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STARTING A CHAPTER

Role of Chapters

By forming a local chapter, you can provide opportunities for Sterile Processing
professionals to learn and network close to home. In addition to bringing valuable
resources to your community, your Chapter will become an integral component of the
Healthcare Sterile Processing Association (HSPA).

All HSPA Constituent Chapters act autonomously and are responsible for providing
programs of regional interest, collecting local dues, and handling all business relevant to the
Chapter. Programs may be educational or social, as the local chapter program committee
decides.

Chapter Structure

HSPA is an Illinois corporation exempt from federal income taxation under Section 501(c)
(6) of the Internal Revenue Code. Although HSPA’s bylaws make provision for participation
by “constituent chapters,” HSPA’s corporate standing is separate and independent of each of
those chapters. As such, HSPA is not involved in, direction over, or responsibility for the
business affairs of any chapter. Each chapter is responsible for overseeing and conducting
its operations, including, without limitation: establishing its organizational existence in
compliance with any applicable state law, seeking independent tax-exempt status separate
from HSPA; maintaining its own financial accounts, books, and records; and submitting its
tax filings independent of HSPA. As a matter of policy, HSPA refrains from any interference
in any of its constituents' business affairs to, inter alia, specifically preserve the separate and
independent identities of the organizations. The only standard to which HSPA holds
constituent chapters is that, as a member of HSPA, the chapter complies with the bylaws and
objectives of HSPA. As such, HSPA disclaims any responsibility, legal or otherwise, for any
matter, claim, or dispute involving, arising from, or relating to any of the activities, business
affairs, or operations of any of its constituent chapters.”



Obligations of HSPA

e Market the Chapter and Chapter activity through a dedicated website page devoted
to the chapter.

e Permit the Chapter to use Healthcare Sterile Processing Association or HSPA in the
chapter name provided the chapter distinguishes the chapter from HSPA and any
other chapters of HSPA.

e Provide a list of new HSPA members in the specified geographic region to promote
the new chapter. Chapter agrees that the mailing list be only used once to promote
Chapter programs and activities and that no list may be resold or used to promote a
third party.

e Provide a monthly listing of new HPSA members to the Chapter.

e Provide resources to help the chapter succeed.

Obligations of the Chapter

¢ Responsible for understanding the legal aspects of running a chapter in your state
and filing all applicable taxes.

e All Chapters must file the applicable tax and federal documents to operate as an
independent organization. Chapters should determine and understand the
requirements in their state.

o Applicable documents may include:
= Articles of Incorporations
= Employer Identification Number
= Tax Exempt Status
= Bank Accounts

e Promote membership in HSPA

¢ Promote and encourage using HSPA programs, products, and services.

e Provide information and a calendar of events for the chapter page on the HSPA
website.

e Alert HSPA headquarters to the following:

o Changes in officers and contact information
o Updates of chapter information posted on the website
o Dates and brochures of any upcoming chapter programs

e Submit an Annual Chapter Recharter to continue affiliation with the Association.
The recharter is required for the following responses:

o To demonstrate you are an active chapter and meeting the requirements of a
constituent chapter with the Association.

o To readily identify your current board members and chapter Members

o To make note of the activity level of your chapter

¢ To maintain accurate records of your bylaws in accordance with the Association’s
bylaws.

e Appoint or elect a chapter representative to the Association, usually the Chapter
President. This chapter representative will represent the chapter on the Chapter
Committee and participate in periodic meetings.



Rules and Regulations:

e Each chapter should have Bylaws and mission consistent with HSPA.
e Elected officers of consistent chapters must be members of HSPA.

Disqualification

A constituent chapter that fails to comply with the Association’s Bylaws, policies, or
procedures or for other cause deemed sufficient may be disqualified as a constituent chapter
of the Association by a vote of the Board of Directors, provided due notice has been given to
the constituent chapter at least three (3) months before such vote is taken.

Reinstatement

A constituent chapter that has been disqualified may be reinstated by the_Association’s
Board of Directors once all requirements are met and have been submitted to HSPA for
review:

Use of Trademark and Materials

A chapter shall not use the logos, trademarks, service marks, or trade names of HSPA

without prior written consent.

Confidential Information

Both HSPA and the chapters must maintain the confidentiality of any or all of the other
party’s confidential or proprietary information or data.

Chapter Approval Process:

Step One: Determine the interested and need in your region or state for a new chapter. If
there is another chapter in your area, reach out to the current chapter representative to
discuss the reasoning for starting a chapter or determine if there is an opportunity to get
involved with the established chapter.

Step Two: Complete Provisional Chapter Application/Agreement. If approved by the Board
of Directors, the new chapter will be granted provisional approval.



Step Three: Once the Board of Directors has granted provisional approval, the chapter must
complete the Full Chapter Application/Agreement and provide the following
documentation to HSPA to be considered for full chapter status.

o File all applicable state and federal filings to start a chapter in your area.

o Submit a List of Officers: List names, titles of Chapter officers, and contact
information. Elected officers of constituent chapters must be members of HSPA

o Submit a List of Members: A newly organized chapter should have at least four (4)
active members. Please include contact information.

o Copy of Local Bylaws: All local chapters must have bylaws consistent with the
International Associations. See the attached Suggested Local Chapter Bylaws for
guidance.

Step Four: The Full Chapter Application will be reviewed for accuracy. If all documents are

in order, the Chapter Committee will approve for full chapter status.

For more information, contact: HSPA at 1-312-440.0078 or you can email Damien Berg at
dberg@myhspa.org



