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The Activity Plan is designed to provide state and chapter leaders a month-to-month plan of activities to accomplish as well as pertinent dates to keep account of on a monthly basis. The items in this document are basic requirements and activities to keep your association healthy and successful.
To ensure activities are accomplished, it is recommended that state or chapter leaders take the opportunity to delegate activities to appropriate positions.  Some activities may also be delegated to promote volunteer involvement and interest.
For questions or assistance, please contact the ENA Component Relations department at componentrelations@ena.org or call Kari Zick, Manager, 847-460-4092, or Yuen Atkins, Coordinator, 847-460-4051.

Revised 5-3-2012
January

Key Activities
· Establish or maintain committees such as Education, Trauma Nursing, Pediatrics, Government Affairs, Nursing Practice, Membership, Research, or Institute for Quality and Safety, etc
· Plan to conduct at least one continuing education program during the year. Contact ENA Educational Services at 847-460-4123 for information on Contact Hours
· Establish a system for the selection of delegates and alternate delegates to the annual General Assembly.  Plan for partial or full funding of representatives (state councils)
· Set dates for business meetings, which should be conducted in accord with Robert's Rules of Order
· Schedule a meeting immediately prior to the 2012 General Assembly for discussion of proposed resolutions (available on ENA Web site July) (state councils)
· Prepare proposed bylaws and resolutions for 2012 General Assembly.  Submission deadline to ENA National office is March 2, 2012. Contact Kari Zick at componentrelations@ena.org for assistance with writing proposed bylaws and resolutions

· Plan the election of 2013 officers, which is to take place prior to the end of October (officers due October 31 in the state/chapter online management system) in accordance with ENA Procedures
· Set or update publication deadlines for the state council/chapter newsletter
· Ensure state/chapter Web site is up-to-date

· Ensure state treasurer has obtained and completed new bank signature cards
· It is required that there be at least three authorized signers to assure that there will be three people with the ability to access the account should one or more persons leave their ENA position.
· It is required that the state treasurer is the third signer to all chapter accounts in the event chapters maintain bank accounts separate from the state council (which is NOT recommended)

· State and Chapter Officers Orientation webinars are available on the ENA Web site in the Learning Management System (LMS)
· All state and chapter leaders are encouraged to participate
· Plan to attend State and Chapter Leaders Conference in February (all leadership positions for state and chapters are invited)
· Leaders who attend both State and Chapter Leaders Conference and Leadership Conference are eligible for a discounted rate for the Leadership Conference registration

· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active
January (continued)

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

· Ensure State and Chapter Annual Report is completed by January 31
· Ensure state budget is e-mailed to the Component Relations department by January 31 (state councils and separately incorporated chapters only)

Key Dates to Remember
1/3
Deadline for submission of articles for March 2012 issue of ENA Connection
1/6
Deadline for submissions for January Statebytes (Bi-monthly online publication for state councils and 1/9 
EMF/ENA Foundation Team Research Grant application deadline

chapters)
1/11
Housing deadline for Leadership Conference 2012
1/13 
January Statebytes will be e-mailed/available on the State Council and Chapter Online Management Area
1/15 
 Deadline date for submission of abstracts of research or evidenced-based practice projects to be considered for a paper or poster presentation at the 2012 ENA Annual Conference

(www.ena.org/research/abstracts)
1/16
Academy of Emergency Nursing Fellow applications deadline (Accepted via on-line application only)
1/16
Agenda item topics due to ENA executive services for the February ENA board meeting, New Orleans

1/18
ENA Board of Directors Meeting - conference call
1/23
Deadline for submission of articles for the March/April 2012 issue of the Journal of Emergency Nursing 

1/24
State Council Treasurer’s Conference Call, 3 – 4 p.m. Central Time

1/26
State Council President’s Conference Call, 4 – 5 p.m. Central Time
1/27
Board reports due to ENA executive services for the February ENA board meeting, New Orleans
1/31
2011 State/Chapter Annual Report due
1/31  
State Council/separately incorporated chapter’s 2012 Budget due to the ENA Component Relations
February
Key Activities

· Plan to attend State and Chapter Leaders Conference – New Orleans
· Prepare proposed bylaws and resolutions for 2012 General Assembly.  Submission deadline to ENA National office is March 2, 2012. Contact Kari Zick at componentrelations@ena.org for assistance with writing proposed bylaws and resolutions
· Plan for ENA National Award nominations. Look for ENA award nomination information in the ENA Connection or visit ENA’s Web site at www.ena.org .  Nomination deadline is May 1
· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
2/2
ENA Foundation State Challenge Campaign begins
2/8
State Council Trauma & Pediatric Chairperson’s Conference Call, 3 – 4 p.m. Central Time
2/6
Deadline for submission of articles for the April 2012 issue of ENA Connection
2/22
ENA Board of Directors meeting – New Orleans
2/22
ENA State and Chapter Leaders Reception – New Orleans
2/22-26
Leadership Conference 2011 – New Orleans
2/23
2012 ENA State and Chapter Leaders Conference – New Orleans
2/24
An ENA Foundation Event – “Masked on the Mighty Miss” 
2/24
ENA Foundation Management Board meeting – New Orleans
2/25
ENA Foundation Board of Trustees meeting – New Orleans
2/25
ENA Candidates Election Forum – New Orleans
March
Key Activities

· Begin call for delegate applications
· Begin to prepare IRS Forms for filing directly with the Internal Revenue Service. Every state council/separately incorporated chapter) has the responsibility to file an annual information return (Form 990 or Form 990-EZ greater than $50,000; Form 990-N-under $50,000) with the IRS for reporting financial activity. Deadline is May 15.  Contact ENA Component Relations for questions

· Chapters required to provide necessary financial records to state councils if applicable

· State councils/separately incorporated chapters are required to submit proof of filing by May 31.  Failure to submit by the deadline may result in suspension of charter.
· Remind members to confirm their membership status for the May 1 deadline in order to participate in the National ENA Election

· TNCC and ENPC state chairpersons receive instructor evaluation report on any instructors with scores less than 3.0 (via e-mail from ENA Course Operations)
· If there is no chairperson in the State Online Management area, the e-mail is sent to the state president
· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
3/1  
ENA Foundation/Sigma Theta Tau International Research Grant application deadline
3/2
Deadline for proposed ENA Bylaws amendments and resolutions for consideration at the 2012 ENA General Assembly (cf. October 2011, November 2011, December 2011, February 2012 issue of Connection)

3/2
Deadline for e-mailing/submitting inserts for the March Statebytes (Bi-monthly online publication for state councils and chapters)
3/5
Deadline for submission of articles for the May 2012 issue of ENA Connection
3/4-10
National Patient Safety Awareness Week

3/19
Agenda item topics due to ENA executive services for the May ENA board meeting,  Des Plaines, IL
3/19
Deadline for faculty and course submission for Leadership Conference 2013
3/21
ENA Board of Directors Meeting - conference call
3/23
March Statebytes will be e-mailed/available on the State Council and Chapter Online Management Area 

3/26
Deadline for submission of articles for the May/June 2012 issue of Journal of Emergency Nursing
3/30
Board reports due to ENA executive services for the May ENA board meeting,  Des Plaines, IL
April
Key Activities

· Continue to prepare IRS Forms for filing directly with the Internal Revenue Service. Every state council/separately incorporated chapter has the responsibility to file an annual information return (Form 990, or Form 990-EZ greater than $50,000; Form 990-N under $50,000) with the IRS for reporting financial activity. Deadline is May 15.  Contact ENA Component Relations for questions

· Chapters required to provide necessary financial records to state councils if applicable

· State councils/separately incorporated chapters are required to submit proof of filing by May 31.  Failure to submit by the deadline may result in suspension of charter.

· Final reminders to members to confirm their membership status for the May 1 deadline in order to participate in the National ENA election

· Remind members to vote in the National ENA Elections

· Monitor state/chapter Web site; ensure content is up-to date

· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
4/1
Call begins for the 2012-13 Annual Conference Committee, International Delegate Review Committee and Resolutions Committee
4/1
Call for ENA Foundation Board of Trustees nominations
4/15-21
National Volunteer Week
4/23
Deadline for submission of articles for June 2012 issue of ENA Connection
4/28-4/29
ENA Board of Directors Meeting – Des Plaines
4/30
Academy of Emergency Nursing EMINENCE Mentoring Program applications deadline
4/30
Deadline to submit online applications for the 2012-13 Annual Conference Committee, International Delegate Review Committee and Resolutions Committee

May
Key Activities

· Begin selection of delegates and alternate delegate to the 2012 General Assembly

· State Councils are notified regarding the maximum number of General Assembly delegates allowed to each state and delegate registration begins in state’s Online Management Areas

·  Annual Conference 2012 advance program in May issue of ENA Connection
· Annual Conference registration opens mid month
· National Election ballots mailed and e-mailed – encourage members to vote - National Election candidate information published in the May issue of ENA Connection
· File IRS Forms directly with the Internal Revenue Service. Every state council/separately incorporated chapter has the responsibility to file an annual information return (Form 990, or Form 990-EZ greater than $50,000; Form 990-N-under $50,000).  File for extension if needed.  Form 990N does not allow extensions.
· Upon filing with the IRS (by May 15) submit proof of filing to ENA National Headquarters by May 31 (requirement according to ENA Procedures) (includes state councils and separately incorporated chapters) Failure to submit by the deadline may result in suspension of charter.
· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
5/1
Deadline for current member status in order to be eligible to vote in the National ENA Election

5/1         Deadline for 2012 ENA Awards nominations

5/1
EMF/ENA Foundation Team Research Grant Award recipient notification
5/1
State Council Treasurer’s Conference Call, 3 – 4 p.m. Central Time
5/4
Deadline for e-mailing/submitting inserts for the May Statebytes (Bi-monthly online publication for state councils and chapters)
5/6
National Nurses Day (National Nurses Week - May 6-12)
5/9
State Council Trauma & Pediatric Chairperson’s Conference Call, 3 – 4 p.m. Central Time
5/1
Annual Conference scholarship applications available (when registration opens)
5/10
ENA National Election voting begins

5/15
Membership status deadline for determining number of Delegates/Alternate to General Assembly (states will be notified when delegate registration is open)
5/15
State council’s and separately incorporated chapter’s Tax documents filed with the IRS – Deadline 
5/16
ENA Board of Directors Meeting - conference call 
5/17
State Council President’s Conference Call, 4 – 5 p.m. Central Time
5/18
May Statebytes will be e-mailed/available on the State Council and Chapter Online Management Area
5/20-26
National EMS Week
5/25
Deadline for submission of articles for the July/August 2012 issue of the Journal of Emergency Nursing
5/31
ENA Foundation 2012 State Challenge Campaign Ends

5/31
Upon filing with the IRS (by May 15) submit proof of filing to ENA National Headquarters (state councils and separately incorporated chapters only)
June
Key Activities
· Continue selection of delegates and alternate delegates to the 2012 General Assembly
· Continue delegate registration in state council online management system

· Proposed bylaws amendment & resolution summaries published in the June issue of ENA Connection
· Begin process for state and chapter election of 2013 Officers. 2013 officers due in State and Chapter Online Management Areas on October 31

· Ensure Form 990 to the IRS has been filed (by May 15 or request extension)
· Ensure proof of filing Form 990 has been submitted to ENA National Headquarters by May 31 (requirement according to ENA Procedures) (includes state councils and separately incorporated chapters
· Call for State Council Achievement Awards is e-mailed to all state presidents and presidents-elect – award application is due December 31. Application is available in the state and chapter online resource center on the ENA Web site
· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
6/1 
ENA Foundation academic scholarships application deadline
6/1
Dissertation/Capstone Research Grant application deadline 

6/1
ENA Foundation Board of Trustees nominations application deadline

6/8
ENA National Election voting ends
6/11
Deadline for submission of articles for August 2012 issue of ENA Connection 
6/12
State Council Membership Chair Conference Call 3:00 p.m. CST

6/21
ENA Board of Directors Meeting – conference call 

6/29
Deadline for submissions for July Statebytes (Bi-monthly online publication for state councils and chapters)
July

Key Activities

· Delegate registration continues in the State Online Management Areas

· General Assembly Handbook, bylaws and resolution proposals posted to the ENA Web site

· Delegates/alternates, and state officers receive notification via e-mail when General Assembly materials are posted
· General Assembly materials and bylaw/resolution proposals now included in the ENAF jump drive that is offered to Annual Conference attendees for $30 fee.  This will allow all delegates to have paperless access at General Assembly
· Encourage all delegates and alternate delegates to attend the Delegate Training webinar  
· Determine if the state council will be applying for the State Council Achievement Award; award application due in the state’s document share area by December 31 (call along with the application went out in June); Application is available in the State and Chapter Online Resource Center on the ENA Web site 
· Monitor state/chapter Web site; ensure content is up-to date

· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
7/1
Call for the 2013 National Committees members begins
7/1
ENA Foundation – Vidacare Annual Conference scholarship submission deadline

7/1
ENA Foundation Jewelry Auction solicitation begins
7/9
Deadline for submission of articles for September 2012 issue of ENA Connection
7/13
July Statebytes will be e-mailed/available on the State Council and Chapter Online Management Area

7/18
ENA Board of Directors Meeting – conference call 

7/23
 Deadline for submission of editorial copy for September/October 2012 issue of the Journal of Emergency Nursing
7/31
Deadline to submit online applications for the 2013 National Committees
August
Key Activities

· Ensure delegates are entered into the Online Management Area by deadline

· Delegate/alternate delegate confirmation letters sent upon submission of delegates/alternate delegates in the online management areas

· Ensure delegates are reviewing the General Assembly materials and proposals located on the ENA Web site in the General Assembly area
· Encourage all delegates and alternate delegates to attend the Delegate Training Webinar
· Hold state delegate/alternate delegate meetings to discuss delegate process, proposals, etc.
· State and chapter election of 2013 Officers underway. 2013 officers due in State and Chapter Online Management Areas on October 31

· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
8/1
Academy of Emergency Nursing Board applications posted on-line
8/1
ENA Foundation Academic Scholarship recipient notification

8/1
ENA Foundation/Sigma Theta Tau International Research Grant recipient notification
8/1
ENA Foundation/Vidacare Annual Conference scholarship recipient notification
8/1
Deadline date for submission of abstracts of research or evidenced-based practice projects to be considered for a poster presentation at the 2013 ENA Leadership Conference
8/6
 Deadline for submission of articles for the October 2012 issue of ENA Connection
8/6
Agenda item topics due to ENA executive services for the September ENA board meeting, San Diego

8/8
State Council Trauma & Pediatric Chairperson’s Conference Call, 3 – 4 p.m. Central Time
8/14
State Council Treasurer’s Conference Call, 3 – 4 p.m. Central Time
8/16
Board reports due to ENA executive services for the September ENA board meeting, San Diego

8/17
 Delegate and Alternate Delegate registration deadline
8/22
ENA Board of Directors Meeting - conference call 
8/23
State Council President’s Quarterly Conference Call, 4 – 5 p.m. Central Time
8/31
Deadline for submissions for September Statebytes (Bi-monthly online publication for state councils and chapters)

8/31
ENA Foundation Jewelry Auction donation deadline
September
Key Activities

· Ensure state delegate/alternate delegate meetings have been held prior to General Assembly

· Plan now to send 2013 state council and chapter representatives to the 2013 State and Chapter Leaders Conference, Fort Lauderdale.  All officers, board members and chair positions are welcome. State and chapter officers must be input into state/chapter online management areas prior to registration
· Schedule officer transition and/or orientation meetings with outgoing and incoming officers

· TNCC and ENPC state chairpersons receive instructor evaluation report on any instructors with scores less than 3.0 (via e-mail from ENA Course Operations)
· If there is no chairperson in the State Online Management area, the e-mail is sent to the state president
· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

· Emergency Nurses Week is October 7-13 with Emergency Nurses Day on October 12  Start planning your celebration – Emergency Nurses Week items are available in the ENA Marketplace

Key Dates to Remember
9/3
Manage Delegate area in the Online Management Area CLOSED for changes
9/7
September Statebytes will be e-mailed/available on the State Council and Chapter Online Management Area

9/11
ENA Board of Directors meeting – San Diego
9/11
State and Chapter Leaders and Past ENA Presidents Reception – San Diego
9/12-13 General Assembly – San Diego 

9/13-15
Scientific Assembly – San Diego 

9/14
ENA Foundation Management Board meeting – San Diego 

9/14
ENA Foundation Event “A Night at the Ball Game – San Diego 

9/15
ENA Foundation Board of Trustees meeting – San Diego 
9/17
Deadline for submission of articles for the November 2012 issue of ENA Connection
9/21
Deadline for submission of editorial copy for November/December 2012 issue of the Journal of Emergency Nursing
October
Key Activities

· Prepare annual budget for next year with participation of incoming and outgoing state council officers
· Begin development of strategic planning process for the coming year

· It is recommended that the strategic plan is completed and approved by December 31 but no later than January 31.

· Ensure preparations are being made to complete the State Council Achievement Award application 

· 2012 Leadership Conference advance program included with ENA Connection
· State and Chapter Leaders Conference and Leadership Conference 2013 (Fort Lauderdale) registration opens online via ENA’s web site (mid October)
· Monitor state/chapter Web site; ensure content is up-to date
· Ensure officers for both state councils and chapters are entered in the online management system by October 31.  Those who pass the deadline are at risk for assessment monies to be held and/or charter dissolution

· Three tier states monitor chapters online management areas for prompt officer input
· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
10/1
Industry-Supported Research Grant application deadline
10/1
ENA Foundation Research Grant application deadline
10/7-13
Emergency Nurses Week (Emergency Nurses Day  10/10)
10/8
Deadline for submission of articles for the December 2012 issue of ENA Connection 

10/8
Deadline for faculty and course submission for Annual Conference 2013
10/15
Agenda item topics due to ENA executive services for the November ENA board meeting, Des Plaines

10/16
Academy of Emergency Nursing Board applications deadline
10/16
State Council Membership Chair Conference Call 3:00 p.m. CST

10/24
ENA Board of Directors Meeting – conference call  
10/29
Deadline for e-mailing/submitting inserts for the November Statebytes (Bi-monthly online publication for state councils and chapters)
10/29
Board reports due to ENA executive services for the November ENA board meeting, Des Plaines

10/31 
Deadline for 2013 state council and chapter officers to be inputted in the state/chapter online management areas
November

Key Activities

· State Council and Chapter Annual Report survey link e-mailed to all state council and chapter presidents late November. Deadline is January 31.  Annual report must be completed to be compliant with ENA Procedures
· Contact ENA Component Relations if you do not receive the e-mail by December 9

· Remind incoming officers to participate in the State and Chapter Leaders orientation webinars
· Schedule officer transition meetings to take place before December 31 (see officer specific Transition Checklist available in the State/Chapter Online Resource Center)
· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

Key Dates to Remember
TBD
Deadline to submit candidate Election Packets for the 2013 National Board of Directors and Nominations Committee 
11/6
State Council Treasurer’s Conference Call, 3 – 4 p.m. Central Time
11/7
State Council Trauma & Pediatric Chairperson’s Conference Call, 3 – 4 p.m. Central Time
11/6
ENA Foundation Management Board meeting

11/12
November Statebytes will be e-mailed/available on the State Council and Chapter Online Management Area
11/28-12/1
ENA Board of Directors Meeting, Des Plaines
December
Key Activities

· State and chapter officer transition meetings taking place prior to January 1 (see officer specific Transition Checklist available in the State/Chapter Online Resource Center)


· Ensure transfer of all necessary records and files to take place before January 1
· Finalize and approve the strategic plan and/or goals for the coming year

· Distribute to all incoming officers

· Ensure state treasurer obtains and completes new bank signature cards and return them to the bank promptly

· It is required that there be at least three authorized signers to assure that there will be three people with the ability to access the account should one or more persons leave their ENA position.
· It is required that the state treasurer is the third signer to all chapter accounts in the event chapters maintain bank accounts separate from the state council (which is NOT recommended)
· File change of address form with the IRS to ensure IRS correspondence is directed to the incoming  state treasurer (state councils and separately incorporated chapters only)

· Submit copy of change of address form to ENA Component Relations by December 31

· Ensure State Council and Chapter Annual Report (survey link e-mailed to all state council and chapter presidents) is being completed. Deadline is January 31.  Annual report must be completed to be compliant with ENA Procedures

· Contact ENA Component Relations if you have not received the e-mail with the survey link
· Ensure state/chapter Web site is up-to date with 2013 Officers, upcoming meeting dates and locations, educational conferences etc

State and chapter officers participate in State and Chapter Leaders Orientation webinars 
· Continue planning to send 2013 State Council and Chapter representatives to the 2013 State and Chapter Leaders Conference, Fort Lauderdale.  All officers, board members and chair positions are welcome.  State and chapter officers must be input into state/chapter online management areas prior to registration

· TNCC/ENPC/CATN Instructors By State Report available on the Web site to state presidents, TNCC/ENPC/CATN chairpersons and course directors
· Monitor instructor expiring status; follow up to ensure they remain active

· Run membership lists from the Online Management Area

· Send welcome letters to new members (include upcoming meeting dates,  educational opportunities, various benefits, volunteer opportunities)

December (continued)

Key Dates to Remember
TBD
State and Chapter Leaders Online Webinars available

12/1
ENA Foundation Research Grant recipient notification

12/1
ENA Foundation Leadership Tapestry Scholarship application deadline

12/3
Deadline for submission of articles for the February 2013 issue of ENA Connection
12/6      State Council President’s Quarterly Conference Call, 4 – 5 p.m. Central Time
12/30
ENA Foundation Leadership Tapestry Scholarship recipient notification

12/31
Deadline for State Council Achievement Award Applications
12/31
File change of address form with the IRS to ensure future IRS correspondence is directed to the incoming treasurer (state councils and separately incorporated chapters only)
12/31
Copy of change of address form submitted to IRS to ENA Component Relations (state councils and separately incorporated chapters only) 
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