Q & A for starting a new GAPNA Chapter 

New Chapter Q & A evening with Richmond, Virginia “Central Virginia”
Phone Conference October 29, 2014
Lynn Simpkins – President
Heather Mullen (Vice President)

Kathleen Anderson – Treasurer
Great Lakes Chapter Responds to Questions
Alice Early (GLC) - Past Director at Large GAPNA; Historical Committee
MJ Favot – President Great Lakes Chapter
Cindy Gerstendlauer – President Elect Great Lakes Chapter 
Michelle Moccia – Past President Great Lakes Chapter; 
Current Chair of Chapter Leadership; moderator of call
Question:  When doing monthly meetings can someone phone in and count as present and vote on agenda items?

GLC Answers:  We would recommend that this option be written into by-laws.  “A quorum, either physically or electronically present, must occur with chapter motions/amendments to charter/bylaws”.  Conference calls are fine.   This year the majority of our planning committee for our yearly conference is conducted over the  phone.  We only met twice in person.   We found this very helpful to be able to have meetings by phone.  Sunday evenings seem to work best.  Occasionally we have conducted our board meetings by telephone.
Question:  What happens if the person who established EIN “Employee Identification Number” steps down or leaves chapter?  Do we apply for another EIN? What names are entered in the blank section? 
GLC Answers:  The EIN would be in the chapter’s name, not the individual.  Only one EIN is needed.  (See resources nested in Leadership Resources)  Please call Jill Brett regarding the address to use for the EIN.  Our chapter uses a P.O box address.  
Question:  CE credits: if we use AANP for our CE credits are they only worth 50% of credits?  
GLC Answers:  ANCC requires that only 50% of the CE requirement for recertification can be counted by non ANCC approved CE’s such as AANP.  (AANP is a separate credit body but it is not approved by ANCC).  
GAPNA had its own approver unit but had to dissolve it because it was not profitable.  GAPNA is a member of AANP so this way chapter can use AANP to obtain CEs.  Michelle Moccia (GLC Past President) works for a hospital that was able to grant CE for our 7th annual conference for exchange of their nurses coming at a discount price.
Question:  Do we just elect ourselves for first officers? Shorter time period? Can we do this shorter time period until next year and remain in office? I would hate to have someone agree to be president for the next 6-8 months and then have to step down. 
GLC Answers:  People can serve more than one term.  A term of office should be at least a year, but may be two years.   As the first officers, you can remain in office. Your first official election will take place next year after receiving Chapter approval. Then you need to go by your by laws as far as length of service.  We have found success in soliciting individuals.  At this time we do not have a ballot.  During one of our meetings, we introduce the nominee.   We say “I nominate …for the President” and then we vote on it.  
 Question:  Can associate members be CNS, PT/OT, and RN students?

GLC Answers:   CNS’s can be full voting members.  Yes to APRN students.  Associate members are those with an interest in older adults. Only APRN’s can be full members including CNS’s.

Question:  We are unclear of the financial independence plan, can you help clarify?
GLC Answers:   Your financial independence plan should include plans on how the Chapter will remain financially viable. You will be receiving $250 start up monies from National. Once you are approved as a Chapter you will receive a quarterly check from National for each Chapter member dues. You need to consider other options to raise money like sponsoring a conference down the line or other activities.  MJ Favot (GLC President) will send a copy of GLC financial plan that includes i.e. post office; we recommend beginning with a small conference and reaching out to your NP students.  
Question:  Are officers allowed to be on the nominating committee?
GLC Answers:   We don’t have an official nominating committee as we try to mentor and encourage members to become involved and submit their interest in being in a board position.
Question:  Do we need to send the agenda out ahead of time prior to your business meeting?    
GLC Answers:  No this is optional.  
Question:  How do we get the list of GAPNA members in our area?
GLC Answers:   Go to GAPNA website, sign in as member, go to membership link, click on Members only and then select “Find a Member”.  You can enter the names of individuals, or the number of a chapter nearest to you to see if you recognize any members nearby.  Jill Brett will send you a list by request.  Jill Brett is the Association Service Manager 866-355-1392. You can review the member list on line at any time and welcome the new members as they join.  (Recently MJ sent out welcome letters to all the new members who joined GLC).
Question:  Staggered terms for officers--how do we handle that with the first group?
GLC Answers:   You may wish to specify the chapter’s initial secretary hold term of one or three years and the treasurer hold a term of two years. The first official election would take place after the Chapter receives approval. The officer’s terms should then be staggered with Secretary elected in even years and Treasurer in odd years. President elect yearly.

Question:  What is the member services committee?  
GLC Answers:   The member’s committee name has been changed to Chapter Leadership.  The committee meets the first Wednesday of every month.    Michelle Moccia is the Chapter Chair.  The Chapter Leadership committee is involved in “reaching out”, marketing chapter, supporting members, clarifying issues related to GAPNA or other chapter, etc. 
You do not need to have a separate member services committee. Once your application is finished, it will be sent to National. The Chapter Leadership Committee will review it and make recommendation for approval. It will then be sent to the Board of Directors for approval.

Question:  When is the monthly members teleconference held that the president needs to participate in? 
GLC Answers:  Chapter Leadership Committee, on 1st Wednesday of every month.  The President and President-Elect participate on these calls.  
Question:  What kind of Chapter Updates is needed for the newsletter and how often do we do them?  
GLC Answers:  Chapter members can submit to any of the newsletters.  Deadlines are posted on the website.   There are no requirements, just encouraged for communication purposes and historical reference. Chapter updates for the newsletter are for Chapter to share activities, successes ideas. It is not mandatory but is helpful for Chapters to share what they have been doing.  Anyone can write.  You can also contact Jill and they will send out an E-blast of what you are doing on the National Website.    
Question:  How often do we need to have formal meetings?  
GLC Answers:   The minimum of one meeting a year; however it is recommended that you have meetings more often so you don’t lose chapter momentum, member involvement etc.   Quarterly meetings have worked for us.  We have an educational meeting that begins with education sponsored by Pharma at a restaurant and then we have our business meeting.  We usually have the meeting from 6p-8p.  We have at least 3-4 board meetings separate from the business meeting and we also do this by conference call.  We find Sunday evenings at 7p work for most people.  You can get a conference call number from GAPNA and it can be your own.  It is about 20-30 dollars a year.  
Question:  The yearly reports do we need to do anything with them since we're just starting?  
GLC Answers:  Once you become a chapter, you will need to submit an annual report from the time Chapter began until the time of the annual report.  The yearly report is due in July. You will hopefully be approved as a Chapter before that and your yearly report will be brief!  Copies of other Chapter annual reports can be shared.  (See below – template to record Chapter activities)  This is found on line under Chapter located in the ABOUT tab.  See also Chapter Toolkit
· Evidence of chapter member growth activities.

· Evidence of chapter member retention activities.

· Involvement in community service relative to older adults.

· Involvement in legislative activities relative to advanced practice nursing and older adults.

· Involvement in research relative to older adults.

· Evidence of education relative to advanced practice nursing and older adults.

· Examples of leadership activities promoting quality health care of older adults.
Also please keep chapter dates for your Chapter History “How your Chapter started” for the Historical Committee archives!  Keep good records.  
Question:  How do we get sample newsletters and promotional material?
GLC Answers:  Many items are available on-line. The newsletters are on the GAPNA website.  There is also information related to Chapter development on the website.  Other promotional literature can be obtained from National.
Question:  Lastly and input or suggestions on generating financial support?.
GLC Answers:   The Chapter will be reimbursed $25 for every APRN who becomes a member of GAPNA that is in your area.  You will receive quarterly checks.  (Jill Brett can tell you the number of in your area so you know how much money you will be receiving).  For example:  If you have 10 then you would receive $250 which would go directly to your treasurer or direct deposit to bank.   Exception:  Optum members: receive $10.00; student members and retired they are less too.  You also receive $250.00 seed money to start a Chapter from National.  Speak to Jill Brett.  
(Our treasury increased substantially when we started hosting annual conferences, and solicited vendor support).

Below are the contents listed on the National website under Chapter Leadership resources:

Continuing Education Activity Approval

GAPNA's Approver Unit has been discontinued. Learn more about how to apply for CE's for your event.
GAPNA's Approver Unit has been discontinued. You may apply for CE's for your event from the following organizations:

· American Academy of Nurse Practitioners (AANP) 

· accredited by themselves (Note - ANCC allows 50% of your CE credits for renewal to come from other accrediting organizations.)
· cost is approximately $25 per application for GAPNA chapters

· click here for directions, fees and to download the application

· American Nephrology Nurses' Association (ANNA) 

· accredited by ANCC

· cost starts at approximately $100 per CE credit

· click here for directions, fees and to download the application

Please call the National Office (866-355-1392) for more information about obtaining CE credits for your event.

Chapter Toolkit

This toolkit is a work in progress and more will be added as we move forward. The items contained herein are for use by Chapters. Please feel free to contact the National Office at GAPNA@AJJ.com if you have any questions or suggestions on items to include.

· Download the Chapter Toolkit Manual (Acrobat)
· Guidelines for Archiving Items - What to Keep (Acrobat)
· Role of the Local Chapter (Acrobat)
· Chapter Elections - Change in Officers (MS Word document)
· Chapter Meetings & Conferences - Things Learned
· Chapter Financial Management (Guidelines/Instructions) (Acrobat)
· Chapter Treasurer's Responsibilities & Timeline (Acrobat)
EIN Application Process

New chapters will need to obtain an Employer Identification Number for tax and banking purposes. A Chapter Officer will need to supply the IRS with personal contact information and a SS#. Tax Identification Numbers are not accepted by the IRS.

· IRS Form SS4 - EIN # - (Instructions & Helpful Information) (Acrobat)
· RS Form SS4 - EIN # (Blank Form) (Acrobat)
· IRS Form SS4 - EIN # (Screen Shots - Step by Step) (Acrobat)
· IRS Form SS4 - EIN # (Application Sample) (Acrobat)
Chapter Tax Filing (990-N e-Postcard)

Chapters need to submit a 990-N e-Postcard every year confirming to the IRS that they received less then $50,000 in revenue/income that year (this is not to be confused with a cumulative checking/savings account amount).

· IRS 990-N e-Postcard
· Chapter Financial Management (Guidelines/Instructions) (Acrobat)
· Chapter Treasurer's Responsibilities & Timeline (Acrobat)
· Form 1024 - 501c6 Federal Tax Exemption Application Form (Blank) (Acrobat)
· Form 1024 - 501c6 Federal Tax Exemption Application (Directions) (Acrobat)
Hosting a Meeting/Conference

The intention of these documents is to compile a list of things that worked and things that didn’t, and the pros and cons of hosting a meeting or conference. We hope this information will assist Chapters when planning events.

· Chapter Meetings & Conferences - Things Learned (MS Word document)
· FL GAPNA Chapter (Acrobat)
· * Special Event / General Liability Insurance (Application)
