Typical APICS Chapter Timeline

Fiscal Year June - July


	Date
	Action
	Reference/Remarks
	Date Completed

	July
	BoD Roster
	Chapter Officer Roster Form (#01009)
	

	
	Join APICS Listserves
	www.apics.org
	

	
	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 

ABC’s of Parliamentary Procedures (#01072)
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003) 
	

	
	Develop Budget to Support Direction for Year
	Finance ‘C’ Manual (#01003) 

Incoming President’s Manual (#01011) 
	

	
	Review and Update Strategic Plan
	Strategic Planning Manual (#01029)

Chapter Development Manual (#01016)
	

	
	Review Chapter by-laws
	Chapter Development Manual (#01016)
	

	
	Attend Region 7 Meeting
	Region 7 Newsletter- www.apics7.org
	

	
	Nominate Region 7 VP
	Region SOP’s 
	

	
	Chapter Calendar
	
	

	
	Conduct Financial Audit-prior year
	Finance C Manual (#01003)
	

	
	
	
	

	
	
	
	

	
	
	
	

	August
	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 

ABC’s of Parliamentary Procedures (#01072)
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011)
	

	
	Approve Budget
	
	

	
	Approve Strategic Plan
	Strategic Planning ‘C’ Manual (#01029)
	

	
	Develop Marketing Plan
	Marketing ‘C’ Manual (#01030)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	September
	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011) 
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	October
	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011) 
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	Perform Annual Financial Audit
	Finance ‘C’ Manual (#01003)
	

	
	Attend Region 7 Meeting
	Region 7 Newsletter- www.apics7.org
	

	
	APICS International Conference
	www.apics.org
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	November
	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011)
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	File Tax Forms
	Finance ‘C’ Manual (#01003)
	

	
	IRS 990 Forms
	Deadline is November 15
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	December
	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011) 
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	January


	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011) 
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	February
	Monthly BoD Meeting
	Incoming President’s Manual (#01011) 

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011)
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	March
	Monthly BoD Meeting
	Incoming President’s Manual (#01011)

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011)
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	Assign Nominating Committee
	Chapter By-laws
	

	
	Attend Region 7 Meeting
	Region 7 Website (www.apics7.org)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	April
	Monthly BoD Meeting
	Incoming President’s Manual (#01011)

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	May
	Monthly BoD Meeting
	Incoming President’s Manual (#01011)

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011)
	

	
	Elections
	Chapter By-laws
	

	
	Transition Planning
	President’s Responsibility
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	June
	Monthly BoD Meeting
	Incoming President’s Manual (#01011)

ABC’s of Parliamentary Procedures (#01072)
	

	
	Approve Meeting Minutes
	Incoming President’s Manual (#01011)
	

	
	Review Financial/Bank Statements
	Finance ‘C’ Manual (#01003)
	

	
	Transition Meeting
	Incoming President’s Manual (#01011)
	

	
	Awards/Recognition
	Chapter SOP’s
	

	
	Installation of New BoD
	Chapter SOP’s
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