SWM, 1 September 2005

ATTACHMENT 4: CONTINUITY NOTEBOOK GUIDELINES

The minimum requirements for continuity notebooks are listed below.

1. Explanation of Office

-Copies of the pertinent sections from SWM and the respective Region manual. Important sections

should be noted by highlighting or underlining.

-Any additional duties assigned by the chapter/headquarters.

2. Expectations of Officer

-List of specific duties (correspondence, reports, activities, etc.)

-National/Region/Chapter Suspense Calendars.

3. Goals of Officer

-List of personal goals the officer would like to achieve during his/her term.

4. Accomplishments of Term

-List and explanation of goals that were met.

-List of any new programs established.

-List of any improvements made in established programs.

5. Ideas for Improvement

-List of suggestions for the incoming officer to improve efficiency, make unsuccessful

activities/programs more successful in the future, and other ideas for improvement.

6. List of Contacts

-National/Region/Chapter Staff Rosters, Chapter Membership Roster.

-Others, if applicable:

AAS Officer and Membership Rosters, Chapter/Local contacts

AFA Addresses, Alumni Addresses

Community contacts for projects

Bank contacts, Fund raising contacts

TV/Radio/Newspaper contacts, Printing contacts

Recruiting contacts

7. Forms/Correspondence

-Forms specific to office

-Copies of correspondence sent and received

Additional Section ideas:

Additional Sections with pertinent/useful information are encouraged. Such information should be current,

relevant to the office, detailed, and organized.

PRESIDENT - Chapter Manual/By-laws, Conclave Information, President's Reports, Staff Meeting Minutes.

VICE PRESIDENT - Inspections, Alumni Affairs, COP Program, Sister Chapter Information, AAS Relations, AFA Relations.

ACTIVITIES OFFICER (Chapter Level Only) - National Project/JNP/Community Project/Other Project Ideas, School Involvement.

SECRETARY - Chapter Meeting Minutes, Chapter Rosters.

TREASURER - Chapter Budget, Fining Procedures, Financial Forms.

DEVELOPMENT OFFICER - Publicity Tips, Chapter Newsletters, ON Silver Wings/Region Articles, Recruiting, Training program (meetings, minutes, tests), initiation planning details.
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