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How to Create a
Monthly Report

Soror Renita Craig, Grammateus
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Step 1: Email from Grammateus

Good Morning Serors]

The Janaury 2025 - Chapter Meeting Reports Template are linked below. Please read the following steps on our new procedures for monthly submission.

* Chapter Meeting Templates will be located in a January 2025 - Monthly Reports Folder

Select the Document to match your Office or Committee (ex. "Scholarship - December 2024")
Please select the corresponding officer/committee from the Dropdewn menu, within the report

* Feel free to change the logo to your corresponding committee

* Submit all reperts by Menday, January 20, 2025 by 11:59pm

REMINDER... ALL Monthly Reports MUST be signed in person. Reporte will be available to sign ot the check-in table, at cur Monthly Chapter Meeting.

If your Office or Committee is missing, please let me know immediately.
Please let me know if you have questions.

Thank you for the opportunity to serve Sorors!



Step 2: Click on the Link

January 2025 - Monthly Reports Folder

Q. Searchin Drive
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Monthly Reports > January 2025 ~
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Copy of Chapter Meeting Report Template
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Last modified «
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Step 3: Click on your Committee/Office

Empower Our Families - January 2025

Empower Our Families - January 2025 ¢ &
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Alpha Kappa Alpha Sorority, Incorporateds
Theta Rho Omega Chapter
Officer/Committee Report

Soror:
Date:

Officer/Committee: Pecunious Grammateus ~

(Selact from dropdown menu)

g and attendees HERE...

Provide date of

Updates

ons HERE...

ws, information, and recommen

Separate Topics

= Add additional information refated 1o a separate topic, HERE...

Sisterly Submitted,



Step 4: Select Dropdown

Empower Our Families - January 2025

Officer/Committee: (Pecunious Grammateus - |

(Select from dropdown menu)

Provide date of most recent |

Updates

e Provide updates, new

e More info

e More Info

-

Separate Topics

Empower our Famili... L,
Build our Economic ...
Enhance our Environ...
Advocate for Social ...

lations HERE...

Uplift our Local Com...

Ivy Leaf Reporter

Add / Edit Options

e Add additional information related to a separate topic, HERE...

e More info

e More info



Step 5: Fill Out Template

Empower Our Families - January 2025

Theta Rho Omega Chapter

Soror LaShelle Royster, Chairman
Sorors Kamela Fulbright and Renita Craig, Co-chairmen
Dare: November 11, 2024

fficer/Committee: Empower our Families = (seect fram deopdown men)
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Step 6: Print and Sign

e The Monthly Report will auto-save
e No need to emaill, if you completed it within the Google Doc
e Print a copy and Sign with a Pen



Monthly Reports

e Provide a synopsis of the meeting
e Summarize key points
e Items not needed in reports
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Attendance

Start Time

Ending Time

Meeting Agenda topics
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THANK YOU!!!
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