OEAFCS President’s Calendar of TASKS & EVENTS “Year at a Glance”
	JANUARY
	FEBRUARY
	MARCH 
	APRIL
	MAY
	JUNE

	· Inquire with OCES Adm. regarding $ support for PILD for the VP Public Affairs (1st term) Pres. Elect (2nd term).  Encourage application for FCS Foundation Scholarships and LDCE Grant to assist with funding this trip.  1st Timers Scholarship through NEAFCS.
· Early bird registration for JCEP due (by check JCEP web site. President goes 1 year and pres-elect during the 2nd year of office)
· Correspondence as needed re. OEAFCS election of officers, VP Prof. Devel for conference, VP Awards for award deadline and submissions.
Bi Annual Extension Conference Year 

· Work with Conf. committee for Winter Business Meeting schedule, location and needs.

· Member and Officer “reminders” regarding OEAFCS Mtg.  Send meeting notice and agenda.  
· Preside over the meeting.  Appoint minute reviewers.
Update Membership Email List serve for future correspondence and E-Enterprise distribution.  

	· PILD Scholarship from NEAFCS - applications due 2/15 send reminder to participant!

Even Years 
· JCEP Conference:    President elect attends 
Odd Years 

· JCEP Conference: President attends 

OEAFCS Annual Meeting Preparation:  

· Invite Association of County Commissioners of Oklahoma (ACCO).
http://www.okacco.com
President & Executive Director to OEAFCS Conference
· Prepared guest list (Secretary has one devised from previous year) for OEAFCS Awards Luncheon/forward to Secretary, who sends invitation letters to OEAFCS Award Luncheon guests & DASNR Administration.
Make contact with OCES Administration to have dates put on their calendars for awards luncheon and board breakfast. Work with Joyce Martin on this.
Notify Dr. Trapp’s Office with the Name of who will be attending PILD for OEAFCS.  


	· Solicit “concerns” of membership via OEAFCS District Directors to forward to OCES Administration group.  Work with Joyce Martin and she normally facilitates for the board breakfast and meeting.  
· Work with FEW President to make certain that FEW has OEAFCS Registration and the VP has a meeting location for them at the hotel (usually lobby). 
· Prep proposed Agenda & hold OEAFCS Pre-Conference Board Meeting

· Prep proposed Agenda for OEAFCS Annual Session Business Meeting.  Member and Officer “reminders” regarding OEAFCS Mtg.  Send meeting notices and agendas.
· Prep proposed Agenda for OEAFCS Post Board Meeting (1st Year only).  2nd Year post board is conducted by incoming President. 
· VP for Awards & Rec. communicates w/OHCE President &/or OHCE State Cultural Enrichment Chair re: presenting Norma Brumbaugh Scholarship @ OEAFCS—be sure to include on guest list
· Contact/appoint reviewers for Minutes of Pre-Conf. Board, Adm. Breakfast Mtg., Business Mtg. & Post-Conference Board Mtg.
· Prepare article for OEAFCS “e Enterprise” newsletter (could be March or April) 

	· Send list of concerns to Joyce Martin for DASNR & CHES Adm. to address at OEAFCS Spring Mtg.
· Copy list of concerns for membership & provide at meeting.
· Nice touches may include items like corsages for retirees, past presidents, personal gifts to mentors, etc.

· Prep invitation to NEAFCS for members/FEW
· Take Cloe Bryan Applications (blank and any received), ballots and past winner list to the Pre-Board Meeting.  This award is nominated and selected by the board.
Even Years 
· PILD/Virginia, Washington DC – attended by Pres.-Elect 
· New President (outgoing Pres. Elect) presides over OEAFCS Post Board Meeting/ first Agenda to prep 
*standing item is voting on “state’s table” for NEAFCS.
· After President’s installation (first year) appoint two Past OEAFCS Presidents, to serve with the immediate Past President (Chair) on the Past President’s Award Selection Committee—appointees serve a two year term the same as your term.
· Appoint an Audit Committee matching President & Treasurer’s term – Past and Current Presidents and Treasurers, plus 3 members is standard.  
Odd Years 
· PILD/Virginia, Washington DC – attended by VP Public Affairs 
· Preside over Pre and Post Board Meetings, and Business meeting.
	· Update OEAFCS officers list to include new names and send to NEAFCS Exec. Director and Southern Region Director.

(form on NEAFCS web site)

· Update the letterhead.

· Send both documents to the VP member resources to update on the website.
· Research NEAFCS “State’s Night Out” The most important thing you will do.  Do this early so you can get a good restaurant.  Keep confirmation documents from the restaurant.
· Consider to prepare CE-FCS

   Ambassadors grant application to fund potential leadership training needs (due July 1, annually) 
· Register and reserve hotel for NEAFCS – Early Bird Deadline is normally June 15th 

· Attend the OAE4HA Award Banquet or send a representative.  Take a small item for their auction fundraiser.  

	· Send message to all membership with encouragement to attend NEAFCS Meeting, include State’s Night Out information. Before June 15th deadline.
· Secure early bird registration list from NEAFCS office; send to Dr. Trapp’s Office.  Include the names and “cap” amount claimed to admin funds.

· Double check with State Specialist and FEW members to determine if they are attending NEAFCS.

· Make an email “group” for those attending NEAFCS for future messages. Include Dorothy Wilson from Langston on these messages.    
· May consider an online Executive Board meeting in June or July if needed.
· Work with Past President and District Directors to secure items for state’s fundraising table and Silent Auction donation

· Reminders – Reserve State’s Table (Treasurer) and corsages for DSA and CE (VP for Awards duty).  Forms will be send to you from NEAFCS.


	JULY
	AUGUST
	SEPTEMBER
	OCTOBER
	NOVEMBER
	DECEMBER

	· Assist members with travel questions and details throughout the summer.
· Send a reminder about submitting out of state travel requests.  Get Account # and routing information from Dr. Trapp’s Office and forward to the group.

· Send names of OEAFCS Voting Delegates at NEAFCS due by mid-August 
· Contact Dorothy Wilson (Langston University) and any FEW members registered – special invitation to State’s Night Out.
· Send messages to Delegates attending who are eligible for OEAFCS Professional Development Funds – Voting Delegates, DSA and CE.  Attach the “Request of Funds” form.
· Notify Board members who are not attending NEAFCS for them to solicit members to attend Nat’l leadership sessions @ NEAFCS Meeting – this would be officer and/or committee meetings.
· Attend the OAEAA Award Banquet or send a representative.  Take a small item for their auction fund raiser.
	· Submit OEAFCS “Voting Delegates” names for NEAFCS, due mid-month
· Double check on corsages for DSA & CE order from Treasurer and VP Awards.
· Solicit “Silent Auction” items for NEAFCS – usually this is 1-2 small items.

Mid-Summer NEAFCS Delegate message: 

· Poll members re: any “votes” to be held at Nat’l Meeting

· Forward opportunities for Nat’l Committee service.  Secure any volunteers requested by Southern Region or NEAFCS.

· Make members aware of “application” process for NEAFCS Committees
· Ask for volunteers to cover times for the State’s Sales Table.
· Try to get cell #s for all attending. This is valuable once there to let people know about changes and if a voting delegate doesn’t show up.

Consider preparing a LDCE application for fund leadership training needs of OEAFCS members – due 8/15

	· Confirm State’s Night Out reservation/arrangements
· If not already completed:   Send out “State’s Night Out” info—address, phone; teaser info; menu/pricing, map, directions, estimated cost of cab, dress code

· Ask State Treasurer for 2 signed checks to carry to NEAFCS or to take checkbook with if attending (didn’t need this)
· Make arrangement for State Photo(s) at NEAFCS. Normally scheduled directly before leaving for State’s Night Out dinner.
· Assign someone or pick up corsages for DSA/CE

· Have all members sign Thank You card for Administration.

· Include Dorothy Wilson (Langston University) in all state events at NEAFCS.
· Prepare article for OEAFCS “e Enterprise” newsletter
	· Send OEAFCS Treasurer receipts/claim form for Nat’l Meeting expenses.
· Encourage other Nat’l Meeting participants to send Treasurer their expenses/form in timely fashion.  Include “Acct. #” information for claiming OCES funds in the message.
· Send appropriate “Thank You!” for $ support provided by DASNR Adm.  (often a card signed by all attending, with a photo of the group on NEAFCS Awards Night
· Ask OEAFCS Officers/Committee Chairs to send estimated Budget Request to State Treasurer for next year.

· Prepare President’s Report for Faithful Extension Workers (retirees) Meeting (they meet in October).   Attend FEW Meeting or send a representative when invited. 

· Watch for request & prepare updated chart of OEAFCS officers for Southern Region Director and NEAFCS Mgt. Office.

· October is the usual month for a board meeting.  On-line works well for this.  Prepare agenda, send out meeting notices and correspond with board on reports. 
	· Prepare & distribute proposed Agenda for winter OEAFCS Mtg.  Contact/appoint reviewer for Minutes, and officers for reports. – For meeting held in December during 4-H/FCS in-service held in even years 

· Encourage members to work on award applications now!
· Encourage officers/com chairs to share updates with members via Dist. Directors at upcoming District FCS In-services

	· Any reminders regarding fundraisers to membership

· File Affiliate Report of Officers & Committee Chairs by Jan 1; - Ask for 2-3 officers to review before submission.  Sent to NEAFCS Exec. Dir. & Southern Region Director
· Work with Kimberly Williams as notification for NEAFCS Impact Submissions are available.  Be sure to let Dr. Atiles know she is greatly appreciated!
*Revised Document 2016


Challenges:  tracking “new retirees” - make sure they are invited & recognized at Spring Session; requires coordination between VP Awards, Secretary, President and FEW President.
“To do” list:  BE SURE TO PREAPRE & SUBMIT OUT OF STATE TRAVEL REQUEST w/appropriate lead time for PILD, JCEP and NEAFCS Meetings  Maintain updates to FEW/Life members, share updates w/DASNR Adm. and CHES Alumni Relations Office.   Also helpful to serve as “reviewer” for all meeting Minutes, printed programs, etc. even when others are appointed.
