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	Task
	Person Responsible
	Date Due

	
	
	

	[bookmark: _Hlk519791027]Deciding the content for monthly agendas
	President
	1 week before monthly/quarterly meetings

	Preparing/ distributing monthly agendas
	Secretary
	1 week before monthly/quarterly meetings

	Send meeting minutes 
	Secretary
	1 week after monthly meeting

	Report checking account/CD balances
	Treasurer
	During monthly meetings

	Post quarterly meeting registrations
	Web Master
	2 months prior to scheduled meeting

	Review annual goals
	Board
	January meeting

	Review Rolls and Responsibilities of Board
	Board
	January meeting

	Review Bylaws 
	Board
	January meeting

	File annual E-990. Send a copy of the e-postcard to the Past President and Secretary
	Treasurer
	January meeting

	Send December meeting minute to board
	Secretary
	January meeting

	Send December CD and Bank statement to Past President
	Treasurer
	January meeting

	Send bank statements from prior year to Past President
	Treasurer
	January Meeting

	Send Affiliation Agreement to Past President
	President
	January Meeting

	Send E-Filing postcard of 990N Receipt to Past President
	Treasurer
	January Meeting

	Send a signed copy of bylaws to Past President
	President
	January 31st 

	Review and approve Financial Budget for current year
	Board
	January Meeting

	Send written notice to board of upcoming IAFN Main Officers meeting schedule
	Past President
	February Meeting

	Review evaluations from prior conference
	Board
	February Meeting

	Post Bylaws on web
	Web Master
	February Meeting

	Submit end of year documents- CC board
	Past President
	February Meeting 

	Select location of annual conference
	Board
	February Meeting

	Select topics for annual conference
	Board
	March Meeting

	Select topic for pre-conference for current year
	Board
	March Meeting

	Select Titles for pre-conference and annual conference for current year
	Board
	March Meeting

	Make reservations and complete contracts for conference site
	Secretary
	March Meeting

	Confirm Speakers for pre-conference and annual conference
	Board
	April Meeting

	Place deposit on conference site
	Treasurer
	April Meeting

	Search for restaurant for Pre-conference
	President Elect
	April Meeting

	Select restaurant for pre-conference
	Board
	April Meeting

	Send list of speakers, contact information, speaker bios, agendas advertisement and evaluation for Pre-Conference and annual conference to CE preparer
	Secretary
	May Meeting

	Search for Hotel for annual Conference
	President Elect
	May Meeting

	Make reservations and complete contracts for pre-conference site
	Secretary
	May Meeting

	Select Hotel for annual Conference
	Board
	May Meeting

	Place deposit on pre-conference site
	Treasurer
	May Meeting

	Select food for annual Conference
	Board
	June Meeting

	Select food for pre-conference
	Board
	June Meeting

	Post requests for hosting sites for upcoming year
	Web Master
	June Meeting

	Decide Fee to charge for Pre/annual conference
	Board
	June Meeting

	Post Save the Date for pre/annual conference
	Web Master
	July Meeting

	Decide who will attend the IAFN Main conference Chapter breakfast
	Board
	July Meeting

	Notify Main Chapter of Attendees for Chapter breakfast
	President
	August 1st 

	Arrange Chapter meeting at annual conference		
	President
	August Meeting

	Reimburse President or designated attendee for Main Conference Registration
	Treasurer
	August Meeting

	Open Conference registration on web
	Web Master
	August Meeting

	Send out notice of elections
	Secretary
	August Meeting

	[bookmark: _Hlk519755878]Post Notice of elections on web
	Web Master
	August Meeting

	Send out notice of nominations for annual award
	Secretary
	August Meeting

	Post notice of nominations of annual award
	Web Master
	August Meeting

	Send open election notice
	Secretary
	September Meeting

	Post open election notice
	Web Master
	September Meeting

	Bring IAFN Main Conference Gift to meeting
	Treasurer
	September Meeting

	Select who will introduce speakers
	Board
	September Meeting

	Obtain all handouts and PowerPoints for Pre/annual Presentations
	President Elect
	September Meeting

	Obtain copies of all materials to be distributed for conferences
	President Elect
	October Meeting

	Send notice of closed elections
	Secretary
	October Meeting

	Post notice of closed elections
	Web Master
	October Meeting

	Select Award recipient for Chapter award
	Board
	October Meeting


	[bookmark: _Hlk523839727]Notify Board of election results
	Web Master
	November 1st


	Purchase Award for Annual Award
	Treasurer
	November Conference

	Prepare calendar for the upcoming year
	Secretary
	November Conference

	Post calendar for upcoming year
	Web Master
	November Conference

	Schedule phone meetings for upcoming year- list on separate board calendar. Send to Old/New Board
	Secretary
	November Conference

	Pre-Conference Registration Sign-in
	Treasurer
	November Pre-Conference

	Introduction of Speakers for Pre-Conference
	President
	November Pre-Conference

	Pre-Conference Evaluations
	President Elect
	November Pre-Conference

	Pre-Conference CE Certificates
	Past President
	November Pre-Conference

	Payment of Pre-Conference food
	Treasurer
	November Pre-Conference

	Registration for annual conference
	Treasurer and President Elect
	November Conference

	Ticket Sales
	Treasurer and Past President
	November Conference

	Manage flow and needs of pre/annual conference
	President
	November Conferences


	Prepare Chapter affiliation agreement for next year
	Secretary
	November Meeting


	Attend meeting with new/old board members
	Board
	December Meeting

	Confirm Contact information for new board Send to Past President 
	Secretary 
	December meeting

	Review attendance and ticket sales from conferences
	Treasurer
	December Meeting


	Sign Chapter affiliation agreement
	Old/New Board
	December Meeting

	Give storage drive with business documents to new board 
	Secretary
	December meeting

	Give debit card and account books to new board
	Treasurer
	December meeting

	Give keys for bank storage to new board
	Treasurer
	December meeting


	Complete annual report 
	President
	December 31st 

	Send Expense Report to President 
	Treasure
	December 31st 

	Send Financial Statement worksheet to President
	Treasurer
	December 31st 

	Send Screenshot of web page to President 
	Web Master
	December 31st 

	Prepare Financial Budget for upcoming
	Treasurer
	December 31st

	Send Chapter Officer list for upcoming year to President
	President Elect
	December Meeting

	Send Quarterly Meeting minutes from year to President
	Secretary 
	December Meeting

	Send current membership list to new board
	Secretary
	December meeting

	
	
	

	
	
	

	
	
	



