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Introduction
One avenue to increase service to IIBEC members is through the formation and development of IIBEC
Affiliated Chapters. Properly structured, a Chapter can stay in grass roots contact with IIBEC members and
potential members in a manner that can supplement the programs and services provided by IIBEC, Inc.
Affiliated Chapters can be the delivery conduit for services that have been developed by IIBEC or they can
develop additional programs and services to meet the unique needs of their local members.
Although closely affiliated with IIBEC, Chapters are separate legal entities subject to their local laws. In the
United States, they must be independently incorporated (or otherwise independently established if permitted
by State law), with their own bylaws, Board of Directors, bank account, accounting system, State and
Federal identification numbers, etc. In Canada and other countries, they must organize in accordance with
that country’s law and must then submit appropriate organization documentation to IIBEC.
The IIBEC Board of Directors is charged with reviewing each application submitted for Affiliated Chapter
recognition. It is critical that Affiliated Chapters meet the IIBEC requirements for Chapter establishment as
well as applicable laws regarding non-profit organizations. IIBEC has developed this handbook to assist
you as you go through the process.

IIBEC Criteria for Chapters
No group of IIBEC members shall identity itself as an Affiliated Chapter of IIBEC until an Affiliated
Chapter Charter request has been submitted and approved by the IIBEC Board of Directors. In order to
receive a charter, the Chapter must comply with the following set of standards:
▪

All members of an IIBEC Affiliated Chapter must be members of IIBEC.

▪

The application to the IIBEC Board of Directors must include the names of at least six (6)
Consultant Members of IIBEC who will be members of the Chapter. (Failure to maintain this
minimum could result in Chapter Charter withdrawal.)

▪

The Chapter must be formed in accordance with state, federal, and provincial laws, etc. regarding
formation and approval of non-profit organizations. (Note: IIBEC has a group exemption letter that
can cover its U.S. Affiliated Chapters for IRS tax exemption purposes.) If the chapter is outside the
U.S., it must comply with its local laws. Appendix A describes a typical process for establishing a
non-profit organization within the U.S. and some other resources that may be used. Appendix B is a
request for Federal employer identification number. Appendix D is a sample of ‘Articles of
Incorporation’.

▪

The Chapter name, mission statement, and bylaws must be consistent with the IIBEC branding,
mission statement, and bylaws. To assist in Affiliated Chapter establishment, the IIBEC Chapter
Development Committee has developed model chapter bylaws and model chapter operating
procedures, which are available from IIBEC.

▪

The Board of Directors will approve Chapter geographical boundaries and will make the final
decision regarding any changes in or disputes over boundaries.
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Application for Chapter Charter
When the local organization has been formed, it should promptly apply for an IIBEC charter. Appendix C is
a checklist of documents that must be submitted to IIBEC with the request for charter.
IIBEC will review the application and request any additional information needed. When the package is
complete, the IIBEC Board of Directors will review the application and issue or deny the charter within 30
days. If denied, the Board will explain its reasons in writing and the Chapter will have an opportunity to
remedy any deficiencies in the application.

Chapter Operations
IIBEC has developed and will furnish to new Affiliated Chapters a set of procedures that include
membership development, municipal representation, local industry liaison, IIBEC logo use, website
development, and other issues that should be beneficial to the Chapters.

Membership and Membership Recruiting
It is suggested that each chapter start a membership/ potential membership database. A list of members in
the geographical boundaries is sent to chapter presidents and can also be obtained from the respective
region director. When a new member application is received, the chapter should confirm with IIBEC that
the member is an IIBEC member.
All IIBEC memberships are for individuals, not corporations. Upon request, the IIBEC Director of
Membership Services can furnish you with general membership information as well as IIBEC promotional
materials to use for recruiting members.
If the number of IIBEC Consultant members who belong to the Chapter falls below six (regardless of the
total number of chapter members), the Chapter must take one of the following actions and provide
documentation, including a list of Consultant members, to IIBEC within 60 days:
1. Increase its membership to six Consultant members in its current area,
2. Merge with a geographically contiguous chapter, or
3. Change its geographical boundaries to increase the number of eligible Consultant members.
Options 2 and 3 may necessitate a change in the organizing document and bylaws or other legal changes
with state, federal, and provincial governments. The Chapter(s) involved should consult with legal counsel
and amend any documents necessary, providing copies of amended documents to IIBEC.
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Continuing Educational Hours for Educational Programs
IIBEC Affiliated Chapters are encouraged to sponsor educational programs. IIBEC has established criteria
for affiliated chapter programs to qualify for IIBEC Continuing Educational Hours (CEHs). Please note the
following regarding IIBEC CEH program approval:
•

Submit an application to the Director of Registrations at least 45 days prior to the event to verify
that the presentation will qualify for CEHs before promoting the program.

•

To be approved, the event must be technical in nature, related to the roofing, exterior walls, and/or
waterproofing industries and pertinent to those who seek or hold IIBEC designations. Program must
be at least one hour long.

•

Program approval guidelines and fillable PDF application forms are available online or upon
request.

•

Once program is approved and delivered, certificates should be distributed to attendees.

•

Meeting attendees may self-report earned CEHs online in his or her member record.

Speakers for Meetings
Talented and knowledgeable speakers are always being sought for IIBEC programs. The following are
suggestions for identifying Chapter speakers:
•

Visit the IIBEC website at www.iibec.org and search the IIBEC Technical Articles Library by topic
for articles published in IIBEC Interface. This information can be used to start a speaker pool in
each Chapter.

•

IIBEC issues Call for Papers, asking anyone interested in presenting on a certain topic to submit
his/her ideas for consideration. This can also be done on the chapter/region level. Often it is easier
for someone to present to a smaller group at first (the Chapter), then progress to a larger group (the
Region) and finally to present at a Building Envelope Symposium and/or Convention.

•

Contact the IIBEC Director of Educational Services to contract chapter delivery of an IIBEC
Educational Course and/or utilize “Train the Trainer” approved instructors.
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Appendix A

General Process for Forming a U.S. Non-profit Organization
Note: This is a suggested process only and may not be applicable in all jurisdictions. You may
wish to consult legal counsel during this process to ensure that you are complying with your state laws
and procedures. More specific information may be obtained from your Secretary of State or State
Attorney General’s office, many of which also have information available on the internet.
General information about organization and governance are also available from the following sources:
www.irs.gov (Internal Revenue Service web site); www.boardsource.org, and www.nonprofits.org (helpful
nonprofit information web sites); and IRS Publication 557, Tax-Exempt Status for Your Organization).
1. Appoint an initial Board of Directors that will make organizing decisions and ongoing operations.
2. Draw up and approve a mission statement (directly related to Article III, Section 1, of the model
bylaws).
3. Approve Articles of Incorporation, Articles of Association, or other charter document required in
your state. File document as required with Secretary of State or other appropriate official. General
contents of articles of incorporation (subject to differences in State law) include:
a.
b.
c.
d.
e.
f.

Corporate name
Registered office and agent
Incorporator
Specification that this is a membership organization
Provisions for distribution of assets if the organization ceases to exist
Principal office

4. File for a Federal employer identification number (see Appendix B).
5. Open a bank account.
6. Draw up and approve bylaws, using IIBEC-provided model bylaws adjusted for any state
requirements. Bylaws may not be required in every state but are still required for IIBEC Affiliated
Chapter approval.
7. Approve (probably very rough drafts) of the strategic plan based on the IIBEC Strategic Plan, and an
annual budget.
8. Establish a record keeping system for the official records – corporate documents, board meeting
minutes, financial reports, and other official records must be preserved for the life of the
organization.
9. Establish an accounting system.
10. File for an IRS determination of Federal tax-exempt status or advise IIBEC that you wish to be
covered under the group exemption letter.
11. File for any state and local tax exemptions for which you may qualify.
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Appendix B
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Appendix B (continued)
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Appendix C

Application for Approval of IIBEC Affiliated Chapter
To: IIBEC Board of Directors
_______________________________________(Name of chapter) hereby applies for a charter as an IIBEC
Affiliated Chapter, with the accompanying rights and obligations.
The following information is submitted in support of this application:



Conformed organizing document (Articles of Incorporation, Articles of Association, or other
document satisfying state or provincial requirements) on file in the state/province of
____________________________________.

Membership territory (cities, states, provinces, etc.) covered by the chapter:
___________________________________________________________.

Approved bylaws which conform to the requirements of the IIBEC Bylaws, mission statement and
Policy Guidelines Manual, and which are consistent with the recommended Model Chapter Bylaws.

A list containing the name, address and member number of Consultant members who will be charter
members of the affiliated chapter (minimum six required to receive and maintain a charter).
_______________________________________________________________________________
Additional Requirements for U.S. Chapters:
On behalf of this organization, I certify that we (please check one):



Have applied for our own tax exemption from IRS (copy attached), or



Wish to be included for tax exemption in a group exemption letter for IIBEC and its affiliated
chapters and have provided:
 The Federal employer identification number issued by IRS, which is _________________.
 A general statement regarding the source of income and nature of expenses for this organization.
___________________________________________________________________________________________

________________________________ Name of individual requesting approval

__________ Date

________________________________ Title of individual requesting approval
________________________________ Signature ____________ Phone # ____________________ Email
___________________________________________________________ Full legal name of chapter
___________________________________________________________ Mailing address of chapter
_________________________________________________________________________________

IIBEC Action:

Approved

Disapproved

Pending further information

Signed: __________________________________________ (President, IIBEC Board of Directors)
Date signed: _____________________
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