APTi CHAPTER RENEWAL CHECKLIST

2017 Annual Chapter Renewal Checklists are also available online at:
www.aptinternational.org/annual-chapter-renewals 
The following documents are required:
 	1) APTi Chapter Agreement – electronically signed and dated by the President and Treasurer by typing your name and date in the designated boxes. Please read the CPP, Inc., Trademark Guidelines revised October 2015. As an APTi affiliated chapter, you need to be aware of and comply with trademark use requirements from CPP, APTi partners, and other similar resources. This applies to both your printed Chapter materials and web-based use of trademarks: https://www.cpp.com/Pdfs/Trademark_Guidelines.pdf
 	2) 2016-2017 APTi Chapter Board and Member Contacts – include current contact information (telephone # and email address), and an estimate of the monthly hours each board member spends on Chapter business (this is required by the IRS). We’ll compile a summary for Chapter leaders’ reference. NOTE: To qualify as an APTi Chapter, your President and Treasurer must both be current paid APTi members at the Premium or Loyal level; your membership also must include three other paid APTi members.
 	3) 2016 APTi Chapter Financial Statement Form – complete all fields. List any outstanding liabilities as of the end of 2016 in the comment section, detailing the amount, the party involved and what the payment is for. This is also an IRS requirement.
 	4) 2016 Chapter Programs – list all 2016 programs including dates, program titles, descriptions, speaker names/emails, CEUs approved and program comments. We’ll provide a master list to chapter leaders for meeting ideas. You can also provide this list for planned 2017 programs (the 2017 list is optional).
 	5) A copy of your Chapter Bylaws – required only if you have not submitted them previously, or if you amended them during 2016. If your Chapter provided its bylaws for the 2016 renewal and did not amend them, you do not need to submit them now. □ Please check here if you are not sending bylaws this year.
 	6) Copies of all bank and account statements – for each of your Chapter’s accounts. The statements are another IRS requirement. We prefer electronic copies but can accept hard copies via fax or email.

These two documents are optional:
 	7) 2016 Board Meeting minutes – submit electronic documents. Note: In order to set up a Chapter checking account, you will need to prepare a letter or provide meeting minutes that state: "The              Chapter of the Association of Psychological Type International wants to establish an account with	(bank).” The letter or meeting minutes must be signed by the secretary, treasurer, or president of the Chapter.
 	8) Chapter Information – include any additional information about your Chapter that you’d like – we’d love any best practices to share with other Chapters.


WE’RE HERE TO HELP
[bookmark: _GoBack]If you have questions or comments, please call APTi: 518-320-7416, Monday-Friday between 9:00 a.m. – 4:30 p.m. (EST) or email apti@caphill.com. We value our relationship with your Chapter and want to keep you as part of our international type community. Together we are better at fulfilling our mission! Thank you!
