References and Documentation

Within Your Chapter – Information on the operation and direction of your Chapter.  Your chapter may have some or all of the following.  Many Chapters maintain these items on-line.

· * Chapter Strategic Plan to include the Marketing Plan – the basic operational document for Chapter operations to include measurement criteria so you can determine “How are we doing?”

· * Chapter By-Laws – the Chapter “rules of the road” governing such activities as elections, terms of office, broad member responsibilities, fiscal requirements, and so on. Helps you meet the Legal Requirements of the Chapter’s “How do we …..?”

· Chapter Policies/Procedures/SOP’s – Govern the day-to-day operation of the Chapter, make routine activities repeatable, and help provide continuity between one BOD and the next.  Cuts down on the amount of oral history required to effectively operate the Chapter.

· * BOD Minutes/Actions Logs – Provide a history of why the Chapter does what it does and who is responsible for specific action and/or activities.

· * Financial Records – While part of the Chapter measurement process, financial records will provide the information for timely, positive decision making by Chapter management and to meet  IRS requirements.

· Chapter Newsletter – the most significant document for keeping the membership informed, soliciting their input and support, and encouraging the spirit of “volunteerism” necessary for a healthy Chapter.  Many Chapters in the Region now have the newsletter on-line.

*  Required for PassPort Program
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