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OUR MISSION

Women in Aviation International is the largest organization in the world dedicated to increasing the number of 
women involved in all areas of aviation and aerospace. 

Our Goals

 Our goals are to …

1. Invest in our current and future global workforce.
2. Build a diverse, inclusive, and sustainable aviation and aerospace industry around the world.
3. Inspire women and girls to pursue careers in aviation and aerospace.

Membership Stats 
• More than 20,000 members

• 180 chapters

• 120 countries around the world

• 5,000+ Junior members ages 18 years old and younger

• 86% women; 9% men; 5% other/prefer not to say

• 300 corporate members - global aviation and aerospace companies

• 40% have earned a 4-year college degree

• 36 – average age of a WAI member

Strategic Positioning 

Women in Aviation International is proactively working to address the challenges the aviation and aerospace 
industry is facing today. Even though there are shortages in careers throughout the aviation and aerospace indus-
try, for the last 60 years, the introduction of women into the industry has been stagnant. The aviation industry 
needs more women to pursue many careers in order to access the breadth of talent needed to meet our cur-
rent—and growing—workforce challenges. Attracting, retaining, and advancing women in aviation is critical to 
the entire aviation industry’s safety, sustainability, profitability, and ability to innovate.

History

Women in Aviation International began with a small meeting of women at Embry-Riddle Aeronautical Universi-
ty’s Prescott, Arizona, campus in 1989 organized by Dr. Peggy Chabrian as way for them to share their experienc-
es with one another. The meetings continued annually until it was decided to start a nonprofit organization in 
1994. Today’s WAI annual conference now attracts 5,000 attendees and is seen as the premier event for women 
involved in all areas of aviation and aerospace.
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PROGRAMS FOR A LIFETIME IN AVIATION AND AEROSPACE

The overall strategy of Women in Aviation International is to provide services and support to our members at 
every stage of their journeys in aviation and aerospace. The stages below represent how WAI’s programs evolve 
to meet our members’ changing needs throughout their lives. 

Aviation for Girls, Ages 5 to 15 

WAI’s Aviation for Girls STEM education program aims to spark an interest in aviation and aerospace when 
girls are young. This program has five elements:

• Free Junior membership for girls 5-15 years old, then at the age of 16 Junior members graduate to a
Student membership

• Aviation for Girls magazine
• Aviation for Girls STEM education app
• Girls in Aviation Day events around the world
• Monthly virtual youth programming on YouTube and social media platforms

Students/Post-secondary 

Collegiate Chapters encourage students to network and support each other as they enter this male-dominat-
ed industry. We currently have over 3,000 student members. 

International University Scholarships provide tuition scholarships for WAI-member international universities 
that award advanced degrees in aviation and aerospace. 

Jobs Connect is a members-only resource for those seeking employment or internships in the aviation and 
aerospace field. 

Workforce Entry

Mentor Connect matches our early-career members with our more experienced members who provide 
coaching and advice to help them navigate our industry’s challenges. 

WAI Worldwide Chapters provide opportunities to network and make important career connections. With 
members in 180 chapters worldwide, there is a robust web dedicated to increasing the number of women 
involved in all aspects of aviation and aerospace. 

The WAI Annual Conference attracts 5,000 attendees every year with many events geared toward our 
new members. 

Advanced Education and Training

Scholarships provide financial support for skills training, such as flight training, engineering, and aircraft me-
chanic and technician training. Our scholarship program helps to breaks down the cost barriers so often cited 
as a reason more women do not pursue training opportunities in aviation and aerospace. Our supporters 
have awarded over $15 million to WAI members since the program began 25 years ago. 

Webinars and Podcasts are offered to address hot topics in our industry. 
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Mid-Career

WAI/Harvard University Emerging Leaders program teaches solid, research-based skills to WAI members who 
one day will become leaders in aviation and aerospace. This highly selective program has been developed in 
partnership with Harvard to specifically address the unique challenges women face while moving up in  
their careers. 

ERGs – WAI’s worldwide partnerships with corporate Employee Resource Groups demonstrates our commit-
ment to helping companies reach gender balance. 

Executive

WAI/Harvard Executive Women in Leadership course	is	being	developed	for	WAI	members	currently	
holding	senior	positions	in	aviation	and	aerospace.	The	course	will	tackle	advanced	challenges	in	
women’s	leadership.

Most Experienced

Mentor Connect utilizes the vast experience of our members who have years in the industry by matching 
them with mentees just entering the same fields. 

WAI Pioneer Hall of Fame:  At every conference, women who have made significant contributions as record 
setters, pioneers, or innovators are inducted into the Women in Aviation International Pioneer Hall of Fame. 

Looking Forward

Our goal is to build Communities of Support in 2026 and beyond. 

The	following	programs	are	being	designed	to	advocate	for	and	support	equity	and	gender	balance	in	aviation	
and	aerospace	globally.

• Affinity	Group	membership	category	for	industry	nonprofits	and	aligned	DEI	organizations
• Virtual	Resource	Center	for	teachers
• Corporate	ERG	partnership	program
• Expansion	of	International	Corporate	and	Individual	members
• Involvement	in	top	women-focused	initiative,	such	as	ICAO’s	Gender	Summit
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WAI STAFF

The	WAI	staff	is	located	across	the	United	States.	Our	staff	members	work	remotely	from	Washington	D.C.,	
Texas,	South	Carolina,	Virginia,	Wisconsin,	California,	Ohio,	New	Jersey	and	Florida.	The	staff	is	here	to	be	a	
resource	for	WAI	members	and	Chapter	leaders.

The	main	staff	members	that	you	as	Chapter	leaders	will	receive	communications	from	are:

Summer Cole 
Manager of Chapter Relations 
scole@wai.org	•	202-909-9767

Christine Gainsley 
Specialist, Member Services & Events
cgainsley@wai.org	•	202-909-6407

Olivia Stancil 
Member Relations Coordinator 
ostancil@wai.org or waihq@wai.org	•	202-909-6493

Molly Martin 
Director of Member Engagement 
mmartin@wai.org	•	202-909-6488

Please	don’t	hesitate	to	reach	out	to	any	of	the	WAI	staff	for	questions	or	assistance!

For	general	inquiries,	you	can	reach	headquarters	at	waihq@wai.org.	Our	main	number	is	973-839-4647.

2 0 26  C H A P T E R  H A N D B O O K

mailto:jrowden%40wai.org?subject=
mailto:rainbinder%40wai.org?subject=
mailto:sgordon@wai.org
mailto:waihq@wai.org
mailto:Mmartin@wai.org
file:///Users/Jennifer/Documents/01%20WAI/Chapters/Handbook/Word%20file/2025%20Chapter%20Handbook/waihq@wai.org
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CHAPTER RESOURCES
Many of the items in this handbook are also available on the WAI website at www.wai.org/Chapter-resources. 
This section of the site is worth exploring, as it offers a variety of tools and resources for Chapters that are regu-
larly updated and easy to download.

https://www.wai.org/chapter-resources
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GETTING A CHAPTER STARTED IN THE USA

To	form	a	provisional	Women	in	Aviation	(WAI)	chapter  in the USA,	follow	these	steps:

1. Set Date, Time, and Venue for Organizational Meetings:	Organize	at	least	two	to	three	meetings	to 
cov-er	all	the	necessary	agenda	items.

2. Notify WAI and Request Materials:

• Contact	Summer Cole,	Manager	of	Chapter	Relations,	at	scole@wai.org.

• Provide	details	like	the	number	of	attendees,	and	the	location	where	you’d	like	the	materials	sent. 
Ensure	you	give	at	least	two	weeks	for	delivery.

• You	can	request	an	Outreach	Kit	as	part	of	the	materials.

3. Outreach to Local WAI Members:

• Provide	a	list	of	the	central	city	and	surrounding	zip	codes	to	Summer Cole,	along	with	a	contact 
name,	email,	and	phone	number.	This	will	help	notify	WAI	members	about	the	new	chapter.

4. Prepare and Send Invitations:

• Distribute	invitations	for	the	organizational	meeting.	Include	Summer Cole	on	the	email	to
keep	WAI	informed.

5. Publicize the Meeting:

• Utilize	local	media	and	social	media	to	promote	your	organizational	meeting	to	reach	a
wider	audience.

6. Prepare a Meeting Agenda:

• Topics	to	cover	include:

- Presentation	on	WAI	history	and	its	role

- Determining	interest	from	at	least	10	active	WAI	members (or 6 for student chapters)

- Election	of	provisional	officers	(President,	VP,	Secretary,	Treasurer)

- Selection	of	a	unique	chapter	name

- Formation	of	Outreach	and	Membership	Committees

- Decide	meeting	times	and	local	chapter	dues

https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5Vdzb6KamgDJLxIq2IY9NQlBPFUQ05FN1JGRzBIMEE5ME5YS0lFTEtKUjZTTiQlQCN0PWcu
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7. Submit the Provisional	Chapter	Application:

• Submit	the	signed	provisional	chapter	application	to	Summer Cole,	including:

- Officer	details

- List	and	signatures	of	10	active	WAI	members	(or	6	for	student chapters)

- Signed	Provisional	Chapter	Agreement

§ Pay	the	$100	Provisional	Application	Fee

Once	approved,	you’ll	receive	notification	of	provisional	chapter	status,	and	your	chapter	will	be	announced	on	
the	WAI	website	and	in	Aviation for Women	magazine.	Published	information	will	include:	Chapter	name,	Chap-
ter	email	address,	and	a	complete	list	of	officers.	

Provisional Chapters must achieve Official Chapter Status	within	one	year,	to	ensure	fiduciary	reporting	compli-
ance,	maintain	insurance	coverage,	and	ensure	non-profit	organization	status.

For	additional	information,	please	visit	the	Chapter	Resources	and	select	“Starting	a	Chapter	of	Women	in	
Aviation” module	HERE. 

https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5VdzdmMgSlqiPlIrTKjrURv-sxUQU5YTDg2Wk45TkJRRlkySDk1NFJFRTczSi4u
https://www.wai.org/products/provisional-chapter-application-fee
https://assets.noviams.com/novi-file-uploads/wai/Chapter_Resources/Starting_A_WAIChapter_MODULE_Jan25_V5_2.pdf


9

To obtain Official Chapter Status for your Women in Aviation (WAI) Chapter, follow these steps within ONE YEAR 
of forming the Provisional Chapter. For detailed information and instructions on becoming an official chapter, 
please click HERE.  

Achieving Official Chapter Status with Women in Aviation (WAI) offers several valuable benefits for your Chapter, 
including:

1. Increased Visibility:

• Your Chapter will be listed on the WAI website and featured in Aviation for Women magazine, giving
you exposure to a broader audience of aviation professionals and enthusiasts.

2. Access to WAI Resources:

• Gain access to a variety of WAI resources such as educational materials, event planning support, and
promotional tools for community outreach and membership growth.

• Use earned Chapter Rebate money to sponsor Conference attendance, apply to the Annual Adminis-
tration Fee, purchase items from the WAI Chapter Store, and more.

• Earn a Complimentary Conference Registration for the next year when 9+ Chapter members attend
Conference. Must be an active Official Chapter or within (1) year of a Provisional Chapter to earn a
Complimentary Conference Registration for the next conference.

3. Networking Opportunities:

• Official Chapters can connect with other WAI Chapters, members, and industry professionals, enhanc-
ing collaboration and expanding networking opportunities within the aviation community.

Steps to Achieve Official Status:
1. Incorporate Your Chapter:

• Ensure	your	Chapter	is	officially	incorporated	according	to	the	legal	requirements	of	your	state,	prov-
ince,	or	country.	Consult	tax	accountants	and	legal	professionals	to	comply	with	local	laws.

2. Prepare Chapter Bylaws:

• Draft	bylaws	including	the	required	sections	for	“Purpose,”	“Dissolution,”	“Fiscal	Year”,	and	“Member-
ship”	as	specified	by	WAI’s	guidance.

3. Obtain an EIN (Employer Identification Number):

• U.S.	Chapters	must	apply	for	a	Federal	EIN	from	the	IRS.

4. Elect a Board of Directors:

• The	Board	will	be	responsible	for	electing	Chapter	officers	(President,	Vice	President,	Secretary,	and 
Treasurer).

5. Obtain Tax-Exempt Status:

• Apply for tax-exempt status through WAI’s Group Ruling or	your	institution’s	(for	collegiate	
Chapters) tax-exempt	status.

6. Plan and Execute Outreach and Recruitment Events:

• Organize	an	educational	or	mentoring	community	outreach	event.

https://assets.noviams.com/novi-file-uploads/wai/Chapter_Resources/ProvisionaltoOfficialChapter_MODULE_Jan25_V6.pdf
https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/4_1_Sample_Articles_of_Incorporation.docx
https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/5_1_Sample_Bylaws.docx
https://ein-taxfiling.com/?gad_source=1&gclid=Cj0KCQiA88a5BhDPARIsAFj595gI-xVT6j42E4T2aMwGPA_C_hnIx8NnXU4Qsk0OJu4RnYHSkdtA6L8aAmg9EALw_wcB
https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/04-09-2023_Authorization_for_Inclusion_in_Group_Tax_Exemption-a79326c5.pdf
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• Host a membership drive event to attract new members.

Submission of Official Chapter Application:

Submit the following to the WAI Manager of Chapter Relations:

1. Official Chapter Application:

• Permanent	Chapter	address.

• Names,	addresses,	emails,	and	phone	numbers	of	officers	(President,	Vice	President,	Secretary,	and
Treasurer).

• Contact	details	of	the	Chapter	advisor	(for	student	Chapters).

• List	of	at	least	10	current	members	(6	for	student	Chapters),	including	WAI membership	numbers.

2. Articles of Incorporation and Bylaws:

• Ensure	the	“Purpose,”	“Dissolution,”	and	“Membership”	sections	match	WAI’s	requirements.

3. EIN Documentation:

• Submit	a	copy	of	your	EIN	confirmation	from	the	IRS	(U.S.	Chapters	only).

4. Tax-Exempt Status Documents:

• Provide proof of tax-exempt status either under the WAI Group Ruling	or	through	your	school/
institution.

5. Event Descriptions:

• Describe	the	community	outreach	and	membership	recruitment	event	goals.

6. Application Fee:

• Include a $150 official Chapter application fee.

Review and Approval Process:
• The	WAI	Manager	of	Chapter	Relations	will	review	your	submission,	verify	membership and	officer 

details,	verify required documentation and	confirm	fee	payments.

• Upon	approval,	the	Chapter	president	will	be	notified	of	the	official	status	and	assigned	an Official 
Chapter number.

Public Announcement:
• Your Chapter’s official status will be announced on the WAI website, in the Aviation for Women mag-

azine, on social media, and through an email broadcast to other Chapters, WAI board members, and
staff. Published information will include Chapter name, Chapter email address, and a complete list of
officers.

Extensions:
• If you’re experiencing delays in completing the official Chapter application, maintain communication with

the Manager of Chapter Relations. They can assist with extensions and help resolve any challenges.

https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5VdzdmMgSlqiPlIrTKjrURv-sxUM01aUzkzT0dHRFlCVUxNWFlPS1BZVktJOC4u
https://www.irs.gov/charities-non-profits/obtaining-an-employer-identification-number-for-an-exempt-organization
https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/04-09-2023_Authorization_for_Inclusion_in_Group_Tax_Exemption-a79326c5.pdf
https://www.wai.org/products/official-chapter-application-fee
Summer Cole
Highlight
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GETTING A CHAPTER STARTED OUTSIDE THE USA

To	form	a	Women	in	Aviation	(WAI)	chapter  outside the USA,	there is only one application. There is no 
provisional status and all applications for chapters outside the USA are automatically in official status once 
approved. Follow	these	steps:

1. Set Date, Time, and Venue for Organizational Meetings:	Organize	at	least	two	to	three	meetings	to 
cover	all	the	necessary	agenda	items.

2. Notify WAI and Request Materials:

• Contact	Summer Cole,	Manager	of	Chapter	Relations,	at	scole@wai.org.

• Provide	details	like	the	number	of	attendees,	and	the	location	where	you’d	like	the	materials	
sent. Ensure	you	give	at	least	three	weeks	for	delivery.

• You	can	request	an	Outreach	Kit	as	part	of	the	materials.

3. Outreach to Local WAI Members:

• Provide	a	list	of	the	central	city	and	surrounding	zip	codes	to	Summer Cole,	along	with	a	contact 
name,	email,	and	phone	number.	This	will	help	notify	WAI	members	about	the	new	chapter.

4. Prepare and Send Invitations:

• Distribute	invitations	for	the	organizational	meeting.	Include	Summer Cole	on	the	email	to
keep	WAI	informed.

5. Publicize the Meeting:

• Utilize	local	media	and	social	media	to	promote	your	organizational	meeting	to	reach	a
wider	audience.

6. Prepare a Meeting Agenda:

• Topics	to	cover	include:

- Presentation	on	WAI	history	and	its	role

- Determining	interest	from	at	least	6	active	WAI	members

- Election	of	provisional	officers	(President,	VP,	Secretary,	Treasurer)

- Selection	of	a	unique	chapter	name

- Formation	of	Outreach	and	Membership	Committees

- Decide	meeting	times	and	local	chapter	dues

https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5Vdzb6KamgDJLxIq2IY9NQlBPFUQ05FN1JGRzBIMEE5ME5YS0lFTEtKUjZTTiQlQCN0PWcu
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7. Submit the Official	Chapter	Application - outside USA:

• Submit	the	signed chapter	application	to	Summer Cole,	including:

- Officer	details

- List	of	6	active WAI members

- Signed	Official Chapter	Agreement

§ Pay	the	$50	Official	Application	Fee - outside USA

Once	approved,	you’ll	receive	notification	of	official	chapter	status,	and	your	chapter	will	be	announced	on	the	
WAI	website	and	in	Aviation for Women	magazine.	Published	information	will	include:	Chapter	name,	Chapter	
email	address,	and	a	complete	list	of	officers.	Chapter bylaws must be submitted to scole@wai.org within six 
months after official status is approved.

For	additional	information,	please	visit	the	Chapter	Resources	and	select	“Starting	a	Chapter	of	Women	in	
Aviation” module	HERE. 
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https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5VdzdmMgSlqiPlIrTKjrURv-sxURE0yRlYyRUY3WEVPWTRXR09aT09DMzJCRS4u
https://www.wai.org/products/intl-chapter-application-fee
https://assets.noviams.com/novi-file-uploads/wai/Chapter_Resources/Starting_A_WAIChapter_MODULE_Jan25_V5_2.pdf
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1. Chapter members must also have a membership to the Women in Aviation International organiza-
tion. Without this, your members will not receive the benefits of the parent organization.

2. Chapter members can add Chapter Affiliation to their own member profiles either upon creation of
their account, or by:

• Accessing their Member Compass

• Clicking on Profile from the left side of the menu

• Scroll down to Chapters

• Select the name of the Chapter from the drop-down menu

13
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CHAPTER BYLAWS

When drafting Chapter Bylaws to achieve Official Chapter Status with Women in Aviation International (WAI), 
your bylaws must:

1. Comply with Local Laws and Articles of Incorporation:

• Ensure	that	your	bylaws	adhere	to	the	legal	requirements	of	your	state,	province,	or	country,	and	align 
with	your	Chapter’s	Articles	of	Incorporation.

2. Fill all officer/director positions:

• Chapter	must	have	a	President,	Vice	President,	Secretary,	and	a	Treasurer.

• Persons	may	hold	more	than	one	officer/director	position,	however	a	President/Treasurer	
combination will	not	be	permitted	to	ensure	financial	transparency.

3. Establish Required Committees:

• Include	provisions	for	a	standing Outreach Committee,	led	by	an	Outreach	Director.

• Include	provisions	for	a	standing Membership Committee,	led	by	a	Membership	Director.

4. Mandatory Sections for Compliance with WAI’s 501(c)(3) Status:

• Purpose:	The	Chapter’s	purpose	should	align	with	WAI’s	mission,	emphasizing	aviation	education	for 
women,	promoting	public	understanding	of	women’s	contributions	to	aviation,	encouraging	WAI	
mem-bership,	and	supporting	WAI’s	goals.

• Eligibility for Membership:	Membership	must	be	open	to	anyone	with	an	interest	in	aviation	and	who 
is	a	member	of	WAI.

• Fiscal Year:	All	Chapters	must	report	on	an	October-September	fiscal	year.

• Dissolution:	In	the	event	of	Chapter	dissolution,	the	bylaws	must	specify	that	remaining	assets,	after 
debts	are	settled,	will	be	sent	to	WAI’s	headquarters.	A	two-thirds	vote	from	members	is	required	to 
approve	dissolution.

5. Approval Process:

• Submit	your	bylaws	to	the	WAI	Manager	of	Chapter	Relations	for	review	and	approval.	If	any	amend-
ments	are	made	later,	they	must	also	be	submitted	for	approval.

Canadian Chapters:

• If your Chapter is located in Canada, contact Industry Canada for guidance on creating non-profit cor-
poration bylaws under the Canada Corporations Act.

WAI strongly advises consulting with a local attorney to ensure that your Chapter’s bylaws meet all legal re-
quirements in your jurisdiction.

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/5_1_Sample_Bylaws.docx
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ARTICLES OF INCORPORATION

To properly incorporate your WAI Chapter, you must adhere to specific guidelines, especially regarding the Arti-
cles of Incorporation. Here’s a breakdown of the key steps and requirements for Chapters in the U.S. and Canada:

U.S. Chapters
1. Chapter Name:

• Your Chapter must incorporate using the name format: “Women in Aviation, [Your Chapter Name]
Chapter, Inc.”.

• Clearly state that your Chapter is part of Women in Aviation International based in Germantown, Ohio.

2. Mandatory Clauses:

• Purpose: Consistent with such limitations, the purposes of Chapter shall be to function as a Chapter of
Women in Aviation International, Germantown, Ohio.  In that regard, the Chapter shall:

1. Foster, promote and engage in aviation education, particularly as it relates to women in
aviation.

2. Cultivate, foster, and promote interest and understanding among the public in the ac-
complishments and contributions of women to the aviation industry.

3. Promote, encourage and facilitate membership in WAI and Chapter.

4. Support and promote the mission, vision, goals and objectives of WAI.

• Eligibility for Membership: Chapter membership is open to anyone interested in aviation and who is a
member of WAI.

• Fiscal Year: Set the fiscal year to run from October 1 to September 30, in alignment with WAI’s fiscal
year.

• Dissolution: The Chapter may be dissolved upon the affirmative vote of at least two-thirds of those
Members who are present either in person or by proxy.  If the Chapter is dissolved, the Board is re-
sponsible for ensuring that all Chapter debts and obligations are paid, and that the remaining assets of
Chapter are distributed as provided in the Articles of Incorporation.  All Chapter records shall be sent
to the Manager of Chapter Relations, Women in Aviation International, 1864 Dayton Germantown
Pike, Unit 4, Germantown, OH 45327-1100, USA.

3. State-Specific Requirements:

• Contact your state’s Secretary of State for detailed requirements and consider consulting a local attor-
ney or tax accountant for guidance on incorporation.

4. Additional Notes:

• Some states may require periodic renewal or annual reporting to maintain the corporation in good
standing.

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/4_1_Sample_Articles_of_Incorporation.docx
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Canadian Chapters
1. Steps for Incorporation:

• Obtain the Industry Canada Information Kit for non-profit corporation creation under the Canada Cor-
porations Act.

2. Documents Needed:

• Application for Letters of Patent (Annex 4 of the Kit).

• Affidavit sworn before a commissioner, affirming the truth of your application.

• Filing Fee of $200 to the Receiver General for Canada.

• NUANS Name Search Report (no older than 90 days), proving your Chapter name is unique. You may
need a consent letter from WAI to use their name.

• Proposed Bylaws of the corporation (Annex 3 of the Kit).

• Cover Letter detailing the street address of your Chapter’s head office.

3. Send Package:

• Mail your documents to Industry Canada in Ottawa. Processing typically takes about seven weeks,
after which you will receive your Letters of Patent and a file number.

Both U.S. and Canadian Chapters should seek professional advice to ensure compliance with all 
legal requirements.
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CHAPTER ORGANIZATION AND ADMINISTRATION

Before Your First Meeting
1. Set Meeting Details: Choose a date, time, and venue for your organizational meetings.

2. Notify WAI: Contact the WAI Manager of Chapter Relations, informing them of your intent to form a
Chapter. Request outreach materials for your presentation (allow 2 weeks for delivery).

3. Local Member Outreach: If desired, ask the Manager of Chapter Relations to email current and recent
WAI members in your area. Provide a list of zip codes, a contact person’s details, and a brief message to
potential members.

4. Invite Prospective Members: Send out invitations and a copy to the WAI Manager of Chapter Relations.

5. Advertise the Meeting: Use social media and local media outlets to promote the event.

6. Prepare an Agenda: Organize your meeting’s schedule in advance. Your audience will expect and appre-
ciate an organized approach to the inaugural meeting.

Organizational Meetings (suggested agenda items)
• WAI	Introduction:	Present	the	history	and	mission	of	WAI.	Find	materials	in	the	Starting	a	WAI	Chapter

Module.

•

•

•

• .

•

•

Gauge	Interest:	Ensure	at	least	10	active	WAI	members for US Chapters, 6 for chapters outside

the US or 6	for	student	Chapters	are interested	in forming	a	Chapter.

Choose	a	Chapter	Name:	Women	in	Aviation,        Chapter.

• Form Committees: For outreach, membership, programs, budgeting, and bylaws.

• Set Regular Meeting Time and Chapter Dues (if you choose to have them in your Chapter).

• Confirm Fiscal Year (WAI’s fiscal year: October 1–September 30).

• Ensure	all	members	are	aware	that	they	need	to	have	a	current	membership	to	Women	in
Aviation International.

• Prepare	Chapter	Application.

https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5Vdzb6KamgDJLxIq2IY9NQlBPFUQ05FN1JGRzBIMEE5ME5YS0lFTEtKUjZTTiQlQCN0PWcu
mailto:scole@wai.org
mailto:scole@wai.org
https://assets.noviams.com/novi-file-uploads/wai/Chapter_Resources/Starting_A_WAIChapter_MODULE_Jan25_V5_2.pdf
https://www.wai.org/membership-information
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CHAPTER REQUIRED AND SUGGESTED COMMITTEES
WAI Chapters have flexibility in setting up their committees, but some are mandatory for maintaining the non-profit 
status. Here is an overview of recommended committees, with required ones marked by an asterisk (*).

Membership Committee*

• Ensures all Chapter members are paying dues both locally and to WAI International.

• Updates the roster quarterly with WAI headquarters.

• Supports the membership chair in handling membership tasks.

Outreach Committee*

• Organizes at least one community service or educational outreach event per year.

• Assists the outreach chair with planning and executing these events.

Girls in Aviation Day (GIAD) Committee

• Organizes the Chapter’s Girls in Aviation Day.

• Collaborates with the fundraising committee to secure funds.

• Recruits and informs volunteers for the event.

Scholarship Committee

• Establishes criteria for Chapter scholarships and shares this information with members.

• Requires at least four dues-paying members, in addition to the chair, to evaluate scholarship applications.

Election Committee

• Handles nominations, ballots, and other tasks related to the Chapter’s annual election.

• Communicates election-related information to the members.

Fundraising Team

• Raises funds for Chapter operations and specific events.

• Works with the fundraising chair to create proposals for sponsors.

Program/Event Team

• Supports the program chair in organizing and managing Chapter events.

Merchandise Team

• Designs, purchases, and manages merchandise sales for fundraising.

• Ensures merchandise is available at all Chapter events.

Social Media Team

• Assists the social media chair in managing posts, responding to inquiries, and adding members to
private groups.
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ONGOING CHAPTER MANAGEMENT

This version of the guidelines for WAI Chapters clarifies that Chapters must submit an Annual Report by February 
15 each year to the WAI Manager of Chapter Relations. Here are the key components of the Annual Report:

1. Annual Report Requirements:

• Chapter Information:	Updates	on	the	Chapter’s	permanent	address	and	contact	information	for	
facul-ty	advisors	(for	educational	institution-affiliated	Chapters).

• Officers and Members:	Provide	current	officer	details	(names,	addresses,	and	contact	information) 
and	a	list	of	all	current	Chapter	members,	including	WAI	membership	numbers.	Chapters	must	main-
tain	minimum	membership	requirement	of	their	Chapter	type.

• Legal Status Updates (US Chapters Only):	Any	updates	to	incorporation	or	tax-exempt	status.

• Additional Documents:	Submit	any	amendments	to	articles	of	incorporation	or	bylaws.

• Annual Chapter Agreement:	Signed	agreement	form	must	be	submitted.

• Administrative Fee:	An	annual	fee	of	$135	is	required.	It	can	be	paid	via	Check, Chapter	rebate 
balance	or credit	card.	On	February	15,	WAI	will	automatically	apply	rebate	balance	to	all	unpaid 
Administrative Fees.	The	Chapter	will	owe	remaining	balance.

2. Submission Deadline:	The	report	must	be	submitted	no later than February 15	to	maintain	the	Chap-
ter’s	official	status.

3. Filing Form 990-N (US Chapters Only):	Chapters	with	gross	receipts	under	$50,000	must	file	an	
electronic	Form	990-N (“e-Postcard”)	by	February	15.	The	fiscal	year	for	WAI	Chapters	runs	from	
October	1	to	September	30.

4. Required Annual Events:

• Membership Meeting:	Hold	at	least	one	membership	meeting	per	year.

• Mentorship/Educational Outreach:	Host	one	event	aimed	at	educational	outreach	or	mentoring. 
Hosting	a	Girls	in	Aviation	Day	event	fulfills	this	requirement.

• Membership Drive:	Hold	at	least	one	membership	recruitment	event	per	year.

5. Submission Deadline:	The	report	must	be	submitted	by	February	15	to	maintain	the	Chapter’s	official 
status.

Chapters must comply with these requirements to remain in good standing with WAI and to fulfill IRS non-profit 
status obligations.

https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5VdzdmMgSlqiPlIrTKjrURv-sxUQzRZNVc2Q01MNVkwNVpMQjhQMjhFTlhYUy4u
https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5VdzdmMgSlqiPlIrTKjrURv-sxUQzRZNVc2Q01MNVkwNVpMQjhQMjhFTlhYUy4u
https://www.wai.org/products/annual-chapter-administrative-fee-2025
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Chapters	that	complete	satisfactory	reports	by	February	15	each	year	will	receive	confirmation	of	their	good	
standing	for	the	following	year.		If	a	Chapter	does	not	report	by	February	15,	or	if	the	Chapter	has	not	fulfilled	its	
agreement	with	WAI,	Chapter	status	and	the	Chapter	listing	for	that	Chapter	will	be	officially	terminated.	Chap-
ters	that	lose	their	status	for	not	reporting	or	for	noncompliance	may	petition	for	reinstatement.

For	any	questions,	please	contact:

WAI Manager of Chapter Relations
Summer Cole
1864	Dayton	Germantown	Pike, Unit 4
Germantown,	OH	45327
202-909-9767
scole@wai.org

Filing your 990N

If	your	Chapter	is	filing	under	the	WAI	Group	Ruling,	be	sure	to	indicate	that	your	fiscal	year	is	October	1	–	Sep-
tember	30.		This	will	put	all	Chapters	on	the	same	schedule	to	file	their	990-N	each	year	in	October.		If	the	Chap-
ter’s	gross	receipts	are	less	than	$50,000	an	e-Postcard,	Form	990-N,	is	required	to	be	filed	electronically	by	the	
15th	day	of	the	fifth	month	after	the	end	of	the	organization’s	annual	accounting	period	(which	is	February	15th).

The	Manager	of	Chapter	Relations	will	remind	Chapter	Presidents	to	file	each	year	beginning	in	October.		The	
Chapter	is	expected	to	file	as	soon	as	possible	and	must	send	a	copy	of	the	Electronic	Notice	(e-Postcard)	to	the	
Manager	of	Chapter	Relations.

mailto:jrowden@wai.org
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Chapter Roster Management 

The Membership Chairperson and their team are responsible for:  

• Maintains membership roster and dues records.

• Sends membership renewal reminders and meeting notifications.

• Updates the chapter roster quarterly and coordinates with Social Media Chair and Webmaster.

  




1. Log in to your WAI Account and click on your name at the top of the page to enter your Member Compass.

2. When you enter your Member Compass, you will see a menu on the left-hand side.  Click on “WAI Reports”.

3. Here you will see your chapter’s name.  Click on this to download your updated Chapter Roster.

4. Save this download in your preferred format.
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Managing Your Chapter Roster 

To effectively manage your chapter’s membership roster, the Membership Chairperson should review quarterly.   

• We recommend removing long expired members from the chapter’s roster (while maintaining contact infor-
mation in chapter’s historic files).

• Keep this document as clean as possible with current chapter members.

• When managing your chapter roster, please use the key below to indicate changes, and return
to chapters@wai.org.
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GREEN HIGHLIGHT AT BOTTOM: Additions to the chapter listed at the bottom of the form 

GREEH HIGHLIGHT WITHIN ROSTER: Add as officers 

ORANGE HIGHLIGHT: Remove as officers 

Red Strikethrough: Remove from chapter affiliation 

*Please note that when adding members provide full name and either their WAI membership number or the
email address associated with their WAI profile so the team can identify the correct member and verify member-
ship status.
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Additional Tax Information for U.S. Chapters and Canadian Chapters:

U.S. Chapters must file and/or maintain:

1. Employer Identification Number (EIN):

• All U.S. Chapters must obtain and maintain an EIN, which notifies the IRS of the legal existence of the
chapter and is required for tax filing and opening bank accounts.

• It is recommended to secure a stable mailing address (e.g., PO Box) to ensure accessibility even as
leadership changes.

• Apply for an EIN using IRS Form SS-4 online, by phone, fax, or mail. Apply as a 501(c)(3) nonprofit/ex-
empt organization.

2. Form 990-N (Electronic Notice e-Postcard):

• Chapters with gross receipts under $50,000 must file a Form 990-N (e-Postcard) electronically by Feb-
ruary 15. WAI Chapters follow a fiscal year from October 1 to September 30.

• Chapters will be reminded in October and must send a copy of the e-Postcard to the Manager of Chap-
ter Relations.

3. Group Exemption:

• WAI Chapters are covered under the WAI Group Exemption (Group Exemption Number: 4259). This
number should be included in all 990 or 990-T filings.

• Chapters must keep WAI updated on changes in their name or address by submitting an Annual Report
by February 15. Articles of Incorporation and Bylaws amendments should also be submitted for WAI
approval.

4. Form 990/990-EZ:

• Chapters with annual gross receipts over $25,000 must file Form 990 or 990-EZ. These forms must be
filed by the 15th day of the fifth month after the end of the accounting period.

• Late filings incur a penalty of $20 per day, with a maximum penalty of $10,000 or 5% of the chapter’s
gross receipts, whichever is less.

5. Social Security Taxes:

• Chapters must pay social security taxes on compensation of $100 or more paid to any chapter employ-
ees during a calendar year under the Federal Insurance Contributions Act. Chapters do not pay Federal
Unemployment Taxes but may owe state unemployment taxes.

• Note: Chapters operate as volunteer organizations, and officers, directors, or members are not com-
pensated except for reimbursement of expenses.

6. Local Taxes:

• Chapters are responsible for understanding and complying with state and local tax filing requirements,
which may include filings with state revenue or charitable organization authorities.

https://ein-taxfiling.com/?gad_source=1&gclid=Cj0KCQiA88a5BhDPARIsAFj595gI-xVT6j42E4T2aMwGPA_C_hnIx8NnXU4Qsk0OJu4RnYHSkdtA6L8aAmg9EALw_wcB
https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-postcard
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Canadian Chapters must file and/or maintain:

1. Business Number (BN):

• After incorporation with Industry Canada, Chapters will receive a Business Number (BN) in the mail.
This BN is used for filing taxes and communicating with the Canada Revenue Agency (CRA).

• Even as a nonprofit, taxes must be paid annually, and more information can be found in the CRA’s pam-
phlet, “The Business Number and Your Canada Customs and Revenue Agency Account.”

Maintaining Tax-Exempt Status

• Chapters must ensure that their activities and purposes align with WAI’s mission as a 501(c)(3) tax-ex-
empt organization.

• Chapters covered by WAI’s group exemption must communicate any changes to their inclusion/exclu-
sion status as soon as possible.

• Chapters are strongly advised to stay proactive in understanding local tax obligations to avoid penal-
ties and maintain compliance.
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CHECKLIST FOR U.S. CHAPTERS THAT WISH TO ORGANIZE UNDER 
THE GROUP EXEMPTION OF WOMEN IN AVIATION INTERNATIONAL 

(“PARENT ORGANIZATION”)

Checklist for U.S. chapters wishing to organize under the WAI group exemption

Note: this checklist does not apply to student/collegiate chapters or international chapters. U.S. Student chapters 
fall under their school’s tax-exempt status, and international chapters should seek local tax and legal advice.

Instructions for U.S. Chapters

1. Obtain	an	EIN:

• Refer	to	the	instructions	in	section	8:	EIN	for	obtaining	your	employer	identification	number	(EIN).

2. Review	IRS	publication	557:

• Review	IRS	publication	557:	“tax-exempt	status	for	your	organization.”

• Pay	special	attention	to	the	section	on	page	8 regarding	“information	required	for	subordinate	organi-
zations.”

3. Incorporate	Your	Chapter:

• Ensure	your	chapter	is	legally	incorporated.	Use	the	articles	of	incorporation	guidelines	and	sample 
documents	provided	by	wai	to	complete	this	process.

4. Complete	the	Authorization	Form	for	Inclusion	in	WAI’s	Group	Tax	Exemption:

• Every	Chapter,	whether	new	or	existing,	that	wants	to	obtain	its	tax-exempt	status	under	the	WAI 
group	ruling	must	complete	the	form	titled:	“Information	and	Authorization	for	Inclusion	in	WAI’s 
Group	Tax	Exemption.”

5. Submit	the	Authorization	Form	Within	15	Months	of	Incorporation:

• New	Chapters	that	wish	to	be	included	in	WAI’s	group	tax	exemption	must	submit	their	completed 
form	to	the	Outreach	Director	within	15	months	of	the	Chapter’s	incorporation	date.

• WAI	submits	these	exemption	requests	to	the	IRS	each	year.	Forms	must	be	received	and	processed	
by February	15	for	inclusion	in	that	year’s	submission.

• Ensure	that	the	form	is	submitted	within	15	months	of	incorporation	to	ensure	that	tax-exempt	status 
is	retroactive	to	the	date	of	incorporation.

https://www.irs.gov/pub/irs-pdf/p557.pdf
https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/6_5_Authorization_for_Inclusion_in_Group_Tax_Exemption.pdf
https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/6_5_Authorization_for_Inclusion_in_Group_Tax_Exemption.pdf
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Standard Form for Information and Authorization for
Inclusion in WAI’s Group Tax Exemption

Chapters seeking to be included in the Group Exemption Ruling of Women in Aviation 
International (“WAI”) must complete the following form, and then return to WAI before the 
15th month following the Chapter’s incorporation. 

1. Information Regarding Chapter:

Chapter Name 
Address 

City, State & ZIP 
Telephone Number 

EIN 
Purposes & Activities* 

* Include a detailed description of the purposes and activities of the
Chapter including sources of receipts and nature of expenditures.

2. Corporate Status:

State of Incorporation* 

* Attach copy of Chapter’s articles of incorporation, as filed with your
State, and Chapter’s bylaws.

3. Current Tax Status:

Date and nature of any past IRS 
exemption determinations received by 

chapter* 

* If none, state “none.”  If you do not know whether your chapter has ever
received such a determination, state “unknown.”

STANDARD FORM FOR INFORMATION AND AUTHORIZATION FOR 
INCLUSION IN WAI’S GROUP TAX EXEMPTION
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2

4. Individual to Be Contacted by WAI on Tax Matters:

Name of Individual 

Address 

City, State & ZIP 

Telephone Number 

5. Authorization (to be completed by a chapter officer):

TO:  WOMEN IN AVIATION INTERNATIONAL (“WAI”) 

FROM: ___________________________________ (“Chapter”) 
 (Name of Chapter) 

The undersigned hereby states as follows: 

1. Chapter is affiliated with WAI.

2. Chapter agrees to be subject to the general supervision or control of WAI.

3. Chapter is eligible to qualify for exemption under Code §501(c)(3).

4. Chapter is not a private foundation.

5. To the best of the undersigned’s knowledge, the purposes and activities of the
Chapter are as stated in the attached Articles of Incorporation and Purposes &
Activities Statement.

6. Chapter hereby authorizes and directs WAI to include this Chapter in its group
exemption ruling, and to report the same to the IRS.

____________________________________ 
Signature of Officer 

____________________________________ 
Title                                              Date 

01/2025
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STUDENT OR COLLEGIATE CHAPTERS TAX EXEMPTION

Guidelines for Student/Collegiate Chapters of Women in Aviation International (WAI)

Overview

Student/Collegiate Chapters are Women in Aviation Chapters formed by students at educational institutions 
like universities, colleges, aviation schools, technical schools, or high schools. These Chapters operate under the 
student activities requirements of their respective schools.

Tax-Exempt Status
• School’s Tax Exemption: If your school is a 501(c)(3) tax-exempt organization or a public/governmen-

tal body not subject to federal income taxation, the Student Chapter should fall under the school’s
tax-free status.

- Contact your director of student affairs or student activities to confirm the specific rules for stu-
dent organizations and whether your Chapter qualifies for the school’s tax exemption.

• School Does Not Provide Tax Exemption: If the school does not allow the Chapter to use its Tax ID
number, or if the school is not tax-exempt:

- Your Chapter must be separately incorporated.

- You will need to comply with the requirements for inclusion in WAI’s group exemption ruling (refer
to the U.S. Official Chapter checklist for details).

Steps if the School Recognizes Your Chapter Under Its Tax Exemption
• Send WAI a letter on the school’s letterhead signed by a school official, verifying the Chapter’s tax-ex-

empt status under the school.

• This letter should include all necessary information about the Chapter’s affiliation with the school and
its inclusion in the school’s tax exemption.

Incorporation Option
• Student Chapters do not need to incorporate if they fall under the school’s tax exemption, but they

may choose to incorporate.

- If incorporation is chosen, follow the guidelines provided for U.S. Official Chapters, including filing
required documents.



30

SAMPLE LETTER 
(On school letterhead)

Date

Women in Aviation International

Attn: Manager of Chapter Relations

1864 Dayton Germantown Pike, Unit 4, 

Germantown, OH 45327-1100, USA

Or via email to: chapters@WAI.org

Women in Aviation, _________________ Chapter is an approved student organiza-
tion at (Name of school) and falls under (Name of school)’s tax-exempt status, Tax ID 
#_________________.    (Name of school) is a 501(c)(3) tax-exempt organization or is a 
public or governmental body not subject to federal income taxation.

Sincerely,

(Name of school official)

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/6_3_2025_Student_Collegiate_Sample_Letter.docx
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A NOTE TO STUDENT CHAPTERS

Thank you for your commitment to being a student leader while juggling school responsibilities! Your efforts to 
uphold the mission of Women in Aviation International (WAI) and support your peers are truly valued. Here are 
some key tips and tricks that will help you manage your Student Chapter successfully:

1. Faculty/Staff Advisor: A Vital Resource

• Advisor Role: Every Student Chapter must have a faculty or staff advisor. This person plays an essential
role in maintaining stability within the Chapter, especially as leadership changes with each academic year.

• Continuous Support: An advisor ensures continuity when board members graduate or leave, helping
maintain long-term projects and goals.

• Keep Them Involved: Maintain strong communication with your advisor. Regularly update them on
Chapter activities, challenges, and goals. An engaged and enthusiastic advisor is a key factor in your
Chapter’s success.

2. IRS Group Ruling: Know Your Tax Status

• WAI vs. School Group Ruling: Your Chapter may fall under either your school’s non-profit group ruling
or WAI’s non-profit group ruling.

- School Group Ruling: If you fall under the school’s group ruling, ensure that you secure a letter
each year from the school confirming this status. A sample letter is available for your use.

- WAI Group Ruling: If your Chapter does not fall under the school’s group ruling, you can opt to
use WAI’s group tax exemption. To do so, you must complete the “Authorization for Inclusion in
Group Tax Exemption” form when applying for official Chapter status.

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/6_5_Authorization_for_Inclusion_in_Group_Tax_Exemption.pdf
https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/6_5_Authorization_for_Inclusion_in_Group_Tax_Exemption.pdf


32

3. Tracking Information Semester to Semester: Use a Continuity Tool

• Organize Chapter Resources:	To	ensure	the	smooth	transition	of	leadership	each	semester,	use	a	conti-
nuity	tool	to	store	critical	information	like	passwords,	login	details,	banking	info,	tax	forms,	and	annual
reports.

• Shared Document Storage:	Keep	these	documents	in	a	shared	online	location	like	Google	Drive	or
Dropbox,	accessible	to	incoming	leaders.	While	this	tool	is	for	your	internal	use,	avoid	sending	it	to
WAI	directly.

4. Succession Planning: Prepare for Leadership Transitions

• Passing the Torch:	With	leadership	potentially	changing	every	year,	ensure	that	the	next	set	of	Chapter
leaders	is	equipped	with	all	the	necessary	tools	and	knowledge	to	continue	your	hard	work.

- Training Future Leaders:	Share	important	resources,	contacts,	and	successful	event	templates	with
your	successors.	This	prevents	them	from	starting	from	scratch	and	ensures	the	Chapter	continues
to	thrive.

- Holding Elections Early:	Some	Chapters	opt	to	hold	elections	at	the	end	of	the	Fall	semester	for
the	upcoming	Spring	and	Fall	semesters.	This	approach	allows	new	leaders	to	shadow	the	outgoing
board	and	learn	their	roles	before	fully	taking	on	responsibilities.

5. Utilize Available Resources

• Chapter Handbook:	Your	WAI	Chapter	Handbook	offers	valuable	resources	on	fundraising,	hosting
meetings,	creating	an	effective	calendar,	and	tips	on	being	a	successful	president.	Leverage	these	tools
to	navigate	your	leadership	responsibilities.

• WAI Staff Support:	The	WAI	staff	is	always	ready	to	assist.	If	you	have	any	questions	or	need	help
beyond	what’s	available	in	the	handbook,	don’t	hesitate	to	reach	out	to	Summer Cole,	Manager	of
Chapter	Relations,	at	scole@wai.org.	She	will	either	help	you	directly	or	connect	you	with	the	right
person.

By following these tips, you can ensure that your Chapter remains successful and continues to foster engagement 
and growth, even as leadership evolves over time. Remember, your work as a student leader leaves a lasting 
impact, and through careful planning and collaboration, you can set your Chapter up for continued success!

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/9-_Chapter_Continuity_Tool.xlsx
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WAI CHAPTER BRAND AND LOGO DESIGN GUIDELINES

To	access	the	2026	WAI	Brand	Guide	for	Chapters,	click HERE.

WAI	offers	each	Chapter	a	complimentary	logo	design	that	includes:

• Standard Design: An initial Chapter logo featuring a standard airplane design within the inner circle.

• Customizable Design: A version with a blank inner circle, allowing Chapters to add a regional design of
their choice, pending WAI approval.

For	logo	assistance	or	to	receive	the	standard	design	or	customizable	outer	ring,	please	contact	
Summer Cole at scole@wai.org.

This	ensures	Chapters	have	a	recognizable,	professional	logo	while	allowing	for	regional	
customization.

Custom Logo Development Guidelines for WAI Chapters
If your Chapter chooses to create a custom logo, consider working with a local 
designer to develop and finalize the inner design. Follow these guidelines to 
ensure alignment with WAI’s standards:

• Consistency: Maintain design elements that are in harmony with the overall
WAI brand identity.

• Official Use: WAI Chapters must use the logo, in it’s entirety to include the
outer ring and trademark, in advertising, promotional and marketing materi-
als, as well as on all Chapter and Girls in Aviation Day media.

• Appropriateness: Ensure the custom inner design reflects your Chapter’s
regional identity and mission without compromising professionalism.

• Approval Requirement: Submit the final design to WAI for review and approval before use.

Refer to the WAI Brand Guide HERE. 

Women in Aviation International
Brand Identity Guide

01/2025

https://assets.noviams.com/novi-file-uploads/wai/Chapter_Resources/WAIBrandGuide_2025_Chapters.pdf
file:///Users/Jennifer/Documents/01%20WAI/Chapters/Handbook/Word%20file/2025%20Chapter%20Handbook/jrowden@wai.org.
https://assets.noviams.com/novi-file-uploads/wai/Chapter_Resources/WAIBrandGuide_2025_Chapters.pdf
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WAI SOCIAL MEDIA GUIDELINES: ETHICAL, SAFE, AND EFFECTIVE 
STANDARDS

Mission
To empower Women in Aviation International (WAI) chapters to engage responsibly and effectively on social 
media, fostering ethical and constructive interactions that reflect WAI’s values.

Standards Overview
• Ethical: Uphold honesty, transparency, respect, and WAI mission & vision.

• Safe: Prioritize respectful discourse, privacy, and security.

• Effective: Ensure professional engagement to communicate WAI programs & initiatives, build trust and
maintain WAI’s reputation.

Key Guidelines
1. Transparency & Honesty

Represent WAI truthfully and avoid misleading statements.
Example: Clearly state if campaign results are projections or actual data.

2. Respect & Inclusivity
Maintain respectful, inclusive dialogue; address inappropriate comments promptly.
Example: Tackle discriminatory remarks per WAI standards.

3. Confidentiality & Privacy
Protect sensitive information, such as donor details.
Example: Share member or partner data only with consent.

4. Professional Representation
Separate personal views from official WAI content.
Example: Avoid personal opinions on controversial topics in WAI channels.

5. Crisis Management
Respond to crises with timely, accurate updates.
Example: Issue official statements via authorized personnel.

6. Attribution & Compliance
Credit original creators, respect intellectual property, and adhere to platform policies.
Example: Tag original authors when sharing their work.

Engagement Principles
• Audience: Cater to Chapter members, volunteers, partners/sponsors, and public users.

• Responsiveness: Engage promptly and constructively.

• Professionalism: Balance openness with organizational values.

Conduct for Public Users
• NEVER post threatening, obscene, or infringing content.

• Violations will be reviewed by Women in Aviation International and may result in content removal or
user restrictions, and potentially action with the chapter.
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FUNDING YOUR CHAPTER ACTIVITIES

Many Chapters rely on sponsors to help with funding their operational costs, events, and scholarships. Many 
local businesses have a budget for marketing and community outreach. We suggest reaching out to companies 
that your members work for and organizations with which they are involved.

New Funding Policy—Direct Deposits: Please note that effective January 1, 2025, Chapters must ensure all spon-
sorship funds go directly to their bank accounts—WAI will no longer handle “pass-through” donations.

1.	 Identifying and Engaging Sponsors

•	 Potential Sponsors: Reach out to local businesses, members’ employers, and organizations with an 
interest in community outreach and aviation.

•	 Resources: Access sample sponsorship letters and flyers on the WAI Chapter Resource page.

•	 Training: Attend the Chapter Sponsorship Workshop at the WAI conference for insights into successful 
sponsorship strategies.

2.	 Meeting and Securing Sponsorships

•	 Personal Approach: Schedule face-to-face meetings to discuss Chapter goals and how a partnership 
can benefit the sponsor.

•	 Follow-Up: If a decision is pending, follow up with an email two weeks after your meeting. Once con-
firmed, issue an invoice promptly.

3.	 Payment Methods

•	 Digital Invoices: Use Square or PayPal for faster invoicing and follow-up options (note that fees may 
apply).

•	 In-Kind Sponsorships: Consider accepting donated items or services like event spaces, supplies, or 
raffle prizes in addition to cash sponsorships.

4.	 Encouraging Chapter-Wide Participation

•	 Leverage Member Networks: While the fundraising committee leads efforts, encourage all members 
to share contacts and make introductions.

5.	 Building and Maintaining Sponsor Relationships

•	 Express Gratitude: Send handwritten thank-you notes with event photos, and consider a group-signed 
card from participants (e.g., Girls in Aviation Day).

•	 Memorable Keepsakes: When possible, give sponsors framed photos from events to keep your Chap-
ter top of mind.

6.	 Documentation and Continuity

•	 Succession Planning: Document successful sponsors and effective methods to pass on to future Chap-
ter leaders.

•	 Receipts and Records: Promptly issue thank-you letters and receipts for each sponsor’s records upon 
receipt of funds.
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FUNDRAISING FOR YOUR WAI CHAPTER: TIPS FOR SUCCESS

Raising money to support your WAI Chapter’s initiatives is not only essential for reaching your goals but also a 
powerful way to connect with community members who share your vision. Here are some strategies to make 
your Chapter’s fundraising efforts successful and impactful:

1.	 Define Clear Goals

Start by defining the specific goals for your fundraising. Identify a dollar amount and a clear purpose—
whether it’s for a new project, event, or community outreach initiative. Clear objectives help focus your 
efforts and inspire donors who want to know exactly what their support will achieve.

2.	 Engage Your Community

Fundraising is about building relationships. Reach out to local businesses, community organizations, and 
individuals. Share your Chapter’s story, emphasize the impact of your work, and make it easy for sup-
porters to understand why their involvement matters.

3.	 Harness Social Media

Social media platforms are invaluable for fundraising! Create a campaign page on platforms like Face-
book or GoFundMe, and use it to post updates, stories, and event news. Engage your Chapter’s followers 
and encourage them to spread the word within their networks.

4.	 Host Events to Rally Support

Community events can be a dynamic way to fundraise and connect in person. Consider hosting a charity 
walk, dinner, or silent auction—something interactive and inviting. Promote widely on social media and 
through local outlets, and encourage attendees to invite friends and family.

5.	 Use Email and Direct Mail

Don’t overlook email and traditional mail outreach! Compile a list of potential supporters—start with 
local businesses and past donors—and send personalized messages to share your goals. Follow up with a 
call or visit to strengthen connections and discuss potential sponsorships.

6.	 Show Appreciation

A heartfelt thank-you goes a long way. Acknowledge your donors promptly, and keep them updated on 
the progress their contributions have enabled. Showing genuine appreciation helps build lasting relation-
ships and encourages future support.

With the Right Approach, Your Chapter Can Thrive

With a thoughtful plan and the right techniques, your Chapter can successfully raise funds and build meaningful 
connections within your community. Use these tips to plan and execute a successful fundraising campaign, mak-
ing a lasting, positive impact.
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WHAT MAKES WOMEN IN AVIATION INTERNATIONAL UNIQUE?
Women in Aviation International (WAI) is the largest global nonprofit organization solely dedicated to increasing 
women’s participation across all facets of aviation and aerospace. Our focus is on creating a truly inclusive indus-
try that welcomes and supports women at every level—from pilots and engineers to executives and educators.

With a dynamic network of more than 20,000 members in 120 countries, WAI is a diverse, mission- driven commu-
nity united by a shared love for aviation. Here’s how your donation or sponsorship supports our work:

•	 Promoting Inclusivity and Sustainability 
WAI champions a diverse and inclusive aviation industry, essential for its long-term growth and suc-
cess. We work to break down barriers and open doors to make aviation a welcoming field for all.

•	 Investing in the Workforce 
Your support allows us to offer scholarships, educational programs, and mentorship opportunities to 
individuals pursuing or advancing their aviation careers. By empowering today’s professionals, we’re 
also securing a stronger workforce for the future.

•	 Inspiring Future Generations 
Through outreach initiatives, events, and resources, WAI inspires women and girls to explore and pur-
sue careers in aviation and aerospace, fostering the next generation of leaders and innovators.

By partnering with WAI, you’re not only contributing to immediate educational and professional opportunities 
but also helping to shape a stronger, more inclusive future for aviation worldwide.

Yes, Fundraising Can Be Fun! Here’s Why:

1.	 Building Community 
Fundraising events are a fantastic way to bring people together. Whether you’re organizing a 5K walk/run 
or hosting a dinner, these events foster camaraderie and connection, as people unite to support a meaning-
ful cause. Fundraising doesn’t just raise money; it builds relationships and strengthens community bonds.

2.	 Unleashing Creativity 
Fundraising offers a platform to get creative! From brainstorming unique ideas to designing eye-catching 
promotional materials, you can let your imagination run wild. Themed events, engaging social media 
posts, and inventive challenges make fundraising fresh and fun.

3.	 Personal Growth 
Fundraising can be a great teacher, offering opportunities to develop valuable skills like public speaking, 
event planning, and budgeting. Not only can you learn a lot, but stepping out of your comfort zone can 
boost confidence and lead to lasting personal growth.

4.	 Making a Positive Impact 
Knowing that you’re helping others is deeply fulfilling. Fundraising is about more than reaching a dollar 
amount; it’s about making a positive impact in your community. That sense of purpose adds to the joy of 
giving your time and effort.

5.	 Celebrating Success 
Fundraising isn’t complete without celebrating the wins—big and small. Reaching a goal or recognizing the 
dedication of volunteers and donors brings people together and inspires excitement for future efforts.
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Fundraising for your WAI Chapter can be an incredibly fun and rewarding journey. By building community, em-
bracing creativity, fostering growth, making a difference, and celebrating success, fundraising becomes a joyful 
way to support a great cause. So go ahead—embrace the fun in fundraising!

Donations vs. Sponsorships: What’s the Difference?

Both donations and sponsorships are valuable ways for individuals and organizations to support causes like 
Women in Aviation International (WAI), yet there are key distinctions between them that WAI Chapter leaders 
should understand.

Donations

A donation is a gift given by an individual or organization without expectation of something in return—simply to 
support a cause they care about. Donations can be in the form of cash, goods, services, or even stock, and are 
usually made to help support WAI’s general mission and activities. Donors often receive some form of recog-
nition, such as mention in an annual report or on the organization’s website, but these acknowledgments are 
generally more understated.

Sponsorships

A sponsorship, however, is a formal arrangement that typically involves a business as the sponsor. In exchange 
for financial support, sponsors receive specific benefits, such as public recognition, signage, or advertising oppor-
tunities, which help them reach WAI’s audience. Unlike donations, sponsorships are generally part of a compa-
ny’s marketing strategy, with benefits outlined in a formal sponsorship agreement.

Key Differences
• Control Over Funds: Donations are usually given with the understanding that WAI will use them in

alignment with its mission. Sponsorships, on the other hand, involve a written agreement detailing the
specific benefits a sponsor will receive.

• Source of Funding: Donations often come from an individual’s or company’s charitable budget, com-
munity relations fund, or corporate foundation. Sponsorships, however, are usually funded through a
company’s advertising and marketing budget.

• Visibility and Recognition: Donors receive recognition that is often less formal and focused on philan-
thropy, while sponsors receive tailored visibility based on their contribution level. Sponsor benefits
may include logos on event materials, promotional opportunities, or mentions during events, depend-
ing on the sponsorship tier.

Choosing the Right Fit

Both donations and sponsorships play an important role in supporting WAI’s work. Donations reflect a pure de-
sire to support the cause, while sponsorships offer companies an opportunity to align with WAI’s mission while 
achieving specific marketing objectives. By understanding these distinctions, WAI Chapter leaders can better 
engage with supporters and guide them toward the best fit for their goals and budget.

Understanding Tax Benefits: Sponsorship vs. Charitable Donation

For businesses considering support for your WAI Chapter, there are potential tax benefits for both sponsorships 
and charitable donations, but they differ:
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•	 Sponsorship: In the U.S., sponsorship payments may be tax-deductible as a business expense. This 
means that a business can deduct the cost of sponsorship as an “ordinary and necessary” expense, 
similar to advertising or rent. The deductible portion generally aligns with how directly the sponsorship 
supports the business’s trade. Excess amounts may not be deductible, so businesses should consult a 
tax professional for specific guidance.

•	 Charitable Donations: When a business or individual makes a charitable donation, it may qualify as a 
charitable deduction on their tax return, provided it meets specific requirements. Because WAI Chap-
ters operate as nonprofit organizations, donors often request documents verifying nonprofit status, 
such as a Letter of Good Standing, which can be obtained from WAI headquarters.

Since tax treatment can vary by jurisdiction and specific circumstances, encourage businesses to consult a tax 
advisor regarding their contributions.

Note: Always send a personalized thank-you letter to donors and sponsors, expressing appreciation for their sup-
port of your Chapter and WAI’s mission.

Talking Points for Potential Sponsors: Why Support Your Chapter?

Once you’ve secured a meeting with a potential sponsor, focus on highlighting how their support can benefit 
their business and community standing. Here are key points to convey:

•	 Increased Visibility 
Sponsorship means enhanced visibility. Your logo and brand messaging will feature in event materials, 
signage, and promotions, positioning your brand prominently in the community.

•	 Targeted Audience 
Sponsorship allows you to reach a highly engaged audience—people who are invested in our mission 
and likely to connect with your brand.

•	 Community Engagement 
By sponsoring, you demonstrate a commitment to local community growth and positive engagement, 
building goodwill with community members.

•	 Networking Opportunities 
Sponsorship offers a platform to network with other businesses, community leaders, and attendees, 
paving the way for new connections and partnerships.

•	 Employee Engagement 
Employees gain meaningful volunteer opportunities, strengthening their ties to the community while 
developing valuable relationships.

•	 Promotion of Products/Services 
Sponsorship offers opportunities to showcase your products or services. Through interactive booths or 
demos, your brand can directly engage attendees and generate interest.

•	 Recognition 
Sponsors receive acknowledgment in event materials, on-site signage, and promotional communica-
tions, spotlighting your company’s support and commitment to the cause.



40

[Your Name]	 [Date]
[Your Organization Name] 
[Address]
[City, State ZIP Code] 
[Email Address]

Dear [Potential Sponsors],

We are excited to offer you the opportunity to support and participate in Girls in Aviation Day, a unique and inspir-
ing event dedicated to promoting and supporting women in aviation. This event is organized by Women in Avia-
tion International Chapters all over the world, each reflecting the uniqueness of their individual communities.

As a sponsor of our Chapter’s local Girls in Aviation Day, you will have the opportunity to reach a highly engaged 
audience of young girls and women who are passionate about aviation, as well as the business leaders, educators, 
and community members who are committed to supporting their success.

Here are just a few of the many benefits of sponsoring Girls in Aviation Day:

1.	 Increase your brand visibility: Your company’s logo and brand messaging will be prominently featured in 
event materials, on-site signage, and promotional communications.

2.	 Engage with our attendees: You will have the opportunity to engage directly with attendees through inter-
active workshops, hands-on activities, and other opportunities to showcase your company’s products and 
services.

3.	 Support diversity and inclusion: Your support for Girls in Aviation Day demonstrates your commitment 
to promoting diversity and inclusion in our community and to inspiring the next generation of women in 
aviation and aerospace.

4.	 Build relationships: You will have the opportunity to network with other businesses, educators, and 
community leaders who share your commitment to supporting women in aviation.

5.	 Invest in the future: By supporting Girls in Aviation Day, you are investing in the future of our community 
and helping to inspire and support the next generation of female aviators.

We offer several sponsorship opportunities, ranging from [$500 to $5,000], and we would be happy to work with 
you to develop a package that meets your specific needs and goals.

We believe that Girls in Aviation Day is a unique and exciting opportunity to encourage and inspire girls to consider 
entering the exciting world of aviation and aerospace. We would be honored to have you join us as a sponsor and par-
ticipate in this important event.

Thank you for your time and consideration. We look forward to working with you to make Girls in Aviation Day a 
success.

Sincerely, [Your Name] [Your Chapter’s Name]

Download letter Word .doc
HERE

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/Chapter_Sponsorship_Letter_.pdf
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SPONSORSHIP OPPORTUNITIES FOR GIRLS IN AVIATION DAY

Sample: Copy can be inserted into your own Chapter’s handout design

[Name of Women in Aviation Chapter]

Join us in empowering the next generation of women in aviation and make a difference in your community. As 
a sponsor of Girls in Aviation Day, your organization will play a vital role in inspiring and educating young girls 
about the exciting opportunities in the aviation industry.

With three levels of sponsorship to choose from ($250, $500, and $1000), we offer a range of benefits that allow 
you to get involved at the level that makes the most sense for your organization.

$250 Level: Community Supporter

• Recognition in Girls in Aviation Day event materials, including flyers and social media posts

• Listing on our Chapter’s Girls in Aviation Day Facebook page as a Community Supporter

$500 Level: Bronze Sponsor

All benefits of the Community Supporter level, plus:

• Logo placement on Girls in Aviation Day event materials

• Two tickets to Girls in Aviation Day event

$1000 Level: Silver Sponsor

All benefits of the Bronze level, plus:

• Company table at Girls in Aviation Day event

• Opportunity to provide materials in event goodie bags

• Recognition in event press release

• Four tickets to Girls in Aviation Day event

By becoming a sponsor of Girls in Aviation Day, you’ll help us inspire the next generation of women in aviation and 
show your commitment to diversity and inclusion in the aviation industry.

Thank you for your consideration and support. We look forward to working with you to make Girls in Aviation Day a 
success.

For more information on sponsorship opportunities, please contact [Name and Contact Information)

Download letter Word .doc
HERE

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/GIAD_Sponsorship_Flyer.pdf
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Sample Letter of Thanks for Sponsors

[Your Name and Title]	 [Date]
[Your Women in Aviation Chapter Name] [Address]
[City, State Zip Code]

[Business Name] [Ad-
dress]

[City, State Zip Code]

Dear [Business Contact Name],

On behalf of [Your Women in Aviation Chapter Name], I wanted to take a moment to express my deep apprecia-
tion for your generous support of our Girls in Aviation Day event. Your sponsorship at the [$250/ $500/
$1000] level has been a tremendous help in ensuring that this year’s event was a success.

Girls in Aviation Day is a unique way to encourage young girls to learn more about the exciting opportunities in the 
aviation industry and to be inspired by female role models in the field. With your support, we can make a real differ-
ence in the lives of these young girls and encourage them to pursue careers in aviation.

Your generosity will have a lasting impact on the girls who attend Girls in Aviation Day, and we are grateful for your 
commitment to our mission. In exchange for your generous support, your company’s name was prominently 
displayed at the event and recognized in all event materials, ensuring maximum visibility and exposure for your 
business.

[Be sure to include copies or photos of your sponsor’s visibility at the event]

Thank you again for your support of Girls in Aviation Day and [Your Women in Aviation Chapter Name]. We look 
forward to working with you in the future to make a positive impact in our community.

Sincerely,

[Your Name and Signature]

[Your Women in Aviation Chapter Name] [Address]
[City, State Zip Code] [Phone 
Number]
  [Email Address]

Download letter Word .doc
HERE

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/Chapters_Sponsor_Letter.pdf
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Sample Thank-you Letter for Charitable Donors

[Your Name and Title]	 [Date]
[Women in Aviation International Chapter Name] [Ad-
dress]
[City, State Zip Code]

[Donor Name] 
[Address]
[City, State Zip Code] Dear 
[Donor Name],

On behalf of Women in Aviation International [Chapter Name], I wanted to extend my sincerest thanks for your generous do-
nation of [$ amount]. Your support is greatly appreciated and will go a long way in helping us achieve our mission of 
increasing the number of women who are involved in all aspects of aviation and aerospace.

Women in Aviation International provides opportunities and resources for women in the aviation industry. Your 
donation will allow us to continue offering programs and events that encourage girls and women to pursue careers in 
aviation, as well as provide support and mentorship for those already in the field.

Your generosity is truly making a difference in the lives of women in aviation, and we are grateful for your support. 
We believe that through the collective efforts of individuals like you, we can continue to make a positive impact in 
the industry.

Thank you again for your generosity. Your investment in Women in Aviation International will have a lasting impact on 
the future of women in aviation.

Sincerely,

[Your Name and Signature]
[Women in Aviation International Chapter Name] 
[Address]
[City, State Zip Code] [Phone 
Number] [Email Address]

Your contribution may be tax-deductible to the fullest extent allowed by law. Please consult with your tax 
advisor for more information. This letter serves as acknowledgement of your contribution of (insert amount of 
cash donation) on [Date]. No goods or services were provided in exchange for this contribution. [Name of Your 
Chapter] is an exempt organization as described in Section 501(c)(3) of the Internal Revenue Code; EIN [##].

Download letter Word .doc
HERE

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/2025_NOVI_Items/Chapters_Sponsor_Letter.pdf
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Girls in Aviation Day (GIAD) is a global event by Women in Aviation International (WAI) to inspire young girls to 
explore careers in aviation and aerospace. Here’s an outline of the program and its resources:

GIRLS IN AVIATION DAY

• Virtual Expansion with the Aviation for Girls App:

- Due	to	COVID-19	in	2020,	WAI	launched	the	Aviation	for	Girls	app,	enabling	global	participation 
with	year	round	access	to	educational	content,	activities,	and	interviews.

• In-Person & Virtual Engagement:

- In	2025,	GIAD	saw	200	in-person	events	hosted	by	Chapters	and	corporate	members	across	the 
globe,	reaching	over	42,000	attendees.	Thousands	more	engaged	through	the	app.

- ONLY	WAI	Chapters	and	corporate	members	are	authorized	to	hold	in-person	events	for	girls	aged 
7-17,	following	local	health	guidelines.

- Chapters,	Chapter	Leaders	and	Corporate	Members	must	be	in	good	standing	with	the	organiza-
tion	to	host	GIAD	events.

- No flying activities may be conducted at or during GIAD events.

• 2026 GIAD Date:

- September	19,	2026	is	marked	for	the	12th	Annual	International	Girls	in	Aviation	Day.

- Resources	can	be	found	on	the	Girls	in	Aviation	Day	Resources	for	Event	Hosts	web	page.

- A	refreshed	GIAD	toolkit	is	available	on	WAI’s	website	in	Spring	2026	to	assist	with	event	planning.

• Resources for Chapter Leaders:

- The	WAI	Chapter	Leaders	Facebook	Page	is	a	valuable	resource	for	exchanging	ideas	and	guidance. 
If	you	are	not	a	member,	please	request	to	become	one	through	Facebook.

- All	logo	and	branding	rules	must	be	adhered	to	as	outlined	in	WAI’s	Brand	Guidelines.

• Aviation for Girls App:

- Available for download on Apple

and Google Play stores, providing
year-round access to aviation-related
activities.

Apple Device Download | Google Device Download

Download the free 
Aviation for Girls App.
Available year-round with hours of new content including: 
• Three age-appropriate content tracks 

for elementary, middle school, and high
school students

• Meet positive female role models
• Instructional activity videos
• Scholarship information
• Education resources
• Expanded Aviation for Girls magazine

apple.co/3dm2MiG bit.ly/AFGAppGooglePlay

GIAD remains a powerful initiative to spark interest 
in aviation for future generations, and WAI’s  
resources continue to support its success.

https://www.wai.org/girls-in-aviation-day-resources-for-event-hosts
https://assets.noviams.com/novi-file-uploads/wai/GIAD_2025/GIAD2025_HostKit.pdf
https://assets.noviams.com/novi-file-uploads/wai/Chapter_Resources/WAIBrandGuide_2025_Chapters.pdf
https://apps.apple.com/us/app/aviation-for-girls/id1640517561
https://play.google.com/store/apps/details?id=com.q8f8958c50c6.app
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FLYING EVENTS & ACTIVITIES

Flying Event Policy for Women in Aviation International, Chapters, and Corporate Members 

1. Prohibited Flying Activities

• No WAI-Affiliated Flying Events: Chapters may not organize or conduct any flying events or activities
under the WAI or Chapter name.

• Insurance Limitations: WAI’s insurance does not cover flying activities, so Chapters are prohibited from
hosting or conducting these events.

2. Permitted Participation

• Supporting Roles Only: Chapters may participate in flying events organized by other organizations but
strictly in supporting roles, such as staffing a registration table or hosting a booth.

3. Girls in Aviation Day Restrictions

• No Flying Activities Allowed: Flying activities are not allowed during a Chapter’s Girls in Aviation Day
event. This restriction includes all Chapter members, Corporate Members, attendees, and exhibitors.

By following these guidelines, WAI Chapters can safely engage in aviation community activities while staying 
within WAI’s insurance and operational policies.
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INSURANCE

WAI	maintains	an	insurance	policy	that	provides	insurance	for	WAI	chapters,	with	the	following	coverage:

1. Coverage Details

• Commercial General Liability:	$1,000,000	per	occurrence	for	bodily	injury	and	property	damage.

• Products and Completed Operations:	Coverage	for	products	and	completed	work	(if	applicable).

• Personal and Advertising Injury Liability:	Protection	against	libel	and	slander.

• Fire Damage Legal Liability:	$40,000	coverage	for	fire	damage	caused	to	non-owned	structures	or
contents.

• General Aggregate:	$2,000,000	total	per	year	across	all	chapters,	with	$1,000,000	per	occurrence.

• Note:	These	coverage	limits	are	shared	across	all	chapters,	not	on	a	per-chapter	basis.

2. Exclusions

• Flying Activities:	Not	covered	by	WAI’s	insurance	(refer	to	“Flying	Activities”	policy	for	details).

• Directors and Officers (D&O) Liability:	Not	included.	Chapters	needing	D&O	coverage	must	secure
separate	insurance.

• Alcohol Sales:	Events	involving	the	sale	of	alcoholic	beverages	are	not	covered.	Chapters	selling
alcohol need	their	own	policy	and	must	list	WAI	as	an	additional	insured.

3. Proof of Insurance

• Certificate of Insurance:	A	blanket	certificate	is	available	on	the	Chapter	Resources	page.

• Named Insured Requests:	If	an	event	venue	requires	“named	insured”	status,	complete	the	required
form	(available	on	Chapter	Resources)	and	submit	it	to	the	Manager	of	Chapter	Relations	at least 10
days before the event.

This outline ensures that WAI chapters understand coverage limits, exclusions, and necessary additional insur-
ance requirements to stay compliant with WAI’s insurance policies.

https://assets.noviams.com/novi-file-uploads/wai/pdfs-and-documents/Chapter_Resources/4_25-4_26_Insurance_WAI.pdf
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CHAPTER NEWS & AVIATION FOR WOMEN DEADLINES

Content Requirements:
• Event Timing: Only share news about past events or accomplishments. Member News can also be

submitted along with Chapter News, but please make sure to clearly annotate Member News.

• Format: Articles should be professionally prepared and print-ready. Submissions should be 150
words or less in length for Chapter News, and 100 words or less for each Member News submission.

• Editing: Submissions may be edited for grammar, spelling, and length by the editorial team.

• Photography: Photos should be high-resolution (300 dpi or better), in .jpg or .png format. Please
note: .heic (i.e. iPhone “live” photo) files will not be accepted.

- Include full names of individuals in each photo from left to right for proper recognition.

- Limit photo submissions to one or two favorites; full newsletters or large photo folders cannot
be accepted.

Submission Deadlines for 2026 Issues:
• AFW Q1 issue

(January-March	2026):	January	10,	2026

• AFW Q2 issue

(April-June	2026):	April	14,	2026

• AFW Q3 issue

(July-September	2026)	July	10,	2026

• AFW Q4 issue

(October-December	2026):	October	10,	2026

By following these guidelines, Chapters can ensure high-quality and timely submissions that celebrate the 
achievements and events of WAI members!
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CHAPTERS AWARDS

The Dorothy Hilbert Chapters Volunteer Of The Year

At	Women	in	Aviation	International	(WAI),	we’re	genuinely	moved	by	the	remarkable	dedication	of	our	volun-
teers.	Among	them,	some	individuals	consistently	go	the	extra	mile	for	our	community.	We	see	their	tireless	
efforts	and	feel	it’s	time	their	contributions	are	duly	recognized.	 

The	annual	Dorothy	Hilbert	Chapters	Volunteer	of	the	Year	award	is	a	heartfelt	tribute	to	these	exceptional	indi-
viduals.	We	encourage	you	to	share	a	brief	narrative	highlighting	how	your	nominee	has	positively	impacted	your	
Chapters.	It’s	an	opportunity	to	spotlight	their	invaluable	contributions	and	exemplary	dedication,	showcasing	
the	best	of	our	volunteer	community.	Your	nominee	undoubtedly	embodies	the	spirit	of	team	collaboration,	and	
we	can’t	wait	to	learn	more	about	her/his	impact.	 

WAI	looks	forward	to	recognizing	the	remarkable	achievements	of	the	Chapter	Volunteer	of	the	Year		and	the	
difference	she/he	has	made!	Submit	your	nominations	HERE. Remember to submit your narrative by February 
1, 2026.

https://forms.office.com/Pages/ResponsePage.aspx?id=EhXzLzuYgESm2eOML5VdzdmMgSlqiPlIrTKjrURv-sxUMVNXV1RNSVdVRjVTM1hQMUdIOUpRQ0xIUC4u


49

WAI CHAPTER REBATE PROGRAM OVERVIEW   

Women in Aviation International (WAI) offers a rebate program designed to help Chapters fund their activities, 
support member attendance at WAI’s Annual Conference and other events and promote the WAI mission. Here 
are the key details:

1. Rebate Funds

• Non-Cash	Payments:	Rebate	funds	are	not	paid	to	the	Chapter	in	cash.

• As	of	January	1,	2025:	Rebate	funds	earned	through	the	year	will	be	automatically	applied	to	the 
Chapter’s	Annual	Fee	on	February	15	of	each	year.		The	Chapter	will	receive	an	invoice	of	$135	and	a 
separate	credit	memo	reflecting	the	rebate	amount	as	of	February	15.		To	calculate	the	amount	due	for 
the	Annual	Fee,	subtract	the	amount	of	the	credit	memo	from	$135	and	proceed	to	payment.

2. Earning Rebate Funds
Chapters	can	earn	rebate	funds	through:

• New	Member	Sign-Ups:	By	signing	up	new	WAI	members.

3. Using Rebate Funds
Chapters	can	utilize	rebate	funds	for	the	following	purposes:

• Annual	Chapter	Fee:	To	pay	the	annual	WAI	Chapter	fee.

• Conference	Attendance:	To	cover	costs	for	Chapter	members	attending	the	annual	WAI	Conference.

• WAI	Merchandise:	To	purchase	WAI	merchandise.

• Other	Uses:	For	other	purposes	as	determined	by	WAI	from	time	to	time.

4. Reporting and Balances

• Rebate	Reports:	The	WAI	Chapter	Team	will	send	a	rebate	report	to	your	Chapter	President	in	April	and 
October	each	year.

• Adjustments:	If	there	are	questions	or	discrepancies,	contact	the	Chapter	Team	as	soon	as	possible.

• Carry-Over	Balance:	Chapters	can	carry	over	a	maximum	balance	of	$250	from	year	to	year,	unless 
prior	approval	from	WAI	has	been	obtained.



50

Your Chapter receives rebates for new Women in Aviation International members it recruits as follows:

• As new memberships are created for WAI, be sure new members select your Chapter name from the
dropdown as they create their profiles.

• Please note, no rebate funds are given for membership renewals.

- All Chapter officers are given access to the Chapter’s roster for Chapter management.

Here’s the process:
1. Log in to your WAI Account and click on your name at the top of the page to enter your Member Com-

pass.

2. When you enter your Member Compass, you will see a menu on the left-hand side. Click on “WAI Re-
ports”.

3. Here you will see your Chapter’s name. Click on this to download your updated Chapter Roster.

4. Save this download in your preferred format.

Use Membership Rebate Funds:
1. WAI	Merchandise	–	Please	contact	the	WAI	Merchandise	team	at	merchandise@wai.org	to	purchase 

merchandise,	identify	in-stock	items,	and	make	special	merchandise	orders.

2. Registration	is	open	for	the	2026	Annual	Women	in	Aviation	International	Conference	taking	place 
March 19-21,	2026	in	Dallas.	Visit	the	website	to	learn	more	and	register	now!	Find	more	information 
about the	2026	Conference	HERE!

• Sponsor	a	high	school	student	or	college	student	to	attend,	or

• Send	a	Chapter	officer	so	they	can	attend	the	Chapter	Leadership	Workshop,	or

• Have	a	contest	amongst	Chapter	members!
• Please	note	that	if	you	would	like	to	use	your	Chapter	rebates	for	conference	registration,	you	

        cannot register	online.	Please	email	the	Events	team	at eventsadmin@wai.org and	note	that	Chapter	rebates	            
        are	being	used.

• Must	be	an	active	Official	Chapter	or	a	Provisional	Chapter	within	(1)	year	of	formation.

NEW WAI MEMBERSHIP REBATE FUNDS

New Member Type Rebate to Chapter
Corporate $25
Family $2
Individual $5
Lifetime - All $5
Student $3
Junior – 15 years & younger $0

EARN REBATE FUNDS FOR SIGNING UP NEW WAI MEMBERS

https://www.wai.org/2026-conference
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3. Annual Chapter Fee – Haven’t filed your Chapter’s Annual Report and/or paid your Chapter’s Annual
Fee? Use your rebate funds to pay the $135 due (if paid on or before February 15, or $160 due if paid
after February 15).

• If your Chapter hasn’t paid your Annual Chapter Fee by February 15 and you have a rebate balance, we
will automatically allocate your Chapter’s rebate funds to cover this annual fee.

4. Official Chapter Application Fee - Provisional Chapters…Use your rebates towards your official Chapter
application fee!

Annual Chapter Rebate Funds

Earning Rebate Funds for Sending Chapter Members to the Annual WAI Conference 

Eligibility and Award Details

1. In-Person Conference Only: This rebate program is applicable only for in-person WAI Conferences.

2. Attendance Requirement: If nine or more Chapter members attend the Annual WAI Conference (full,
all-day attendance), WAI will award your Chapter one complimentary registration for the following year’s
conference.

Claiming Your Complimentary Registration

3. To	use	the	complimentary	registration,	please	contact	the	Events	team	directly at eventsadmin@wai.org,	as	      
online	registration is not available for this offer.

 Important Limitations

4. Carry-Over and Expiration:

• The conference rebate may be carried over to the next conference year but expires after that.

5. Donations:

• The rebate may be donated to another WAI member or Chapter for use during the current conference
year.

6. One Registration Limit:

• Each Chapter can earn only one complimentary conference registration per conference year.
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Conference.	Be	cautious,	as	the	registration	will	expire	with	the	2027	Conference. 

Donation:

• Chapter	ABC	may	decide	to	donate	their	complimentary	registration	to	Chapter	XYZ,	allowing	one	of 
their	members	to	attend	the	2026	or	2027	Conference.

• This	donation	could	be	especially	beneficial	if	given	to	a	collegiate	Chapter	to	help	send	a	student	to 
the	conference!
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CHAPTER DISSOLUTION CHECKLIST

What your Chapter must do to dissolve:

_____	 Communicate status to Chapter members, in the event that members may want to 
continue the Chapter. If no such affirmation is received, then:

_____	 Communicate your intention to dissolve your Chapter to the Manager of Chapter of Relations.

_____	 Identify and resolve remaining Chapter expenses and/or debts.

_____	 Identify remaining final balance in Chapter accounts.

As a 501(c)3 non-profit group, and in accordance with your Articles of Incorporation and Bylaws, any remaining 
funds must be forwarded to Women in Aviation International.  

Your Chapter may designate that you wish for the remaining funds be used towards funding WAI scholarships, or 
you may designate your own scholarship (and terms for award).  Note: WAI must review and approve terms of 
the scholarship, and dependent upon the amount, may direct funds to the general WAI Scholarship fund. 

Checks for the remaining balance should be made payable to “Women in Aviation International” and 
forwarded to:

Manager of Chapter Relations
Women in Aviation International
1864 Dayton Germantown Pike, Unit 4
Germantown, OH 45327-1100

What WAI will do:

_____	 Remove Chapter affiliation from member’s database record.

_____	 Remove the Chapter from WAI.org.

_____	 Note dissolution of Chapter on official Chapter Number List.

_____	 Note dissolution of Chapter on Master Chapter Worksheet.

_____	 Move files to Dissolved Chapter section.

_____	 Indicate removal of Chapter from IRS Group Ruling on annual IRS communication.
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