A C E N D I O
THE ASSOCIATION FOR COMMON EUROPEAN NURSING DIAGNOSES, INTERVENTIONS AND OUTCOMES

ACENDIO Board: role descriptions

Tasks and responsibilities for each board member, operationalization of the
descriptions in Constitution, articles 6.2 and 6.3



President

Constitution Operationalization

Article 6.2.1 The President is the Chairperson Tasks in general

of the Board of Directors and of the General Manages the president@acendio.net account (check at least weekly)

Assembly and is ex-officio member of all Presidents message (after conference/GA, before summer, around Christmas)

Committees and task forces. The President Consider accepting external invitations for keynotes to represent ACENDIO , discuss invitations with the board
serves as the Association's representative and  Writing personalized invitations and thank you letters to ACENDIOs Institutional Members, Keynote speakers and
performs other duties as assigned by the Honorary Members

Board. Organizing and handing over thank you gifts (with ACENDIO logo/cards)

Board meetings:

Preparing agenda for board meetings with vice-president, secretary and treasurer
Check minutes in collaboration with the secretary

Working together with the board, e.g. supporting workinggroups and activities

General Assembly:

Chairperson of the General Assembly

Support timeline nomination and election processes (as specified in the constitution and nomination/election
descriptions)

Writing the annual overall board reports for the General Assembly (GA)

Supporting organization of all reports in a timely manner

Preparing the GA presentation based on fixed agenda, board activities/approvals

Reviewing the annual GA minutes

Events

Supporting the Local Organizations Committee (LOC) and Scientific Conference Committee (SCC) in its function
Signing contracts (e.g., with the conference app and locations, the online conference provider, caterers, hotels,
musicians etc.)

Chair the opening and closing events to represent ACENDIO
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Vice-President

Constitution

Article 6.2.2: The Vice President assumes
the duties of the President in case of the
President's absence and performs other
duties as assigned by the Board.

Operationalization

Board meetings:
Preparing board meetings with president, secretary and if necessary treasurer
Supporting committees/workgroups/activities based on the strategic plan

General Assembly:
Preparing GA in collaboration with president

ACENDIQ's strategy
Preparing the organogram and strategic plan in collaboration with the president

Tasks in regard to Dutch legal aspects (in codperation with a Dutch represenattive)
Checks constitution and role descriptions with regard to the good governance act (WBTR)
Manages the liability insurance

Manages chamber of commerce and UBO update after changes in the board




Secretary

Constitution

Article 6.2.3 The Secretary is responsible for
the minutes of all proceedings of the
Association and the Board. The Secretary
works with the President to prepare
meetings and is responsible for the
administration of the Association (e.qg.
updating the membership database,
overseeing the number of members,
communicating with the members). The
Secretary performs other duties as may be
assigned by the Board.

Operationalization

Administration of the Association

Manages the secretary@acendio.net account (check at least weekly)

Has overview of logins and passwords, shared with treasurer

Shares responsibility for 4-eyes principle on financial aspects with treasurer

Updating the membership database

Website in collaboration with the webmaster (specifically the registration part and connections to the database)
Sharing information to members via secretary email

Events: Inviting ACENDIO related Associations: AFEDI, EANS; GMDS, NANDA-I, EFMI, STTI, VFP; University
worksites of ACENDIO members, and/or Nurses’ Associations of ACENDIO members and former ACENDIO
participants, on behalf of the ACENDIO Board

Boardmeetings:

Preparing board meetings (agenda) with president, vice-president and treasurer
Distributes agenda and board meeting material at least one week in advance
Takes minutes

General Assembly:

Prepares agenda in collaboration with president and vice president

Publishes agenda and other material (e.g., information about election candidates) in collaboration with
webmaster on the website.

Takes minutes
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Treasurer

Article 6.2.4. The Treasurer is responsible for the
management of the Association's finances and for the
maintenance and presentation of accounts. The Treasurer
provides an annual budget at the first Board of Directors
meeting of the financial year and submits a balance sheet
and statement of income and expenditure, together with
explanatory notes, at each Board of Directors meeting, to get
the Boards approval.

Article 6.3.7.

¢ Adopt an annual budget and review/revise it at least
annually;

k Financial issues: There is a good arrangement of the
association 's finances. The board is careful with the
expenditure of the association 's money and will use it as
much as possible to achieve the agreed goals. Investments
are handled with care. The board actively seeks to prevent
fraud and disagreement by having good procedures and
agreements in place. The board will consciously deal with
risks to the association. The board applies the four-eyes
principle to expenses above € 500,-, except for expenses that
are agreed upon in board meetings and stated in the minutes.
This means that two Board members must always agree to
transfers. Furthermore, not only the treasurer, but also at
least one other Board member always has insight into the
current financial state of affairs. For expenses above € 5000, -
. at least 2 quotations from different suppliers are requested.
Offers are discussed by the board and the decision on the
choice is recorded in the minutes. This does not account for
the organization of conferences and workshops when
suppliers are limited or obligated by the university where the
conference is organized. Placing such orders with suppliers,
includes written confirmation of the order, so that afterwards
it is always clear what was agreed.

General financial tasks:
Treasurer has access to ING, PayPal, Stripe, shares accounts and log ins with the Secretary
Has access to the email treasurer@ACENDIO.net (check bi-weekly)
Has access to the accountancy program (locally installed)
Remains in contact with the auditors (2 European auditors of which one must be Dutch (since
ACENDIO is legally situated in the Netherlands)
Financial adminstration of the association (eg sponsorship of boardmembers)
Stores the ancient financial administration (paper-based)
Stores (digital) invoices, refund requests etc
Sharing responsibilities with the secretary when it comes to payments and the membership db
In case of quotations: create overview of short and long term financial consequences
Overview of institutional members incl. payments received

Boardmeeting
Prepares a balance sheet in respect to GA agreed financial plan for each boardmeeting

Reminds all boardmemebrs to fill out Excel sheet with sponsorship and declare institutional members
Reminds all boardmembers about refunds

General assembly

January: Prepares final treasurer’s report on past financial year

January: Prepares financial audit

December: Prepares proposed budget for coming year, begin budget draft for the biennial 2 boardmeetings
before the GA

In the final treasurer’s report of the whole biennium board member’s sponsorship will be reported

Events

Is part of the local organizing committee

Prepares budgetplanning in collaboration with the local organizing committe

First boardmeeting after event: prepare a treasurer’s report with a final accounting for the past event
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Boardmember

Constitution

Article 6.2.5 Other Officer duties

The Officers are authorized to transact the business of
the Association between meetings of the Board.
Article 6.3.7 Duties of the Board of Directors

f. Provide an annual report to the General Assembly of
the Association;

g. Establish and dissolve committees, task forces,
working groups or individual appointments to
accomplish the purposes of the Association; the
directing and maintaining of any of the operations of
the Association, provided always that all funds and
physical assets of the Association are safeqguarded and
administered as directed by the Board of Directors;

Operationalization

Prepares content of boardmeetings according to agenda

Contributes to ACENDIO’s mission and strategy

Participates in one working group

Planning, preparing, and execution of events in cooperation with the LOC
Assist either secretary or treasurer as needed

Liaison to committees/working group



Other

Support working group or committee work with
leading the discussion of according to Position
statements.

Report the progress of the working group in every
board meeting according to strategic plan.

Prepare and chair the presentations/discussions of
the working group/committee during events.

Plan and finish the product that has been chosen
by the working group, General Assembly or Board.

Provision of PR material for the website.

Prepare a report for the GA.

Chairing the Research Committee according to the
role of Chairing Committees.

Provision of material for the website (e.g. grant
announcement, grant reports)according to the
grant process document.

Report the progress of the committee to the board.

Contacts grantwinners about presentations and
reports.

Informs treasurer of bank information for pay-out
of the grant.

Is included in the abstract review and finalizing the
program for the biannual conference.

Chairing the Public Relations Committee according
to the role of Chairing Committees.

Develop the Website according to discussions in
the Board of Directors and ensures updates.

Publishing news and events on the website and
other platforms as decided during boardmeetings.

In between boardmeetings closely collaborating
with the president and secretary on what is to be

published on the website.

Together with secretary administer username and
password for the website and platforms.

Making PR to spread ACENDIO news on Linkedin.



