PRESIDENT’S YEAR IN REVIEW


TelecomPioneer 
Chapter President’s Year

In

 Review

	December: (Before Term Begins)
	CHAPTER ACTIVITY
	REGION ACTIVITY

	December:

Cont’d
	· Finalize chairpersons for coming year. 

· Call Life Member Club Presidents and obtain upcoming year officers

· Finalize all projects and fundraising events for the coming year

· Plan for Telecom Challenge project due in April

· Set up Chapter Training Session

· Update Pioneer Book (if your chapter has one) and copy for all officers, chairpersons, and life member club presidents along with a new cover.  

· Roster

· Dates of Events

· Change/Stay for mileage

· Update Pioneer Award Information

· Update Roster

· Send out Chapter Meeting Letter to all officers, chairpersons, life member club presidents inviting them to attend (May combine with Chapter Meeting letter)

· Arrange for lunch at the training location

· Set up lodging for anyone needing to stay (if needed)
· CHAPTER ACTIVITY

· Set up #1 Chapter Quarterly meeting 

· Send out Chapter Meeting Letter to all officers, chairpersons, life member club presidents inviting them to attend

· Arrange for lunch at the meeting location

· Put together an agenda and send to VP to make sure everything is covered and copy for the meeting

· Gather correspondence from past quarter for secretary


	· Gather approval signatures for PAC and send to the PAC center

· Update the Chapter officer list and send to the PAC center

· Complete chapter budget and email to region VP and PAC center 

· Post new Chapter Organization Charts on the WEB

· Attend Monthly Region conference call

· Get a volunteer to write an article on a chapter life member for the Communicator.  Email to:

             Ron Simpson 

         repsimpson@msn.com
         Copy to Linda at

         ksteuerwal@aol.com.
REGION ACTIVITY




	JANUARY
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Preside at the 1st quarterly meeting of the chapter

· Provide the 1st page of the finance report to everyone (obtain updated 1 week before meeting)

· Move money if necessary

· Provide everyone with an agenda

· Give all correspondence to the Chapter secretary 

· Outline plans for the year

· Discuss plans for Telecom Challenge due April 1

· Give vision of what will be accomplished
· Process vouchers weekly

· Send out finance reports at end of month

· PTS hours – verify input


	· Attend monthly region conference call
· Submit Project:Connect “On the Spot” to Association by the 25th


	FEBRUARY
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Write an article for the chapter newsletter
· Send out finance reports at end of month
· Work on Telecom Challenge
· Process vouchers weekly

· PTS hours – verify input


	· Attend monthly region conference call
· Submit Project:Connect “On the Spot” to Association by the 25th
· Attend Annual Association Meeting



	MARCH
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Set up 2nd quarterly Chapter meeting 

· Send out Chapter Meeting Letter to all officers, chairpersons, life member club presidents inviting them to attend

· Arrange for lodging for anyone coming in 

· Arrange for lunch at the meeting location

· Put together an agenda and send to VP to make sure everything is covered and copy for the meeting

· Process vouchers weekly

· Send out finance reports at end of month
· PTS hours – verify input


	· Attend monthly region conference call
· Attend Region quarterly Face to Face Meeting
· Submit Telecom Challenge registration form
· Submit Project:Connect “On the Spot” to Association by the 25th


	APRIL
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Preside at the 2nd quarterly meeting of the chapter

· Provide the 1st page of the finance report to everyone (obtain updated 1 week before meeting)

· Move money if necessary

· Give all correspondence to the Chapter secretary 

· Provide everyone with an agenda

· Process vouchers weekly

· Send out finance reports at end of month

· PTS hours – verify input


	· Attend monthly region conference call

· Submit Project:Connect “On the Spot” to Association by the 25th



	MAY
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Process vouchers weekly

· Send out finance reports at end of month

· PTS hours – verify input


	· Attend monthly region conference call 

· Submit Project:Connect “On the Spot” to Association by the 25th



	JUNE
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Set up 3rd quarterly Chapter meeting 

· Send out Chapter Meeting Letter to all officers, chairpersons, life member club presidents inviting them to attend

· Finalize lodging for anyone coming in 

· Finalize lunch at the meeting location if needed

· Put together an agenda and send to VP to make sure everything is covered and copy for the meeting

· Process vouchers weekly

· Send out finance reports at end of month

· PTS hours – verify input


	· Attend Region quarterly Face to Face Meeting
· Attend monthly region conference call

· Submit Project:Connect “On the Spot” to Association by the 25th



	JULY
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Preside at the 3rd quarterly meeting of the chapter

· Provide the 1st page of the finance report to everyone

(Obtain updated 1 week before meeting)

· Move money if necessary

· Provide everyone with an agenda

· Give all correspondence to the Chapter secretary

· Make plans for the annual meeting and firm up duties

· Process vouchers weekly

· Send out finance reports at end of month

· Follow Chapter procedures for nominating committee and balloting for next year’s executive board

· PTS hours – verify input


	· Attend monthly region conference call

· Collect registration forms for region training session and forward to PAC 

· Submit Project:Connect “On the Spot” to Association by the 25th



	AUGUST
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Process vouchers weekly

· Send out finance reports at end of month

· Start write-ups for Association Awards due October 15th

· PTS hours – verify input


	· Attend monthly region conference call

· Send in Hall of Fame award winner write-up along with pictures to region rep

· Submit Project:Connect “On the Spot” to Association by the 25th



	SEPTEMBER
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Manage all aspects of the Chapter Annual Meeting

· Verify details with hotel

· Verify food choices with food manager

· Put together a folder for the podium of speeches and outline of agenda

· Have meeting at office for making packets Get gift for all attendees (optional)

· Get gifts for all speakers

· Send invitations for region VP and PAC to attend along with External Affairs directors/managers for area

· Arrange for installation officer

· Process vouchers weekly

· Send out finance reports at end of month
· Reading programs begin
· Make plans for Pioneer Week in November
· PTS hours – verify input 


	· Attend monthly region conference call

· Determine delegates for the Annual Region

· Submit Project:Connect “On the Spot” to Association by the 25th
· Attend Region quarterly Face to Face Meeting



	OCTOBER
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Set up 4th quarterly Chapter meeting 

· Send out Chapter Meeting Letter to all officers, chairpersons, life member club presidents inviting them to attend

· Finalize lodging for anyone coming in 

· Finalize lunch at the meeting location if needed

· Put together an agenda and send to VP to make sure everything is covered and copy for the meeting

· Process vouchers weekly

· Send out finance reports at end of month
· PTS hours – verify input


	· Attend monthly region conference call
· Work with the incoming VP and begin preparing the upcoming year’s budget and business plan
· October 15th is deadline for all Chapter award applications to be submitted
· Submit Project:Connect “On the Spot” to Association by the 25th


	NOVEMBER
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Preside at the 4th quarterly meeting of the chapter

· Provide the 1st page of the finance report to everyone

(Obtain updated 1 week before meeting)

· Move money if necessary

· Provide everyone with an agenda

· Give all correspondence to the Chapter secretary

· Finalize all plans for Region Training Session

· What to wear

· Training schedules

· Process vouchers weekly

· Send out finance reports at end of month
· PTS hours – verify input


	· Attend region Training Session

· Attend monthly region conference call

· Report to Region VP and PAC on how Verizon Grant money was spent

· Finalize budget and business plan for upcoming year and submit to Region VP and PAC

· Submit Project:Connect “On the Spot” to Association by the 25th



	DECEMBER
	CHAPTER ACTIVITY
	REGION ACTIVITY

	
	· Decide on appreciation gift for Chapter officers 

· Set up appreciation dinner 

· Get all records in order to pass to new Chapter President

· Process vouchers weekly

· Send out finance reports at end of month
· PTS hours – verify input


	· Attend monthly region conference call 

· Submit Project:Connect “On the Spot” to Association by the 25th



Additional Notes:
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