How to complete your NAON Chapter’s electronic Annual Reports:

Fill in information as you have previously done on the paper versions of these forms.

** Helpful Hint: everywhere you see a gray box, you can fill in the information and that box will expand to fit all the information you need to list on that line.

Annual Chapter Summary and Evaluation

· Use this document as a checklist to confirm that all forms are complete and submitted

Check Response eForm

· Fill in the standard information as indicated on the form

· Where you (President & Treasurer) have signed in the past, your full name and the date should accompany a “check” in the box on that line

Officer Roster eForm

· Fill in the standard information as indicated on the form. 

· All communication from the National Office and CAT to the Chapters is based on the leadership information provided here. 

Financial eReport

· Complete the information on both tabs of the Excel Workbook.

· The form is designed with “macros” in place. If asked during the download – accept the macros. These will allow the sheet to automatically calculate all the figures.

· If you are unsure of the information requested in each box, putting your mouse arrow in the box will show a “hint” box.

· Fill in “0” where appropriate

All Forms

· Can be downloaded from www.orthonurse.org > Chapter Resources > Annual Report Forms or requested from Jessica Daniels

· Must be completed electronically and returned via e-mail

· Should be saved as “Chapter##-OfficerRoster” or “Chapter##FinancialReport” etc.

· Should be e-mailed to both Jessica Daniels at jdaniels@smithbucklin.com and your CAT representative.

Must be completed and returned by April 1, 2008 (no exceptions)
