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Introduction
Thank you for your interest in serving the premier

association for government accountability profession-

als. The tremendous strides we have taken as an
organization are a direct result of the service and commit-
ment of our volunteer leaders and we are grateful for their
time, energy, insights, skills and knowledge.

For those of you who have had this experience of creat-
ing a new chapter know that it is a rewarding endeavor, but
that it requires a dedicated group of members who are will-
ing to put their volunteer time and energy together to make
it happen. These are selfless dedicated individuals who are
driven to serve others. But, there is no greater gift to the
profession - and those in it - than to extend the services and
benefits of AGA.

AGA chapter and national leaders are innovative, ener-
getic professionals who are ready to be catalysts for change
and willing to take risks. Furthermore, our leaders are creat-
ing our future, defining how we serve financial profession-
als, and ensuring our success as the premier educational
association for government accountability.

Your leadership in AGA might just be the most important
contribution you will make to the profession and to your
Own career.

AGA leaders take advantage of the exceptional opportu-
nity to:
¢ Contribute to the growth and success of the premier
association for government accountability professionals

* Develop solutions to meet present and future challenges
¢ Expand their leadership skills

¢ Gain insight into the financial management and
association management arenas

* Network with a dynamic group of financial management
professionals

e Stay apprised of hot topics in financial management

We are exceptionally proud of our leadership team and
look forward to working with you as we serve government
accountability professionals around the world.

AGA Mission

AGA serves government accountability professionals by pro-
viding quality education, fostering professional development and
certification, and supporting standards and research to advance
government accountability.

AGA is the only professional association that boasts a
membership across all levels of government — local, state
and federal. Plus, AGA also has members who work for
tribal governments, academic institutions and private sector
organizations.

The Association consists of a network of chapters located
throughout the United States, its territories and abroad. The
formation of new chapters is an important mission for
AGA. Chapter development unites the government finan-
cial management community into a common purpose and
enables the profession to advance its goals in a meaningful,
and powerful, direction.

This manual is a working document, incorporating the
experience and insights of those who have successfully
organized new chapters. In forming new chapters, it is
important that the initial groundwork be carefully laid, that
the organizers be totally familiar with the environment they
have to work with today, and that the potential for future
growth be strong.

Those forming a new chapter should also refer to the
AGA Leadership Handbook for National, Regional &
Chapter Leaders (Section V deals with Leadership at the
Chapter Level). This manual delves into the entire gover-
nance structure of AGA and offers specifics for the contin-
ued operation of each chapter. The manual is available from
the AGA National Office.

Getting Started
Membership

A minimum of 20 individuals who qualify for Full
Government and/or Private Sector membership status are
required as the charter members for a proposed chapter.

Full Government class of membership requires three or
more years of government experience, involving the profes-
sional performance of financial management activities in an
operational, administrative and/or supervisory capacity.
This class is also available to individuals with similar expe-
rience outside the government who are engaged in educa-
tional activities having the same objectives as the
Association, or who have made a contribution toward the
improvement of government financial management.

Private Sector class of membership is available to indi-
viduals working for commercial activities/ventures that
are actively engaged in and support AGA’s purpose and
objectives.

Completed membership applications along with pay-
ment for each prospective member must accompany the
Petition to Form A New Chapter document (here on out
referred to as Petition). Individuals who are already AGA
members just need to sign the Petition.

In addition, the Association must be assured that there
are sufficient numbers of potential Full and Private mem-
bers to create a new chapter of adequate strength to contin-
ually operate successfully.

Geographic Scope

The geographic area of any chapter should be sufficiently
large enough to include those organizations in which gov-
ernment financial management activities are carried on in
the community, but small enough to allow members in
any part of it to attend meetings regularly. In appropriate
circumstances, a chapter’s geographical area may cross
county;, city or state lines.

Formation Assistance

AGA chapters are organized into fifteen geographic
regions. Each region has a team of National Leaders to
manage it. The regional team consists of the Regional Vice
President (RVP), Regional Vice President Elect, and the
Immediate Past Regional Vice President. This team is
responsible for assisting chapters in numerous areas,
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including education, certification, membership, chapter
development and assistance, community service and early
careers. Contact information for these individuals can be
obtained from the AGA National Office.

Prior to and/or during the petition stages, the Regional
Vice President or Regional Vice President-elect will visit the
prospective chapter to offer guidance, suggestions and other
helpful assistance.

AGA employs 20 people at its Alexandria, Virginia office,
referred to as AGA Headquarters and AGA National Office.
This staff is actively engaged in providing a variety of pro-
grams, resources, and support services for all members and
chapters. Specifically, the Membership Staff assist with form-
ing new chapters.

The closest active AGA chapter can also provide tremen-
dous assistance to individuals forming a new chapter. New
chapter organizers will be invited to attend regularly sched-
uled meetings and be given appropriate resource people
within that chapter as contacts. Contact information for these
individuals can also be obtained from the Membership Staff
at the AGA National Office.

Initial Organization
Sponsors

Frequently new chapters are formed by members who
move to an area where there is not an active AGA chapter. In
this case, the member sponsors all individual applications of
prospective members. Occasionally, a neighboring chapter
will undertake the formation of a new chapter as an every-
member project. The resources provided by the sponsoring
chapter are numerous, including: membership recruitment
through professional contacts, marketing expertise, program
planning, and assistance in preparing the Petition.

However, if there is no member or chapter available to
sponsor the chapter, the Regional Vice President will act as
the sponsor.

Financial Resources

The AGA can help defray some of the expenses associated
with chapter formation, such as refreshment costs at the
chapter formation meeting. In addition, nearby chapters
often are willing to provide some financial assistance to
ensure that a new chapter is successfully launched.

Organizational Meeting

When enough excitement has been generated for the new
chapter, the next step is to hold a chapter organizational
meeting. A breakfast or lunch meeting works well. Recep-
tions are also a good choice. Dinner or evening meetings are
more difficult to arrange and are not, therefore, recommend-
ed. If the geographic area is too large to conveniently
accommodate the schedules of the prospective members,
small group gatherings may have to be arranged. However,
remember that you will want to make it convenient for new
members to regularly attend meetings and you may discover
that your initial geographic area is, indeed, too large.
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Invitation List

From the names acquired through a survey of potential
members in the community and personal contacts, compile a
list of those you would like to invite to the organizational
meeting. Additional sources of potential members include:

® The Government Audit and Accounting Committee of the
state CPA society;

¢ AGA members located near the new chapter formation
area. The AGA National Office staff can run queries on the
database and provide this information. This list can
include current members, non-members who hold the
CGFM designation and other non-member prospects in
the AGA database.

¢ Newspaper announcements in area newspapers. Most
newspapers have regular business sections or pages and
will accept editorial announcements of plans to initiate
professional organizations. Ideally, these announcements
should appear each of the two weeks prior to the organi-
zational meeting.

Invitations may be mailed, emailed or extended directly
through telephone calls. If the invitation is mailed, it should
take the form of a personal letter and, preferably, should be
followed up by a telephone call.

Speakers

In addition to the individuals that are forming the chapter,
the Regional Vice President and the AGA National Office
Membership Staff can be called upon to speak at the chapter
organizational meeting.

Agenda

Reproduce the agenda for distribution to all who attend.
Then follow it, taking care to begin and end the meeting on
time. Those who wish to linger after the meeting has been
adjourned may do so without unduly inconveniencing
others.

Some helpful pointers:

e Emphasize all phases of AGA membership—the fellow-
ship, business contacts and leadership development that
naturally evolve from participating in a national organiza-
tion.

e Stress the variety of opportunities for participation—the
contribution each member can make in areas of individual
interest, maximizing their time and talents for the benefit
of the chapter as a whole.

¢ Clearly indicate that the chapter will determine its
own destiny—that its formation and growth will come
from within. Urge new members to assume a leadership
role in all phases of its organization. Underscore the
resources available at the regional and national level.

Suggested Agenda:
A.Introductions
B. Introducing AGA

1. A brief overview of the Association; its inception and
growth, purpose, accomplishments
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2. Services and benefits of membership
C. Involvement
1. Educational opportunities
2. Professional networking avenues
3. Leadership development
a. Chapter committee structure
b. Regional and national committee structure
4. Community Service
D. New Chapter Process
E. Q&A
E. Signing of Petition

Completion and Submission of Petition to
Form a New Chapter

The chapter organizational meeting is the best time to
have individuals sign the Petition. As soon as 20 members
and/or prospective members have signed it, the completed
Petition can be forwarded to the AGA National Office. These
individuals should represent a cross section of the govern-
mental agencies, private sector firms and academic institu-
tions identified in the new chapter area. Additional members
can be added, as charter members, up to the time of the offi-
cial charter presentation.

Chapter Name

The name of every chapter will be, “The Association of
Government Accountants of .7 The
words appearing in the blank should indicate the location of
the chapter, ordinarily the name of a city or geographical
area. The name of the state in which the city/area is located
may also be included, but is not required.

To avoid possible duplication or potential confusion, the
National Executive Committee has final approval of all new
chapter names.

The Charter

A charter issued by the National Executive Committee
establishes AGA chapters. Upon evaluation of the informa-
tion provided in the Petition, the National Executive Com-
mittee grants a charter to the new chapter when:

e It believes the new chapter will further the purposes and
objectives of the Association;

e There is evidence to indicate the continued professional
success of a proposed chapter; and

e It is assured that the initial applicants for the proposed
chapter take into consideration the current and potential
for membership development in federal, state and local
employees in the community as well as those who con-
tribute to or work with government through academia
and/or the private sector.

The NEC meets each quarter—usually late February or
early March, late June or early July, September and Decem-
ber. The charter will be issued when the NEC approves the
proposed chapter’s Petition.

Charter Presentation

When the necessary organizational arrangements have
been completed, an AGA National officer or a representative
of the AGA National Office will present the new charter to
the chapter at an installation meeting at a place and on a
date chosen by the chapter. This presentation offers an
excellent opportunity for press coverage and for appropriate
greetings by civic officials and officers of other professional
societies.

Nuts and Bolts of Chapter Activation
Address

A chapter post office box or similar central address is the
most desirable way to establish a permanent mailing
address.

Bylaws

Formal acceptance of a set of chapter bylaws is a require-
ment of the Association for formal recognition of the chapter.
A motion adopted by the chapter membership prior to initi-
ating chapter activities can approve bylaws. Functional poli-
cies and procedures not covered in the bylaws are left to the
discretion of the chapter, except that they shall not conflict
nor be inconsistent with the adopted bylaws.

Chapter Incorporation

Although each chapter becomes part of the Association as
a whole, each chapter adopts local bylaws consistent with
the National Bylaws and is encouraged to incorporate in its
respective state. Incorporating is a relatively simple proce-
dure that involves filing articles of incorporation or a certifi-
cate of incorporation with the secretary of state of your
jurisdiction along with the applicable fee.

In addition to articles of incorporation, some states may
require bylaws or other documents. Both the articles of
incorporation and bylaws must comply with the most recent
documents of the Association. Your state also may require
annual submissions of additional paperwork, such as annual
reports, minutes from your annual meetings, or payment of
an annual fee in order to retain the incorporation status.

501(C)(3) Status

To be tax-exempt as an organization described in Internal
Revenue Code Section 501(c)(3), an organization must be
organized and operated exclusively for one or more of the
purposes set forth in IRC Section 501(c)(3) and none of the
earnings of the organization may inure to any private share-
holder or individual. In addition, it may not attempt to influ-
ence legislation as a substantial part of its activities and it
may not participate at all in campaign activity for or against
political candidates.

As an exempt organization you may still need to file with
the Internal Revenue Service. The chapter should be aware
of the requirements for filing Form 990 or Form 990EZ,
Return of Organization Exempt from Income Tax. Organiza-
tions are required to file an annual information return as
follows:
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e Form 990 for organizations with annual receipts of more
than $100,000 or total assets worth more than $250,000.

* Form 990 EZ for organizations with annual receipts of less
than $100,000 but at least $25.000 and total assets less than
$250,000.

Employer Identification Number

Your chapter must obtain a Federal Employer Identifica-
tion Number (EIN) by filing IRS Form SS-4. Your EIN is the
chapter’s federal identification number that is used on most
documentation. The chapter’s EIN is not the same as that of
AGA National. Neither the EIN nor any other number is a
“tax-exempt” number for federal income tax purposes. Your
chapter is still responsible for the filing of all reports with
governmental authorities, including the fees or taxes associ-
ated with these reports. The AGA National does not include
the income or expenses of its chapters on its annual informa-
tion report, which is filed with the Internal Revenue Service.

Bank Account

The chapter’s treasurer should open a chapter bank
account for monies received and disbursed on chapter busi-
ness. Annual chapter dues are billed and collected by the
AGA National Office, which remits local dues to the chap-
ters on a regular basis.

Officers and Committee Chairs

As soon as practical after its charter has been granted, the
chapter should elect officers, in accordance with the provi-
sions of its chapter bylaws.

Ratification of Acts of Temporary Officers

One of the first responsibilities of the permanent officers
should be the ratification of all actions, which have been
taken by the temporary officers in the formation of the
newly chartered chapter. After this action, the chapter’s
executive committee will be in a position to function as a
part of the Association.

Policy Book

Those day-to-day policies of the chapter, which are subject
to periodic review and change, should be incorporated into a
loose—leaf chapter policy book. Generally, policies will
divide themselves into several categories, such as meetings,
dues, committees and election procedures. As these policies
are adopted by the chapter’s executive committee or the
general membership, they should be indexed and placed
within the proper category in the chapter’s policy book.

This book will soon become a valuable guide in providing
continuity to the functions of the chapter.

Chapter Program

Each AGA chapter is responsible for conducting chapter
meetings, scheduling committee activities and planning
chapter programs. The AGA Leadership Handbook for
National, Regional & Chapter Leaders (available from the
AGA National Office) utilizes the experience of other chap-
ters and provides an excellent foundation for planning and
implementing successful activities by a new chapter. How-
ever, the energy, dedication and imagination of the chapter’s
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membership will ultimately determine the degree of a
chapter’s success.

To form the basis for a strong and healthy chapter, which
meets the needs of members for professional growth and
development, it is recommended that an annual plan of
chapter programs and projects be developed. (Refer to the
Chapter Recognition Program Manual that is available from
the AGA National Office.)

The AGA National Office should receive timely reports
from each chapter and will do everything possible to assist
the chapter in its formative years.

Summary of New Chapter Formation Process

* Contact the Regional Vice President.

¢ Locate interested individuals in your area.

* Set up an organizational meeting.

* Complete and submit the Petition.

e Adopt a set of bylaws.

e Establish Chapter Policy Book.

e Establish chapter bank account and mailing address.

* Arrange an installation meeting to accept the chapter
charter.

¢ Elect the permanent officers.
e Ratify the acts of the temporary officers.
* Incorporate your chapter—optional.

* Review the various manuals the AGA has available to
assist your chapter’s development and ongoing success.

o Accept your fellow AGA members’ best wishes for
successfully forming a new chapter!



AGA NEW CHAPTER PETITION

Petition to form the Association of Government Accountants of Chapter.

To the National Executive Committee of the Association of Government Accountants:

The undersigned prospective members of the Association of Government Accountants, whose membership applications
are attached, attest that they subscribe to the AGA Bylaws and request that a charter be granted to establish a local chapter
of the Association in

Please Sign Name Here: Please Print Name Here:
1. 1
2. 2
3. 3
4. 4
5. 5
6. 6
7. 7
8. 8
9. 9
10 10.
11. 11.
12. 12.
13. 13.
14. 14.
15. 15.
16. 16.
17. 17.
18. 18.
19. 19.
20. 20.
21. 21.
22. 22.
23. 23.
24. 24.

Charter petitions require a minimum of 20 prospective
members. Completed applications for membership must
accompany this petition.
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I. Analysis of Geographical Area New Chapter Will
Encompass

(Attach area map)
Scope of territory: City County
Multi-county Other (specify):
AGA Region:

Name of nearest AGA chapter:

Distance from nearest AGA chapter:

Name of sponsoring chapter/individual:

Il. Demographic Information of Proposed
Geographical Area

Current population:

Projected population in 10 years:

Current economic climate: Excellent Good
Fair Poor
Potential for future growth: Excellent Good

Fair Poor

lll. Federal Government Agencies/Offices
Number of federal government agencies/ offices:
Number of employees in financial management:

The following prospective members represent federal gov-
ernment (please print):

1. Name
Agency Title
2. Name
Agency Title
3. Name
Agency Title
4. Name
Agency Title
5. Name
Agency Title
6. Name
Agency Title

IV. State Government Agencies/Offices
Number of state government agencies/ offices:
Number of employees in financial management:

The following prospective members represent state govern-
ment (please print):

1. Name
Agency Title
2. Name
Agency Title
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3. Name
Agency Title
4. Name
Agency Title
5. Name
Agency Title
6. Name
Agency Title

V. Local Government Agencies/Offices
Number of local government agencies/ offices:
Number of employees in financial management:

The following prospective members represent local govern-
ment (please print):

1. Name
Agency Title
2. Name
Agency Title
3. Name
Agency Title
4. Name
Agency Title
5. Name
Agency Title
6. Name
Agency Title

VL. Private Sector Involved in Government Work
Number of private sector firms:
Number of employees in financial management:

The following prospective members specializing in govern-
ment financial management (please print):

1. Name
Agency Title
2. Name
Agency Title
3. Name
Agency Title
4. Name
Agency Title
5. Name
Agency Title
6. Name
Agency Title
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VIl. Academic

Number of colleges or universities offering business
administration:

Number of faculty members in school of business:

The following prospective members represent academia:
(please print):

1. Name
Agency Title
2. Name
Agency Title
3. Name
Agency Title
4. Name
Agency Title
5. Name
Agency Title
6. Name
Agency Title

VIIl. Membership Drive

Describe the program planned to contact area government
financial managers to make them aware of this
petition for a charter and to solicit membership support.

IX. Competition

List existing federal, state and local government organiza-
tions in the proposed chapter area and indicate major activ-
ities of each.

1. Organization:

Activities:

2 . Organization:

Activities:
3 . Organization:

Activities:

4 . Organization:

Activities:

X. Organization

Have the current petitioning members formed a
temporary chapter? __ YES _ NO

If yes, please complete the following:

Temporary Officers

President
Address

City, State, Zip

Telephone numbers (Work)
(Home) (FAX)

Vice President

Address
City, State, Zip

Telephone numbers (Work)
(Home) (FAX)

Secretary
Address

City, State, Zip

Telephone numbers (Work)
(Home) (FAX)

Treasurer
Address
City, State, Zip

Telephone numbers (Work)
(Home) (FAX)

XI. Planned Activities

What activities are planned for the first year after your
charter is granted?

How can the National Office be of assistance?

Contact

Please send all communications concerning the formation
of this chapter to:

Name
Address
City, State, Zip

Telephone numbers (Work)
(Home) (FAX)

Signature:
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