NEW ASSOCIATION TRANSITION CHECKLIST

ASSOCIATION NAME:___________________________________________________

TRANSITION EFFECTIVE DATE:_________________________________________

KEY VOLUNTEER CONTACT:____________________________________________

TITLE:_______________________________

ADDRESS:_____________________________________________________________

CITY/STATE/ZIP:______________________________________________________

PHONE:______________________________ FAX:____________________________

E-MAIL ADDRESS:_____________________________________________________

ADDITIONAL VOLUNTEER CONTACT:___________________________________

TITLE:______________________________

PHONE:_____________________________ FAX:______________________________

E-MAIL ADDRESS:______________________________________________________

PRIOR MANAGEMENT COMPANY:_______________________________________

NAME:____________________________________________________________________________

PHONE:____________________________ FAX:_______________________________

FINANCIAL DOCUMENTS

· accounts payable, detail list

· accounts receivable, detail list

· amortization and depreciation schedules, if applicable

· asset list, include equipment owned by association

· accountants audit for last three years

· audit, final before becoming Fernley client

· certificate of deposits/list of investments and copy of investment policy

· federal ID number__________________

· general ledger detail for current fiscal year

· state sales tax exemption (if 501c3) copy

· state tax returns for last three years, if applicable

· copy of  IRS determination letter regarding tax exempt status

· last trial balance, including income/budget statement and balance sheet

· fiscal year:______________________

· state of incorporation:_____________________

· cash_____ or accrual _______

· Other sources of income other than membership, list below:

__________________________________________________________

__________________________________________________________

· Name, address and phone of previous accountant: 

_____________________________________________________________________

_____________________________________________________________________

INSURANCE POLICIES

· general liability

· workers compensation

· convention cancellation

· directors & officers

· other:_____________________________

GENERAL
· articles of incorporation

· corporate seal

· board of director list, including terms

· politics of board that are important to know

· relationship of board to past exec and management firm

· committee chairs and member list

· board and committee meeting minutes for past three years

· officer/committee charges, position descriptions or plan of work

· by-laws

· policy manual

· copy of strategic plan

· original charter including all amendments to the charter

· contracts with outside vendors/names, addresses and phone

· accountant

· attorney

· lobbyist

· conference facilities

· authors

· internet providers

· printer

· resellers permits

· speakers

· surveys

· other:___________________________

· If local organization, name, address and phone of National Headquarters:

________________________________________________________________

________________________________________________________________

· hard copy and disk of all data bases

· documents used on regular basis, hard copy and disk (welcome letter, drop letter, thank you for interest letter, etc)

· agenda and board meeting minutes book

· frequently asked questions from prior management firm

· policy manual

· postal permit, if applicable

· lease obligations, if so, list:____________________________________________

MEETINGS

· calendar of upcoming meetings with locations and any contracts

· any hotel planning

· any speaker/educational content planning

· trade show/exhibit monies and sign ups to date

· history of meetings from past three years to include locations, dates, hotels, rates, etc

MEMBERSHIP

· copy of membership brochure

· copy of membership application

· list of fields to include in membership data base

· hard copy and disk of all membership related data bases

· information on industry profile, key issues and the association’s role in the industry

· membership categories/dues 

· membership expectations of association staff

· key issues/concerns of the industry

· current and accurate membership roster, including status and delinquencies

· dues billing method/cycle

· member visits schedule as appropriate

ARTWORK

· letterhead

· membership applications

· magazine/newsletters

· PMS ink color numbers

· Camera ready art of logo

FILES

· meetings, conventions, trade shows, other events for past three years

· membership directory, sample and file

· newsletters and other publications

· other activities like certification, etc

· nominations and elections for past three years

· perpetual plaques

· photo files

· proclamations, awards

· order forms for inventory sales & history of pricing policy

· other:____________________________

· other:____________________________

INVENTORIES

· audio and video tapes

· membership certificates

· membership pins

· publications

· t-shirts

· other:_____________________

· other:_____________________

· other:_____________________

TRANSITION ACTIVITIES

· relocate assets, open bank accounts with appropriate signers

· change of address (post, media, allied groups, members, vendors)

· check industry meeting calendar for conflicts

· educate staff/give frequently asked questions

· discuss investment strategies with leadership

· new signature cards, corporate resolutions from bank

· to do list of upcoming activities

· provide web page provider and server and any contracts

· complete form for foreign corporation to do business in PA

· relationship of board to past exec and management firm/other politics

· other: see specific transition check list for organization

· other:_______________________

· other:_______________________

· archives: other files, inventory or items not included above: list:____________
_______________________________________________________________
_______________________________________________________________
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