Outline of Chapter Activities for the Year
July

Planning for the year

Board

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Outline President’s vision for the year – ask for board input (President is not obligated to adjust plan to board suggestions, but someone usually has a great idea that should be incorporated)

· Reviews bylaws with new members – establish that everyone understands 
· Position Responsibilities:

· Establish position responsibilities  
· who is responsible for which task force)

· special responsibilities ie, 

· fall conference

· APD event

· special events – fashion show?

· Impact evening(s)

· fund raising

· liaison with ont division

· liaison with other chapters

· liaison with hq

· liaison with large sponsor(s)

· adjust roles according to skills (some may be better a some things then others)
· Who wants what?

· Who can’t do what? 

· Vacation schedule

· Any unavailability
· Establish who to approach for shadow board (
· ask for board recommendations

· review membership list

· review volunteer lists (who has already been involved?)
· Board to meet with Education Conf Ctee – 

· introduce new board & 

· establish any new reporting structures required

· establish any new communication structures required
· Draft an agenda for the year with Board

· Program topics

· Attendance at other organizations events (conferences, seminars, career days, etc) 

· When

· Where

· Which organizations

· Who will attend and in what capacity

· Speaker recommendations

· Charitable events / community involvement

· Student / newcomer sponsorship

· Hosted meetings

· Events (Impact, conference, APD, social, fund raising) 
Monthly meeting (should be for brainstorming)

· No dessert topic
· No speaker

· IAAP presentation?
· Member ideas will, for the most coincide with Boards – adjust as necessary to accommodate chapter requirements

· Call for shadow board members
· Programming topics and any speaker recommendations
· Establish Task Force Groups:

· hosted meeting(s) venue (no more than 2 per year)

· special events

· social events

· sponsors / vendors / advertisers

· marketing / advertising

· membership

· registration

· programming / speakers

· Webmaster (if needed)

· Editor (if needed)

· Call for Task Force Leaders

· International Conference (end of the month)

· delegate to review with chapter their voting preferences / preferred direction of association

August

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Prepare Budget for year

· How much fund raising is necessary to complete agenda

· Sponsorship plans

· Meet with Education Conf Ctee - status update 
· Meet with Task force leaders 

· Prepare and distribute work schedule for each team

· Outline responsibilities

· Advise on how to apply for funds

· Discuss approval process

· Overview on how to recruit volunteers

· Review burnout and how to avoid

· Inspiring 

Monthly meeting

· New member orientation

· Program speaker - Summer program (lighter topic)

· Dessert topic

· Update brochure(s) to reflect new programming

· Update any marketing materials 

· Meet with venue liaison 

· Discuss menus for the year

· Establish payment dates

· Discuss room layout requirements

· Discuss plans for year (ie, events, special programs requiring different setups, etc)

· New member orientation

September

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Review Budget with Board 

· ensure all items are included

· discuss any additions needed

· raise meeting fees?  

· Raise chapter fees?

· Raise guest fees?

· discuss fund raising ideas

· Review any information from International Conference and any implications to the chapter

· Meet with Education Conf Ctee - status update 
· Review chapter bylaws and standing rules for needed changes from changes to International and Division bylaws:

1.
When chapter bylaws and standing rules are received by the division bylaws and standing rules committee, they should be reviewed to insure conformity with the International Bylaws and Standing Rules. Conflicts should be brought to the chapter’s attention with a recommendation for correction. Suggestions might also be made which the committee feels could improve the chapter bylaws and standing rules.

2.
Corrections to chapter bylaws and standing rules necessitated by conflicts do not require chapter action by the membership. The membership should be informed of this fact and of the changes required to correct the conflicts.

Monthly meeting

· Give presentation on IAAP info, mentoring, task force participation (just one thing) overview of website.

· Speaker?  

· No dessert topic
· If fees to be raised, announce to chapter motion to be brought to the chapter next month – send email announcement
· Introduce new program for the year, announce topics and speakers

· Present Budget to chapter

· Distribute new brochure and membership packages to all meeting attendees – ask them to distribute

· Announce event schedule

· Distribute task list, ask for volunteers

October

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Meet with Education Conf Ctee - status update 

· Meet with Task force leaders 

· Review current status

· Confirm task on track / finished date
· Address any issues / problems
Monthly meeting

· Program speaker

· Dessert topic

· Wish those writing exams good luck

· New member orientation
· If fees to be raised, bring to chapter for vote
· Distribute request for volunteers for International Board Committees
· Announce nomination forms for international board are available for those who want to run 

· Forms for international bylaw changes also available – ask chapter if they want to make any changes
· Distribute task list, ask for volunteers

November

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Meet with Education Conf Ctee - status update 
Monthly meeting

· Program speaker

· No dessert topic

· Distribute nomination forms for International Board Nominations

· Review Avery Chapter contest with Board – assign task of completing and submitting the form

· Distribute task list, ask for volunteers

December

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Meet with Task force leaders 

· Review current status

· Confirm task on track / finished date
· Address any issues / problems

Monthly meeting

· Program speaker

· Dessert topic

· New member orientation

· Start new study group for May Exams

· Announce formation

· All participants to email Vice President with intention to join

· Establish venue for first meeting

· At first meeting, review recommended study materials, stylus, application packages, establish venue(s) for the rest of the meetings

· Establish study schedule of meetings

· Distribute task list, ask for volunteers

January

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

Monthly meeting

· Program speaker

· No dessert topic

· Monitor international website for notification of hotels for international convention – announce date when reservations can be made (hotels book up quickly)

· Remind members taking certification exams deadline is Feb 15

· Monitor announcement of CDC hotel location and when open for reservations – announce to chapter 

· Distribute CDC brochure when it arrives

· Distribute task list, ask for volunteers

February

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Meet with Task force leaders 

· Review current status

· Confirm task on track / finished date
· Address any issues / problems

Monthly meeting

· Program speaker

· Dessert topic

· New member orientation

· Announce date, program and venue for APD event – send  out “save the date” email

· Feb 15 deadline for certification exam applications

· Distribute task list, ask for volunteers
March

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

Monthly meeting

· Program speaker

· No dessert topic

· Announce upcoming elections – ask for nominations

· Choose Delegate for Canada Divisions Conference (CDC) (usually Vice President / President-elect)

· Review proposed changes to international bylaws with board - distribute to chapter

· Distribute task list, ask for volunteers

April
Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Meet with Task force leaders 

· Review current status

· Confirm task on track / finished date
· Address any issues / problems

Monthly meeting

· Program speaker

· Dessert topic

· New member orientation

· Wish those writing exams good luck

· Distribute task list, ask for volunteers

May

Board

· Call Monthly Meeting (last week of each month / after monthly meeting)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

Monthly meeting

· Program speaker

· No dessert topic

· Choose Delegate for International Conference (usually Incoming President)

· Certification exams written first week of May

· Send new list of Board members & Committee chairs to HQ

· Distribute task list, ask for volunteers
June

Board

· Meeting with both incoming and outgoing board members to transfer files and information

· This meeting of both boards is to ensure that all work is transitioned, all duties are transferred and all unfinished business is noted 

· Ask Shadow Board members who will be continuing into the next year – ensure that the work of those leaving is transitioned to new volunteer

· Set schedule to meet with new board (last week of each month / 1 week prior to monthly meeting – to allow board timely opportunity to present new matters / issues / information to the Chapter the following week)

· Tasks:

· Arrange Face to face venue/ conf call number/ internet  address for meeting

· Call for agenda items

· Set Agenda

· Secretary distributes agenda / materials

· Chair meeting

· Meet with Task force leaders 

· Review current status

· Confirm task on track / finished date
· Address any issues / problems


Chapter Meeting
June Chapter meeting should cover:

· New member orientation

· Welcome Guests and New Members

· CDC – any new items / issues / outcomes from Division AGM and / or from District Director

· Any issues to be voted on at the July International meeting should be brought to the chapter for discussion at June meeting – any materials pertaining to issues  should be distributed by email prior to the June meeting as pre-read documents

· Announce date, program and venue for Fall Conference – send  out “save the date” email

· Send credentials of delegates to International Convention (forms sent in May)

· Start new study group for November Exams

· Announce formation

· All participants to email Vice President with intention to join

· Establish venue for first meeting

· At first meeting, review recommended study materials, stylus, application packages, establish venue(s) for the rest of the meetings

· Establish study schedule of meetings
· Recap of Activities – successes and failures

· Announcement of Brainstorming Session July to set upcoming year’s activities, programming and direction of Chapter

· Dessert Topic

· Best Practices

· Program / speaker – usually a panel format

