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[bookmark: _GoBack]1.  Each regional coordinator (RC) will maintain an email list for each of the subdivision presidents/contact in their region. RCs will make contact with all subdivisions in their region a minimum of six times per year.  Each regional coordinator will attempt to attend as many subdivision conferences as possible.  
2. Each state/province is encouraged to share information regarding activity with their RC so the RCs can pass on the information for sharing with the Executive Board and within the CCBD newsletter.
3. Each subdivision is required to maintain and share the Unit Officer Form and Annual Report with the Regional Coordinator and the Regional Services and Membership (RSM). These forms should be submitted annually by September 1st. RCs are responsible for retrieving these forms from the states or provinces within their Region and share with the RSM. The RSM will maintain the forms and reports for all states and provinces.
4.  If a subdivision does not send the required documents by September 1st, the RCs will inform them and an alert to the RSM chair will be sent.  After three efforts to reach a subdivision contact with no response, the RC will make a personal phone contact with the president/contact. The RC will also try to contact other listed board members on the previous Unit Officer Form.  If there continues to be no response, the RSM will attempt to make contact and inform them that if not responding, their subdivision will be considered inactive. If there continues to be no response, the state/province will be listed as inactive. At that point, the regional coordinator will assume the responsibility of reactivating the subdivision. The RSM will present the information to the CCBD Executive Board. 
4. The RCs will send an email to all subdivision members within that state or province to notify them that their subdivision is in jeopardy and has become inactive. This provides them an opportunity to come forward with information about activities or the desire to become more actively involved.
