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CHAPTER CONTINUITY TOOL

The chapter continuity tool was developed for each chapter to keep vital information for their chapter in one place. Things such as usernames, passwords, EIN and tax information is all kept in this one document. When a new chapter leader joins your board, this is a great tool to update and pass on to them. 

When you first attempt to fill out this form, it is quite lengthy and can be overwhelming. We suggest you take one page at a time and try to fill out the form in its entirety over a few weeks. 

Please DO NOT send your completed continuity tool to WAI. This is a tool for your internal use amongst your board only.  With account information and passwords contained in this document, we also suggest that you take steps to keep this information secure.


























WAI ________________ CHAPTER DIGITAL RECORDS


What tool does your chapter use? Dropbox? Drive? Other? Identify it here:  ____________________
	
Login:  ___________________________________________________
	
Password:  ________________________________________________


Suggested items to be included in your digital file sharing:
· Chapter Articles of Incorporation
· Chapter Bylaws
· Treasurer Reports (past 5 years)
· Bank Statements
· Annual Reports (past 5 years)
· Confirmation of 990N e-Postcard Filing  (past 7 years)
· Current Roster
· Chapter logo
· High resolution
· Vector format
· Meeting Minutes (past 2 years)
· Pictures to use for Outreach
· Outreach documents (flyers, banners…)
· Sponsorship documents
· Press Releases
· Girls in Aviation Day documents
· Important contacts (Girls in Aviation Day contacts, local Girl Scout chapters, local museum coordinators, T-shirt companies).
· Scholarship qualification/application documents & scholarship submissions
· Committee documents
· Anything else you wish to preserve for your chapter.



WAI ________________ CHAPTER BANKING INFORMATION



Bank name:  __________________________________________________
Bank address:  ________________________________________________
		________________________________________________

Bank account number:  _________________________________________
Bank routing number:  __________________________________________
Contact at the bank:  	Name:  _____________________________________
			Phone:  ____________________________________
			Email:  _____________________________________

Members on the bank account, list any/all that are authorized:	
· ______________________________________________________
· ______________________________________________________
· ______________________________________________________
· ______________________________________________________

Debit Card pin:  _______________

Online banking:
	Website:  ______________________________________________
Login:  ________________________________________________
Password:  _____________________________________________

Security Questions & Answers:
· _________________________________________________
· _________________________________________________
· _________________________________________________

Credit Card payment tool (i.e., Paypal or other):  ___________________________________
	
Login:  __________________________________________________

	Password:  _______________________________________________

WAI ________________ CHAPTER CORPORATE AND TAX INFORMATION



IRS Employee Identification Number (EIN): ___________________________________

State Tax Information:  ___________________________________________________

Date of Incorporation:  _______________________________________

Official Address:	____________________________________________

			____________________________________________

			____________________________________________

User Name for Filing IRS 990N: ______________________________________

Password For Filing IRS 990N: ________________________________________


WAI ___________ CHAPTER SOCIAL MEDIA LOGIN INFORMATION

Email:
	User name:  ________________________
	Password: ________________________
Recovery Email: ____________________
Recovery phone: ___________________

EventBrite:
	Username: _______________________
Password:  _______________________

Mail Chimp:
	Username: ________________________
	Password: _________________________

Facebook:
	Current Admins: 

LinkedIn:  
	Current Admins: 

Instagram:
	Username: _________________________
	Password:  _________________________

Snapchat:
	Username: _________________________
	Password: _________________________

Twitter: 
Username: _________________________
	Password: _________________________

Website: 
	Website Address: ____________________
	Username: _________________
	Password: __________________
 

ORGANIZATIONAL CALENDAR

This section is where you can outline recurring events your chapter hosts. This will help new leaders behind you remember which events the chapter continually hosts. Some ideas include a yearly holiday party, a local air show, Girls in Aviation Day, speakers in the spring, and a summer pool party!
	Month
	Event
	Details

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






WAI ________________ CHAPTER EXPECTATIONS OF BOARD MEMBERS & LEADERS

Each chapter runs their executive board just a little bit differently. Here is a great place to list the name and contact information for each board position. While still complying with the requirements outlined in your chapter bylaws for your executive board, you might identify important tasks each officer takes on for your local chapter. 

WAI REQUIRED POSITIONS
President:
· ____________________________________________
· ____________________________________________
· ____________________________________________

Vice President:
· ____________________________________________
· ____________________________________________
· ____________________________________________

Treasurer:
· ____________________________________________
· ____________________________________________
· ____________________________________________

Secretary:
· ____________________________________________
· ____________________________________________
· ____________________________________________

Membership Chair:
· ____________________________________________
· ____________________________________________
· ____________________________________________

Outreach Chair:
· ____________________________________________
· ____________________________________________
· ____________________________________________





WAI ________________ CHAPTER COMMITTEES



NOT REQUIRED, BUT COMMON LEADERSHIP POSITIONS

Fundraising Chair:
· ____________________________________________
· ____________________________________________
· ____________________________________________
· ____________________________________________

Program & Planning Chair:
· ____________________________________________
· ____________________________________________
· ____________________________________________
· ____________________________________________

Communications Chair:
· ____________________________________________
· ____________________________________________
· ____________________________________________
· ____________________________________________

Advisor:
· ____________________________________________
· ____________________________________________
· ____________________________________________
· ____________________________________________

Any other positions, roles your chapter finds useful:
WAI ________________ CHAPTER COMMITTEES

List out each committee you have, the chair & member of each committee and the role the committee serves. Include any important documents the committee compiles in a folder in your digital files.

MEMBERSHIP COMMITTEE (REQUIRED BY WAI)
Chair:

Members: 
· ____________________________________________
· ____________________________________________
· ____________________________________________

Committee Purpose:


OUTREACH COMMITTEE (REQUIRED BY WAI)
Chair:

Members: 
· ____________________________________________
· ____________________________________________
· ____________________________________________

Committee Purpose:


OTHER COMMITTEES
Chair:

Members: 
· ____________________________________________
· ____________________________________________
· ____________________________________________

Committee Purpose:





WAI ________________ CHAPTER COMMITTEES

PROJECT AND EVENT LOG

The purpose of this section is to keep track of different projects and events that you do as a chapter. Evaluating your performance and giving advice for the future board members can be incredibly valuable towards the continuity of your organization.

	Project Name
	Purpose
	Description & Recommendations

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	







WAI ________________ CHAPTER COMMITTEES

OTHER IMPORTANT THINGS TO PASS ON

· Fundraising Ideas and Sponsors
List the fundraising activities your chapter has done in the past that have been successful. List any contacts you have for sponsors including point of contact, what they have sponsored in the past, and if they’ve pledged to sponsor the chapter in the future. Any pledge forms or corporate sponsor guides should be included with this section of the packet and in your digital files.

· Chapter Contacts
Identify the people outside the organization that have been essential for helping your chapter succeed. Examples include contacts at event locations, people that have agreed to host events, companies with resources (copies, event space, swag), and leaders of sister organizations that you’ve worked with in the past. Take it a step further and introduce your predecessor to the important contacts! 

· Scholarship Information
Write up a description of your chapter’s scholarship fund including why it was founded, what the scholarship(s) is(are) to be used for, requirements of applicants and the selection process for the scholarship committee. If there is a specific process for fundraising for the scholarship, also list it for your new board. Information on how to run the scholarship committee should also be outlined in the committee section of this document.



WAI ________________ CHAPTER COMMITTEES

OTHER THINGS TO KNOW ABOUT

Please also refer to our annual Chapter Handbook for other helpful guidance on successfully running a WAI chapter. It is a wealth of important information that many chapter leaders don’t know about! Note the handbook is updated annually to reflect WAI’s current procedures. Information on the following topics can be found in the Chapter Handbook:
· Chapter News
· Girls in Aviation Day Kit
· How to maintain tax-exempt status and file your 990N
· WAI Annual Conference
· Explanation of rebate program and how to use your rebates
· Merchandise discounts
· Chapter logo guidelines
· Taxes
· Annual report checklists and agreements
· WAI vision & mission, fact sheet and history (good for recruitment)
· Information on the annual WAI conference
· Trademark usage policy

Wai.org/chapters/resources
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