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The Intelligent Transportation Society of America (ITS America) “Guide to Developing an ITS America State Chapter” has been developed to assist you and your peers in establishing an ITS America State Chapter in your area.
ITS America and its State Chapters provide its members with opportunities to increase awareness of ITS benefits among consumers, elected officials, and stakeholder organizations.  Members can engage in a variety of business partnerships, educational opportunities and  advocacy efforts—all geared toward helping develop both their businesses and the ITS industry.
Today, hundreds of business, public agencies, and academic institutions and more than 22 state and regional chapters have joined together as members of ITS America to enhance the awareness and further the deployment of ITS products and services throughout the U.S. 
This guide contains information that will lead you through the successful formation of a state chapter. Additionally, the ITS America National Staff is ready to assist you at any time. 
If you have any questions regarding any material throughout this guide, please contact ITS America’s Vice President of Membership, Thomas E. Kern, at the national office at 800-374-8472 ext. 4211 or tkern@itsa.org. 
Why Form an ITS America State Chapter?

An ITS America State Chapter  is a resource for networking, training, education, developing professional opportunities, legislative representation on Federal/State/Local matters, working closely with suppliers and distributors and strengthening our industry. 
Interacting within a non-competitive environment, state chapter members are able to share information and learn from each other’s experiences.
ITS America State Chapters offer….
· Education Programs
· Increased Advocacy 

· Outreach to Decision Makers
· Timely, Industry-related Information
· Access to Local, State, and National Resources
The combination of these products and services offers ITS stakeholders the opportunity to improve their skills, save their companies or agencies money, and contribute to the advancement of the ITS industry.
Establishing an State Chapter

When you begin organizing a state chapter, it is no different than setting up a business. It requires three things:
Planning
Organization
Commitment

This step-by-step guide will walk you through the process to insure that your state chapter is formed successfully.
Step One
1. Do an Analysis of your Market – Is there a group of ITS professionals in your area interested in forming a local chapter? Are there well-established, similar associations in your area, which serve ITS professionals? Could an ITS America State Chapter offer more or complimentary services?

2. Examine ITS America – Does ITS America offer the programs and resources that ITS professionals in your area are looking for? A basic question to ask is as an ITS professional, what keeps them up at night?  If they respond with: 
· Difficulty finding RFPs and RFIs for ITS projects
· Difficulty growing their business
· Unable to find educational opportunities
· Lack of legislative representation
If those are some of the responses, then proceed!
Step Two
1. Form a Steering Committee – The steering committee lays the foundation for the state chapter, establishing its mission, goals, objectives and organizational plan. This steering committee should be a group of ITS professionals who are committed to our industry.

2. Establish a Mission, Goal and Objectives – “What do we want to do?” The answer to this question defines the state chapter’s mission and goals. These goals will be your guide when making important structural decisions concerning the state chapter. 

3. Select A Chapter Name – Include “ITS” and a mention of your geographic location—state or region—in your state chapter name to reflect your affiliation with the national organization and your local identity. Example: ITS Texas, ITS Gulf Region
4. Establish a Mailing Address - A steering committee member’s office can serve as the temporary mailing address for the state chapter. A telephone number should also be determined. Many chapters now have an e-mail address and website as well.
5. Secure Initial Funds – Request an advance deposit from all steering committee members for organizing expenses. This advance should be deducted from their initial dues. Designate a treasurer to open a bank account to record receipts and disbursements.
6. Set the Fiscal Year – ITS America’s fiscal period is January 1 through December 31. All state chapters should have fiscal periods consistent with that of the national association.
7. Determine the Chapter Dues - Dues are necessary for the state chapter to operate. Local ITS America State Chapter establish their own dues structure.  

8. Prepare Chapter Bylaws – The Bylaws set forth the chapter name, rules of operation, membership eligibility, meetings, officer elections, and voting rights. A sample copy of bylaws is available electronically from the national office. 

9. Print Letterhead Stationery – Work with your local printer to create stationery for your chapter. Camera-ready “ITS” logos are available from the national office. 

10. Print Membership Applications – You will need membership applications to distribute at your organizational meetings, include in prospect mailings, and for individual recruiting purposes. 
11. Create A Prospect List – Gather the names, addresses, and telephone numbers of prospective members from your steering committee members and other local trade associations. ITS America can also help you generate a list. Use your prospect list for inviting potential members to your meetings.  

Requirements for Starting an ITS America State Chapter

1. Submit a letter of intent to ITS America’s Membership Department.  A sample is included in the Appendix.
2. Must have participation by 10 or more members on a continuous basis.

3. At least three of the chapter officers, including the president, and 50% of the board must hold national ITS America membership.

4. Open membership to all individuals or organizations interested in ITS.

5. Participation of key transportation agencies in geographic area.

6. Payment of an annual $250 State Chapter affiliation fee to ITS America.
7. Conduct an annual meeting of the membership.

8. Submit an annual report and membership roster to ITS America.

9. Incorporate as a tax-exempt organization in the state.

10. Provide to ITS America:

· State Charter Application

· Affiliation Agreement

· Articles of Incorporation

· Bylaws
Incorporating Your Chapter
ITS America strongly urges you to consult an attorney about the tax-exempt status application and the state chapter incorporation procedures. The information contained here is provided as a general guideline and does not constitute legal advice.
An ITS America State Chapter must be incorporated as a non-profit corporation within the state of its operation. Please retain legal counsel to ensure that your state chapter complies with all appropriate regulations and receives all the necessary documentation.
Incorporation has several advantages vital to the success of your chapter.
1. Officers and members of an incorporated entity generally are not held personally liable for any damage arising from an act of the corporation.
2. An incorporated state chapter has the legal standing to act for all its membership; therefore group programs are easier to sponsor.

An ITS America State Chapter must be incorporated as a non-profit corporation within the state of its operation. Laws vary from state to state. Consult ITS America’s General Counsel to ensure that your state chapter complies with all appropriate regulations and receives all the necessary documentation.
Tax-Exempt Status

As with incorporation, ITS America strongly recommends that you consult your chapter attorney, and/or have them complete transactions regarding the tax-exempt status application.

· Filing – When organized and documented correctly your ITS America State Chapter will be exempt from federal income tax under section 501 (c) (6) of the Internal Revenue Code, which applies to business leagues, chambers of commerce and other similar organizations, including trade associations. These forms may be found at your local post office, tax service, or IRS office.
· Information Tax Return – If your state chapter receives more than $10,000 in a normal year, it must file an information return with the IRS Service Center on Form 990. The IRS provides copies of Form 990 with complete instructions. The form must be filed by the 15th day of the 5th month following the end of the state chapter’s fiscal year.
Planning Your First Meeting

Organizing the smallest details well in advance will guarantee that your new state chapter will host an informative and inspiring first meeting. The following task should be addressed prior to your event:
1. Date, Time, Location – Select a date so that you have time to choose a convenient location, arrange speakers and send out invitations to prospective members. ITS America recommends no less than three weeks.
2. Invite Prospective Members – Mail a letter of invitation to prospective members requesting that they attend your meeting. Include the date, location and time of the meeting. Emphasize in a few words how their participation in your state chapter will benefit their business and the industry as a whole.

3. Prepare a Written Agenda – An agenda will help you identify and plan how the meeting will run and who will participate. In some cases, the ITS America staff or staff from a neighboring ITS America State Chapter may be available to assist with the content of your meeting.
Tips on the Meeting Agenda

Welcome – a local industry professional or steering committee member should make welcoming remarks and introductions. Create a comfortable environment and set your guests at ease.
Testimonial – Have a steering committee member discuss why an ITS America State Chapter is necessary. Make the discussion interactive. Ask the prospective members what challenges they face as ITS professionals. Be prepared to illustrate how an ITS America State Chapter will help members with their everyday businesses.
Provide Refreshments – Providing simple refreshments and beverages helps to create a comfortable atmosphere.
Chapter Structure – Discuss the state chapter’s structure and plans for upcoming programs and events.
Questions – Provide time for questions and networking.
Ask Guests to Join – Distribute membership application and ask guest to sign them.

Announce the next meeting date.
Appendix

Sample Letter of Intent
Membership Department
Intelligent Transportation Society of America

1100 17th Street, NW, Suite 1200

Washington, DC 20036

Dear ITS America:

The purpose of this letter of intent is to request recognition as an official ITS America State Chapter.  The proposed chapter will be based in ___________________ (state).  There are currently _______member organizations that will form the chapter.  A list is attached.
The proposed name of the chapter will be ITS __________________________________.

The proposed initial officers of the chapter are:
President ______________________________________________________________________

Organization ___________________________________________________________________

Vice President __________________________________________________________________

Organization ___________________________________________________________________

Secretary ______________________________________________________________________

Organization ___________________________________________________________________

Treasurer _____________________________________________________________________

Organization ___________________________________________________________________

I have attached the documentation required for certification of a new ITS America State Chapter. Our members have made a commitment to starting and operating this new chapter and we request certification from the ITS America Board of Directors.
Respectfully,
_____________________________
Proposed Chapter President
Chapter Legal Issues Summary

The tax-exempt status granted to nonprofit associations is given with the understanding that the association will benefit a specific trade or industry or the public at large.  When the government granted this tax-exempt status it was with the understanding that membership would be open to all interested parties that quality under the articles of incorporation and the bylaws of the association.
Depending on the association and the benefits provided, membership could become a right, not a privilege, if it provides economic or political advantage to its members.  In some cases, if membership is denied without a legitimate business reason it may be an antitrust violation. “Reasonable” criteria for membership are that members:

· Engage in a particular trade or business

· Are located in a specific geographical area

· Pay dues

If an applicant is eligible for membership but there is a consensus that membership should not be permitted, the association should consult legal counsel to assess the risks associated with such denial.
If members derive a business advantage of either a commercial or professional nature then it could be considered restraint of trade to deny membership to a company or individual who meets the requirements of membership.
Membership in an association may be restricted to persons or companies in the same trade, profession or industry, and those willing to agree to the stated goals and objectives in the association charter and bylaws.
It is also wise and prudent to outline the dues requirements and credit history required of members, and to restrict membership for those not willing to pay dues in a timely fashion or whose credit history makes it unlikely they will meet their obligations.
Members should never bar a prospective member for personal or discriminatory reasons.

The more the membership is worth to a trade or profession, the more important not to restrict its availability to others.
Unless there is an overriding, compelling reason, even nonmembers should be able to receive goods or services from these tax-exempt entities.  However, you do not have to solicit non-member participations, and you may charge a higher fee for services to nonmembers.  It is also considered antitrust violation to require membership in another organization in order to obtain membership in the association being applied to, with some exceptions for local, state and national affiliations of the same association.
ITS America State Chapter Roster Form
Name of State Chapter: __________________________________________________________

Proposed Officers:

Position: ________________________________ (ex., President, Vice President, Secretary, etc.)
First Name __________________________________ Last Name _________________________

Job Title: ______________________________________________________________________

Organization: __________________________________________________________________

Is this organization also a member of ITS America Member? 
Yes________
   No________

Address:  ______________________________________________________________________

City, State, Zip: ________________________________________________________________

Phone: __________________________________ Fax: _________________________________
Email: ________________________________________________________________________
Position: ________________________________ (ex., President, Vice President, Secretary, etc.)
First Name __________________________________ Last Name _________________________

Job Title:______________________________________________________________________

Organization:___________________________________________________________________

Is this organization also a member of ITS America Member? 
Yes________
   No________

Address:_______________________________________________________________________

City, State, Zip:__________________________________________________________________

Phone:___________________________________ Fax: _________________________________
Email:_________________________________________________________________________

Position: ________________________________ (ex., President, Vice President, Secretary, etc.)
First Name __________________________________ Last Name _________________________

Job Title:______________________________________________________________________

Organization:___________________________________________________________________

Is this organization also a member of ITS America Member? 
Yes________
   No________

Address:_______________________________________________________________________

City, State, Zip:__________________________________________________________________

Phone:___________________________________ Fax: _________________________________
Email:_________________________________________________________________________

ITS America State Chapter Roster Form (cont’d)

Position: ________________________________ (ex., President, Vice President, Secretary, etc.)
First Name __________________________________ Last Name _________________________

Job Title:______________________________________________________________________

Organization:___________________________________________________________________

Is this organization also a member of ITS America Member? 
Yes________
   No________

Address:_______________________________________________________________________

City, State, Zip:__________________________________________________________________

Phone:___________________________________ Fax: _________________________________
Email:_________________________________________________________________________

Position: ________________________________ (ex., President, Vice President, Secretary, etc.)
First Name __________________________________ Last Name _________________________

Job Title:______________________________________________________________________

Organization:___________________________________________________________________

Is this organization also a member of ITS America Member? 
Yes________
   No________

Address:_______________________________________________________________________

City, State, Zip:__________________________________________________________________

Phone:___________________________________ Fax: _________________________________
Email:_________________________________________________________________________

Position: ________________________________ (ex., President, Vice President, Secretary, etc.)
First Name __________________________________ Last Name _________________________

Job Title:______________________________________________________________________

Organization:___________________________________________________________________

Is this organization also a member of ITS America Member? 
Yes________
   No________

Address:_______________________________________________________________________

City, State, Zip:__________________________________________________________________

Phone:___________________________________ Fax: _________________________________
Email:_________________________________________________________________________
ITS America State Chapter Council Representative

State Chapter: _________________________________________________________________


Proposed Representative:

Position: ______________________________________________________________________
First Name __________________________________ Last Name _________________________

Job Title: ______________________________________________________________________

Organization: __________________________________________________________________

Address: ______________________________________________________________________

City, State, Zip: _________________________________________________________________

Phone: __________________________________ Fax: _________________________________
Email: ________________________________________________________________________
Is this organization ALSO a member of ITS America? 

Yes________
   No________

The information contained in this guide is the property of the Intelligent Transportation Society of America.  No part of it may be duplicated or used in any form without written permission of ITS America.
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