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Conversation Starter 

Working Relationships:  Need to unify the association around a shared vision and mission using one voice and dynamic parts of the whole while maximizing limited resources in order to obtain the greatest efficacy and impact designed to advance growth.

Primary areas:

· Governance and Volunteer Management

· Finance

· Human Resource

· Programs and Services

· Information Technology

· Legal

· Intellectual Property

Demographic Profile:

1.  Section Profile

2.  Fiscal Profile using ASAE performance indicators

3.  National services profile

· Services provided individuals and camps for dues and fees

· National overhead

· Services to sections beyond Charter requirements

4.  Percent of dues and fees – National and Section

5.  Operational benchmarks and future targets

Governance:

1.  Board meetings

2.  Standards

3.  Committee Meetings

Finance:

1. Current Financial statements 

a. Statement of Financial Position

b. Statement of Financial Activities
2. Proof of tax status
3. Prior year tax returns

a. Federal

b. State

4. Financial institutions

a. Checking accounts – Name, Address, Account Number, and Signatories on the account.

b. Investment accounts – Name, Address, Account Number, and Signatories on the account.

5. Contracts 

a. List of any contractual obligations (for example copier lease, consultant, hotel and venue contracts, multi-year service providers, office space, speakers and program or event sponsors).

6. Insurance Policies – list of all active policies – Agent contact information 

7. Fixed Assets – Property and equipment

a. Itemized list of fixed assets cost and date purchased and location.

b. Itemized list of fixed assets depreciation schedule

8. Prepaid Expenses

a. Itemized list of any prepaid expenses- Company Name, Contact Person, Address, copy of invoice and terms

9. Accounts Receivable

a. Itemized list of all receivables – Company Name, Contact Person, Address, copy of invoice and terms

10. Inventory

a. Itemized list of inventory – Item, cost, quantity, and location

11. Payables

a. Itemized list of outstanding payables- Company Name, Contact Person, Address, copy of invoice and terms 

b. List of a notes payable – Name and terms – copy of the original note.

c. Itemized list of any accrued expenses – example vacation accrual

12. Unearned income

a. Itemized list of all unearned dues and fees

b. Itemized list of other unearned income – example exhibit fees

13. Net Assets

a. Temporary restricted – list of donor restrictions (provide original documentation)

b. Permanently restricted – list of donor restrictions ( provide original documentation)

c. Unrestricted – list of any board designated provide copy of the motion  

14. Federal IRS Notification- Publication 4779

a. File a final form four months and 15 days after the date of the organization’s termination

b. Disclosure information – refer to Publication 4779

15. State Notification – based on sections state 
16. Documentation of corporate status 
Human Resource:

1. Establish guidelines on employee accruals and time-in-service date

2. Establish guidelines on any severance packages 

3. List of current employees (not required for sections that national administers their payroll )

a. Name and address

b. Date of Hire

c. Salary

d. Accrued time – personal, sick, vacation

e. Benefits  - life insurance, health insurance, pension,

f. Employment letter

4. List of all benefit plans – not part of ACA National 

a. Type of Benefit 

i. Third party benefit provider

ii. Summary Plan description

iii. Contact information

5. Filing requirements

a. Final form 941

b. Final state forms

c. Final notification to ADP if applicable

d. IRS W-2 and state form from section – who will be responsible for completing this (not required for sections that national administers their payroll)

e. Termination of benefit plans – who will be responsible for terminating any active benefits plans that are not part of ACA national?

6. New employment 

a. Employment letter from ACA

b. New hire filing requirements –complete the same as any new hire.

7. Benefit enrollment- (not required for sections that national administers their benefits for)

a. New hire filing requirements – complete the same as any new hire

8. Workers Compensation

a. Notify agent of any new employee locations to policy
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