Documents such as the call for nominations, program, awardee history, post-event write up format, congratulations letters, Salute to Excellence inserts, engraving templates, High school/college/longevity response sheets… are in the previous years’ files. These files can simply be modified for the current year. 
Ericia (Erica) is who we work with at Great Hall. Sweet Me Off My Feet (Kari Santos) is who we get cupcakes from. Honorable Mention (Pat Seeberger) does our plaque engraving. Certificates I have printed at Staples. I print the color programs at work.
Other committees are invited to participate – this means that expenses attributable to them are charged back to that committee (such as cords, plaques, and sometimes…dinners)
Attend Jan-May Midland Section Board Meetings to advise of progress/needs of Awards Committee


After banquet in May:
· Secure venue for following year and deposit $500 √

December:
· Prepare article for the January issue of the Midland Chemist. Note date, awards offered with description/criteria , HS/college nomination form, past winners. Set deadline for nominations 4 weeks prior to event. √
· Brainstorm possible speakers √
· Verify Tech Award form on the National website and use the updated version as we use this for our local award….and can send it directly to national for NCTA consideration without rewriting √
· Create a current year folder and carry over any nominees that have not been selected. Nominations can carry over for 3 years.  √
· Submit budget request for following year. √

January:
· Verify committee members √
· Send initial notice to all area educators for HS/College outstanding students (from previous year spreadsheet) √
· Call any schools if get email undeliverable return and find out new contact (update spreadsheet) √
· Choose speaker and invite (choose backup in case primary is unavailable)
· Send call to committee members and Midland Section Board that nominations are needed for awards, especially “Salute to Excellence” and Ach/Promo of Chem  √
· Contact venue for meal options – then send to committee to choose (open bar? Cheaper for committee to provide dessert, dietary restriction options). √
· Contact venue and advise of choices √
· Keep budget spreadsheet so can update along the way √
· Order all needed plaques, certificates, handouts, cords (for Chem Oly) and Salute to Excellence awards from National √
· Send the banquet date, ask if they would like to participate and if they have any special awards they would like to consider, to:
· Chem Olympiad Chair √ (How many honor cords?) 6
· WCC Chair
· Inclusion and Diversity Chair √
· YCC 
· Silver Circle
· Scholarship committee
· NCW Poem Contest Organizer (request e-copy of winning entries for program insert) √
· Notify MMTG so they can begin their OTSA process. √

February:
· Begin accepting nomination packages and requests for examples √
· Finalize speaker  √
· Start putting together printed program √
· Attend Midland Business Alliance meeting to invite smaller companies to nominate qualified individuals
· Get SignUpGenius ready to accept RSVP’s √
· Write second call for Midland Chemist (shorter version) but include invite/RSVP form (include dietary restrictions options) √
· Inform Section secretary or chair that you will need the longevity certificates/names/addresses when that person receives them from National √
· Line up a photographer
· Notify media or section communications chair so the event can be advertised √
· Attend Feb. Midland Section board meeting – update on awards, nominees, needs. √

March:
· Send out second round of emails calling for HS/College nominations, inviting teachers, and to those who may be able to fill awards that do not have nominees submitted. √
· Send reminder to speaker and ask if there are any dietary, security, or special presentation needs. 
· If scholarship awardees have been notified, invite them to the banquet
· Invite Chem Olympiad, poem contest winners, special award recipients, and longevity recipients (include fact sheet so you have info to introduce them with) to banquet
· Purchase IKEA frames for longevity certificates and insert certificates. √ 
· If a chair “special award” is to be handed out, design it, get it made, and invite recipient to banquet
· Third (final) call for nominations in Midland Chemist with re-run of RSVP including details not available for Feb issue (ex: speaker or speaker talk) √
· Request Salute to Excellence plaques from National salutes@acs.org (order our 5 free, state that names and award descriptions will be submitted back to national within the week after the banquet). √
· Attend March. Midland Section board meeting – update on awards, nominees, needs. √
· 

April:
· Committee meets first week to select recipients from nominations
· Write up engraving document and get plaques to engraver immediately after selection (2 weeks to get engraved)
· Prep neon index cards for dietary restrictions
· Send out reminders to RSVP to all recipients and general public
· Start registration list as RSVP’s come in
· Send out invites to HS/College students requesting RSVP and answers to questions so you can better introduce them
· Contact speaker one more time
· Final Midland Chemist RSVP √
· Contact venue at end of April with head count, and dietary concern count. Also, room layout and setup needs (mic, screen, podium, riser, ramp, tables, registration tables, etc.)
· Finalize program, print, collate
· Pick up plaques from engraver and verify spelling, etc
· Gather and print all longevity responses so you can have them at the podium and introduce them
· Salute to Excellence inserts printed and assembled.
· Attend April Midland Section board meeting – update on awards, nominees, needs.
· 

May:
· Print spreadsheet with HS/college students which includes their responses so you can have it at the podium and introduce them
· Print HS certificates and put them into certificate holders (arrange in order of program)
· Have cash to pay photographer
· Have credit card to pay venue balance
· Have cash drawer with change at registration table (along with printed attendee sheet)
· Arrive 2 hours early at event to distribute programs, troubleshoot anything, check set up, arrange awards on podium in order of program
· Confirm with venue all needs are met and the room is ready
· Write up event for June Midland Chemist and for EOY/ChemLuminary
· Submit all receipts for reimbursement to Section treasurer
· Mail/deliver any awards where recipients were unable to attend
General Business

