Scientific Education Activities and Timeframes
June

1) Identify and confirm POCs for each of the adopted schools (Anne Arundel-Meade HS, Baltimore City-Francis Scott Key MS, Baltimore-Dulaney HS, Carroll-Century HS, Harford-Aberdeen HS, Howard-Long Reach HS) and programs (Bridge, Science Fairs, Support for Soldiers, Tours).

2) Identify and confirm education committee members (POCs from scientific education programs and active members).

3) Request and obtain scholarship checks for recipients from the past three years.

4) Request official transcripts and status forms from past scholarship recipients.

5) Verify received official transcripts and status forms of past scholarship recipients for successful completion of appropriate year status.

6) Send check to past scholarship recipients that have successfully met current year requirements.

July
7) Provide statuses of official transcripts, status forms, and checks sent for the past scholarship recipients and request outstanding items be sent.

8) Verify received official transcripts and status forms of past scholarship recipients for successful completion of appropriate year status.

9) Send check to past scholarship recipients that have successfully met current year requirements.

August
10) Provide statuses of official transcripts, status forms, and checks sent for the past scholarship recipients and request outstanding items be sent.

11) Verify received official transcripts and status forms of past scholarship recipients for successful completion of appropriate year status.

12) Send check to past scholarship recipients that have successfully met current year requirements.

13) Update Guidance Counselor and Math Department Chair letters, applications, flyers, deadlines, address labels, etc. with current information and dates for scholarships and teaching tool awards.
14) Update the web site with scholarship and teaching tool award information.
15) Email the scientific education budget request to the treasurer.

16) Identify scientific education goals in the budget request so they can be used as part of the chapter goals.

September

17) Provide statuses of official transcripts, status forms, and checks sent for the past scholarship recipients and request outstanding items be sent.

18) Verify received official transcripts and status forms of past scholarship recipients for successful completion of appropriate year status.

19) Send check to past scholarship recipients that have successfully met current year requirements. 
20) Create and email the scientific education report to the secretary.

21) Send scholarship letters, flyers, and applications to school Guidance Counselors via regular mail.

22) Send teaching tool award letters to school Math Department Chairs via regular mail.

October

23) Provide statuses of official transcripts, status forms, and checks sent for the past scholarship recipients and request outstanding items be sent.

24) Verify received official transcripts and status forms of past scholarship recipients for successful completion of appropriate year status.

25) Send check to past scholarship recipients that have successfully met current year requirements. 
26) Create and email the scientific education report to the secretary.

27) Email scholarship write-up for December edition of SIGNAL magazine (base on last years numbers – if it increases we overachieved on our objectives).

28) Update school phone lists.

29) Call schools to remind them about upcoming teaching tool awards deadlines.
30) Update Adopt-A-School information and web pages with new school contacts and POCs.

31) Coordinate Adopt-A-School activities between AFCEA POC and school POC.

32) Update Bridge information and web pages with new school contacts and POCs.

33) Update Tours information on web site with tours and dates.

34) Request and obtain Adopt-A-School checks.

35) Distribute Adopt-A-School checks to AFCEA POCs.

36) Schedule a time to provide checks to Adopted Schools and obtain digital pictures.

37) Provide Adopt-A-School digital pictures for incorporation into web pages and awards night brochure.

November

38) Create and email the scientific education report to the secretary.

39) Update the nominee spreadsheet for ranking teaching tool awards nominees.

40) Consolidate and email teaching tool award nominee submittals to the education committee for review.

41) Email nomination ranking spreadsheet and nominee submittal information to education committee members.

42) Determine meeting date, time, and location to finalize teaching award recipients.

43) Rank teaching nominees by each education committee member.

44) Email rankings to the education committee chair.

45) Meet to view consolidated rankings and discuss and determine recipients.

46) Determine POCs to notify recipients of awards.

47) Update congratulation letters to teaching tool award nominees.

48) Update regret letters to teaching tool award nominees.

49) Email letters to teaching tool award recipients nominees (regrets and congratulations).

50) Identify ways to improve the teaching tool awards process and implement improved process next year.

51) Schedule a time to provide checks to teaching tools award recipients and obtain digital pictures.

52) Provide teaching tool award recipient digital pictures for incorporation into web pages and awards night brochure.

53) Update Science Fair information on web site to include links to each of the science fairs.
54) Coordinate Adopt-A-School activities between AFCEA POCs and school POCs.

55) Coordinate Bridge activities between AFCEA POCs and high school, college, and AFCEA sponsor POCs.
December
56) Create and email the scientific education report to the secretary.

57) Call schools to remind them about upcoming scholarship deadlines.

58) Coordinate Adopt-A-School activities between AFCEA POCs and school POCs.

59) Coordinate Bridge activities between AFCEA POCs and high school, college, and AFCEA sponsor POCs.

60) Enter information from scholarship candidates into the scholarship worksheet of the spreadsheet.
61) Provide hardcopies of scholarship candidate packages to the education committee.
62) Email softcopy of the spreadsheet with selected information for candidates to the education committee with deadline for their rankings and selection meeting date.
January
63) Create and email the scientific education report to the secretary.

64) Coordinate Adopt-A-School activities between AFCEA POCs and school POCs.

65) Coordinate Bridge activities between AFCEA POCs and high school, college, and AFCEA sponsor POCs.

66) Meet with education committee to determine scholarship recipients (discuss rankings, pros & cons of candidates, etc.) and identify callers for each of the recipients.
67) Identify ways to improve the scholarship process and implement improved process next year.

68) Call the scholarship recipients (by identified callers) to inform, congratulate, and provide them with the next steps.
69) Call the scholarship recipients (by scientific education chair) to congratulate and inform them of the next steps in more detail.
70) Update congratulation letters to scholarship nominees.

71) Update regret letters to scholarship nominees.

72) Email letters to scholarship nominees (regrets and congratulations).

73) Prepare for award ceremony (write-ups, web-site updates, award ceremony brochure, award ceremony slides, guests, menu selections, tour, tour guests, plaques, checks, etc.)
74) Update the web site with current scholarship recipient information.
75) Start coordinating with science fair coordinators to inform them that AFCEA will judge and present specialty awards.

76) Identify science fair judges for each of the science fairs and inform judges of expectations and responsibilities.

77) Identify POC to present science fair awards and obtain digital pictures.

78) Identify POCs to create science fair write-ups for the web site and the award night brochure.

February
79) Create and email the scientific education report to the secretary.

80) Coordinate Adopt-A-School activities between AFCEA POCs and school POCs.

81) Coordinate Bridge activities between AFCEA POCs and high school, college, and AFCEA sponsor POCs.

82) Coordinate gift certificates, budget amounts, and awards with the scientific education chair for approval for reimbursement by treasurer.

83) Obtain gift certificates for science fair awards.

84) Create award certifications for science fair awards.

85) Identify science fair judges for each of the science fairs and inform judges of expectations and responsibilities.

86) Identify POC to present science fair awards and obtain digital pictures.

87) Mail science fair pictures and write-ups to the scientific education chair.

88) Update the web site with science fair information.

89) Update award night brochure with science fair information.

90) Coordinate a Crytologic Museum tour for scholarship recipients and guests.

March
91) Create and email the scientific education report to the secretary.

92) Coordinate Adopt-A-School activities between AFCEA POCs and school POCs.

93) Coordinate Bridge activities between AFCEA POCs and high school, college, and AFCEA sponsor POCs.

94) Coordinate gift certificates, budget amounts, and awards with the scientific education chair for approval for reimbursement by treasurer.

95) Obtain gift certificates for science fair awards.

96) Create award certifications for science fair awards.

97) Identify science fair judges for each of the science fairs and inform judges of expectations and responsibilities.

98) Identify POC to present science fair awards and obtain digital pictures.

99) Mail science fair pictures and write-ups to the scientific education chair.
100) Update the web site with science fair information.

101) Update award night brochure with science fair information.

102) Email scholarship recipients with awards night information and request their guest names (2), dinner selections, and tour attendees.

103) Email teaching tool award recipients with awards night information and request their guest name (1) and dinner selections.

April
104) Create and email the scientific education report to the secretary.

105) Coordinate Adopt-A-School activities between AFCEA POCs and school POCs.

106) Coordinate Bridge activities between AFCEA POCs and high school, college, and AFCEA sponsor POCs.

107) Coordinate gift certificates, budget amounts, and awards with the scientific education chair for approval for reimbursement by treasurer.

108) Obtain gift certificates for science fair awards.

109) Create award certifications for science fair awards.

110) Identify science fair judges for each of the science fairs and inform judges of expectations and responsibilities.

111) Identify POC to present science fair awards and obtain digital pictures.

112) Mail science fair pictures and write-ups to the scientific education chair.

113) Update the web site with science fair information.

114) Update award night brochure with science fair information.

115) Post resumes received from scholarship recipients for intern and/or full time positions.

116) Update and coordinate award ceremony documents, brochures, presentation, plaques, checks, tours, pictures, meals, guests with the awards night POC.
117) Finalize scholarship recipient guest names (2), dinner selections, and tour attendees and provide to awards night POC.

118) Finalize teaching tool award recipient guest name (1) and dinner selections and provide to awards night POC.

May
119) Create and email the scientific education report to the secretary.

120) Coordinate Adopt-A-School activities between AFCEA POCs and school POCs.

121) Coordinate Bridge activities between AFCEA POCs and high school, college, and AFCEA sponsor POCs.

122) Identify ways to improve process and implement improved process next year.

123) Finalize award ceremony documents, brochures, presentation, plaques, checks, tour, pictures, etc.. 

124) Conduct award ceremony.
125) Relax and go to the AFCEA spring golf outing.

