
SEATA EXECUTIVE BOARD ACTION PLAN REPORTING FORM COMPLETION GUIDELINES

Each year, prior to the Annual SEATA Clinical Symposium and Members Meeting you will receive a request to submit a Committee Action Plan Reporting Form to the SEATA Executive Board.   Report requests are sent out four to six weeks before each Executive Board meeting.

The purpose of the report format is to provide a mechanism to display the progress that each committee is making toward the strategic directions identified by the committee, SEATA, and NATA.

To complete the Committee Action Plan Reporting Form

1 Download your Committee Action Plan Reporting Form from the link on your respective committee’s web page on the SEATA website.  Save it on your hard drive (that will probably be your C drive).  That way, the changes you make will be stored on your hard drive, not in a temporary file.
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	District IX Committee Action Plan
Career Assistance Committee
	STATUS
	P
	In progress (NP = No Progress; P10 = 10%; P50 = 50%
	Report date:



	
	
	
	C
	Completed (fill in Completion date)
	Period of time covered by this report:



	
	
	
	O
	Ongoing (use only for tasks that are expected to continue indefinitely)
	

	
	
	
	X
	Discarded (provide comment)
	Report submitted by:



	SEATA Executive Board Liaison:
	
	
	#
	On Hold (provide comment)
	

	STRATEGIC DIRECTION: 


2 Most committees will have one or more strategic directions which relate to the NATA Strategic Plan.  Some may not, but may have other strategic directions which they have identified as a committee or which have been identified by the SEATA Executive Board.  For strategic directions related to the NATA Strategic Plan, decide which of the four NATA strategic directions each of your committee goals or tasks relates.  If it’s not obvious by scanning the four strategic directions, refer to the action areas which are part of each strategic direction and see which action area is the best fit.  You may also want to refer to the full NATA Strategic Plan at http://www.nata.org/members1/strategicplan/index.cfm.  All strategic directions related to the NATA Strategic Plan should be addressed first, followed by those which may have been identified by the SEATA Executive Board, and then followed by those identified by the committee.
	Strategic Directions and Action Areas
	Enhancing Professional Stature (1)

• Strengthen Political Presence

• Inviting Strategic Collaborations
	Increasing Member Personal & Professional Satisfaction (2)
• Enhance Member Ownership

• Provide Strategies for Life Balance
	Strengthening Credibility 
and Visibility (3)

• Adopting Evidence-Based Approach

• Educate the Public
	Ensuring Financial Stability (4)

• Planning Our Financial Future


3 Once you’ve selected the strategic direction, record the goal or task in the corresponding place on the report.
4 Complete the remaining columns of the form.  Leave blank any columns that are not relevant.  For example, an ongoing task will not have a target date.

5 The strategic directions for each of your committee’s activities will be included.  Each committee will have numerous strategic directions identified, some of which will be ongoing annually and some of which may be for a specified period.  Committees will usually have specific strategic directions related to their area. 
6 You may possibly have additional strategic direction(s) to include beyond those listed initially.  Add these into the corresponding place on the report.
7 Each annual report should include the progress related to the strategic directions over the last year ending in the month of the report (usually March).

8 Complete the remaining columns of the form.  Leave blank any columns that are not relevant.  
9 Please list action items first.  If a strategic direction requires action by the SEATA Executive Board, record an A in the first column, entitled A/I (Action or Information).  If no action is required by the Executive Board, record an I to signify the item is for the Executive Board’s information only.

10 If a strategic direction requires explanation, you may wish to attach a separate sheet to the report.  In this case, put see attached in the Comments column.

11 Repeat steps 2 – 4 for any additional strategic direction to be performed by the committee.
If you have additional strategic directions to record, you'll need to insert lines in the table.  Highlight the last strategic direction line by clicking once with your left mouse button in the left margin next to the table row containing the last task.  Go to the Table drop down menu.  Select Insert, then Row below.
If you wish to delete a row, highlight the last strategic direction line by clicking once with your left mouse button in the left margin next to the row in question.  Go to the Table drop down menu.  Select Delete, then Row.
12 Send your report as an email attachment to rtf@seata.org or fax it to (205) 652-3714, attention R.T. Floyd.  If you have a choice, email is much preferred.  If you need assistance in completing or sending this form electronically or if you have any suggestions to make the report form more effective, or to make it more user-friendly, please let R.T. Floyd know.
13 Committee Chairs are encouraged to utilize this same reporting form to gather progress reports from State Representatives.  This method will allow the Committee Chairs to incorporate reports from each of their states into their district report to the board.

14 After Committee Chair reports are submitted via the mechanism in #12, they will be distributed electronically to the Executive Committee for discussion and action.  All reports will be archived on the SEATA website for future reference.
This report form is intended to be a convenient tool for committee chairs to summarize their current and future activities for the purposes of staying on track, monitoring progress, keeping the SEATA Executive Board informed and ultimately achieving our goals for the future.
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