
RMPANA Board of Directors


          Orientation/Transition Checklist
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· ASPAN Overview-Organizational Chart, National Representatives, Directory, etc.

· RMPANA Overview—Organizational Chart, Current Officers/Committee Chairpersons

· RMPANA Website

· RMPANA Bylaws

· RMPANA Procedures

· RMPANA Job Descriptions for Specific Office/Committee

· Responsibilities of specific office/committee, including submitting report to Newsletter editor for each edition. (give examples of previous budgets, minutes, communications, committee meetings, committee calendar, etc.)

· Goals/budget projections & Mid-year/Year End Report/Budget Form with examples of completed forms, showing progression of goals and year end completion

· Submitting for reimbursement of expenses

· Mentorship of officer/committee chairperson by previous leader

· RMPANA Forms

· RMPANA Membership list

· RMPANA Board of Directors’ List/Phone numbers/Email addresses

· Officer/Committee Notebook/CD 

· RMPANA Strategic Plan/Goals

· Planning and Presenting officer/committee reports/yearly budget at Board of Directors’ meetings

· Protocol for Board of Directors’ meetings

· Minimum of two meetings yearly

· Additional meetings and notifying board members

· Meeting agenda/changes or additions

· Meeting format—Parliamentary Procedure

· Meeting minutes

· Procedure for conducting business/voting via email

· Newly Elected Officers/Appointed Committee Chairpersons’ attendance at Board Meeting prior to installation of officers at Component meeting.
· RMPANA Stationary
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