KACHINA EAST VALLEY CHAPTER IAAP

Chapter Board Timeline
KACHINA EAST VALLEY CHAPTER IAAP

Chapter Board Timeline

MAY

CPS/CAP Exams

Annual business meeting (President and Board)
· Election of officers

· Presentation of year-end reports (committees, board members)

· Presentation of year-end financial/budget report
· Present, vote on proposed bylaws changes

· Review bylaws/standing rules changes to be presented at International

· Review bylaws/standing rules changes to be presented at Division Annual Meeting

· Review candidates for International board

· Review candidates for Division board

· Other business

· Announce EOTY 

· See script for other items

New President starts working with outgoing President to prepare for June board meeting (first meeting conducted by new President)

Finalize plans for June banquet (Outgoing and Incoming Board)
· Determine who’s getting recognized
· Outstanding committee

· Outstanding new/seasoned members

· Finalize pins, plaques, awards, gift certificates, etc.

· Special guests

· Program, script
· Decorations, food, etc. 
· Prepare certificates, awards, etc.
Perspective:  
· Officers’ and committees’ year-end reports

· Accomplishments, year-end goals review
· Recognitions

Finalize auditor (Treasurer)
After election of new officers:

· Register delegate/alternate for Division Annual Meeting

· Register delegate/alternate for International

· Send 2006-2007 International Director Listing forms to HQ (listing new officers and committee chairs)

Joint meeting with new board members

· New and current board collaborate on planning the annual banquet 
· Determine June board meeting date, time, location (first board meeting of new board) 

· Determine summer strategic planning retreat date, time, location and announce to chapter

New president starts working on acceptance speech for June meeting, theme, personal goals, vision, etc. for year

JUNE

Division annual meeting

· Delegate and alternate attend, vote, prepare reports (for reporting to chapter in fall)

Installation banquet

· Year-end accomplishments, history
· Awards and recognition:  committees, outstanding members, board, years of service awards, EOTY
· New board shadows the current board and assists with the banquet
Update website with new board member information after banquet

June board meeting presided over by new President with new board
· Determine board meeting schedule, location

· New board orientation (old board transfers to new board)

· Prepare for retreat

· Old/new president and treasurer start working on new budget

Treasurer:  

· Closing of books and hand off to auditor

· Change signers on account to new treasurer and president

New board starts studying resource materials, timeline, etc. to prepare for the new year

VP of Membership collects/summarizes data from membership satisfaction survey, for discussion at retreat
Delegate/alternate prepare for International (read materials, prepare schedule, etc.)

JULY

Strategic planning retreat with chapter

· Review year-end successes

· Discuss survey results

· Formulate goals, objectives, strategic priorities, programs, committees, fundraising plans, community service, etc.
· Summarize results for distribution to chapter and for tracking of goals
· Form committees

Board meeting 
· Review carryover items from last year

· Work on new year’s budget

· Review timeline for year and start planning for major events (
Impact, educational event, fundraising, etc.)
· Get committees started
International

· Delegate/alternate responsibilities at International (meet candidates, attend parliamentary briefings, business sessions, all voting sessions)
· Prepare delegate/alternate reports for reporting to chapter in the Fall
Complete or update IAAP Directory Listing forms with new board member and committee chairs information

AUGUST

Plan September chapter meeting

President:

· Write article for first ICON issue 

· Article for Perspective

Plan social event to keep members connected?
Finalize budget

SEPTEMBER

Reports from Division Annual Meeting and International

Report goals/objectives, committees, etc. from retreat

Approve May, June meeting minutes

Year-end financial report and submit new budget to chapter for approval
Announce theme for year

Install any new members gained since May, recognize their sponsors, schedule new member orientation
Recognition of new CPS/CAP holders from May exam

Fall fundraiser?
Promote fall CPS/CAP exams

OCTOBER
NOVEMBER

CPS/CAP exams

RTF awareness month
Start working on Avery awards application

Start on article for January ICON

DECEMBER

Finish Avery awards application

Holiday social?

President:  1st quarter article for ICON (due January)

JANUARY

Submit Avery awards application

Start talking about the May certification exams

Division educational seminar?

Immediate past president chairs the Committee for Nominations-start scouting for  board candidates

FEBRUARY

Submit nomination for IAAP Award for Excellence

Prepare nominations for division officers and division bylaws changes and share with chapter
Finalize Committee on Nominations

MARCH

Committee on Nominations working on slate of officers 
Nominations for division officers due

Proposed division bylaws amendments due

Year-end article by president for the April ICON (final issue of year)
APRIL

APD event? 

Present slate of officers to chapter (Committee on Nominations)

“Introduction to the board” training for board candidates (President, Immediate Past President)

Prepare for annual business meeting (President and Board)

· Plan agenda

· Write script

· Appoint Tellers Committee if needed

· Prepare meeting materials (bylaws, candidate information, agenda, etc.)

· Distribute meeting materials to chapter/load on website

Start planning June banquet

· Theme

· Invite someone to install new officers (division president?)

· Invite past presidents, special guests, other dignitaries

· Determine who to recognize

· Order plaques, awards, certificates, pins, gift for EOTY

· Prepare thank you to EOTY

Register for International 

Register for Division Annual Meeting

Send well-wisher ads for Division Annual Meeting

Year-end report by president for Division Annual Meeting book

Prepare :

· Year-end reports by officers, committee chairs

· Status on goals/objectives

· Recognitions 

Distribute annual member satisfaction survey

Distribute outstanding seasoned and new member ballots

ONGOING
Each month:


Hold board meeting:  by phone, in person, by email 

Prepare for the next chapter meeting

Recognition: 

· membership renewals

· new members and their sponsors 
· certification 
· recertification

· good news about members

Promotion of certification

Installation/orientation for new members as needed
Social/networking events

Think of succession planning during the whole year.  Mentor and encourage the rising stars.  Who will be your successors next year?  
Monitor committees

Monitor progress on goals

Marketing 

Ways/Means 
President:  

· Write monthly column for Perspective 

· Write quarterly chapter update for ICON

· Upward communication:

· Keep division president, district director, HQ informed of successes or best practices
· Respond to surveys from HQ on behalf of chapter
· Lateral communication:  keep board informed of information from division, International, HQ, other chapters
· Downward communication:  distribute pertinent information to members from HQ, division, International
· Respond to emails from members outside the chapter,  other presidents, potential members referred to you
Webmaster keep website updated and current
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