Chapter President’s Checklist Template

	January (this year)
	

	1/2
	Promote International Workshop and enlist attendees
	

	1/15
	Past President updates new Officers in Connect
	

	1/31
	Send out Treasurer's Report
	

	1/31
	Set up draft Chapter Budget
	

	1/31
	Set up proposed Chapter meeting dates
	

	1/31
	Complete Officer Training/Orientation/update presentation & discussion
	

	1/31
	Finalize roles &  responsibilities for each officer 
	

	1/31
	Set up Board Meeting dates
	

	1/31
	Meet w/Board  & discuss plans – Strategic first, then Operational,  others
	

	1/31
	Ensure any Evidence uploaded for Circle Award
	

	
	
	

	
	
	

	February 
	

	2/28
	Draft Strategic Plan 
	

	2/28
	Draft Operations Plan
	

	2/28
	Draft Communications Plan
	

	2/28
	Draft Member Retention Plan
	

	2/28
	Draft Ambassador Plan
	

	2/28
	Ensure any Evidence uploaded for Circle Awards
	

	
	
	

	
	
	

	April
	

	4/15
	Last day to submit Strategic Plan for full credit for chapter awards
	

	4/15
	Last day to submit Operations Plan for full credit for chapter awards
	

	4/15
	Last day to complete Communications Plan for full credit for chapter awards
	

	4/15
	Last day to complete Member Retention Plan for full credit for chapter awards
	

	4/15
	Last day to complete Ambassador Plan for full credit for chapter awards
	

	4/15
	Ensure Plan Evidence uploaded for maximum Circle Award points
	

	4/30
	Promote International Symposium and enlist attendees 
	

	
	
	

	
	
	

	May
	

	5/15
	Upload Plans & Evidence if not done by April 15, for reduced Circle Award points
	

	5/31
	Finalize registrations for International Symposium
	

	
	
	

	
	
	

	June
	

	6/15
	Last date to upload Plans  & Evidence for any Circle Award points
	

	
	
	

	
	
	

	July
	

	7/31 
	Develop List of Chapter Officer Candidates
	

	7/31 
	Review/update Member Recruitment Plan
	

	7/31 
	Review/update Communications Plan
	

	7/31 
	Review/update Ambassador Plan
	

	7/31 
	Ensure any Evidence uploaded for Circle Awards
	

	
	
	

	
	
	

	September
	

	9/30  
	Publish Officer Candidate Bios
	

	9/30  
	Develop Chapter Survey for member interests for next year’s plans
	

	9/30  
	Ensure any Evidence uploaded for Circle Awards
	

	
	
	

	
	
	

	October
	

	10/31 
	Hold Elections for Chapter Officers
	

	10/31 
	Transmit Chapter Survey for member interests for next year’s plans
	

	10/31 
	Ensure any Evidence uploaded for Circle Awards
	

	
	
	

	
	
	

	November
	

	11/15
	Identify and prepare recognition notice/letters/awards for Board and Chapter Members
	

	11/30 
	Transmit Election results to INCOSE
	

	11/30
	Prepare /schedule Training Session for new officers
	

	11/30 
	Analyze Survey of members interest for next year’s plans
	

	11/30 
	Publish Survey results/analysis
	

	11/30
	Ensure any Evidence uploaded for Circle Awards
	

	
	
	

	
	
	

	December
	

	12/5
	If possible, conduct Officer Orientation/Training in December
	

	12/15 
	Recognize Board and Chapter Members
	

	12/15
	Promote International Workshop in January and enlist attendees 
	

	12/15 
	Ensure all Evidence uploaded for Circle Awards
	

	
	
	

	January (next year)
	

	1/6 
	Ensure All Evidence uploaded for Circle Awards
	

	1/8 
	Certify and upload completed  Circle Awards Spreadsheet for previous year 
	

	1/15
	Update new Officers in Connect
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