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INCOMING LOCAL CHAPTER PRESIDENT’S CHECKLIST

· Establish communication with vice chair of local chapter committee

· Review local chapter manual 

· Complete officer report form and return to national APHON office by deadline

· Activity report, membership list, financial report, group exemption letter due, and officers’ report* February 28
· *Note, officers’ report may be submitted anytime during the year when there is a change in the chapter leadership.
· Ensure local chapter officers and local chapter members are national APHON members

· Contact local chapter members for their national APHON membership number

· Contact national APHON office for a list of national APHON members 

· Ensure local chapter officers and committee chairs have understanding of their role and responsibilities

· Ensure local chapter bylaws have been updated within the past two years 

· Ensure a copy of bylaws have been submitted to the national APHON office

· Review past activities of local chapter, evaluate successes and activities needing improvement

· Develop local chapter goals (in cooperation with local chapter members) for upcoming year

· Oversee budget to ensure goals can be achieved for upcoming year

· Arrange bank signature card to be updated with treasurer and forward card to Nicole Wallace at APHON Headquarters for signature by the APHON Executive Director

OUTGOING LOCAL CHAPTER PRESIDENT’S CHECKLIST

· Review goals, activities, accomplishments of local chapter activities with incoming president

· Review annual report guidelines with incoming president

· Review local chapter bylaws, date of last review and changes, and verify that a copy has been submitted to the national APHON office

· Provide contact information of local chapter committee vice chair

· Provide orientation to local chapter resources on APHON website

