Local Association Checklist
As new leadership takes the helm of your local association, CPhA would like to help you with this transition. Below is a checklist every local should use at the beginning of every year. 

CPhA recommends keeping all of the following in a binder that can be passed on from leadership to leadership. 

Checklist

· All bank account information, including account number(s), current balance sheet and statements.

· Update all bank signature cards

· Update leadership change to CPhA including Treasurer information for dues 

· Copies of recent tax returns or know where they are at

· Copies of current bylaws and code of ethics 

· Copies of any resolutions &/or policies passed by Board 

· Copy of CPhA affiliation agreement

· Copies of Articles of Incorporation

· Update Agent of Process with Secretary of State (if needed)

· Previous years budget

· Previous years CE and Event schedule

· Previous years board agendas

· Previous years board meeting minutes

· Certificate of Liability Insurance

· Current AES information and policy and procedure manual

