Council Monthly To Do Outline, Revised January 2011
1st week: 
Program Chair confirms speaker for this month

CEU Coordinator prepares certificates, sign-sheets & evaluation forms
Membership Chair prepares updated sign-in sheet for General Meeting & emails to Coordinator for Meeting Location (currently Ginny).
2nd week: 
President sends out email reminder



Membership Chair picks up mail

General meeting on 2nd Thursday of month




Committee sets up room, sound system, info table, food goodies, sign in sheets




Person bringing food acts as Greeter at door.




CEU Coordinator assists with sign-in, distributes certificates & evaluations
After General meeting:

Membership Chair sends new memberships to Mailing List Coordinator (currently Mel)
Membership Chair sends checks to Treasurer


Program Chair sends thanks to speaker(s)


VP sends welcome to first time attendees


CEU Coordinator tabulates CEU evaluation responses & forwards to board

If Board meeting this month:

President preps agenda for board meeting 

President sends email reminder re board meeting


Secretary mails minutes to board


Treasurer preps financial report


Membership Chair picks up mail prior to meeting


Committee chairs prep report for meeting

3rd week: 
Board meets on 3rd Thursday of January, March, May, July, September, November


Secretary prepares minutes after meeting

Webmaster (currently Paul) updates website re next month’s meeting

4th week:
President sends out email re upcoming meeting

