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SUMMARY


SAE SECTION


ANNUAL PLANNER
This summary highlights key activities and programs that you as Sections and Groups are encouraged to participate. 
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Monthly
· Section should update meeting information on website monthly.  This information is automatically sent to SAE Update for publication.

· Section should forward governing board minutes and meeting  notices  to HQ.  





June  
· Review  Worldwide Section Operations Manual (on the Web)

· Hold transitional governing board meeting.

· Conduct Section/Group/Division Self-Assessment as part of planning  process.

· Review each governing board member’s and committee chair’s responsibilities.

· Provide copies of member roster to all board members; from this list, appoint committee chairs.

· Inventory section supplies - order if necessary from SAE International

· Train incoming Board members.

· Send the Financial Plan and Report  to HQ by August 1st.  






MONTH

ACTIVITY
BOARD MEETING

DATES

SECTION  MEETING


DATES

July
· Send the Financial Plan and Report  to HQ by August 1st.  .

· Meet with Section Delegate to SAE’s Annual Nominating Committee (ANC).  Review candidate(s) for consideration.  Nominations December 1st.

· FOR SAE GROUPS:  Submit request for section status.

· Activate Company Rep program.

· Follow up on committee appointments.

· Return biography/photograph to SAE Member Benefits & Section Programs by September 5.  To be published in UPdate.

· Submit petition for special program allocation, if needed.





August 
· Financial Plan and Report due to SAE International   (due Aug 1).

· If applicable, submit petition for section affiliation to SAE International.

· Vice Chair Student Activities should contact student groups as school year begins.

· Discuss status of A World in Motion plans with Vice Chair Math & Science.

· Return biography/photograph to SAE Member Benefits & Section Programs by September 5.  To be published in UPdate.





September


· Return biography/photograph to SAE Member Benefits & Section Programs by September 5.  To be published in UPdate.
· In conjunction with Vice Chair Student Activities/Student Committee, visit schools, meet with faculty advisors and student chapter chairs to assist with formulating program plan for year.

· Ask Publicity Chair  to contact newspapers and others of the media for publicity during the coming year.





October
· Review candidates for International elective office – Base form due December 1  (look for special mailing).
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November
· NOMINATION FORM FOR SAE INTERNATIONAL ELECTIVE 

OFFICE DUE DECEMBER 1.
· Assess progress of section towards meeting goals.

· Confirm incoming chair's (chair elect's) attendance at Section Officers Leadership Seminar in May.





December
· Nomination for International elective office due December 1.

· Elect section nominating committee.
· Evaluate and identify a possible candidate to serve on the Sections Board.
·  Reminder: Final deadline for Financial Plan & Report and list of Governing Board members was due in August (if all  reports are not received by 12-31, dues reimbursements will be forfeited).

· Submit petition for special program allocation, if needed.





January
· Consider candidates for Outstanding Younger Member and

Outstanding Senior Member (Nominations due March 1)

· Section nominating committee discusses offices, candidates and gets consent

· Submit supplemental page for Presidential nomination only -due 

January 31





February
· Confirm delegate to attend Annual Nominating

Committee held in conjunction with the International Congress

· Submit slate of incoming section officers to governing board and Member Benefits & Section Programs

· Submit candidates for Outstanding Younger Member and Outstanding Senior Member.  Nominations due March 1

· Submit registration form for incoming chair's attendance at Section Officers Leadership Seminar in May.
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March 
· Submit section/group nomination/election form to Headquarters

· List slate of incoming section officers in meeting notice and newsletter

· Announce slate of incoming section officers at section meeting





April
· Election/confirmation of section officers at section meeting

· Initiate Financial Plan and Report process

 



May
· Incoming Chair (Chair-Elect) attends Section Officers Leadership Seminar

· Prepare for Financial Plan and Report  reporting process

· Treasurer should be preparing the Financial Plan and Report

· Treasurer should turn financial information, including checkbook, over to incoming treasurer.





