ACA Section Roll-up Checklist 
DRAFT (8/17/10 version)
Section to Provide:

□
Local board action adopting roll-up

□
Questions, concerns, thoughts, etc., from local board, staff and in some cases, transition team 

□
Current year budget & next year’s budget if complete, audits and financial reviews
□
Current financial statements

□
List of assets

□
Proof of state and Federal tax status

□
Information about financial institutions, accounts, etc.

□
Information about any insurance policies

□
Strategic planning, goals or visioning documents, local board 

□
Local professional development or education plans

□
Basic calendar, plan of work, etc., for current year with percentages of time attached to each functional area of program delivery, customer service and administration

□
Information about any contracts of future, contractual commitments
□
Employment letters with original start date for all current employees

□
Various leave banks (vacation, sick, personal) if not currently on ACA payroll

□
Basic job descriptions of all employed by the section

□
Any separate written personnel policies or handbook
□
Date of last annual performance evaluations
□
Information about any independent contractors receiving remuneration by section 
□
Aspirations, interests, goals, etc., of continued employment with ACA

□
Available dates for on-site transition meeting at ACA Headquarters

ACA to provide:
□
Conversation starter document and Checklist
□
Frequently asked questions document with answers 
□
Access to transition team members (Peg, Rhonda B., Amy, Susan)

□
Personnel handbook (includes teleworker policy) 

□
ACA Employment letter

□
Teleworker Agreement and Communications Tools Checklist
□
Payroll services (17 Sections already on payroll)

□
Benefits administration if applicable

□
Competencies assessment tool 

□
In-person transition meeting with all staff 
□
Standard Operating Procedures and Protocols for ACA operations
□
Instruction on moving to a single chart of accounts

□
If applicable, assistance in completion of 990 –
□
Budget workbooks and instructions

□
Budget process orientation and guidance

□
ACA Outlook access and consistent e-mail address with back up on ACA’s server

□
VOIP phone equipment, phone number and extension

□
IT Guidelines and training for Outlook (including National calendar), hardware, phonesystem and wireless communication 

□
Graphics standards reflecting association unification 

□
Guidelines for electronic document sharing and storage

□
Guidance on transitioning local boards 

