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You are probably reading this because you are interested in taking on the exciting and rewarding
responsibility of forming a Trout Unlimited (TU) chapter. Thank you. TU's grassroots members
working through local chapters do precisely what the name implies: you root our work in the
watersheds, communities and river beds of our mission.

Cultivation and formation of new chapters is critical to the health of the TU; however, it is not always
the easiest task to undertake and requires a strong supporting foundation of both an adequate
number of active members and sufficient start-up funding to succeed. Therefore, it is of great value
to have a strong mentor in the form of your council and/or a nearby chapter to assist during the
formative stages. Additionally, some may find appealing the idea of operating as a subordinate group
of a parent chapter or council for a period of time in order to build this important foundation before
undertaking the formal charter process. If this is of interest, please read the Board of Trustees
approved document, “New TU Chapter Development Concept.”

The objective of this document; however, is to provide guidelines and resources to help you set-up a
TU chapter, which at its essence is simply a group of members in a local area given a charter by TU’s
Board of Trustees. Each TU chapter is unique based on its specific context, geography, membership
and history.! There is no one size fits all; although, there are a few things every chapter has in
common?. For one, all TU members are assigned by ZIP code to a chapter and are entitled to the
benefits of chapter membership which normally includes receiving the chapter newsletter or e-
newsletter and invitations to chapter meetings, events or projects.3 And, to be chartered, every TU
chapter must contain at least 12 TU members in good standing and a six-member board of directors.

Establishing a new chapter takes place through the following application process and should involve
working closely with your TU state council and Volunteer Operations staff. In order to have a chapter
proposed to national TU Board of Directors for charter, the following documentation must be
submitted (e-mail is preferred) to Volunteer Operations staff:

1. Chapter name: The officers and members should select a name for the chapter that suggests
consideration of geographical locale, local streams, rivers, names of well-known fishing
personalities, etc... The chapter name may not be the same nor too similar to that of a pre-
existing chapter. A chapter may also request a three digit number to correlate with the chapter
name if that number isn’t currently assigned to another chapter.

2. Minutes of the first public meeting. A record of topics, events and attendees should be
submitted after the first meeting of the soon to be chartered chapter. Again, electronic
submission is encouraged.

3. Alist of the chapter’s officers and directors: This list must include complete mailing
addresses, telephone numbers, and e-mail addresses. The minimum requirement is for a
president, vice president, secretary, treasurer, (a combined secretary/treasurer position is
acceptable) and three directors. Additionally, all officers must be active members in good
standing of TU.

4. Chapter bylaws: Chapter bylaws must be signed by chapter officers and submitted for
approval. Model chapter bylaws are found in the online Tacklebox. Please note that we will need
scanned copies that have been signed and dated. All bylaws should be approved by the local
council (if applicable) prior to submission.

1 Chapters range in geographic size from a single watershed to an entire state and in membership size from less
than 20 to over 5,000.

2 Read TU’s Leadership Manual for more information about our structure, history and common attributes of
effective chapters.

3 Members may belong to a chapter outside of their normal ZIP code assigned chapter upon request. According to
TU’s bylaws, Article II, Section 3: “All members in good standing of TU residing within the boundaries of a chapter
area shall be automatically assigned to the membership roster(s) of that chapter and be members thereof. However,
any member so assigned to an area chapter may request to be reassigned to any other chapter of choice regardless
of location.”



http://www.tu.org/sites/default/files/new_chapter_development_concept_0.pdf
http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
http://new.tu.org/sites/default/files/BP_tu_model_chapter_bylaws_2011.docx?_ga=1.36865952.1809698493.1431983741
http://leaders.tu.org/index.php/Trout_Unlimited_volunteer_leadership_manual
http://new.tu.org/sites/default/files/ATU_Bylaws_9310256_18.pdf?_ga=1.72893331.1809698493.1431983741
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5. Chapter territory listings: Please reach out to the Volunteer Operations staff, and we will
send you a spreadsheet containing a listing of current chapter ZIP code assignments. If the new
chapter falls within a council’s territory, the council is responsible for assigning ZIP codes, and
by association members, to your chapter. Please work closely with the council leadership to
determine appropriate chapter boundaries. We also ask that the council clarify whether or not
existing members living in the assigned ZIPs be moved automatically upon charter or whether it
is preferred that only new members living in these ZIPs be assigned to the new chapter. As
always, members may request to be assigned to your chapter regardless of zip code by e-mailing
trout@tu.org or calling 1-800-834-2419. Chapter boundaries are not to cross state or national
borders unless specific approval is granted by the national Board of Trustees.

After Chapter Charter Requirements:

1. Fundraising event: A new chapter is required to hold a fundraising event within the first 18
months of receiving their chapter charter.

2. Employer Identification Number (EIN) application SS-4:4 To file for a new EIN, click
here. This is a quick and simple online process; however, there are a few things you’ll need to know:
v First, the National EIN is 38-1612715.
v' Next, on this screen shot below... click “Started a new business.”

Help | Apply for New EIN | Exit

i@ IRS.gov

EIN Assistant
1. 1dentity 2. Authenticate 3. Addresses 4. Detalls 5. EIN Confirmation

Why is the Non-Profit Tax-E pt Org. q 1g an EIN? Help Topics

Choose one reason that bast descnibes why you are applying for an EIN

Started a new business
Selectthis option if you are beginning a new business

Hired employee(s)
Select this option If you already have a business and need to hire employees

Banking purposes
Selec plion if the reason for applying for the EIN is strictly 10 satisty danking

of organization
on if you are cha ganization you currently operate. such as

changing from a partnership to 3

Purchased active business
Select this option If you are purchasing a business that is already in operation

Continue >>

v Then on this next screen, click “existing business” and enter the ‘national’ EIN.

¥ IRS qov S

EIN Assistant
Your Progress: 1. identity v/ 2. Authenticate 3. Addresses 4. Details 5. EIN Confirmation

Who is the Responsible Party for the Non-Profit/Tax-Exempt Organization?

The tesponsitle pary can be either an indhigyual OR an gxisting dusiness
Please choose one

Inahicual

* Existing business

<< Back Continue >>

4 Because TU is a publicly supported 501(c)3 organized under a group exemption, each chapter (and council) is
required to have their own employer identification number (EIN) and file their own 990 forms with the IRS.


http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
mailto:trout@tu.org
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-Identification-Number-(EIN)-Online
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-Identification-Number-(EIN)-Online
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v Finally on this screen, enter your start date as today.

Heip | Apply for New EIN | Exit

¥ IRS .gov

EIN Assistant
Your Progress: 1. \dentity v’ 2. Authenticate v/ 3. Addresses v 4, Details

Tell us about the Non-Profit/Tax-Exempt Organization.

*Required fieids
The only punctuation and special characters allowed are hyphen (-) and ampersand (8).
The trade name may not contain an ending such as "LLC", "LC", "PLLC", "PA’, ‘Corp’, or 'Inc"

Legal name of Non-ProfitTac-Exempt [Car 1 —oe rhorae,
- 5 -J
Organization {581 - Juneau Chapter

different trom legal name

(only if
County where Non-ProfitTax-Exempt
Organization is located ™

WJUNEAU

State/Territory where Non-ProfitTax-Exempt
Organization is located ™

Non-ProftTax-Exempt Organizatio

ALASKA (AK) v

Select Month v | [Year

Before continuing, please review the information above for typographical errors.

Continue >>

The system will give you an EIN once you've filled everything out. Once you get that, be sure to
inform Volunteer Operations staff immediately.

For submission of these documents, please e-mail, mail or fax (703.284.9400)
attachments along with the following letter of transmittal to Volunteer Operations

staff.



http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
mailto:jyates@tu.org
http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
http://www.tu.org/about-us/tu-offices-contact-information/vol-ops--staff-directory
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LETTER OF TRANSMITTAL:
Date:

TU

Attn: Volunteer Operations
1777 N. Kent St. Ste. 100
Arlington, VA 22209

To Whom It May Concern:

Please add the Chapter, headquartered in

, to the list of chapters to be approved and chartered at the
next meeting of the national TU Board of Directors. The attached documents attest to the eligibility
of this chapter for chartering:

1. Minutes of the first public meeting.

2. A list of chapter officers and directors.

3. A complete set of signed and dated chapter bylaws, approved by the chapter’s council (if
applicable.)

4. A spreadsheet of the new chapter’s assigned territory (by zip-code) with a letter of approval from
the council chair.

After all the above paperwork has been accepted and the charter approved by the national TU Board
of Trustees, I understand we will be responsible for sending Volunteer Operations staff the following:

1. Confirmation and brief description of the chapter’s first fundraising event (within 18 months of
charter.)

2. A copy of the confirmation letter of EIN assignment from the IRS.
Sincerely,
Chapter President

(Enclosures)



