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Happy New Year!

This folder is for you to keep! The documents in the pocket are to be filled out and returned by the end of this meeting. If you need to have someone else do your Proxy Form, that’s fine. It is due back to the CoC by January 31, 2020. You may scan and email it. 

Each document in this folder pertains to important policies, procedures, and deadlines that you are responsible for in the coming year. Please read through everything carefully, and send any questions by email to Karen and Mar-quetta. Please remember to always copy both, as many times one or the other can take care of something that the other cannot.

Keep in mind that The Ranking & Review Committee is scoring timeliness of document submission on the ranking tool this year. It would be very beneficial for you to set deadlines on your calendar and send these things in on time. There will not be reminders going out.

Please keep this folder close, as any amendments or additions that are emailed to you, can be printed out and placed in it. 

**Amendments and additions will be marked as such, and will be expected to be followed as the rule for whatever it replaces. You are responsible for keeping up with these as they come via email. **

ALL COMMUNICATION REGARDING THIS FOLDER MUST BE SUBMITTED TO BOTH KAREN AND MAR-QUETTA. Thank you![image: image4.wmf]
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