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INSTITUTE OF TRANSPORTATION ENGINEERS

Metropolitan Section of New York and New Jersey

Action Calendar
	JANUARY



	President
	New officers and appointments become effective.  Make sure that the outgoing President is given a plaque for his/her service to the Section at the January Business Meeting.  Appoint Audit Committee to review Treasurer’s Report for previous year.  After the January meeting, update Past-President’s list.  Past-Presidents who are attended Past-President’s Night and are entitled to a new Past-President’s badge.  The new badges should be ordered, and then the President should send a letter to them thanking them for their attendance at the January Meeting and provide them with the new badge.



	Past-President
	Prepare Annual Report for submission to District 1 Board by March 1st 



	Vice-President
	Get speakers and prepare programs for all meetings.  Work with all Arrangement Chairs for locations.



	Secretary
	Send names and addresses of Section affiliates to ITE Headquarters (by February 1st).  Submit to the Met Section Board your Treasurer’s Report for previous year at least one week prior to the January meeting.



	Audit Committee
	Present Report to the Executive Board at the January Board meeting.



	Newsletter Editor
	Provide the Executive Board a schedule for Newsletter publications.



	Treasurer
	Prepare (with input from Executive Board) a budget for the year.  Assume all Treasurer’s functions.  According to bylaws, budget must be adopted by March 1st.  In order to coordinate publishing of budget in Newsletter, budget should be approved at or before the January Executive Board meeting.
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	FEBRUARY



	Newsletter Editor
	Publish approved budget in Newsletter #1.



	Past-President
	Presentation of Certificates of Appreciation.




	MARCH



	Past-President
	Request nominations for Section Awards.  Past-President and two Section Directors make up this Committee, with the Past-President as Chair.



	Senior Section

Director
	Request nominations for officers.  Committee is comprised of the two Section Directors and Past-President, with the Senior Director as Chair.  Requests of the above should be in the Newsletter.




	APRIL



	School Coordination
	Send student papers to Technical Committee to review.



	Membership
	Submit Past-President Award competition papers to ITE Headquarters.



	Newsletter Editor
	Publish Newsletter #2 containing information regarding the District Meeting and the Annual Meeting by May 1st.  Announce International Director, if applicable.




	MAY-JULY



	Industry Chair
	Hold Industry Meeting (except if the Section is hosting the District I meeting).  Annual Industry Day/Picnic.



	School Coordination
	Send student papers to District I Technical Chair.
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	AUGUST



	Board President
	Attend President’s Leadership Breakfast at ITE Annual Meeting with other District officers.



	Nominating Committee
	Obtain written consent from nominees to elective office.  Present list of nominees to the Secretary no later than August 15th (not subject to approval by the Board).




	SEPTEMBER



	Senior Director/

Nominating Committee
	Present slate of officers to Executive Board at the September Meeting.  Announce at the September Meeting the nominees, and request other nominations are subject to by-laws of ITE Met Section.  Provide this list of nominees and info to the Editor of Newsletter.



	Newsletter Editor
	Publish schedule of meetings for the remainder of year.  Publish the list of nominees and other info regarding potential candidates in Newsletter #3 by September 20th.



	Past-President
	Submit nominees for Section Awards to Executive Board for approval.




	OCTOBER



	President/Secretary
	Appoint Teller Committee to count the ballots.  Send election ballots to all voting members by October 1st.  Secretary should prepare ballot.  Prepare tentative schedule for following year’s programs.




	NOVEMBER



	President/Secretary
	Receive Teller’s Report.  Announce election results at the Annual Meeting.  Destroy ballots.  Notify winners and report results to ITE Headquarters and District 1 Board.



	President
	Announce Section Awards at the Annual Meeting.  Request Annual Reports from Executive Board and Committee Chairs.  Reports to be submitted to the President at the December Organizational Meeting.



	Newsletter Editor
	Publish Newsletter #4



	Vice President
	After the Annual Meeting, order new badges for the incoming Board, i.e., Past-President, President, Vice President, Secretary, Treasurer and any others.  Badges should be available at December Meeting or no later January Meeting.



	Teller’s Committee
	Count ballots and report results to President.



	Section Director
	Send copies of appropriate information from the “Policies and Procedures Manual” to incoming Executive Board and Committee Chairs.



	Treasurer
	Prepare Treasurer Report to present at Section Annual meeting.


	DECEMBER



	President
	Appoint Audit Committee.  Audit  Committee should consist of the Treasurer-Elect, the past year Treasurer, and one other member or past member of the Board.  Provide Certificate of Appreciation to all your Committee people



	Treasurer (Secretary Elect)
	Prepare budget for following year.  Prepare and send out letters to advertisers for the Newsletter.  Obtain signatures for bank transactions.



	President-Elect
	Conduct Organizational Meeting.  Appoint incoming Committee Chairs, District 1 Delegates, etc.  



	Vice President Elect
	Invite Past-Presidents to Past President Recognition Night (January Meeting).  Prepare upcoming year schedule of meetings to be approved at the Organizational Meeting.  Forward to ITE Headquarters schedule of meetings for the year to be included in the ITE Journal.  This should be done right after the Organizational Meeting.  



	Awards Committee
	Arrange for Past-President Presentation
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