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August
· Chair-elect along with Chair and Past Chair vote on ISC Steering Committee candidates

· Chair-elect with Chair may want to begin inviting/scheduling Executive Board, ISC Steering Committee liaison and President-Elect to Section business meeting

· Banquet Event Orders are due 

September

· Sept. 12 – Legislative Update Conf. Call (subject to change)
· Sept. 12 – Executive Board Conf. Call

· Sept. 19 – ISC Steering Committee Conf. Call (subject to change)
· Sept. 27 – First day exhibitors ship booth material to warehouse
· Leaders notified of outcome of leadership appointment process

· Appoint Newsletter Editor, Web Editor and Committee on Membership Rep., in order for them to attend committee meetings at Annual Meeting

October

· Oct. 11 – Last day to submit check request to have a check cut prior to or at the Annual Meeting
· Oct. 17 – ISC Steering Committee Conf. Call (subject to change)
· Oct. 21 – Deadline for arrival of shipments at the advance warehouse without surcharge
· Oct. 27-28 – Executive Board Meeting

· Oct. 28 – First day Washington Convention Center receives material directly shipped to premises.

· Oct. 29 –ISC Meeting (Annual Meeting)

· Oct. 30 – Nov. 2 – APHA Annual Meeting – Denver, CO
· Oct. 30 –ISC/CoA Meeting
· Oct. 31 – ISC/CoA Candidate Forum
**Chair-Elect Information in green**

October (continued)

· Work with Chair and Governing Councilors to stay abreast of issues/policies/candidates that will be voted on before the Annual Meeting

· Work with Chair to ensure that all Governing Councilors’ documents are collected and that their proxies are assigned.

· Schedule a time in which you can discuss the future of the Section with the current Chair.  Items that should be discussed include:

· Budget
· Goals of Section
· “Lessons Learned as Chair”

· Unresolved Issues

November

· Nov. 2 Newsletter/Web Editor and COM Rep. Meeting.  2011 Chair-Elect is welcome to attend, if individual cannot make it

· Nov. 2 - Conduct the last section’s business meeting (varies from Section to Section)

· Nov. 3 – Program Planning Committee Meeting
· Nov. 11 – Veteran’s Day - APHA office closed 

· Nov. 16 – Section Chair provide names of Nomination and Awards Chairs, Student Liaison, and Committee on Membership Representatives to Natasha.williams@apha.org

· Nov. 23 - Follow-up with Past Chair (2010 Chair) to verify whether Section Report has been submitted.
December

· Appoint other committee chairs
· Follow-up with Membership Chair, Newsletter Editor and Program Planner to understand what they learned at their respective APHA committee meetings


Refer to “Surviving Your Year(s) in the Hot Seat” guide & Section Leadership 

Calendar for more details
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