'How to' for Activity Chairmen
How do I:
	Calendar
	Get my Branch Activity Calendar changes made
· Send your changes to Mike Frey at mfrey1784@gmail.com

	Webpage 
	Get my Webpage changed
· Make the changes yourself. First you will have to take a short Tutorial and get approval and a logon from Derek Southern. This is recommended if you make changes more than once a year.
· Or send your changes to: Mike Frey (mfrey1784@gmail.com )

	Hotline 
	Get my Hotline articles in
· Send them to this address before the 19th of the month: Hotline@sirinc3.org

	Emergency Contacts
	Get my Activity members emergency contact phone number(s)
· Select ‘Emergency Contact’ from the AMS View Activity page

	Chairman's Responsibilities
	Refresh myself on the Chairman's responsibilities
· Re-read the Chairman’s handbook 
· Refresh my update capability thru the AMS Quick Start Guide

	Monthly Activities Announcements
	Get a notice in the monthly Activities announcements. 
· As a Chairman you will receive an email from one of the ACC requesting your input

	Goals for Activity Chairmen
	Know this year's Goals for Activity Chairmen
· Encourage your members to bring guests to your activity
· Consider how to create incentives for your members
· Keep track of your guests
· Ensure your activity has a qualified assistant/co-chair
· Be sure that the assistant chair is trained and ready to take over, if needed
· Update your activity website page, calendar, and Activity Management System (AMS) as appropriate

	Activity Coordinating Committee
	Know who is in the Activity Coordinating Committee and how they can help me
· Members of the ACC are: Ken Main (mainkenneth46@gmail.com), Chick “Chick Lowery(clowry2845@gmail.com)  and Mike Frey (mfrey1784@gmail.com)
· Here are the ACC Responsibilities: 

	AMS
	Keep my AMS data up to date
· Review the AMS online class 
· Request a login ID from Dan Weller (dweller@astound.net )
· Request a training class or help with updating by emailing one of the ACC members


