louisiana.edu 
Kathryn K. Ellis, DNP, APRN, FNP-BC, ANP-BC  (15-17)
Texas Christian Univ, Harris CON & Health Sciences
TCU Box 298620

Fort Worth, TX 76129

Tel: 817-257-4065
Fax: Kathryn.ellis@tcu.edu 
Rosario Medina PhD, FNP-BC, ACNP, CNS  (15-17)
University of Colorado

Anschutz Medical Campus

Education 2 North

13120 E. 19th Avenue Room # 4235

Mail Box C288-18

Aurora, CO 80045

Tel:: 303-724-8816

E-mail: Rosario.Medina@ucdenver.edu  
Carolyn Rutledge, PhD, FNP-BC  (15-17)
School of Nursing 
Old Dominion University 
Norfolk, VA 23259
Tel: 757-469-6735
E-mail: crutledg@odu.edu 
Carol Thompson, PhD, DNP, RN, CCRN, ACNP-BC, FNP-BC, FCCM, FAANP, FAAN  (16-18)
University of Kentucky, College of Nursing
441B College of Nursing Building

751 Rose Street
Lexington, KY 
Tel: 859-323-6645
Email: carol.thompson1@uky.edu
Andrea Wolf, DNP, FNP-BC, ANP-NC, PMHCNS-BC  (16-18)
University of Delaware, School of Nursing

#380 McDowell

25 North College

Newark, DE 19716

Tel: 302-831-8060
E-mail: andreawo@udel.edu
Courtney J. Young-Pitts, DNP, MPH, FNP-BC (15-17)
Vanderbilt University, School of Nursing
461 21st Avenue South

Frist Hall 360

Nashville, TN 37240-1119
Tel: (615)875-4008
E-mail: courtney.j.young@vanderbilt.edu 
Procedures - 28

