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	2010

	Monthly Deadlines

	Newsletter
	· Article submission due by 1st of the month

· To editors by Friday a.m. following Board meeting

· To publisher from editors by Tuesday a.m. following Board meeting

· To chapter members by Monday a.m. week before Chapter meeting

	Meeting Press Releases
	· Flyer to Board, webmaster and publicity chair by Friday following Board meeting

· Posted to Web by Friday p.m.

· Press releases to newspapers by Tuesday, week before Chapter meeting.

	Board and Chapter Meetings
	· Distribute Board minutes to all members

· Distribute Chapter meeting minutes to all members

· Send a reminder to all members the week before each meeting

· Post Board and Chapter minutes to member only website

	Board meetings
	· President remind committee chairs to attend the Board meeting and give a report or send a report to the President if unable to attend

	In July
	· IAAP PATHWAYS TO EXCELLENCE PROGRAM
Members wanting to participate in the Member of Pathways to Excellence Program should download from the IAAP Website the Member of Excellence Commitment Form.  The Chapter President-Elect will have forms available at each chapter meeting. (For 2010-2011, the Vice President will handle this responsibility).
Chapter President shall sign the Chapter Member of Excellence Program Commitment Form for the Chapter and forward a copy to the Chapter’s Division Board Contact (for 2010-2011, Board contact is Cheryl Cook, CPS/CAP).
· A-O DIVISION PATHWAYS TO EXCELLENCE PROGRAM

Members wanting to participate in the A-O Division Member of Excellence Program should sign the Commitment Form and forward it to the Chapter President Elect (for 2010-2011, the Vice President will handle this responsibility). Members joining throughout the year can sign up when they join.  President Elect will have forms available at each chapter meeting. 
Chapter President shall sign the Division Chapter of Excellence Program Commitment Form and forward a copy to the Chapter’s Division Board Contact.

All members should maintain a copy.



	By July 1
	· Chapter President will submit Chapter Officers Listing and Chapter Committee Chairmen Listing to Headquarters.

	By July 5
	· Outgoing Chapter Treasurer will submit financial records to the Audit Committee.

	By July 13
	· Chapters not sending a Delegate to International Convention and Education Forum will submit their Proxy to Headquarters and notify Division President accordingly.  Must be postmarked by July 13.

	By July 15
	· Amended Bylaws & Standing Rules sent to Chapter members and Division Bylaws & Standing Rules Committee Chair for approval.

	July 18-21, 2010
	· Education Forum and Annual Meeting in Boston, MA, Hynes Convention Center.

	August 15
	· Application Deadline for Certification Exams in November.

	By August 15
	· Chapter Delegate to International Convention will submit Report to Chapter Members.

· Keep track on what Chapter has done for the year.  Report due to Division in January.

	September 1
	· Third Party Liability Due (every year)

· Marketing Plan Due to Division and published on web and newsletter.

· Reminder Strategic Plan due December 31 to the Division President.

	October 1
	· Chapter Meeting Dates and Program and Board Meeting Dates due to be published on web and newsletter.

	By October 5. 2010
	· Chapter Treasurer will provide first quarter Financial Report at the Board meeting.

	October 15, 2010
	· National Boss’ Day

	October 19-21
	· IAAP’s Annual Certification Conference in Portland, OR.

	November
	· Legacy Month – Chapter Treasurer send contribution from the Chapter.

	November 6-7
	· Certification Exams

	By November 15
	· Chapter Treasurer prepare 990N Form 

	December 31
	· Strategic Plan Due to Division President

	2011

	By January 8
	· Chapter Treasurer will provide second quarter Financial Report at the Board meeting.

	By January 10
	· Division Report due to Division President of what chapter has done for the year.

	By January 31
	· Treasurer IRS 1099 Due of speakers paid, use W9 speaker form to fill out form.  

	By February 1
	· Nominations Committee Chair will notify all Chapter members that nominations are being accepted for chapter officers and they must be submitted by April 15.

	February 15
	· Application Deadline for May Certification Exams.

	By February 28
	· Bylaws & Standing Rules Committee Chair will notify Chapter members that proposed amendments to Bylaws, Standing Rules and Procedures must be submitted by March 31.

	By February 28
	· Treasurer IRS Form 1096 due, use IRS Form 1099 to fill out form

	March 8-10
	· IAAP’s Annual Professional Education Conference in Reno, NV.

	April 1 
(Every 3 Years)
	· Chapter’s Position Bond Due through Tallman Insurance Agency and IAAP Headquarters (next due in 2012).

	By April 8
	· Chapter Treasurer will provide second quarter Financial Report at the Board meeting.

	By April 10
	· Division Secretary will notify Chapter Presidents and Division Members at Large of the time and place of Annual Meeting and request the names of Chapter Delegates and Alternates or signed Proxy by May 31 (60 days in advance of Annual Meeting).

	April 26, 2011
	· Nominations Committee Chair shall submit the slate of officers to Chapter members during the April Chapter meeting.

	April 24-30, 2011
	· Administrative Professionals Week (April 27 is APD).

	April 30
	· Bylaws & Standing Rules Committee Chair will submit proposed amendments to the Chapter members.

	May 1
	· Internal Audit Committee shall be appointed no later than the May Board of Directors meeting.

	May 7-8
	· Certification Exams.

	By May 13
	· Determine delegate and alternate to Division Annual Meeting.

	May 10, 2011
	· President send to Chapter officers and committee chairs a reminder and the format for written reports regarding their activities during the IAAP year to be included in the annual meeting program book to be due June 10.

	May 31
	· A-O Division Pathway to Excellence Program

Members – Deadline for members who have signed the A-O Division Member of Excellence Commitment Form to submit their Documentation Worksheet and supporting documentation to the Chapter’s Division Board Contact.

Chapter President – Deadline for the Chapter President to submit the Chapter’s Documentation Worksheet and supporting documentation to the Chapter’s Division Board Contact.

· Plan for June Chapter Annual Meeting, initiation of officers



	By June 1
By June Chapter Meeting

Is the Chapter Annual Meeting

	· IAAP Pathways to Excellence Program

Members – Deadline for members who have electronically submitted the International Passion and Purpose Commitment Form.

Chapter President – Deadline for the Chapter President to submit the Chapter’s Documentation Worksheet and supporting documentation to the Chapter’s Division Board Contact.
· Incoming Board prepare budget for new year for approval during June Chapter meeting. Approve Chapter Budget for new year

· President Elect will order plaque, if funds allow.

Chapter Treasurer will order new officer lapel pins and past president lapel pin for outgoing president

· June Board Meeting pick Top Recruiter member to be announced at the Chapter annual meeting.  Get information from Membership Chair.

· Chapter Annual Meeting Installation of new Board Officers

	June 24-26, 2011
	· A-O Division Annual Meeting in Bentonville, AR at the Bentonville Convention Center  hosted by the Benton County Chapter. 

	By June 10
	· Determine International Convention delegate and alternate.

	By June 30
	· IAAP Pathways to Excellence Program

Members – Deadline for members who have signed the IAAP Member of Excellence Program Commitment Form to complete the on-line submission form on the IAAP website.

Chapter President – Deadline for the Chapter President to complete the Chapter’s on-line submission form on the IAAP website.


