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BOARD REPORT 
Northeast Region Board Meeting – Date of Board Meeting
All reports submitted by Directors or Committee and Task Team Chairs will be made using this format.  All text in RED is instructional and is to be removed in the preparation of the report. To use this format, set the cursor in the space immediately preceding the red text, keyboard the required text and then delete the RED text. This may require converting the text to black if the “imbedded coding” for “red” is not removed as a part of the removal of the red text. The “Footer” for the Report must be revised to indicate the date of the Board Meeting and the subject of the report.  This instructional text (in RED) must also be deleted.
DATE:
 Date report is written
TO:

Northeast Region Board of Directors

FROM:
 Name and position of member making the report
SUBJECT:
Report of   for Region Directors, name of Chapter; for Committee or Task Team Chairs, name of Committee or Task Team
A. Report Summary
1.  The “Report Summary” should include a brief (1 or 2 sentence) summary of each of the items described in “The Report” section below. These summaries should use the same numbering and headings as in “The Report” for ease in reference.
B. The Report
1. Summary of activities since last report:  Provide a brief summary of major activities of the Chapter, Committee or Task Team that have occurred since the last report was submitted to the Board.
2. Status of current programs:  Provide a brief summary of current ongoing activities of the Chapter, Committee or Task Team.
3. Problem areas:  Provide a brief summary of any problem areas currently facing the Chapter, Committee or Task Team.
4. Success stories:  Provide a brief summary of any Chapter, Committee or Task Team activities that have proved successful or for which you are proud of the activity.
5. Schedule of activities prior to next Board Meeting:  A brief summary of major activities that are planned by the Chapter, Committee or Task Team prior to the next scheduled Region Board Meeting.
6. Changes in Chapter Membership since last report:   This section to be used only by Region Directors for reporting changes in Chapter membership and any known reason for the change.
C. Suggestions for the benefit of the Region
1.   Because of the possibility this report will be taken up under the “Consent Agenda” there may be no discussion on these suggestions unless specifically requested by the author of the report or by someone else in attendance.  If the author of this Report has specific “RECOMMENDATIONS” that require Board action, they should be submitted, each as a separate “Recommendation” using the “Recommendation Format”. If there are no “Suggestions” this section should still be included with “NONE” indicated.
Respectfully submitted; 
  Name of person making report

  Region Position Title

  Mailing address
  Telephone No.
  E-mail address
END OF REPORT
Cc:
Region Secretary

Northeast Region CSI
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Date of Region Board Meeting

Report of  same as indicated in “Subject Line” of Report Heading

