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Minnesota ENA Financial Disbursement Policy 
 
Purpose: 
To outline the reimbursement of members of the Minnesota Emergency Nurses Association (MN ENA) 
who are traveling for and attending activities related to Minnesota State Council (MSC) ENA business. 
This includes, but is not limited to, members who are serving as Delegates to the ENA General Assembly, 
Officers or Chairpersons attending State and Chapter Leaders Orientation, those who have been 
awarded tuition waivers and members attending Government Affairs workshop. 
 
Policy: 

1. Pursuant to rules in the Internal Revenue service (IRS) code 
a. Members are not to “personally profit” from MN ENA reimbursement.  
b. All Delegates to the ENA General Assembly must declare if they are receiving funds from 

sources other than MN ENA and their personal finances. These funds will be subtracted 
from the amount the MSC contributes.  For example, if the MSC determined 
reimbursement amount for Delegates was $600.00 and the member received $300.00 
from other sources (their employer, etc.) then they are entitled to $300.00 from the 
MSC. 

c. If a member receives funds from an outside source towards the Scientific Assembly 
portion of the annual conference, this is allowed. MN ENA only reimburses Delegates for 
the General Assembly portion of the event. 

d. Delegates to the General Assembly are reimbursed by MSC monies for airfare and hotel 
expenses. (Room service will not be covered as part of hotel expenses. MN ENA will not 
reimburse for charges related to alcohol). 

e. Chapters may choose to reimburse for a “per diem” of up to the IRS accepted amount 
for travel related expenses such as taxi/shuttles and meals as long as the chapter 
contributions does not allow the member to “personally profit” from the financial 
assistance. 

2. Bookings for airfare and hotel will be done enough in advance to take advantage of air 
discounts. 

3. Delegates must fulfill their duties as a delegate to receive reimbursement. 
4. Attendees must attend the workshop to qualify for reimbursement. 
5. Requests for reimbursement must be submitted within 30 days of the activity attended to be 

eligible for reimbursement. 
6. No reimbursement will take place until all required documentation is submitted.  
7. All expenses will become the responsibility of the member if the member does not attend the 

activity or submit the request for reimbursement in a timely manner. 
8. Anyone receiving funding from MN ENA to attend ENA related business will complete a 

Minnesota ENA disclosure form. 
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Procedure: 
1. State and Chapter Leaders Orientation (annual orientation meeting hosted by National ENA) 

a. Airfare for MSC ENA President, Secretary and Treasurer will be paid by the MN ENA 
b. Airfare for MSC ENA President-elect and Treasurer-elect (in years in which there is one) 

who are new to the role will be paid by the MN ENA. 
c. Hotel accommodations for two (2) nights for the MSC ENA President, Secretary, 

Secretary-elect, Treasurer and Treasurer-elect will be paid for by the MN ENA. 
d. Sharing of rooms is encouraged, as appropriate, to make the most of budget allocations.  
e. If attendees choose to drive instead of fly, the driver of the vehicle will be reimbursed at 

the cents per mile rate per IRS business guidelines. Cost can include car rental and tolls 
up to the average printed cost of flying.  

2. National ENA General Assembly 
a. The amount of delegate support will be decided by the MSC ENA when approving the 

budget. Typically this will include airfare and hotel accommodations for three (3) nights.  
b. Sharing of rooms is encouraged, as appropriate, to make the most of budget allocations. 
c. If attendees choose to drive instead of fly, the driver of the vehicle will be reimbursed at 

the cents per mile rate per IRS business guidelines. Cost can include car rental and tolls 
up to the average printed cost of flying.  

3. Tuition waivers for Scientific/Education portion of the General Assembly 
a. Tuition waivers will include the cost of general tuition at the early registration rate. No 

reimbursement will be given for special events, social events, food, alcohol or for travel 
expenses.  

b. Proof of registration showing the cost must be submitted to the MSC ENA Treasurer 
along with a completed reimbursement form and disclosure form. 

4. Government Affairs Advocacy Training and Day on the Hill 
a. Funds will be budgeted for hotel and airfare for MSC ENA President, Government Affairs 

Chairperson and additional designees (as determined by approved budget) for 
attendance to the Government Affairs Advocacy Training and Day on the Hill. 

b. Meals will be reimbursed at a rate of not more than $40.00 per day and $20.00 per 
travel day (as budgeted). There is no reimbursement for alcohol.  

5. Applying for reimbursement 
a. Complete reimbursement form. 
b. Complete disclosure form for General Assembly attendees. 
c. Complete disclosure form for those members who have been awarded a tuition waiver. 
d. Attach itemized receipts (i.e. if from a hotel it must have all items listed, not just the 

total amount. 
e. Send to appropriate Treasurer. 

6. Sharing of expenses 
a. One person may choose to pay for a covered expense (i.e. hotel, Uber, taxi) when 

sharing that expense with another delegate. In that case, the expense will be allotted to 
each delegate so that no one person exceeds the budgeted amount. For example: 
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Person A pays $300 for 2 nights stay, $600 for airfare and $50 for shuttle. Person B is 
sharing a room with Person A and does not pay anything for hotel stay, $600 for airfare 
and $50 for shuttle. Person A will be reimbursed for $950 which is over the budgeted 
amount of $900 however Person A is allotted for only half of the hotel ($150) with 
Person B being allotted the other half ($150) which brings Person A’s budgeted amount 
to $800. Person B’s allotted amount is also $800 even though the actual reimbursement 
goes to Person A. It is still reimbursed at less than $900 per person. This sharing of 
expenses will be indicated on the reimbursement form. 

7. If a member/delegate receives funds from an outside source after attending the activity 
(General Assembly) they will reimburse the MN ENA for the difference. A member may receive 
monies and/or reimbursement from an outside source, however, if the member receives 
funding for their registration from another source, they CANNOT also turn this in to MN EN as 
part of their reimbursement.  

8. A member/delegate who knowingly accepts funds from an outside source and from the MN ENA 
and does not disclose this and reimburse the MN ENA for the difference, thus “personally 
profiting” from attending the General Assembly, will be subject to the following consequences: 

a. Delegate will reimburse MN ENA ALL monies received from the MN ENA.  
b. Delegate/member will not be able to apply as a Delegate for future General Assemblies 

for no less than five (5) years. 
c. Delegate/member will not be able to run for a Chapter or State ENA elected office for 

no less than five (5) years.  
9. See Minnesota ENA Disclosure form on the MN ENA website under Documents. 

 
Revised/Approved 5/2010 
Revised/Approved 5/2013 
Revised/Approved 12/2016 
Revised/Approved 8/2018 

 
 


