	90 DAYS
	PRESIDENT
	Confirms dates (including early arrival dates) with campground manager and verifies contact information and phones numbers that will be given to:
Chapter President in charge of Parking

	
	
	

	60 DAYS
	PRESIDENT
SECRETARY
	Confirms with Secretary that per event membership newsletter will be ready to mail--includes registration form, costs of outing/rally, duties, etc.
What information that needs to be included with the WIT Magazine Article (this is mainly for the State Rally)

	
	
	

	30 DAYS
	PRESIDENT
SECRETARY
	Contacts Chapter presidents regarding any club issues and prepares agenda for executive board meeting to be mailed (e-mailed) by secretary two weeks out.  Follows up on any club issues, verifies vendors, dealers etc. (Rally), club assignments are finalize

	
	
	

	14 DAYS
	TREASURER
	Gives President update on # of coaches signed up for outings/rally.

	
	
	Notifies chapter presidents in charge of parking and meals on attendance for the outing/rally.

	
	SECRETARY
	Mail (e-mail) the agenda for executive board meeting, showing date and time of meeting.

	
	
	

	7 DAYS
	PRESIDENT
	Confirms with campground manager and chapter president in charge of parking arrival information, who will get the keys, reading of the electric meter, gate opened and club trailer brought to main building.  Make sure the water is turned on at the dump station


