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2 PCRC AACN Chapter Manual

Preface
This manual includes duties, guidelines, and nuances specific to the Pacific Crest Regional
Chapter of the American Association of Critical Care Nurses. It outlines and defines each

board member 6s contributions to the chapter w

transfer of information to new board members
Wal | s. 0
The concept of fAa chapter without wall so al

region to be a Amember o of the Pacifie Crest
without-walls philosophy, all National AACN members within a respective geographic region
(southern Oregon and northern California) are chapter members and all can attend any chapter
withoutwalls seminars or educational offerings for the same fee. Adopting this policy de-
creases efforts to maintain a membership list and will allow the leaders of PCRC AACN to fo-
cus their efforts on educational offerings.

This manual outlines information specific to the Pacific Crest Regional Chapter of AACN.

Please refer tawww.aacn.ordor information regarding AACN policies, rules, regulations, and

procedures. -i@Gd atpad efi c h &fsdorearpct@e rc ernetseoruor ce b ook

Management Workbook, Chapter Financial Workbook, and Rules and Regulations.

This manual compiled by Julie Saindon. For errors, additions or changes, please contact:

juliesaindon@starband.néfast update: March 14, 2009



http://www.aacn.org
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PCRC Vision and Mission Statement
The Pacific Crest Chapter of the American Association of Critical Care Nurses was
chartered in 1989 to provide networking, education, and collaborative opportunities for critical
care nurses in southern Oregon.
National AACN Vision/Mission Statement

Mission
Building on decades of clinical excellence, the American Association of Gi@ema Nurses
(AACN) provides and inspires leadership to establish work and care environments that are re-
spectful, healing and humane. The key to AACN's success is through its members. Therefore,
AACN is committed to providing the highest quality resources to maximize nurses' contribution
to caring and improving the healthcare of critically ill patients and their families.

Vision
AACN is dedicated to creating a healthcare system driven by the needs of patients and families
where critical care nurses make their optimal contribution.

Values
As AACN works to promote its mission and vision, it is guided by values that are rooted in, and
arise from, the Association's history, traditions and culture. Therefore, AACN, its members,
volunteers and staff will:

1 Be accountabléo uphold and consistently act in concert with ethical values and
f principles.
1 Advocateor organizational decisions that are driven by the needs of patients and
1 families.
1 Act with integrityby communicating openly and honestly, keeping promises,
T honoring commitments and promoting loyalty in all relationships.
1 Collaboratewith all essential stakeholders by creating synergistic relationships to
1 promote common interest and shared values.
1 Provide leadershipo transform thinking, structures and processes to address
T opportunities and challenges.
1 Demonstrate stewardshtprough fair and responsible management of resources.
1 Embrace lifelong learning inquiry and critical thinking to enable each to make
1 optimal contributions.
1 Commit to qualityand excellence at all levels of the organization, meeting and
1 exceeding standards and expectations.
1 Promote innovatiothrough creativity and calculated risk taking.
1 Generate commitmeahd passion to the organization's causes and work.
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Snapshot of Due Dates

Item Due Date Link
Chapter Officers posted in Chapter
Database for New Fiscal Year Chapter officers should be entered in your chapter
(July 1) May 15 database. Go to www.aacn.org > Community >
(this is a new feature on the chapter Chapters > Chapter Database

website that is available as of 4/30/08)

www.aacn.org > Community > Chapters > Chapter
Check Signer Form August 15 Forms. Scroll down to Chapter Financial Forms
and select Check Signer Form.

www.aacn.org > Community > Chapters > Chapter
Audit Form August 15 Forms. Scroll down to Chapter Financial Forms
and select Audit Form.

Non-Employee Compensation
Form

(this form is for the calendar year
January i December, and is due
by January 15" following the end of

the ieari

www.aacn.org > Community > Chapters > Chapter
January 15 Forms. Scroll down to Chapter Financial Forms
and select Non-Employee Compensation Form

Financial Reports _: www.aacn.org > Community > Chapters > Chapter
First Quarter (July-Sep) November 15 Forms. Scroll down to Chapter Financial Forms
Second Quarter (Oct i Dec) February 15 and select:

Third Quarter (Jan i Mar) May 15 1  Bank Reconciliation Form
9 Cash Receipts
9 Cash Disbursements
9 Be sure to either scan and email, or fax your

Fourth Quarter (Apr T June) August 15 bank statements for the quarter to

Brian.Cushman@aacn.org or fax number 949448
-5535.

Note: Chapters must keep all records for 3 years

CHAPTER REPORTING SCHEDULE:

Chapter Financial Reports

1st Quarter (July -September): November 15
2nd Quarter (October -December): February 15
3rd Quarter (January -March): May 15

4 Quarter (April  -June): August 15
Non -Employee Compensation Form January 15
Chapter Officer List May 15
Chapter Charter Dues July 1
Chapter Membership List Updated on January 31

Chapter Administration Database

Check Signer Form August 15

Chapter Audit Form August 15


http://www.aacn.org/
http://www.aacn.org/
http://www.aacn.org/
http://www.aacn.org/
http://www.aacn.org/
mailto:Brian.Cushman@aacn.org
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Pacific Crest Regional Chapter AACN Annual Calendar
Chapter Board Meeting: The First Wednesday of Every Month at 4:00 PM

January February March
f 15"-Non Employee Compensa{f 15"-2" Quarter Financial Reportdue | CCRN Dinner planning
tion Form due (Treasurer)

=

1 31°-Chapter membership list fo
NTI due to Chapter Administra;
tion Database

1 Select member for Leadership
Development Workshop

9 Publish Newsletter

April May June
§ 15"-39Quarter Financial Repott
1 Call for Nominations for board: due (Treasurer)
Odd years
§  15"-Chapter Officer List due
(President)
T NTI

1 Election: Odd years

July August September
1 Strategic Planning Odd years 1  15"-4" Quarter Financial Report] CCRN flyer production/mail
I Chapter Charter Dues due( Treasurer)
§ 15"-Check Signer Formdue | Collect articles for newsletter
(Treasurer)
f  15"-Chapter Audit Form
(Treasurer
1 Publish Newsletter
1 Publish CCRN/PCCN Scholar-
ship flyer
October November December
1 Regional Meeting f 151 Quarter Financial Report due|{  Select and notify CCRN scholarshi

(Treasurer) winner
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Pacific Crest Chapter AACN Board of Directors/Elections/Chapters in Good Standing

AACN fiscal year begins July 1 and ends June 30. The Pacific Crest chapter's Board of
Directors term will begin on July 1 and end June 30 with a term of two years. Nominations and
elections are held in April of odd years (ie, 2007, 2009, etc). Transition of board position be-
gins on July 1, of every other odd year. Outgoing board members will mentor newly elected
board members into their positions and remain available as needed throughout the following
term. Outgoing chapter officers will review tldapter Charter Agreement (see appendix),
with the incoming officers during officer transition.

3 The four essenti al c h a p-¢tlexty secvetarfy,iamddreas- ar e
urer . (Chapter Officero6s Rol e ChapterdanRgemeptonsi bi
Workbook ) These are the recognized fANational 0 B

3Additional Board member positions of the
Exhibitor Coordinator, Facility/Education Coordinator, andd@ordinator, Membership Coor-
dinator, and Media Coordinator.

CHAPTERS IN GOOD STANDING:

All active AACN chapters are required to be in good standing. A chapter in good standing is a
chapter that is ugio-date on all required chapter reporting and charter dues fees. Chapters
that are not in good standing will be denied access to chapter benefits and could face chapter
disbandment (please see the Rules & Regulations module for more details).

Chapter Benefits:

Chapter Free Resources

Chapter Awards

Chapter Educational Postings (online)

MemberGetA-Member monthly and final prize drawings

Chapter Free Mailing Labels

Chapter Leadership Development Workshop participation
Chapter Website Template program

=A =4 =4 =4 4 -4 -8 -

Should your chapter be denied for any of the above mentioned benefits, due to a deficiency, the
chapter president will be contacted with information regarding the deficiency and how to re-
solve the issue. As soon as the deficiency is resolved, chapters will be eligible for any chapter
benefit requests they may make. Following is a list of all reporting requirements and deadlines
each year.
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President
The president shall preside at all meetings of the chapter, execute all conveyances, notes,
contracts or other instruments authorized by the members, appoint all committee chairpersons
as provided by these bylaws, serve as aafégio member of all standing committees, and per-
form and discharge all duties incident to the office of the president and such other duties as may
be assigned by the members.

1 Establish goals and objectives for term with ongoing evaluation of progress to-
wards goals and objectives

1 Report Chapter Officer List to National by May 15

1 Prepare the Agenda for the Monthly Chapter Meeting, as well as other necessary
meetings

1 Facilitate the monthly chapter meetings
1 Coordinate and ensure all tasks completed for events

1 Chapter Membership LigChapters Without Walls )Updated on January 1
President reports all members going to NTI to get discounted NTI tuition.

1 Learn the roles of the officers and committee chairs. May attend any committee
meetings as enfficio member

1 Attend the Regional Meeting for Region 18 each fall. Make contact with the CAT
to encourage networking throughout term.

1 Check post office box regularly (or designee)
1 Co-sign checks for treasurer

1 Sign all contracts and submit to National for approval
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Presidentelect
The presidentlect shall become familiar with the duties of the president and shall succeed to
the presidency at the expiration-electshdlpee- pr esi
form the duties of the office of president in the absence of the president or in the case of inabil-
ity to act and, when so acting, shall have all powers of, and be subject to, all the restrictions
upon the president, and shall perform such other duties as the members may from time to time
specifically prescribe. The office of presidatect shall be open only to those members who
have served on the Executive Board or as committee chairperson of the chapter.

T Consult with the President throughout the term of office to provide continuity
of leadership and smooth transition of chapter leadership.

1 Perform Nomination Drive duties, which include the call for nominations in
April in preparation for May elections.

9 Draft the |l etter to invite CCRNOG6s to a
ship and have the Essays addressed to you.

1 Lead the discussion at the meeting to decide a winner. Notify the winner and
other applicants. Verify AACN membership and CCRN status.

1 Perform duties as determined by the Board or membership.
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Secretary
1 The secretary shall keep or cause to be kept the minutes of the meetings of the chapter

and shall give or cause to be given notice of all meetings in accordance with these bylaws. The

secretary shall also keep, or cause to be kept, all chapter records with the exception of educa-

tional records, and shall, in general, perform all duties incident to the office of secretary and

such other duties as the members may prescribe. Records of minutes from all committee meet-

ings, board meetings, as well as membership records shall be retained for three years and pro-

vided to National AACN as requested.

f

f

Prepare and distribute minutes in a timely manner
Maintain Officer List
Maintain Checklists for education events

Maintain Chapter Calendar of Events
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Treasurer /Treasurer Elect

The treasurer and treasuedect shall have charge and custody and be responsible
for all funds and securities for the chapter, receive and give receipts for all monies due and pay-
able to the chapter from any source whatsoever, deposit all such monies in the name of the
chapter in such banks or other depositories as shall be decided by the membership, account for
and record all financial transactions by the chapter, prepare and render quarterly and annual re-
ports to the chapter and the National Office of AACN within thirty (30) days after the end of
each reporting period (3/31, 6/30, 9/30 and 12/31) and whenever called by-fiverggrcent
(25%) of the membership; and perform such other duties as may be assigned by the members.
The treasurer supervises all chapter financial transactions to ensure that they are conducted in
accordance with AACN Bylaws and thailes and Regulations for AACN Chaptérke treas-
urer also maintains all chapter financial records by using AACN's standardized accounting poli-
cies and procedures for recording and reporting of chapter financial activities. (See aacn.org,
Chapter Financial Workbook for specific rules and duties to National AACN).

1 The Treasurer supervises all chapter financial transactions to ensure that they are con-
ducted in accordance with AACN Bylaws and Rules and Regulations for AACN Chap-

ters.

1 The treasurer also maintains all chapter financial records by using standardized account-
ing policies and procedures for recording and reporting of chapter financial activities.

T Review chapter finances for the past year with outgoing treasurer to prepare for the
coming year.

9 Prepare a treasurerds report for present

1 Co ordinates the financial aspects of registration at monthly meetings and symposia with
the Secretary or other appropriate committees.

1 Submit contract to speakers and assemble Non Employee Compensation forms for
same.
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(Treasurer Continued)

Maintains complete and accurate chapter records by:

il

il

Maintaining systematic and accurate accounting records.

Ensuring that there is proper documentation and approval for all chapter financial
transactions.

Maintain a file of financial statements, invoices and receipts for the last seven years.

Submit quarterly and annual reports designated by AACN National by due dates
they define.

Send a check to AACN National for the annual Chapter Dues as set by National.

Pay the Post Office Box rental before the due date to ensure the Chapter address is
unchanged.

Add Annual Funds to the agenda for discussion as theyiaeisemple the Regional
Travel Fund.

Prepare annual budget for fiscal year in consultation with the chapter board .
Ensure the chapter committee members utilize thexaxmpt number appropriately
Submit group registrations for NTI if discount is available.

Collect, count and divide 50/50 ticket funds at symposium and issue check to the
designated charity.

Works collaboratively with the Treasurer Elect, if present, throughout his/her term
of office to provide smooth transition.
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Membership Coordinator

The Membership Coordinator promotes AACN membership by utilizing the bulk membership
benefit through National AACN, and promoting and advertising AACN and chapter events and
member shi p. The Membership Coordinator maint
AACN event. The AACN Display Board contains information relevant to the PCRC AACN
with recent photos of events and chapter leaders, membership information and applications, and
perks of AACN membership.

Additionally, the Membership Coordinator prepares gift baskets/ door prizes, etc, to be
given away at chapter events.

The Membership Coordinator, or her/his designee, manages charity ticket sales at
event s. A 50/50 drawing is held at each ever

of choice.
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Exhibitor Coordinator

The Exhibitor Coordinator maintains a list of vendors and coordinates vendors to sponsor

chapter events. The Exhibitor Coordinator is responsible for establishing relationships with

company representatives and requisitioning their financial assistance at AACN events. The

Exhibitor Coordinator is responsible for soliciting financial sponsorship for the chapter, at-

tending to the vendors needs at events, prep

events, and thanking vendors for their support.

1

1

Coll ect and maintain a constantly changi ng
Maintain a list of phone numbers, Faxnail addresses, cell phone number.

Know product lines they carry.

As far in advance as possible, make program intentions well known to vendoss, by e

mail and mass mail. Then, as regular as possible, verbal connection should be made

for their confirmation.

Follow education check lists to connect with vendors

Short Program and Checklistull Day (see forms)
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Education/Facilities Coordinator and Co-Coordinator
The Education and Facilities Coordinators are responsible for locating and confirming room
reservations, meal planning and ordering for events, catering for events, establishing AV sup-
port and equipment, and coordinating educational events. The Education and Facility Coordi-
nator is responsible for coordinating the handouts for events.
1 Establish a calendar of events for the upcoming year
1 Reserve rooms for chapter events

1 Coordinate meal planning/catering of events



