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Welcome to the American College of Radiology (ACR) Resident and Fellow Section 
(RFS) resource handbook for new state chapter development. The purpose of this 
handbook is to provide a single resource guide for residents and fellows interested in 
starting a resident and fellow section within their state. This handbook also has resources 
that will assist newly formed state chapter resident and fellow sections with continuing 
recruitment and tips for strengthening their membership. 
 
The membership committee was formed within the RFS in 2004 to address the increasing 
interest in RFS development at the state level and expanding ACR RFS participation at 
the national level.  The culmination of the committees first year of existence has been 
publication of this handbook. Prior to the committee’s existence, the ACR Committee on 
Resident and Young Physician Activities composed a resource guide, which has been 
available on the RFS ACR website (www.acr.org). The current handbook updates much 
of the information available in that resource guide and includes new presentation outlines  
on ACR organizational structure, state chapters, and current issues facing the ACR RFS. 
In addition, it includes articles published in the JACR and E-bulletin on RFS state 
chapters. Lastly, it includes an update on the Aunt Minnie Discussion forum project 
headed by committee member Dan Entrikin, M.D. 
 
This handbook is a project in evolution. Currently only 13 state RFS chapters are in 
existence. As more state chapters are formed, the ACR RFS membership committee will 
continue to update this handbook and add additional focus on maintaining membership 
within the state chapter.  
 
We hope that this handbook will be useful to residents interested in starting RFS chapters 
within their state. We welcome any feedback for improvement of the handbook and 
encourage all those interested to get involved in the ACR RFS at any level, but 
particularly those interested in state involvement to express an interest in the membership 
committee.  
 
Thank you for your interest in the ACR RFS. 
 
 
Dan Entrikin, MD 
Greg Galdino, MD 
Jo-Anne Lacey, MD 
Joshua Rosebrook, MD 
Ajay Sood, MD 
Aradhana Venkatesan, MD.  
 
ACR RFS Membership Committee Members 
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HISTORY 
 
The American College of Radiology has long recognized the importance of leadership 
development within the State Chapters. In 1988, the ACR Council adopted a resolution 
formally recognizing the need for State Chapters to establish Resident Physician 
Sections (RPS). The ACR Committee on Resident and Young Physician Activities then 
developed a set of guidelines to help State Chapters develop and implement state chapter 
Resident Section Programs.  Between 1988 and 2004, resident and fellow participation 
grew steadily. Several state chapters were established. (The experiences of the Illinois 
and Virginia chapters are contained within the handbook). 
 
In 2004, the name of the Resident and Physician section was officially changed to 
Resident and Fellow section (RFS) to recognize the important contribution of fellows as 
part of the RPS.  At the annual meeting in 2004, the RFS also experienced a record 
number of resident and fellow attendees from all over the country. Several new state 
chapter RFS sections were formed to foster increased resident and fellow participation at 
the state levels. As of 2004, 13 state chapters were officially established. Also in 2004, 
the RFS executive committee formed the membership committee to assist the 
development of state chapter RFS sections and to continue to support recruitment for 
existing state chapters.  
 
The culmination of the work of the membership committee is published in this handbook 
entitled The Handbook for State Chapter Development. The handbook incorporates and 
updates much of the information in the previously published Resource Guide and 
includes additional resources and references for state chapter development. With the 
rising number of residents and fellows participating in ACR activities, state chapter 
development becomes increasingly more important to address the needs of residents and 
fellows within their state. 
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ACR Governance


An Overview for the
Resident Physician Section


May 2004


ACR Mission


The ACR is a nonprofit professional society whose 
primary purposes are to:
improve service to the patient
advance the science of radiology
study the socioeconomic aspects of the practice of 
radiology
encourage continuing education


31,000
ACR Members


Specialty Societies
(22 Councilors)


Federal Agencies
(5 Councilors)


54 Chapters
(276 Councilors)


Council Steering
Committee


Council 
303 Councilors and


245 Alternate Councilors


POLICY


Policy Development ACR Councilors


303 councilors
1/100 ACR chapter members (min. = 1, max. = 23)
Military (3), VA, PHS, 1/military branch
25 specialty societies, 1/society
Councilors -at-large – rad. onc. (0), med. phy. (6), 
other (3)
3 year terms, limit =2


ACR Alternate councilors


231 alternate councilors, possible to have up to the 
total number of councilors 
Vote only when councilors unable
1 year term, no limit


The Role of the Council


Establish overall policies of College
Councilors/alt councilors act as liaisons between 
local or specialty societies and the College
“Legislative branch” of ACR
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Council Steering Committee
Members


Speaker, Vice-speaker
Preside over annual meeting
Elected, 1 year term (max = 2)


14-17 members
6 elected by Council for 2 year term
Others appointed for 1 year term, renewable


Council Steering Committee
Role


Liaison to Board of Chancellors from Council


Liaison to Council from Board of Chancellors


Ex-officio members of Commissions


POLICY


Specialty
Commissions


Projects and
Programs


Free Standing Committee
and Task Forces


Board of
Chancellors


Communication


Operational
Commissions


Recommendations


Execution


Policy Implementation Board of Chancellors
Role


“Executive branch” of ACR
Day-to day operations of the ACR
Serve as Chairs of Commissions


>1000 members of the ACR serve on Committees


Board of Chancellors
Members


< 25 members
5 appointed by chair, 1 year term (max 6)
Others elected by Council, 3 year term (max 2)
Pres, VP, sec-treas
Includes reps from ARRS, RSNA, ASTRO


Board of Chancellors
Operational Commissions


Communication
Economics
Education
Government relations
Human resources
Quality and safety
Research and technology assessment
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Board of Chancellors
Specialty Commissions


General and pediatrics
Interventional and CV
Molecular imaging
Nuclear medicine
Neuroradiology and MRI


Medical Physics
Radiation oncology
Small and/or rural 
practice
Ultrasound
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ACR RPSACR RPS
Role of State ChaptersRole of State Chapters


Greg M. Galdino, M.D.Greg M. Galdino, M.D.
A3CR2 RepresentativeA3CR2 Representative
RPS Executive Council RPS Executive Council 


California Radiological Society California Radiological Society 
UCSFUCSF


State ChaptersState Chapters


ACRACR


CaucusesCaucuses


State Radiologists State Radiologists 


State ChaptersState Chapters


State ChaptersState Chapters


RPSRPS


Resident State ChapResident State Chap


Residents and FellowsResidents and Fellows


Program RepresentativesProgram Representatives


State ChaptersState Chapters


•• Resident State ChaptersResident State Chapters
––Communication (Disseminate Info)Communication (Disseminate Info)
––Discussion ForumDiscussion Forum
––Political ActivitiesPolitical Activities
––Social InteractionSocial Interaction
––NetworkingNetworking


State ChaptersState Chapters


•• State IssuesState Issues
––Unique Legislation State to StateUnique Legislation State to State
––Geographic DifferencesGeographic Differences
•• Practice EnvironmentPractice Environment
•• Scope of PracticeScope of Practice


––Variable ReimbursementVariable Reimbursement
––Mini ACR StructureMini ACR Structure
•• Lobby State LegislatureLobby State Legislature


State Chapters DemographicsState Chapters Demographics


•• Resident ChaptersResident Chapters
–– 12 State Chapters12 State Chapters
•• NY, NJ, MA, TX, FL, PA, WA, IN, IL, CT, CA, MNNY, NJ, MA, TX, FL, PA, WA, IN, IL, CT, CA, MN


•• DelegatesDelegates
–– 5,332 residents in ACR5,332 residents in ACR
–– 90 residents90 residents
–– 37 States (typically 3037 States (typically 30--40)40)
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State ChaptersState Chapters


•• Programs (Programs (DiagDiag RadRad and and RadRad OncOnc))
–– 65 Programs represented at ACR65 Programs represented at ACR


Annual State MeetingAnnual State Meeting


•• Resident Section ForumResident Section Forum
–– Resident related issuesResident related issues
•• Political TopicsPolitical Topics
•• Program SpecificProgram Specific
•• EducationEducation
•• Career RelatedCareer Related


•• NetworkNetwork
•• Educational Program (CME)Educational Program (CME)
•• Practice Related Program / BusinessPractice Related Program / Business


Organizing a ChapterOrganizing a Chapter


•• Contact State ChapterContact State Chapter
––President, Executive CouncilPresident, Executive Council
–– Identify Programs (ACGME)Identify Programs (ACGME)
––Resident Contact information (ACR)Resident Contact information (ACR)
•• Kelly FosterKelly Foster


––Program ContactsProgram Contacts
•• Program CoordinatorProgram Coordinator
•• Program DirectorProgram Director
•• Program ChairProgram Chair
•• Chief ResidentsChief Residents


Organizing a ChapterOrganizing a Chapter


•• PrioritiesPriorities
–– Email Introduction LetterEmail Introduction Letter
–– Program RepresentativesProgram Representatives
–– Establish a CouncilEstablish a Council
–– Conference CallConference Call
–– Regular Communication (Email)Regular Communication (Email)
–– Quarterly NewsletterQuarterly Newsletter


State Chapter WebsitesState Chapter Websites


•• MA: MA: www.massrad.org/rfswww.massrad.org/rfs
•• NY: NY: www.informatic.sunysb.edu/nysrswww.informatic.sunysb.edu/nysrs
•• TX: TX: www.txrad.orgwww.txrad.org
•• FL: FL: www.flrad.orgwww.flrad.org
•• NJ: NJ: www.rsnj.orgwww.rsnj.org
•• CA: CA: www.calrad.orgwww.calrad.org


Web SiteWeb Site


•• CalendarCalendar
•• Contact InformationContact Information
•• ByBy--lawslaws
•• Chat RoomChat Room
•• Job / Fellowship (State Specific) Job / Fellowship (State Specific) 
•• EducationEducation
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Lines of CommunicationLines of Communication


RPSRPS


Resident State ChapResident State Chap


Residents and FellowsResidents and Fellows


Program RepresentativesProgram Representatives


Get InvolvedGet Involved


•• Resident ChaptersResident Chapters
–– 12 State Chapters12 State Chapters
•• NY, NJ, MA, TX, FL, CA, WA, IN, IL, CT, NY, NJ, MA, TX, FL, CA, WA, IN, IL, CT, PA, MNPA, MN


•• DelegatesDelegates
–– 5,332 residents in ACR5,332 residents in ACR
–– 90 residents90 residents
–– 37 States (typically 3037 States (typically 30--40)40)


ResourcesResources


•• Ajay Sood (New Jersey)Ajay Sood (New Jersey)
•• Ravi Prasad (New Jersey)Ravi Prasad (New Jersey)


•• Greg Russo (Connecticut)Greg Russo (Connecticut)


•• Greg Galdino (California)Greg Galdino (California)
–– gmgaldino@yahoo.comgmgaldino@yahoo.com
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American College of Radiology
Resident and Fellow Section


Report from the 
2004


Annual Meeting


What is the American College 
of Radiology?


• Represents Radiology and Radiation Oncology
• The ACR is OUR Voice


– Socioeconomics
– Politics


• Without it, we would have NO representation
– The Government, Medicare, Insurance Companies, 


Organized Medicine, other Specialties certainly aren’t 
looking out for us!


– We have a unique perspective towards imaging – we 
have to speak up


ACR Mission


The ACR is a nonprofit professional society 
whose primary purposes are to:


• improve service to the patient
• advance the science of radiology
• study the socioeconomic aspects of the 


practice of radiology
• encourage continuing education


ACR Membership


Over 32,000 members
– Radiology
– Radiation Oncology
– Radiation Physics


What is the Resident and 
Fellows Section (RFS)?


• All residents are Members-In-Training of the ACR
• Over 5,000 Residents are therefore members of the ACR
• The RFS represents these residents within the College 


Why have a Resident and 
Fellows Section (RFS)?


Residents have a unique voice within the ACR:
– Long-term stakeholders in decisions


• We have our whole careers ahead of us
• We represent the future of the specialty, voicing concerns for current 


trainees and those yet to enter the field
– Strong focus on education
– Multi-disciplinary
– Multi-institutional
– Optimistic, at times idealistic 
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The RFS today


• Residents are taking positions throughout the college
– Increasing influence in the ACR
– Many opportunities to get involved


• The RFS represents Radiology and Radiation Oncology 
residents to many other organizations
– Including the Program Directors (APDR), Chairmen (SCARD), 


Residency Review Committee (ACGME/RRC), the American Board 
of Radiology (ABR).


• Activities organized through
– The national ACR RFS Executive Committee (5 Members)
– The ACR State Chapter Resident and Fellow Sections


Why should YOU get involved?


• Residents must have a voice – it’s your future 
career at stake!


• Understanding the issues is critical


• Potential Threats to the practice of radiology:
• Self-Referral / Turf Battles
• Medical Liability Reform 
• International Teleradiology
• Physician Extenders / Radiologist Assistants
• Diminished Reimbursement


We will discuss each of these in detail…


ACR Annual Meeting & 
Chapter Leaders Conference


• May 8th - May 13th in Washington, DC
• ACR Leadership
• Councilors representing state 


chapters and specialty societies


• Over 90 Residents, from all over the 
country


Resident Fellow Section


• Leadership Seminar
• Meetings with ACR Leaders
• An opportunity to share problems and 


solutions from across the country
• Setting the Agenda for the coming year


ISSUES DISCUSSED:
Impact of turf battles on education


Self-referral
The Public Perception of Radiology


Physician Extenders


ACR Council
– Composed of the Councilors from State Delegations and Specialty 


Societies
– Discusses and votes on Resolutions, which set the policy of the ACR


– Residents discussed the Resolutions at the RFS meeting, reaching
consensus on the RFS position


– Residents had a huge impact this year, leading to changes in policies 
on:


• Physician Extenders
• Emergency Ultrasound
• Location of the ACR Annual Meeting
• Establishment of State Chapter Resident Sections
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Capitol Hill Visits


• The ACR Visit to Capitol Hill is now a central 
component of the meeting


• Most attendees spend the entire day on the Hill, 
meeting with the Members of Congress and their 
legislative aides


• Residents participate as part of their State Delegation


• Our visits DO matter…
– We are constituents
– We speak for our patients and our specialty
– We are a large presence on the Hill – people know that we 


are coming
– We have ACR Government Relations and RADPAC!


ACR Government Relations


• The ACR Government 
Relations section engages in 
lobbying efforts through the 
year


• Offices at 1701 Pennsylvania 
Avenue give us a powerful 
presence


• Unified voice on the Hill


RADPAC


• RADPAC is the non-
partisan political action 
committee that 
supports “radiology-
friendly” candidates


• Founded in 1999
• Has raised over a half million dollars to date


• Over $100,000 raised at the 2004 Annual Meeting! 
• More and more residents are supporting RADPAC…


RADPAC is growing – we 
continue to move up the list of 


Health Professional PACs


Slide Courtesy of Dr. E. Stephen Amis


Capitol Hill Visits


• Recent victories:
– Medicare Modernization Act (2003)


• Increased reimbursement for outpatient Mammography
• Temporary Patch for the Medicare Conversion Factor for 


2004 and 2005… more on that later
• We lobbied for these changes at the ACR 2003 meeting!


ACR 2004 Capitol Hill Issues


1


2


3


Self-Referral


Medical Liability Reform


Medicare Conversion Factor


WE DISCUSSED 
EACH OF 


THESE ISSUES 
ON CAPITOL 


HILL
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The Major Issues:
Potential Future Threats


• It is important to understand the issues
• How does each affect residents, resident


education, our future careers?


• Self-Referral / Turf Battles
• Medical Liability Reform 
• International Teleradiology
• Physician Extenders / Radiologist Assistants
• Reimbursement Issues


• The practice of non-radiologists referring patients for 
studies to imaging equipment in which they have a 
financial stake


• Creates an economic incentive to refer patients for more 
studies


• Studies are often interpreted by non-radiologists or 
“farmed out” to a radiologist


• As residents, we usually don’t see this directly
• Examples:


– Extremity MRI Magnets in Orthopedics
– Brain MR / CT in Neurology / Neurosurgery
– PET in Oncology


Self-Referral
1


• One Problem:
– Excludes Radiology, threatening future of the specialty


• More Problems:
– Increasing utilization creates a huge strain on an 


overburdened health care system
– Increasing costs of imaging might make universal 


decreases in reimbursement a possibility
– Studies are often low quality and performed without 


quality control
– Leads to unncessary studies or duplicated studies
– Skims the best insured patients away from Community 


Hospitals and Academic Centers


Self-Referral
1


• How do we approach the problem?
• Imaging is Expensive!


– Diagnostic imaging approaching $100-billion-
a-year business


– Imaging is the fastest growing component of 
physician services in Medicare program


• Spending up 50% over past five years vs 30% rise 
for overall cost of Medicare


But these numbers don’t tell the whole story!


Self-Referral
1


Radiologists perform only a portion of imaging:


Self-Referral


2001: Radiologists performed only slightly over half of noninvasive diagnostic imaging


Payments for imaging Medicare patients


56%
25%


8%
7% 2%


2%
Radiologists
Cardiologists
PCPs
Surgeons
IM Specialists
Others


1


Courtesy of Dr. E. Stephen Amis


Non-radiologist imaging costs are a major driver of 
increasing overall imaging spending


• RVU rate per 1000 Medicare beneficiaries from 1993-1999:
– Radiologists: 7% increase
– Nonradiologists: 32% increase


• Billings for imaging services 1998-2002:
– Family practice: 75% increase
– Cardiologists: 100% increase


Self-Referral
1


Courtesy of Dr. E. Stephen Amis
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Evidence indicates that physicians who own their own 
imaging equipment are more likely to self-refer for 
imaging studies than other physicians who have 
refer to others


• Hillman Studies (1990,1992)
– Self-referring physicians 2-8X as likely to order imaging studies as 


those who referred to radiologist


• U.S. General Accounting Office (GAO) (1994)
– Study of physicians in Florida, based on Medicare data
– Confirmed Hillman study (2-5X as likely)


Self-Referral
1


Courtesy of Dr. E. Stephen Amis


So, economic incentives can change practice patterns 
and drive up health care costs


The Government has recognized this in the past with 
self-referral legislation:


• Stark I (1989): prohibited physicians from referring Medicare 
patients to clinical laboratories in which they had fiscal 
interest


• Stark II (1993): added prohibitions on referring patients for 
imaging to any practice where fiscal interest existed
– Loophole: Any physician still allowed to own and operate 


imaging equipment in their own offices


Self-Referral
1


Courtesy of Dr. E. Stephen Amis


The “In-Office Exemption” Loophole is growing 
larger, particularly with the advent of cheaper 
MR, CT, and PET technology


The ACR estimates that Medicare could save 
at least $6-8 billion by blocking self-referral!


Other insurance companies could also save 
considerable money by blocking self-referral


Self-Referral
1


Self-Referral


This issue is at the top


of the ACR agenda!


1


Self-Referral
1


Plans:
• Legislative Efforts: National and State
• Research


Potential Allies:
• Government
• Employers
• Insurance Companies
• Hospitals
• Our Patients / Taxpayers


Self-Referral
1


The Capitol Hill Visits were very successful:
• The Members of Congress and their staffs were not familiar with the 


issue… the Capitol Hill Visits put it on the radar! 
• They were interested when they heard about the huge potential savings 


to Medicare.
• They were interested in learning more.
• Most couldn’t believe that Doctors were proposing to spend less on 


health care.


STAY TUNED ON THIS ISSUE…
The ACR White Paper is forthcoming
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• Worsening National Medical Liability Crisis
– Escalating Jury Awards
– Increasing costs of defending against lawsuits, even 


frivolous lawsuits
– Physicians are increasingly unable to find or afford 


medical liability insurance
• Premiums have increased 25-400% over two years


– Huge implications for Patient Access
• Mammography, ER, OB, Surgery and the Surgical 


Subspecialties
• Physicians leave their practices due to worsening liability 


situation, leaving patients without care


Medical Liability Reform
2


Medical Liability Reform


American Medical Association
July 2003


Medical Liability Reform
2


• The Department of Health and Human Services:
– “The cost of the excesses of the litigation system are reflected in 


the rapid increases in the cost of malpractice insurance 
coverage… the litigation system is threatening health care 
quality for all Americans, as well as raising the costs of health 
care for all Americans.”


• Reforms work!
– Individual states have enacted reforms / caps
– California’s MICRA (1975) ($250K cap on non-economic 


damages) has slowed the growth of insurance premiums, 
increasing 182% since 1976, compared with 569% nationally.


– Reforms can lower overall healthcare spending, increase patient 
access, and speed the liability process


Medical Liability Reform
2


• The ACR supports legislation that caps noneconomic damages at a 
rate that significantly reduces medical liability premiums.


• Overall indemnification for breast cancer malpractice litigation
averaged $438K in 2002, up 45% from 1995


• Americans support Liability Reform:
– 84% fear that skyrocketing medical liability costs could limit access
– 72% support limiting the amount that patients can be awarded for “pain 


and suffering (Gallup)


• Opponents argue:
– Insurance companies are at fault for premiums
– Possible savings won’t be passed on to Physicians
– Physicians needs to police themselves better
– Patient’s have a right to sue
– Caps don’t protect the interests of women and children


Medical Liability Reform
2


Wondering why 
Congress hasn’t fixed 


this issue?


Courtesy of Dr. E. Stephen Amis


There have been recent successes in the House:


HR. 5: Help Efficient Accessible, Low-Cost, Timely 
Health Care (HEALTH) Act of 2003
• Passed 229-196 on 3/13/2003


HR. 4280: Help Efficient Accessible, Low-Cost, Timely 
Health Care (HEALTH) Act of 2004
• Almost identical to HR 5
• Passed 229-197 on 5/12/2004
• Passed the day after the ACR Capitol Hill Visit!
• Modeled after California MICRA
• May be used as a campaign issue


Medical Liability Reform
2
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But nothing has made it out of the Senate:


S. 11: Patients First Act of 2003
• Modeled after successful House legislation


S. 2061: Healthy Mothers and Healthy Babies Access to 
Care Act of 2003
• Targeted OB Care only


S. 2207: Pregnancy and Trauma Care Access 
Protection Act of 2004
• Targeted OB and Trauma Care only


All failed in the Senate due to a Procedural Vote – the 
Senate could not achieve the 60 votes required to 
overcome a Filibuster


Medical Liability Reform
2


What next?
• The ACR is supporting the AMA’s efforts to on Medical Liability 


Reform, including developing a Grassroots Patient Action Network
to let patients tell their OWN story of reduced access
– The ACR approved a $50,000 donation to this effort
– Radiology is among the largest contributors to the overall AMA 


campain on Liability Reform
• Public Awareness
• Continued Legislative Pressure
• The Capitol Hill Visits helped to increase visibility on Capitol Hill, 


particularly in the day before voting on HR. 4280


Medical Liability Reform
2


An excellent resource:


www.ama-assn.org


Courtesy of Dr. E. Stephen Amis


• The ACR is a leader among specialty 
organizations in issues of reimbursement


• Nothing in reimbursement is automatic
– Every new procedure needs a CPT code in order to 


get reimbursement
– Every new CPT code must be valued by the Relative 


Value Update Committee (RUC)
– Every change in coverage from Medicare and each 


local carrier must be monitored and fixed – it can 
make a huge difference to a practice!


– Each step is a fight, since every specialty is fighting 
for pieces of the same “pie”


Reimbursement
3


• The Medicare Physician Conversion 
Factor (CF) is a separate piece of the 
reimbursement process


• The CF helps to determine how much 
physicians are reimbursed by Medicare


• The CF is determined by some simple 
formulas:


Reimbursement
3 Calculation 


of the 
Conversion 
Factor


Huh?
OK – Its 
not that 
simple…


Courtesy of Dr. E. Stephen Amis
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• The key is that Medicare reduces payments to 
physicians when program expenditures for their 
services exceed a set target, or SGR 
(sustainable growth rate)


• The SGR is not an appropriate target for growth, 
since it is tied to GDP and does not include many 
key components that factor into health care costs


• Physicians are therefore unfairly targeted for 
reductions in reimbursement 


Reimbursement
3


• Congress has bailed us out before:
• The formula would have required a 4.2% cut in 


reimburesement for 2004
• The Medicare Modernization Act created a temporary fix for 


2004 and 2005, instituting a 1.5% increase in reimbursement
• The ACR lobbied for this fix at the 2003 Annual meeting!


• Current projections indicate a 5% annual cut beginning in 
2006, continuing every year to 2012 or 2014.  


• The combined cuts would result in a 40% drop in 
physician reimbursement in 2014 compared to 2005


• The ACR supports legislation to revise and stabilize the 
Medicare Conversion Factor update formula


Reimbursement
3


Reimbursement
3


The Capitol Hill Visits were somewhat successful:


• We raised an important issue: Physicians may stop participating in 
Medicare if reimbursement is too low:
– This will reduce access to health care for the Elderly
– The population is increasing rapidly, so we need full participation by 


doctors


• This is a long-standing issue, and most Members of Congress are 
very aware of the problem


• Most agreed that the current situation is not ideal
• Fewer were willing to commit to any changes because of the money


involved and current economic realities


International Teleradiology


• Clearly a hot-button issue
• Residents have to make their voices known:


– We have a unique perspective: we care about the future of 
the specialty for the next several decades


– Many practicing radiologists and hospitals are desparate for 
manpower and don’t see beyond their own immediate needs


– We need to speak up for patient safety, patient privacy, and 
quality radiology


• There are many facets to the issue that are still 
undecided:
– Licensing Requirements
– Reimbursement Issues
– Patient Privacy Issues
– Medicolegal Issues: Jurisdiction
– Ethical issues (“Ghost-signing” reports)


Courtesy of Dr. E. Stephen Amis


The issue has made national headlines


THE STATEMENT IS STRONG AND SPECIFIC:


•Certification by the American Board of Radiology is the best means
for the health care consumer to judge the qualifications of the radiologist.


•Be licensed to practice medicine in the state where the imaging 
examination is originally obtained, as well as possess any medical or 
other licensure required within the jurisdiction of the interpretation site; 


•Be credentialed as a provider and maintain appropriate privileges in the 
health facility or hospital in the United States where the examination was 
obtained; 


•Have appropriate medical liability coverage for the state in which the 
examination was obtained; and 


•Be responsible for the quality of the images being interpreted. 


Physicians practicing outside the United States should willingly agree to 
submit to the jurisdiction of and be completely accountable to all 
applicable state and federal laws in the United States.


The ACR Council Approved this Statement 
from the Task Force on International 


Teleradiology at the 2004 Annual Meeting


The ACR Resident and Fellow Section will 
continue to monitor developments to 


make sure that our perspective is 
represented
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Physician Extenders
• A broad group of Allied Health Professionals that may help 


in the practice of Radiology in the future
– Radiologist Assistant (RA):


• Initial proposal passed as ACR Resolution at the 2003 Meeting
• A joint program developed by the ACR, ASRT, and ARRT to create an 


advancement pathway for technologists
• First school opened at Loma Linda in Fall 2003
• Designed so that RA must function under the supervision of a 


radiologist.  Specifically prohibits providing any interpretation at all 
(preliminary or final). Would probably be involved in simple procedures 
or fluoroscopy only.


• Created to preempt efforts of the Radiology Practice Assistant (RPA) 
program (Weber State), which was trying to give trainees independent 
practice rights (including interpetation!)


• The RPA program is NOT recognized by the ACR but trainees may 
someday be included under RA if they agree to all rules and 
provisions


• The ACR will draft legislation to define scope of  practice


Physician Extenders
• A broad group of Allied Health Professionals that may help 


in the practice of Radiology in the future
– Physician Assistants (PA) and Nurse Practitioners (NP):


• Still preliminary discussions, but there are people in these areas who 
might seek to help in Radiology in some capacity, like simple 
procedures or fluoroscopy


• The ACR and the ACR RFS feel strongly that these individuals should 
have strictly defined scope of practice and should function only under 
the supervision of a Radiologist


• A Resolution at the 2004 Annual Meeting allows the ACR to begin to 
negotiate with these groups to set up program and examinations


• The RFS was instrumental in making sure that the ACR cannot 
negotiate with or approve any program unless it is clearly stated that 
the assistant can provide “no interpretation, preliminary or final.”


Are you Fired Up Yet?


Do you see why Residents and 
Fellows have to get involved in the 


ACR?


Self-Referral / Turf Battles


Medical Liability Reform 


International Teleradiology


Physician Extenders 


Reimbursement Issues


CURRENT PROJECTS


ACR 
Resident and Fellow


Section


• The ACR RFS conducted a survey in 2002-2003 to 
evaluate the resident experience in MR education.


– Recently published in the JACR


• A large majority of residents are not satisfied with the 
quantity and focus of current MR training.


• Residents therefore feel inadequately prepared to cope 
with the increasing number of MR examinations 
performed.


• Over 90% of 300 respondents to our survey reported that 
an MR minimal training requirement should be sought.


MR Education


Wald, C. et al. Residents’ Perceptions of MRI Training in the United States.  
Journal of the American College of Radiology 2004;1:331-337.  


• The RFS is now acting on the results…
– Shared concerns with the Residency Review 


Committee
– Presented the results to the Program Directors 


(APDR) and the ACR
– Working with the ACR Commission on Education 


and national experts in MR to develop a 
comprehensive MR teaching resource, to be made 
available online, that will help increase exposure of 
residents to different types of examinations, 
particularly in Body MR


MR Education
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• Based on discussions at the 2003 Annual Meeting, Joshua 
McDonald (Resident, University of Iowa) surveyed Program 
Directors and Chief Residents in Spring 2004


• Preliminary results presented at 2004 Annual Meeting
• The RFS hopes to use the results to advocate for residents:


– Are programs increasing resident call to compensate for 
increasing volume?


– Beyond the number of hours on call, is call INTENSITY too great?
– Is education being sacrificed?
– Are residents being used for Teleradiology?


Call Survey


• First, the American College of Radiology is NOT the 
American Board of Radiology.  They are 2 separate groups!


• In fact, the ACR RFS has represented residents on issues 
related to the ABR:


– We were instrumental in preventing the move of the Oral Boards 
to one year post-residency


– We challenged the recent Boards Fees Increases, demanding an 
explanation and a receiving a promise to provide justification and 
warnings about fees and possible increases in the future


– We will continue to monitor the development of the Maintenance 
of Certification examinations (10 year exams)


Discussions with the ABR


ACR = ABR


Upcoming Issues


• MR Education
• Fellowship Survey


– We will survey all members of the Class of 2005 to find out 
about Fellowship plans and experiences with the NRMP 
Radiology Fellowship Match


• Impact of Turf on Education
– A survey of all residents will attempt to clarify the current 


state of affairs in radiology education, particularly in 
Angiography, OB Ultrasound, and Cardiac Imaging


PLEASE HELP WITH THESE SURVEYS…
WE CAN’T REPRESENT RESIDENTS IF WE 


DON’T KNOW WHAT YOU WANT


How Can I Get Involved?
• State Chapter Resident and Fellow Sections


– Some state ACR chapters already have an RFS
– Or, start a new one!
– There is a committee of residents who can help you get your State 


Chapter RFS started or organized…
• ACR National Resident and Fellow Section


– ACR Commissions and Committees
– We are always looking for people to volunteer to get involved


• Annual Meeting
– State will pay for at least two residents, but anyone can go
– Get your department to sponsor you!


• ACR Internships – Fantastic opportunity
– Government Relations – Rutherford Internship
– Economics and Health Policy – Moorfield Internship
– Education – Jackson Internship


The ACR RFS:
Lines of Communication


National RFSNational RFS


State Chapter RFSState Chapter RFS


Residents and FellowsResidents and Fellows


Program RepresentativesProgram Representatives


Courtesy of Dr. Greg Galdino


How Can I Find Out More?


• ACR Website
• RFS e-Newsletter
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Check out the ACR website


www.acr.org


Look for the 


ACR RFS e-Newsletter


Via e-mail!


By the way…


It’s not all work…
It’s a lot of fun too…


Meet residents from your area and from all 
over the country


Make friends with the people with whom 
you will work for the rest of your life


ACR-RFS 
Executive Committee


2004-2005
Jesse Davila, M.D. Chair
Sanjay Shetty, M.D. Vice Chair
Gregory Galdino, M.D. Secretary 
Aradhana Venkatesan, M.D. A3CR2 Rep
Tara Lawrimore, M.D. AMA Rep


CONTACT US!
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Benefits to State Chapters of a Resident Fellow Section 
 
 
The ACR, in conjunction with many state chapters, often financially sponsors a resident from the 
state to attend the annual ACR and chapter leadership meeting. The resident serves as a liaison 
from his/her state to address issues particular to residents in that state and to participate 
discussions on issues facing the ACR and ACR RFS as a whole.  
 
Parent State Chapters, in return for supporting an RFS in its early growth stage, stands to gain 
from its investment in several ways: 
 
1. Increased Membership – an organized and well-run section attracts new members. Resident 
and fellow physicians represent over 5000 ACR members-in-training and will respond to the 
unique opportunity that access to policy development offers. In addition, many residents and 
fellows are introduced to policy making and issues facing the ACR and profession of radiology 
through the state chapter meetings and communications that they would not be exposed to in 
their training programs. Increased awareness of issues is important for recruitment into new 
members into organized medicine. 
 
2. Continued Membership - The earlier physicians can be attracted into organized 
medicine, the better the chance that membership will remain important in their 
professional lives. This is particularly true of residents and fellows that plan to practice within 
their state of training.  
 
3. Leadership Growth and Development- Leadership qualities are developed during medical 
school, refined during residency, practiced by radiologists and applied in your chapter and the 
ACRCouncil. A state chapter RFS enables fosters leadership at an early stage. These leaders are 
important to the future of the parent state chapter. Involvement at this early state allows residents 
and fellows to influence and learn from organized medicine.  
 
4. A Broadened Membership Base- RFS members may have more diversified perspectives and 
input to state chapter discussions than available in the existing membership. In addition, RFS 
members are the ones with the most vested interest in their specialty as they are at the beginning 
of their career. 
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Benefits to residents and fellows of a State Resident Fellow Section 
 
 


There are also many benefits that residents and fellows within a state can reap with by 
establishing a state RFS. Some are highlighted below. 
 
1. Communication – The RFS serves as a means to disseminate information that is important to 
residents and fellows, both relevant to their future career and particular issues facing members in 
training. In addition, it serves as a means to communicate issues and experiences particular to the 
state RFS to the national RFS. Having a well organized state RFS keeps the communication lines 
open and established. This is particularly true for larger states that are unable to meet regularly 
due to geographic separation. In addition, the ACR RFS has regular communication (Enews: 
Quarterly) that addresses issues specific to residents and fellows distributed via email. Many 
state RFS also have regular publications (i.e. newletters) or discussion forums online that permit 
regular communication between RFS members. Fellow members often may serve as excellent 
resources to find out “how things are done” at different institutions.   
 
2. Socialization with Peers – Radiology, while being one of the larger medicine specialties, is 
still a relatively small community. The RFS gives the opportunity to meet and socialize with 
other members-in-training to share experiences and friendship outside of the training institution.  
 
3. Involvement in organized medicine – Involvement in a state RFS is usually one of the first 
introductions to organized medicine within Radiology for many state RFS members. It is 
comforting to realize that organizations such as the ACR are lobbying on behalf of radiologists 
and promoting the field of radiology.  
 
4. Awareness of political, economic, and governmental issues – Often issues facing practicing 
radiologists are not recognized by members-in-training because of the “protected environment” 
of academic institutions and training centers. A state RFS allows exposure to issues that 
radiologists face in practice and that will ultimately shape the field of radiology for members-in-
training; this is particularly true of issues facing individual states, which may be different than 
those facing the ACR on a national level. In addition, it allows exposure to the policy making 
body of radiology, including how policies are created and implemented.  
 
5. Education – Educational programs are often incorporated into state chapter meetings. Equally 
important are issues related to employment, business, and legalities of practicing radiology that 
are not taught in training programs. Understanding issues such as employment contracts, 
liability, and practice structure are vital finding employment after training. Many state RFS 
programs offer educational opportunities to increase awareness for residents and fellows on these 
issues. 
 
6. Contacts / Networking – Getting involved in the ACR at both the national and state levels 
fosters relationships with ACR members that may create opportunities in the future for 
employment, education, or friendship.  
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Steps to Develop a State Chapter RFS 
 
 


The next section will outline suggested steps that may be helpful when starting a state chapter. 
These are simply guidelines and are open to modification as each chapter may face different 
hurdles compared to others. Guidelines are broken down into four categories: (1) Establishing a 
new RFS outlines early steps to lay groundwork for chapter formation; (2) Implementation deals 
with organizing the chapter, formally establishing chapter leadership, and recruiting RFS 
members; (3) Promotion outlines the next steps for getting a chapter active; (4) Financing provides 
some suggestions for securing additional funding resources for social events, educational activities, 
etc. 
 
The following section then presents experiences from several state chapters outlining successes 
and suggestions for forming a state chapter.  
 
The end of the section then presents two articles highlighting state chapter development.  
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Establishing a New Resident Fellow Section 
 


The initial steps may vary widely according to the geographic size of the state and number of 
programs within the state. Initial steps may include: 
 
Approach the State Radiological Society with idea of establishing an RFS 
 
It is extremely important to have the moral support of the existing state chapter members behind 
the idea of establishing am RFS. They often may provide administrative support and in some cases 
financial support for developing an RFS. Present to them the benefits of having an RFS section 
within the State (pgs 20-21).  
 
Determine the Training Programs within the State of interest 
 


• Contact the ACR to obtain a list of residents registered in training programs within your 
state. The ACR staff that assist the RFS are Kelly Foster (KellyF@acr.org) and Trina 
Madison  (TrinaM@acr.org). 


• Use the American Medical Association Fellowship and Residency Electronic Interactive 
Database (FREIDA: ) which provides a list of accredited resident training programs in 
diagnostic radiology and radiation oncology, including contact information for program 
chairpersons or directors. This is particularly helpful for larger states which have multiple 
programs with significant geographic separation. Be wary that some of the contact 
information may be outdated, but it is a good starting place to identify training programs. 
(http://www.ama-assn.org/ama/pub/category/2997.html)  


• The Accreditation Council for Graduate Medical Education also lists residency and 
fellowship training programs that are accredited by the ACGME, available at 
http://www.acgme.org/adspublic/  


 
Find a contact person at each training institution 
 
Once the programs within the state are identified, find a contact person at each training institution 
to notify about the plan to establish a state RFS. Contact persons may include Department 
Chairman, Program Residency Directors, Residency coordinators, chief residents, or any residents 
and fellows within the program.  


• As mentioned above, the ACR can provide a list of residents at each training institution. 
Email residents directly at the program to recruit members.  


• The Internet is an extremely valuable tool for finding current contact information within 
specific programs at the individual training institution sites. Use a search engine, such as 
Google (www.google.com) to search for specific institutions and locate home pages for the 
individual departments. 


• Utilize resources within the State Chapter Radiological Society to establish contacts and 
promote the idea of forming an RFS.  


 
Make initial contact through introduction letter 
 
Send a letter outlining the intent to develop an RFS section to contact person(s) at the programs 
within the state. A shotgun approach is often helpful. The letter may include highlighting certain 
issues within the ACR RFS. Wait for responses and follow-up as needed. 
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Implementation 
 
 


The next steps will focus on chapter organization including developing routes of communication, 
forming RFS leadership, and recruiting new members.  
 
 
Identify and recruit interested members to the RFS 
 
Once individuals are identified that are interested in getting involved and forming the RFS, it is 
important to recruit representatives to help form the RFS. Some state chapters, especially those with 
geographic separation and multiple training programs, are organized by representatives at each 
institution. It is helpful to solicit two residents, one more senior and one more junior, with leadership 
qualities and interest in ACR issues to be the representatives at the respective institutions. This 
ensures continuity once the senior representative graduates.  
 
Develop Chapter Leadership and an Executive Committee 
 
It is important to encourage active participation from interested members and recruit leadership 
positions for the RFS. Getting a small group of motivated individuals will make the group more 
successful than trying to single handedly organize the RFS chapter alone. Delegate tasks and 
responsibility. It is very important to have the assistance of a senior chapter member (State Chapter 
RFS Liaison) to give advice and assistance during the early formation of the RFS. Ask the state 
chapter leadership to suggest one interested member that can assist in conference calls and include 
them in email communication. It would be beneficial to have one of the state chapter executive 
committee members as the liaison to provide feedback to the state chapter membership and 
executive committee. Establish an RFS executive committee, including designated offices such as 
President/Chairman, Vice-President, Secretary, and others as needed. Assign specific tasks to each 
office to divide responsibility. (Guidelines for offices can be found in the Model Bylaws under the 
appendices). 
 
Establish regular routes of communication 
 
Set up regular (but not too often to be burdensome) communication routes between the executive 
committee and program representatives. This may be in the form of conference calls (often the state 
chapter can assist with the formalities of setting up conference calls. If geographically possible, face 
to face meetings are the best way to accomplish things early in the chapter formation. Alternatively, 
regular email communication and distribution lists (with all representatives emails) can be used and 
are very effective.  
 
Plan for an Annual Meeting to coincide with the State Chapter Annual meeting 
 
The culmination of the RFS chapter formation should be a meeting that coincides with the state 
chapter annual meeting. There is no substitute for face to face meeting which may include 
educational programs, discussion and open forum time to address resident issues, and RFS business 
related issues, such as elections. In addition, it is important to discuss issues facing the ACR and 
ACR RFS to foster discussion among attendees. Prior to the meeting, representatives should try and 
recruit residents and fellows from their programs to attend the meeting and become new members.  
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Promoting a New Resident Fellow Section 
 
 


Once there is organization, governance, representation, and communication established, it is time to 
promote the RFS and recruit new members.  
 
Regular communication  
 
As mentioned under implementation, regular communication via conference calls, emails, or periodic 
newsletter is effective to discuss topics of interest to residents, including ACR issues, educational issues, 
and resident related issues, such as call, residents benefits (i.e. educational funds, etc) that may vary 
from program to program. Meeting minutes should be regularly recorded by the Secretary and posted on 
the web site (see below) for all RFS members to review. 
 
Plan the Annual Meeting 
 
One of the most effective ways of ensuring attendance is to provide a program that is interesting to 
residents and fellows and one that may not be part of the regular radiology curriculum. Some ideas may 
include a session on job opportunities (private practice vs. academics), issues related to private practice 
employment such as contracts and how to evaluate potential employers, and a forum on legal liability. 
Make sure to incorporate an open discussion forum and facilitate discussion with important issues facing 
residents and fellows. It may be helpful to poll attendees prior to the meeting through a questionnaire 
than targets issues of interest which can serve as discussion topics, such as self-referral, call-issues, 
moonlighting, and radiological education. A successful annual meeting will ensure regular annual 
attendance and assist in recruiting new members. 
 
Encourage Attendance to the ACR Annual Meeting and Chapter Leadership Conference 
 
One of the aims of the state chapter RFS is to have as many delegates as possible attend the ACR annual 
meeting and chapter leadership conference (typically held in Washington DC in the spring). This 
meeting often provides ideas and examples as a basis for the state annual meeting. Ideally, one 
representative from each program in the state should attend the annual meeting, however funding for 
resident attendance may be an issue. Some states have been successful in petitioning the individual 
programs to support a resident financially to attend. The State Chapter may assist in petitioning 
department chairman to financially support resident and fellow attendance. 
 
Plan other activities to recruit new members 
 
Social or educational outside of the annual meeting are a good way to promote the state RFS and recruit 
new members. Additional financial support may be necessary for these activities (see next page: 
Financing an RFS).  
 
Develop a web site 
 
A web site for the RFS is also an effective way to promote the RFS and recruit new members. The site 
can be part of the State Chapter web site, or can be independent. In addition, some states have 
incorporated a discussion forum specific to state issues (similar in nature to Aunt Minnie).  
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Financing a Resident Fellow Section 
 
 


Organization and implementation of a Resident Fellow Section does not require a financial 
commitment from the State Chapter, however it is often helpful to have financial support from the 
chapter if possible. Funding may be necessary for the annual meeting or other social or educational 
activities.  
 
Costs associated to the RFS may include but are not limited to the following: 
 


• Staff support services and office supplies 
• Regular meetings (including conference calls) of the RFS membership and Executive 


Committee 
• Sponsorship or stipend allowance for resident or fellows to attend state annual chapter 


meetings 
• Sponsorship of a Chapter Resident Fellow Section delegate to the ACR Annual Meeting 
• Production and distribution of newsletters and publications 
• Conferences, local organizational meetings 
• Resident workshops 


 
Residents should be aware of all expenditures by the Chapter on behalf of the RFS. Specific 
information regarding the costs associated with various activities such as meetings, newsletters, 
mailing brochures, etc. should be made available to the RFS. The RFS should have the opportunity 
to advise on the allocation of funds and the implementation of an appropriate dues structure. 
 
Potential funding sources include (but are not limited to) 


• State Chapter funding 
• Outside sources such as radiological equipment suppliers 
• ACR 
• Dues 
• Training programs 


 
The following page is one financial account of the Connecticut RFS formation provided by Greg 
Russo, one of the membership committee members. 







 30


Connecticut RFS Formation Financial History 
 
This is basically a log of how I obtained financing for the new Connecticut RFS last year. 
 
After supporting and officially recognizing the new CT-RFS(The Resident and Fellow 
Section of the Connecticut Radiological Society), the CTRS(Connecticut Radiologiccal 
Society) agreed to pay for our first " election dinner meeting " in January 2004. 
 
We did not have an official budget from the CTRS until November of 2004 which was 
set at $1500.00, but more was available if needed. Some members of the CTRS were 
willing to give me up to $5000.00, but I think they wanted to have more control of how 
the money was spent. They have tentatively agreed to fund a weekend symposium for 
Residents and Fellows this summer which would be above and beyond the $1500.00 base 
budget.  
 
In 2004 we did not have official funding so for our first major event we had to seek 
outside funding. The event required rental of a place for a meeting, food, bar, and funding 
for the speakers. I personally called all of the local reps for private vendors in the area. 
All were very helpful and receptive, especially when I told them it was for Residents and 
Fellows. I could not get complete funding from one source which ended up being about 
$25000.00 for the entire event. I was able to secure partial funding from GE, Kodak, and 
Berlex to cover the entire cost. The event was successful with about 50 Residents and 
Fellows attending from all 7 programs in Connecticut. 
 
Josh Cooper from the ACR spoke at the event. I found out that the ACR provides funding 
every year for each state section to have a speaker from the ACR travel and speak at an 
event in their respective state. The average price is $1500.00. The CTRS was not using 
that funding in 2004, so the CTRS President wrote a letter to the ACR, approving of our 
event, and the ACR readily funded Josh to come to speak. Dr. Alan Kaye spoke at the 
event as well, but is local and did not require or request funding. 
 
Another important, non-financial step was securing a place on the Executive Committee 
of the CTRS. As President, I now attend all of the Executive Committee meetings and 
represent all of the Residents in the state. I and future CT-RFS Presidents will have direct 
communication with the CTRS EC and will be able to influence their decisions regarding 
our section. It is also important to see first-hand what local issues they are dealing with 
and how they are dealing with them. 
 
I am optimistic that the second year of the CT-RFS will be more successful with an 
official budget and support from the CTRS.   
 
I hope the information provided is adequate. If more is needed, please let me know. 
 
Greg Russo 
 
CT RFS Founder and president 
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Chapter Resident Physician Section Formation 
SAMPLE 


 
 


The Chicago Radiological Society (CRS) established the first radiological Resident Physician 
(RPS) in 1983.  The CRS began the development of the first RPS by forming ad Ad Hoc 
Committee on Membership for Residents.  The following list of recommendations came out of 
this committee: 
 
1. Radiology residents were included as members-in-training of the Chicago Radiological 
 Society (CRS), a division of the Illinois Radiological Society (IRS).  (ACR bylaws, Article 
 III, Section 10.) 
 
2. An organization of resident physician members known as the Resident Physician Section 
 (RPS) was established for the express purpose of: 
 
 a.   Appointing members to serve on committees of the CRS; 
 b.   Determining the policy of the RPS; 
 c.   Providing a forum for any issues that the membership of the RPS might care to raise  
    concerning problems unique to the members-in-training of the society. 
 
3. The RPS table of organization was patterned after a similar section of the Illinois State 
 Medical Society including an elected officership and a governing council. 
 
4. Resident physician members were accorded all rights and privileges as full members of the 
 Chicago Radiological Society with the exception of holding office.  (ACR bylaws, Article 
 III, Section 10.) 
 
5. A resident physician member was appointed to serve on each committee of the CRS, 
 including the Executive Committee, with full voting privileges. 
 
6. A meeting place was provided for the RPS Annual Meeting and for the RPS Executive 
 Committee meetings (usually immediately preceding the Chicago Radiological Society’s 
 six (6) regular meetings). 
 
7. An RPS delegate was sent to the ACR Annual Council meeting as an observer. 
 
8. Program Directors were encouraged to promote attendance at RPS meetings by providing 
 time off for residents to participate. 
 
9. Funds for the support of the Resident Physician Section and its activities were obtained by 
 a capitation assessment of each training center. 
 
10. The Chicago Radiological Society Resident Physician Section members were encouraged 
 to join the Chicago Medical Society, the Illinois State Medical Society, the Medical 
 Society of Cook County and its RPS. 
 
These recommendations were drafted in the form of motions and were passed by the Executive 
Committee of the Chicago Radiological Society. 
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POTENTIAL GUIDELINES FOR 


ESTABLISHING RESIDENT PHYSICIAN SECTIONS 
 


 
VIRGINIA ACR RESIDENT PHYSICIAN SECTION 


By:  Scott W. Wise, M.D. 
 


 
INTRODUCTION 
 
The following are the primary steps I took in organizing the radiology residents in the state of 
Virginia.  Although I no longer live in Virginia, the annual meeting of the three residency 
programs and discussion of resident relevant issues continues unabated.  The key question to be 
answered in forming a resident physician section is what format will work for the residents in 
your state or region?  For example,  in larger states such as Virginia it is not practical for 
residents to meet frequently (such as a monthly basis).  Additionally, the structure of the resident 
section must have a mechanism to propagate the section from year to year.  Potential leaders 
from the early portion of residency should be encouraged to get involved and continue planned 
activities.  This narrative describes how I approached these issues in Virginia. 
 
POTENTIAL GUIDELINE STEPS 
 
1. In September 1992, I attended my first meeting of the American College of Radiology.  
During this meeting, I learned a great deal about the importance of this organization in our 
specialty.  Some of the residents discussed how they had established resident physician sections 
in their regions.  At that time, we did not have a resident physician section in Virginia, but it 
seemed to be a good idea.  I discussed the possibility with my mentor and some of the 
representatives from the Virginia Chapter of the ACR.  They encouraged me to speak to the 
Virginia Chapter at the next meeting concerning the possibility of resident activities. 
 
2. At the Spring 1993 Virginia Chapter meeting, I spoke on the issue.  The Virginia Chapter 
was supportive of the idea and committed to some of the financial responsibility. 
 
3. I spoke to the Chairman of MCV at the time, Dr. Anthony Proto, and he supported the 
idea as well.  I think that it is important to have the support of your Chapter of the ACR, your 
chairman and your program director.  Lack of support by these individuals could make it 
extremely difficult to institute the resident physician section. 
 
4. I then had to decide when and where the first meeting should occur.  As Richmond is 
centrally located in Virginia, this seemed to be a logical location for the event.  The timing of the 
event was dependent upon how long it took to establish a format and other details.  In addition, 
the date had to be removed from the written or oral ABR examinations to eliminate this possible 
reason for poor resident attendance.  I settled on a November date as it was after the written ABR 
but before the holidays and the start of studying for the oral phase of the ABR. 
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5. At this point, I contacted the chief residents at the Eastern Virginia Medical School 
(EVMS) and University of Virginia (UVA) residency programs.  I solicited their help in 
organizing the event and had them speak to residents in their programs to insure that the format 
of the event would be universally considered “worthwhile.”  This is extremely important.  The 
last thing I wanted to do was spend a tremendous amount to time, effort and money putting 
together a function that was poorly attended by the residents.  By getting the chief residents at 
the other programs involved, I had people to help me with the work and security in knowing that 
they would make sure that residents in their programs would not back out at the last minute. 
 
6. The chief residents from the other programs then discussed the meeting with the 
residents in their programs as well as their respective chairs and program directors.  The purpose 
of the meeting was emphasized in all discussions (greater participation of the residents in 
organized radiology, i.e. ACR, discussion of issues of common concern to the residents and 
greater sense of camaraderie among the residents in the state of Virginia). 
 
7. I suggested to the other programs that one portion of the meeting agenda be a film panel 
session similar to the format for meetings of the A3CR2.  We devised a plan that each of the four 
classes at each program would send an unknown case to the same level class at one of the other 
programs.  Each class would then work on deducing the diagnosis as a group with assistance as 
necessary from faculty.  Several weeks prior to the meeting, the sending residents would contact 
the receiving residents to make sure they were on the right track with their diagnosis.  This was 
to be a fun and educational process and the purpose of the contact was to make sure no one was 
embarrassed by a grossly incorrect diagnosis at the meeting.  A secondary purpose of the film 
panel session was to insure that all the residents at each program had some level of activity in 
preparation for the meeting.  Additionally, representatives for the sent and received cases had to 
speak at the podium during the meeting.  This would again insure attendance at the meeting, at 
least by a few presenters in each of the classes. 
 
It was difficult to find a consensus for the remainder of the meeting format.  The residents from 
one of the programs wanted a social gathering (like a party), whereas one of the other programs 
suggested a format of scientific presentations.  We finally found an agreement on the following 
speakers, Melanie Young from ACR Government Relations to address topics of concern to the 
residents, David DiSantis, M.D. to discuss what the ACR has to offer all members (job 
placement, government relations, etc.) and Bruce Hillman, M.D. to address the future of 
radiology research.  In addition, during the discussion at the meeting, very good input was made 
by my chairman, Anthony Proto, M.D., about issues in academic radiology and about private 
practice issues by Bruce Hauser, M.D.  The input from the ACR was one of the primary goals I 
had for the meeting to increase the residents’ familiarity and hopefully degree of participation in 
the ACR.  The individual speakers and topics, however, required multiple phone conversations 
until consensus was reached. 
 
A cocktail reception and dinner were also included as part of the meeting.  These portions of the 
function promoted interaction among the residents of the three programs.  In addition, I made 
table assignments for the dinner that would insure residents from every program would have the 
opportunity to interact with residents from the other programs at the same level of training.  I 
wanted to avoid residents sitting together by program (MCV, EVMS, UVA). 
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8. A facility had to be selected to have the meeting.  A good restaurant in downtown 
Richmond was chosen.  The facility was excellent because it had a meeting room to listen to the 
speakers, a separate room for the cocktail reception and a third room for the dinner and film 
panel session. 
 
9. I then had to find complete financial support for the meeting.  The Virginia Chapter of 
the ACR would provide financial support but wanted to supplement what I could not obtain from 
other sources.  Subsequently, I contacted representatives from various companies that do 
business with radiology departments soliciting support.  I was successful in this effort with 
approximately $3300 coming from corporate sponsorship and approximately $200 from the 
Virginia Chapter.  To recognize the corporate sponsorship at the meeting, I had small signs of the 
sponsors at the check-in desk (registration desk), word slides recognizing the companies and 
representatives during my address at the meeting and an invitation to all the sponsoring 
representatives to attend the meeting.  During my solicitation of corporate sponsorship, I made it 
known to the sales representatives that the chairs and program directors from the three programs 
were to attend the meeting.  This may have helped me in the fund raising effort. 
 
10. A Saturday was chosen for the event as time off from work did not seem possible for a 
weekday meeting.  The time of the day for the meeting was also important for the residents 
having to travel (EVMS about 2 hours and UVA about 1 hour).  I selected 3:00 P.M. for the start 
of the function and 8:00 P.M. for the conclusion as to avoid people having to drive late at night. 
 
11. I sent information about the meeting including an agenda and directions to each of the 
residents a few weeks prior to the meeting. 
 
12. The chief residents then sent me a list of names of each resident in their program that 
would commit to attending the meeting.  For the residents in my own program (MCV), I 
contacted each resident personally to decrease the chance of having residents RSVP through the 
departmental mail and then now show up. 
 
13. Besides the chairs, program directors and speakers, no additional faculty were invited to 
the function.  There was insufficient finances for more people, the space was limited and this was 
an event organized by the residents for the residents. 
 
14. Bob Braden and Terri Stillwagoner at the ACR were extremely helpful in obtaining 
nametags for each person attending the meeting.  I also had extra (blank) nametags for late 
additions. 
 
15. During the initial portion of the meeting, a chief resident was the introducer and 
moderator for the speakers.  Following the speakers, the cocktail reception and then the dinner 
took place.  After dinner, I addressed the meeting by recognizing everyone who helped with the 
organization, the sponsors and re-emphasized the purpose of our meeting.  Subsequently, Bruce 
Hillman, M.D. gave his presentation and this was followed by the film panel session.  The 
moderator of the film panel session was the co-chief resident at MCV.  The final function of the 
event was lead by the chief resident at EVMS.  This was the solicitation of a committee to 
organize the meeting and agenda for the following year.  This was important to insure continuity 
of the resident section. 
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16. After the meeting, I sent thank you letters to each of the speakers and sponsors.  In 
addition, I organized all the relevant paper work related to planning the event.  This packet of 
information, along with a detailed description of my challenges and solutions, was intended to 
help the following year’s committee in the planning process. 
 
CONCLUSION SUMMARY 
 
Overall, the first meeting of the Virginia Radiology Resident Physician Section was a 
tremendous success.  It was very well attended with 65 residents present.  This represented in the 
range of 80% to 90% of the Virginia radiology residents.  I was very pleased with this attendance 
and the satisfaction that each of the residents expressed about the event.  The organization 
committees have also maintained the continuity of the section over the past three years.  The 
steps I took and decisions I made may or may not work for you in your state.  However, I would 
suggest that you carefully analyze the demographics in your state or region and try a format that 
has a high likelihood of generating resident interest and participation.  Regardless of your 
particular solution, you will be doing good by our specialty to start a resident physician section.  
If we as radiologists cannot get together to discuss current issues, it will be difficult for our 
relatively small specialty to fend off outside threats.  It is up to us to maintain the future of 
radiology in the best interests of our patients.  I wish you the best of luck in your resident 
physician section.  
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Starting, Maintaining and Growing a Resident and Fellow Section 
 


Max P. Rosen, MD MPH 
Joshua Lee Rosebrook MD 


Maryellen Sun, MD 
 


 In Massachusetts we are fortunate to have many Radiology residency and fellowship training 
programs. Since 1999 the Massachusetts Radiological Society (MRS) has supported a Resident and 
Fellow Section (RFS) which has grown increasing active and popular each year. The factors 
influencing the development of an RFS in each state will vary depending on the number of training 
programs, the financial and mentoring support of the state chapter leaders, and the interest and 
motivation of the residents and fellows. In our experience in Massachusetts we have found that a three 
pronged approach to creating, developing, and maintaining interest in the RFS has been especially 
productive. Our “formula” centers around an initial social event, a yearly leadership dinner, and a 
spring forum.  
 


• Social Event: A resident social event timed at the beginning of the academic year is designed 
to provide a brief introduction to the MRS and also to build a database of interested/receptive 
residents.  The event is usually held at a restaurant/bar that provides opportunity for “social 
interaction” such as billiards. The event is underwritten completely by the MRS with an 
average cost of $2,000 - $2,500 for a private room, dinner and drinks. Usually 30-40 
residents/fellows attend, representing all of the training programs in the metropolitan Boston 
area. Residents/fellows are invited by e-mail, from a contact list developed by a representative 
from each program. 


 
• Leadership Dinner: A yearly leadership dinner is held each winter (usually in February) as a 


follow up to the fall social event. Attendees are generally individuals who have become 
involved in the chapter since the fall social event, or who had been involved during the prior 
year.  Residents who are already active in the RFS are encouraged personally invite residents 
in their programs who they believe would be interested in making a future contribution to the 
RFS. Leaders of the MRS chapter attend and speak with the residents about current issues 
facing the MRS and the annual ACR meeting.  The dinner is designed to promote interest 
among the residents/fellows in moving into leadership positions within the RFS. The dinner is 
underwritten by the MRS, with a budget of $1,000 - $1,500. 


 
• Spring Forum: The Spring Forum is a yearly educational forum which includes a featured 


speaker and panel discussion.  It is organized by the RFS, and attendance is open to any 
resident in the area. Recent topics have included the impact of digital imaging on the practice 
of radiology, negotiating your first job, and the timing of the oral boards. This year's forum 
will focus on Cardiovascular Imaging and Turf Battles. RFS elections are also held at this 
meeting. 


 
In addition, the MRS sponsors two residents or fellows to attend the ACR annual meeting. A 


recent article published in JACR by Drs. Shetty and Galdino entitled “ACR chapter residents sections: 
getting involved locally” nicely summarizes the experience in Massachusetts and California and is 
included for discussion. Additional information can be found on the MRS RFS web site at: 
www.massrad.org/rfs . 
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NTRODUCTION


lthough radiologists and radiation
ncologists have a powerful na-
ional voice in the ACR, each of us
s also represented by a network of
ndividual radiologic societies that
ave a vital role in representing
hysicians in economic and gov-
rnmental issues that arise locally.
lthough most residents are mem-
ers of these local societies by de-
ault, only a handful take advantage
f the many resources and opportu-
ities that they can provide.
Thirteen chapters have formal-


zed resident involvement through
he establishment of resident and
ellow sections (RFS); these sec-
ions promote increased interaction
etween residents at different pro-
rams and provide a formal mech-
nism for residents to get involved
n local activities. In this article, we
escribe positive experiences with
ne of the oldest chapter resident
ections, the Massachusetts Radio-
ogical Society (MRS) RFS, dis-
ussing some of the ways that a
hapter RFS can benefit residents
oth individually and as a group.
e also describe recent experiences


f creating vibrant new resident
ections, providing a framework for
thers to do the same.


The big question: why should
ny resident with an already busy
chedule, one already crammed
ith family and work obligations


Sanjay K. Shetty, MD, is from the Department
f Radiology, Massachusetts General Hospital,
oston, Massachusetts.


Gregory M. Galdino, MD, is from the Depart-
ent of Radiology, University of California, San

brancisco, San Francisco, California.

nd the ever looming threat of the
oards, devote his or her time to a
hapter resident section? There are
any answers, drawn from our ex-


erience as well as those who came
efore us. Socialization with peers:
t’s an opportunity to meet other
esidents in your local area, and to
iscuss residents issues, such as on-
all and educational experiences,
hat may differ from program to
rogram. Networking: it’s a chance
o interact with leaders in radiology
rom throughout your area; in par-
icular, with the dedicated involve-
ent of practicing radiologists
orking in both academic and pri-
ate practice settings, this can be an
xcellent resource for future em-
loyment opportunities, whatever
our personal career goals may be.
ducation: perhaps most impor-


ant, it is a prime opportunity to
earn about the economic and gov-
rnmental forces that shape the en-
ironment in which we practice
nd to build the tools that you will
eed to influence and protect your
pecialty in the future.


HE MRS RFS


he MRS RFS was founded in
999 [1] as an initiative to increase
esidents’ awareness of and partici-
ation in the local radiologic soci-
ty. Thanks to the strong interest
nd financial support of the MRS
xecutive Committee, as well as
revious residents who gave gener-
usly of their time, the section has
een extremely active since its in-
eption. The RFS benefits from the
articipation of an increasing num-


er of residents from throughout t


0091

he state; in fact, the most recent
xecutive Committee includes rep-


esentatives from six different pro-
rams. The RFS has focused much
f its effort toward organizing
vents that are open to all residents.
n annual social event opens the
cademic year, allowing new radiol-
gy residents to meet each other
hile introducing them to the
RS and the ACR. Our series of


nnual forums has addressed topics
uch as contracting, the timing of
he oral boards, the job hunt, and
trategies for passing the boards.
he topics for these sessions are se-


ected because of active interest on
he part of current residents and of-
en serve as springboards for general
iscussions of resident issues. A
inner sponsored by the MRS Ex-
cutive Committee in the late win-
er offers another opportunity for
esidents to learn about the ACR
nd the MRS. The event provides a
ore informal opportunity for res-


dents to directly interact with the
eaders of the MRS, gaining a
nique perspective from practicing
adiologists who regularly devote
heir time and effort to the issues
acing our specialty. Finally, the
FS serves as a conduit for resi-
ents to participate in the ACR’s
nnual meeting and chapter leaders
onference, now held annually in


ashington, DC. Residents are
ponsored by their chapter and the
CR to participate in this vital an-
ual activity, affording them the
pportunity to meet residents from
cross the country, lobby on Capi-
ol Hill, and learn about the issues


hat face the specialty as a whole.


© 2004 American College of Radiology
-2182/04/$30.00 ● DOI 10.1016/j.jacr.2004.05.015
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ACR Chapters 697

Central to the success of the
assachusetts RFS has been the es-


ablishment of strong communica-
ion between residents. We have an
ctive e-mail list and also maintain
n up-to-date RFS Web site with
n events calendar, contact infor-
ation, and minutes from previous
eetings [2]. We also hold regular
eetings of the RFS Executive
ommittee, allowing a face-to-face
pportunity to discuss resident is-
ues and plan future events. The
mportance of communication can-
ot be underestimated. Not only
oes a good network increase par-
icipation in the events and
trengthen the profile of the sec-
ion, but many good friendships
ave arisen among residents at dif-
erent programs thanks to involve-
ent in the RFS. Our ability to stay


n touch has been enhanced by an
ccident of local geography, the
lose proximity of numerous pro-
rams within eastern Massachu-
etts. Of the 10 programs located
ithin the state, 7 are located
ithin the greater Boston area,
aking our regular meetings and


pecial events very accessible for
ost residents.
The RFS has become firmly en-


renched as a vital part of the soci-
ty as a whole. Residents routinely
articipate in the monthly MRS
xecutive Committee meetings, of-


ering their perspectives on current
ssues within the state and creating
conduit for the dissemination of


nformation to residents. This reg-
lar interaction has also helped
emonstrate the importance of an
ctive RFS to the leadership of the
ociety. We have always been fortu-
ate as a section to receive unwaver-


ng support for our activities, in-
luding generous financial backing
f our events and Web site. We are
lso welcomed warmly as part of
he chapter delegation at the ACR’s


nnual meeting. m

STABLISHED RESIDENT
ECTIONS


he Massachusetts RFS is only one
odel for a successful chapter RFS.
handful of active chapter RSFs


xist throughout the country, in-
luding in New York, Texas, New
ersey, Florida, Pennsylvania, Indi-
na, Minnesota, and Michigan.
tate chapter resident and fellow
ections have been established more
ecently in California and Con-
ecticut. However, the total num-
er of chapter sections (13) is sur-
risingly low. This represents an
xcellent opportunity for interested
esidents to found sections within
heir own localities.


TARTING A NEW
HAPTER RFS: THE
ALIFORNIA EXPERIENCE


ecognizing the void that existed in
alifornia, residents created a new


esident and fellow section within
he past year. Given the size of Cal-
fornia, the large number of pro-
rams across the state, and the geo-
raphic separation of these
rograms, the task differed in some
espects from that confronting the


RS RFS and other resident sec-
ions; however, other resident sec-
ions and their leaders served as an
nvaluable model and resource.


An important first step is to ap-
roach the leadership of the ACR
hapter for use of the resources
f the chapter executive office (if
ne exists); this will help generate
nterest among practicing radiolo-
ists in the chapter and facilitate
uture support. Next, identify how
any programs exist in your area,


ecause some smaller programs
ay be less well recognized but no


ess important. One of the initial
hallenges for California was to
dentify contact residents or faculty

embers at individual programs to c

acilitate communication. The
merican Medical Association di-


ectory (FREIDA) [3] provides a
ist of accredited resident training
rograms in diagnostic radiology
nd radiation oncology, including
ontact information for program
hairpersons or directors. Some of
his information, however, was out-
ated because of faculty or admin-


strative turnover, and university or
ospital Web sites were very helpful
djuncts. In addition, the ACR
rovided contact information for
egistered residents.


Once programs and a contact
erson (a faculty member or resi-
ent) were identified, we sent an
-mail describing the ACR and the
alifornia Radiological Society, ex-
laining why resident involvement
s important, and outlining our
oal of organizing a resident and
ellow section within our state.


any residents responded enthusi-
stically to the idea, and many at-
ended our chapter annual meet-
ng, which served as a prime
pportunity to generate interest
nd recruit the leadership for the
ection. Through continued corre-
pondence by e-mail, we identified
resident to act as the program rep-


esentative at each institution and
articipated in a conference call to
iscuss the elections of executive of-
cers, bylaws, and our next annual
hapter meeting. The more estab-
ished chapters have resources to
elp create RFS bylaws, generate


deas for events, and provide a tem-
late for an RFS Web site [4]. As
ith more established sections, cre-


ting a communications network
ia e-mail, conference calls, or a


eb site is vital to keeping the sec-
ion organized and moving for-
ard. We are now planning for our
ext annual meeting in conjunc-
ion with the California Radiologi-


al Society, including a program
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698 ACR Chapters

edicated specifically to residents
ith a forum to discuss resident is-


ues and career development.
Residents in Connecticut also re-


ently organized a chapter. These
ewly formed chapters are infused
ith energy and momentum


hanks to the initiative of a single
ndividual who recognized the ben-
fits and importance of a strong
tate RFS. Helping create a chapter
epresents an extremely valuable
ontribution to the ACR and orga-
ized radiology, and the process of
atching your idea blossom into a


elf-perpetuating organization can
e extremely gratifying.


UTURE DIRECTIONS


he leadership of the national ACR
FS recognizes the importance of


he state chapters to the ongoing
trength of the resident voice
ithin the ACR. To this end, the
ew national RFS Subcommittee
n Membership and State Chapters
ill bring together leaders from


hapters across the country, includ-
ng residents from both long-estab-
ished and newly formed groups.

his will hopefully serve as a re-
ource to individuals who are inter-
sted in starting their own RFS
hapters.


The national ACR RFS is also
xploring ways to increase resident
articipation at the annual meeting
n Washington. We have observed
hat the opportunity to participate
n the national meeting has inspired


any residents to get involved in
he ACR, thanks to the excitement
enerated by the resident meeting,
iscussion of crucial issues, and the
isit to Capitol Hill. The ACR and
he chapters currently contribute
oney to sponsor two residents


rom each chapter with a training
rogram to attend the annual meet-
ng. Several chapters, including


issouri’s, have taken the initiative
o increase residents’ participation
y sending a resident from each
rogram. We are also exploring cre-
tive ways to send more residents to
he meeting, including establishing
oundations within the member’s
hapter and soliciting sponsorship
rom industry groups or individual
epartments (in responses to a
auntlet thrown by Bill Bradley,

D, of the University of Califor-
ia, San Diego, at the 2004 ACR
nnual meeting, when he chal-
enged all programs in California to
ponsor residents in the future). In-
reasing residents’ participation at
he annual meeting is vital to the
ealth of the chapter RFS. By cre-
ting a core of people with the
nowledge and enthusiasm neces-
ary to promote the section at their
ome institutions and contribute
o a strong chapter-level RFS, resi-
ents’ involvement will ensure con-
inuing leadership within our spe-
ialty for many years to come.
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ACR Bulletin, March 2003:  
 
Radiological Society of New Jersey Resident and Fellow Section 
Has a Bright Future 
 
Radiological Society of New Jersey 
Resident and Fellow Section Officers 
President: Ajay Sood, M.D. 
Vice president: Sunil Gujrathi, M.D. 
Secretary-treasurer: Ravi Prasad, M.D 


 
“I have some great news for all current and future radiology residents and fellows in the state 
of New Jersey.” So began an October 2002 announcement from Ajay Sood, M.D., about the 
formation of the Radiological Society of New Jersey Resident and Fellow Section (RSNJ 
RFS).  
 
It was indeed a welcome announcement. New Jersey has eight residency programs, a few 
fellowship programs and more than 100 radiology residents and fellows, reasons enough to 
improve service and representation for residents and fellows in the state. As the future of the 
specialty, the RSNJ and the ACR, radiology residents and fellows have always been an 
important priority to the RSNJ. The formation of the new RSNJ RFS is an acknowledgment 
that residents and fellows deserve a forum in which to voice their needs and concerns. “There 
are a lot of issues unique to residents as a group, and a well-functioning resident section should 
be able to address them with the support of the state radiological society,” says Sood, resident 
representative to the RSNJ. 
 
It was with this goal in mind that Sood took it upon himself to pursue the idea of forming an 
RFS last spring. He initiated a conversation with the executive committee of the RSNJ to 
discuss the importance and feasibility of doing so. Together with Mark DiMarcangelo, D.O., 
past president; Albert Tedeschi, M.D., president; and Resident Section Liaisons Judith 
Amorosa, M.D., and Robert Graziano, M.D., he formulated a 3-part development plan.  
 
One part of the plan was to establish a database of all residents and fellows in New Jersey. The 
RSNJ automatically recognizes anyone in training in the state as a complimentary member of 
the society, so there was no need to have residents and fellows fill out applications. Since the 
ACR follows the same policy and also collects information on residents and fellows from all 
training programs annually, it was able to provide the RSNJ with information about the 
residents and fellows in New Jersey. 
 
The second part of the plan was to improve the resident section of the RSNJ Web site, 
www.rsnj.org/residents. It now includes information about the section, upcoming meetings and 
New Jersey training programs as well as links to educational resources such as the RSNJ Web-
based “Case of the Month.”  
 
The third part was to spread the word about the formation of the RSNJ RFS and generate 
interest. Sood understood that it would take the support of all residency programs in the state to 
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make the RSNJ RFS successful. With this in mind, he began by eliciting support at his own 
training program at Cooper Hospital/University Hospital Center in Camden, N.J. 
Conversations with colleagues produced favorable responses, as did early informal 
conversations with radiology residents across the state. Sood expanded his efforts last fall, 
contacting every program director and chief resident in the state to promote the initiative. At 
that time he asked each program to nominate one resident to serve as a liaison to the RFS. 
Every program agreed to participate, and Sood was then ready to move on to the challenges of 
planning the first meeting, electing a governing committee and developing bylaws.  
 
Hoping to incorporate into the RSNJ RFS the features of successful resident sections around 
the country, Sood took a careful look at the resident sections in states such as Massachusetts, 
New York, Michigan and Florida. While attending the 2002 annual meeting of the ACR RPS 
as a delegate from New Jersey, he talked to other leaders of chapter resident sections. He also 
referred to How to Establish an ACR Chapter Resident Physician Section, a resource guide 
available on the resident section of the ACR Web site. The model bylaws outlined there served 
as a model for those developed for the RSNJ RPS. Armed with this information and 
encouragement, plans began for the first meeting of the RSNJ RFS. 
 
The meeting took place on Jan. 14, 2003, in New Brunswick. In attendance were resident 
representatives from six training programs as well as three program directors. Participants 
ratified bylaws, elected a governing committee and began developing an agenda. According to 
Sood, an initial project is to survey the residents and fellows to determine their needs and 
interests. The governing committee will then use the survey results to develop resources and 
programs that best meet the needs of New Jersey residents and fellows. The RSNJ RFS also 
plans to coordinate efforts with other regional and state resident and fellow sections to share 
ideas and expand opportunities for everyone involved. 
 
For more information about the RSNJ RFS, visit its Web site at www.rsnj.org/residents. 
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Discussion Group Collaboration With Aunt Minnie: 
 
Reasons for collaboration with Aunt Minnie –  
-  Few radiology residents are fully aware of the many issues facing our profession. 
-  Resident participation with the ACR has room for improvement.  Few residents fully 
understand the depth of commitment that the ACR has made towards improving and 
protecting our future.   
-  Most radiology residents do not frequent the ACR website, whereas, a majority 
radiology residents utilize the auntminnie.com on a regular basis.   
 
Goals of project –  
-  Increase radiology resident and fellow awareness of: 


Active political and economic issues affecting radiology 
Global issues facing radiology  
Practical aspects of radiology (i.e., day-to-day issues facing private practices)  


-  Increase resident awareness of and participation in the ACR by utilizing an already 
highly utilized and effective tool:  auntminnie.com. 
 
Tentative plans for collaboration with auntminnie.com –  
-  Every 4-6 weeks a member of the ACR or the ACR RFS will write an article on a topic 
(political, economic, global and/or practical issue in radiology).  The format of each 
article should be instructional and convey information in a “resident-friendly” format 
such that the relevance of each topic to our future is made clearly evident.   
-  This article will be posted as a “Special Feature” under the Resident Digital 
Community section on the Aunt Minnie website. 
-  There will be a hyperlink associated with the article that will connect the reader to a 
discussion group on the Aunt Minnie website, which will serve to promote resident and 
fellow discussions on the topic.   
-  The author of the article and the RFS delegate in charge of each particular discussion 
group will intermittently monitor and participate in the discussion group to ensure that 
correct and up to date information is conveyed to the readers, and to answer any 
questions spawned during discussion.   
-  This discussion will continue for ~4-6 weeks, after which time a new article will run 
and the cycle will start over again.   
-  After each article runs and the discussions are completed, the original article and any 
relevant summary of the discussion could be added to a database on the ACR website to 
serve as a continuous resource for future radiology residents.   
 
Action items –  
-  Discuss project at the ACR annual meeting, and seek out volunteers (established ACR 
members as well as knowledgeable residents/fellows) to be contributing authors in the 
discussion groups. 
-  Get resident volunteers from ACR RFS to head up each of the discussion groups.  Each 
person would be responsible for obtaining (from the above volunteers) or writing an 
original article every 4-6 weeks, and submitting it to Aunt Minnie to be posted on the 
website in order to initiate the next round of discussions.   
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APPENDIX A 


 
 


MODEL RESOLUTION FOR THE FORMATION 
 


OF A CHAPTER RESIDENT FELLOW SECTION 
 


 
 
WHEREAS, Radiology Residents in    (STATE)    have a genuine interest in the activities of 
 organized medicine within this state and the nation, and 
 
WHEREAS, the need for solidarity within the medical profession is ever increasing, and 
 
WHEREAS, The American College of Radiology has determined that active participation by 
 Residents at the chapter level is vital to the future of the College and the continued 
 excellence of radiological practice, and 
 
WHEREAS, Delegates from the Resident Fellow Section of state chapters are invited to attend 
 the ACR Annual Council Meeting, and 
 
WHEREAS, One of their member delegates will be elected by them as their ACR Resident 
 Fellow Section Councilor and Alternate Councilor to the ACR Council; therefore 
 
BE IT RESOLVED, 
 that the    (STATE)    Radiological Society form a Resident Fellow Section to 
 provide a forum with the    (STATE)    Radiological Society for the exchange of 
 information among young radiologists in training and their more senior colleagues, 
 and 
 
BE IT FURTHER RESOLVED, 
 that the    (STATE)    Radiological Society will include radiology residents in the 
 decision or policy making process affecting all radiologists in the State, and 
 
BE IT FURTHER RESOLVED, 
 that the    (STATE)    Radiological Society will support a resident delegate from the 
 RPS to attend the ACR Annual Council Meeting. 
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Guidelines for RFS Section 


________ Radiological Society Resident Fellow Section 


Preliminary  


ARTICLE 1: NAME 


The name of the organization shall be the Resident Fellow Section (RFS) of the _______ Radiological Society. 


ARTICLE 2: PURPOSE 


 
1. To provide a unified voice for radiology residents in (State); 
 
2. To promote the interchange of information and opinion between resident physicians and fellows 
    in training programs in Diagnostic Radiology, Radiation Oncology, and their subspecialties  
    throughout the State of _________; 
 
3. To assist in maintaining consistency in standards for radiological residency and fellowship  
    training programs throughout the State of ________ as set by various regulatory organizations; 
 
4. To provide a forum for the education of residents and fellows in the ethical and socioeconomic     
    aspects of the practice of radiology; and 
 
5.  To provide a mechanism for input and involvement by residents and fellows in the educational,    
     socioeconomic, and policy-making functions of  the Radiological Society of __________. 


ARTICLE 3: MEMBERSHIP 


All members-in-training (interns, residents and fellows) in the state of ________  shall be members of the RFS.  


ARTICLE 4: RESPONSIBILITIES 


(The ____ RFS will function as a section within the ____, as determined by the existing bylaws of the ____.) 
 
(The ____ RFS will function as an independent organization governed by the bylaws contained herein.)  
 
The ___ RFS shall be responsible for electing its officers from members of the RFS. All active members are 
eligible for officer positions which are described under Article 7.  


 
The ___ RFS, through its officers and governing body, shall be responsible for the conduct of all pertinent 
matters to come before the section, including the scheduling and agenda of ____ RFS meetings and 
conference calls. 


ARTICLE 5: FINANCES AND BUDGET 


The activities of the ____ RFS will be financed in accordance with the policies established by the (parent 
organization) (Executive Committee of the ____) as described in the (parent organization bylaws) (____ RFS 
guidelines). 
 
(Should the ____ RFS elect to assess dues then the secretary-treasurer should submit a budget for approval 
by the Executive Committee of the ____ upon recommendation of the secretary-treasurer of that organization. 
The Executive Committee of the ____ RFS or of any funds generated by assessment of the state chapters for 
the support of the activities of the ____ RFS. ) 
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ARTICLE 6: GOVERNING COUNCIL 


The Governing Council of the ____ RFS shall consist of two delegates (preferably one senior and one junior 
resident) from each accredited radiology training program within the State of ______. These delegates shall be 
elected or appointed by that training program at their discretion.  
 
Additionally, the Governing Council of the ____ RFS will consist of the offices of the president, vice president 
(president-elect), secretary-treasurer, communications, social / annual meeting chairperson and member 
advisor (parent organization) liaison to the ____ RFS.  
 
Two ____ RFS officers (president and vice president) will act as representatives to the ____ Executive Council 
as described by the ____ bylaws. Two ____ officers (president and vice president) will act as representatives 
to the ACR RFS.  


ARTICLE 7: OFFICERS AND ELECTIONS 


The officers of the ____ RFS will be a president, vice president (president-elect), secretary-treasurer, 
communications, and social / annual meeting chairperson. These officers will be members of the Executive 
Committee of the RFS Governing Council (in addition to the ____ member advisor / liaison) and will implement 
policy and attend to the day-to-day activities of the RFS. Elections of officers will be by majority vote of the 
Governing Council. Nominations for Governing Council positions will be taken at the annual meeting. Elections 
will take place via email or conference call by ____. All of the above shall serve a term of one year beginning 
____ following their election.  
 


ARTICLE 8: DUTIES 


Section 1: President. 
The president shall preside over the meetings of the Executive Committee, Governing Council and meetings of 
the general membership of the ____ RFS. He/she shall serve as a ____ RFS representative to the ____ 
Executive Committee. He/she shall be an ex-officio member of all standing committees of the ____ RFS 
Section. The president, together with his/her officers, shall execute the policies of the membership and the 
Executive Committee of the ____ RFS. The president will also act as representative to the ACR RFS. If the 
office is terminated or resigned prior to completion of the term, the vice president will assume the role of the 
president immediately.  The president should attend the annual ACR meeting, annual meeting of the state 
chapter, and any other major meeting of the state chapter as deemed necessary by the ____ RFS. 


Section 2: Vice President (President-Elect). 
The vice president shall preside over meetings in the absence of the president. The vice-president will serve 
as president following the one year term as vice-president. If the office is terminated or resigned prior to 
completion of term, a temporary officer may be appointed by the president until another member can be 
elected by ad-hoc election. He/she shall serve as the second ____ RFS representative to the ____ Executive 
Committee. He/she shall be an ex-officio member of all standing committees of the ____ RFS Section. The 
president will also act as a second representative to the ACR RFS.  The vice-president should try to attend the 
annual ACR meeting, annual meeting of the state chapter, and any other major meeting of the state chapter as 
deemed necessary by the ____ RFS. 


Section 3: Secretary-Treasurer. 
This officer shall be responsible for notifying the membership and the Executive Committee of all meetings, 
recording and distributing minutes retaining all records of the membership. The fiscal duties of this officer shall 
include the maintenance of all financial records of the section, the collection of dues, if any are to be assessed, 
and the deposition and disbursement of all funds. The secretary-treasurer will report any and all financial 
matters to the secretary-treasurer of the ____. He/she will preside at those meetings which the president and 
vice president are unable to attend. If the office of secretary-treasurer is terminated or resigned prior to 
completion of the term, a temporary officer may be appointed by the president until another member can be 
elected by ad-hoc election.  


Section 4: Communications 
This officer shall be responsible for monitoring the ____ RFS website and message board. He/she will act as 
____ RFS liaison to the ____ website administrator. The officer will also be responsible for any regular 
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communications to the governing body (RFS members) if such communications exist, but will not be more 
frequent than quarterly. The officer will also organize conference calls through ____, which will not occur more 
frequently than quarterly, unless decided upon by the Governing Council. He/she will preside at those 
meetings which the president, vice president, secretary-treasurer are unable to attend. If the office of 
communications is terminated or resigned prior to completion of the term, a temporary officer may be 
appointed by the president until another member can be elected by ad-hoc election.  


Section 5: Social / Annual Meeting Chairperson 
This officer shall be responsible for conducting any social activities within the RFS. In addition, he/she will 
coordinate the program of the annual meeting. If the office of social / annual meeting chairperson is terminated 
or resigned prior to completion of the term, a temporary officer may be appointed by the president until another 
member can be elected by ad-hoc election.  


Section 6: Representatives. 
The representatives to the ____ Executive Committee and to the American College of Radiology Council will 
constitute the only authorized delegates from the RFS to the above councils and will be the president and 
president-elect. Alternate delegates may be appointed to the ACR by the respective offices of the president 
and vice president. Their privileges while attending these council and committee meetings (i.e. category of 
seating, privileges of the floor and voting rights) will be in accordance with the bylaws of the pertinent society. 
They will carry out the directives of the ____ RFS as determined by the membership and the Governing 
Council concerning the policies of the section and its position on matters under consideration.  
 
Section 6: ____ Member Liaison  
This member will act as advisor to the ____ RFS membership, Governing Council, and Executive Committee. 
The member must be an active member of the ____ and will be elected by a majority vote by the Governing 
Council of the ____ RFS. The member will be invited to participate in any and all meetings of the ____ RFS 
and is expected to advise the ____ RFS in their best interests. 


ARTICLE 9: RECALL 


Any officer of the ____ RFS may be recalled by three-fourths (3/4) vote of members at any annual meeting of 
the membership.  


ARTICLE 10: COMMITTEES 


The president shall appoint such committees as are necessary for the proper functioning of the ____ RFS.  


ARTICLE 11: SEMIANNUAL  MEETINGS 


The Annual meeting of the ____ RFS will be held in conjunction with the (parent state chapter) if possible, but 
at the discretion of the RFS. A semiannual meeting will be held at the annual ACR meeting, usually occurring 
in the spring, but at the discretion of the ACR. 


ARTICLE 12: AMENDMENTS 


These (guidelines / bylaws) may be amended at any semiannual meeting of the ____ RFS by a majority of 
those present and voting.  
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Joshua L. Rosebrook 
 


   February 5th, 2005 
 
 
  


Dr. _________,  
 
My name is Josh Rosebrook and as President of the Massachusetts Radiology Society Resident and 
Fellow Section (MRS-RFS), I am writing on behalf of over 200 residents and fellows in 
Massachusetts to ask for your support in funding residents from your department to attend the 
American College of Radiology (ACR) Annual Meeting this April 9-14th, 2005 in Washington DC.  
 
In the past, the ACR and the MRS have sponsored 2 residents from the entire state to attend this 
important meeting.  Over the past 3 years, there has been a significant growth in both resident 
interest and the importance of the issues facing radiology.  Between the turf battles, the medical 
liability crisis, and inappropriate imaging utilization, Radiology is coming to a crossroads of vital 
decisions and actions that will define the future of our specialty.  We need our future leaders to 
become involved today and additional funding from supportive departments like yours will provide 
your best residents with the knowledge necessary to become experts in these issues and the 
leadership training necessary to do something about them.  In addition, having someone in your 
department with this up-to-date knowledge and experience makes them a valuable resource for 
departmental education and planning.   
 
As in years past, the 2005 ACR meeting will involve intense resident leadership training, interactive 
sessions with leaders in education and academics like Dr. Richard Gunderman, discussion of new 
and old ACR policy initiatives, and participation in lobbying for the ACR to Massachusetts 
Congressmen on Capital Hill.   Activities usually run 8AM to 6PM and begin Saturday April 9th with 
a Cardiovascular Imaging Categorical Course.  Capital Hill visits scheduled for Tuesday, April 12th.  
The meeting is free for residents and typical budgets for an average stay run between $1000-1500.  
Sending two residents who can stay in the same room is a great way to maximize participation and a 
department’s resources and exposure.  Programs in the states of California and Ohio have already 
committed to supporting a resident from each program and I know the high quality programs in the 
great state of Massachusetts will support their resident’s and Radiology’s future by doing the same. 
 
Thank you for your time and efforts in this important matter.   Please feel free to contact me at any 
time with questions. 
 
Sincerest Regards,           


          
 
 
 


Joshua L. Rosebrook, M.D.      Max P. Rosen, M.D., MPH 
President, MRS-RFS       President, MRS 
jrosebrook@partners.org      mrosen2@caregroup.harvard.edu
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Dear Fellow Resident, 
 
My name is Greg Galdino, and I am the resident California representative to the 
American College of Radiology (ACR). I am writing you to let you know that we are in 
the process of forming a stronger, more cohesive resident voice in the California 
Radiological Society (CRS) by establishing a resident section of the CRS. The CRS, in 
addition to addressing concerns of practicing radiologists specific to California, serves as 
the California chapter to the ACR. The ACR currently has a very active and vocal 
resident physician section. In addition, many other states have already established a 
resident physician section in their respective state chapters. These resident organizations 
aim to address concerns specific to residents and fellows within radiology, but also aim to 
educate residents and fellows about issues facing our field. 
 
Our goal is to have one resident representative at each training program within California 
to act as a liaison to the CRS and represent their institution. One of our main purposes 
this year is to establish a fully functional resident section within the CRS. The role of the 
resident representative will be to represent the concerns of their respective institution and 
to disseminate information from the CRS to their fellow residents and fellows. 
Involvement will likely include participation in a few conference calls during the year 
and attendance at the annual CRS meeting would be encouraged.  
 
This years annual CRS meeting is rapidly approaching, scheduled for Sept 20-21 in 
Newport Beach. Topics will include a mini-symposium on the acute care of stroke and 
practice management topics as well as national and state updates. In addition, the 
residents will meet to discuss formally establishing the resident section. Additional 
information about the meeting can be found on the CRS website at 
http://www.calrad.org/index.htm and residents and fellows are encouraged to attend. 
 
I would like to ask that at least one resident from your institution that may be interested 
in the CRS (and particular being the resident representative) contact me. I would also 
encourage any interested residents to attend the upcoming CRS meeting. Residents from 
several programs are currently planning on attending, and it should be a very productive 
meeting. If you or any of your fellow residents are currently planning on attending, please 
also contact me so that we may organize an agenda for the resident section at the 
meeting. 
 
My sincerest thanks, 
 


 
Greg Galdino 
UCSF Radiology 
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Dear Department Chairman, 
 
 
We are writing this letter on behalf of our support for resident and fellow involvement in the Resident and 
Fellow Section (RFS) of the American College of Radiology (ACR) and the California Radiological 
Society (CRS). As you are aware, the ACR is the political voice of radiology and continually strives to 
improve our field. The ACR is also dedicated to educating residents, fellows, and new graduates in all 
aspects of radiology, as these groups represent the future of our field. 
 
The visibility and importance of residents was particularly notable at this year’s annual ACR meeting in 
Washington DC. The RFS participated in many discussions and voiced their concerns in regards to many 
issues facing radiologists today, such as radiology extenders, self referral, and continuous coverage. Their 
presence had a significant impact during our visit to Capitol Hill.  
 
The main purpose of this letter is to encourage your support of resident’s and fellow’s participation in the 
ACR and CRS by sponsoring attendance of at least one resident from your program to the annual meetings. 
At this year’s ACR meeting, it became apparent that many states have significant resident representation. 
In addition, states such as Missouri and North Carolina have pledged to have all programs in their state 
represented. As one of the largest and most innovative states in the United States, California should not be 
underrepresented in the ACR. As program chairmen, we have pledged to financially support one resident 
representative from each of our programs to attend the ACR meeting annually. As a challenge to other 
states, we encourage all department chairmen in California to also support a resident from their program to 
attend the ACR meeting and ensure the future of our field and California’s strong voice within radiology.  
 
As you may or may not know, the CRS is California’s state society and state representative to the ACR. 
The CRS has also recently established a RFS and has a representative at nearly every program in 
California. The CRS has their annual meeting October 2-3 (Saturday, Sunday) in Newport Beach. This 
year’s educational program on Dynamic Imaging would be beneficial to residents and fellows. In addition, 
this year’s program has a dedicated agenda for the RFS, which will include a discussion forum on issues 
facing residents (e.g. MRI education) and radiologists (e.g. Self-referral) as well as a career forum. We ask 
that you encourage your residents to attend this year’s meeting and help make the RFS of the CRS one of 
the strongest in the country. 
 
Sincerely, 
 
Ronald L. Arenson, MD  William G. Bradley, Jr, MD, PhD  David Hinshaw, MD 
Professor and Chairman  Professor and Chairman    Professor and Chairman 
Department of Radiology Department of Radiology   Department of Radiology 
UCSF    UCSD      Loma Linda University  
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Richard B. Gunderman1


Seven Leadership Fallacies and How to Correct Them

Gunderman RB


he future of radiology and the
welfare of the patients it serves
hinge on the quality of people
who lead it. Radiology leaders are


like ships’ captains. Poor leadership threatens
to sink radiology organizations. Mediocre lead-
ership may leave us merely treading water.
Only good leadership will enable us to sail
successfully to our destinations.


As radiologists contemplate the future of
the field, one of the most promising invest-
ments we can make is to cultivate the knowl-
edge and skills of radiology’s future leaders,
preparing them to meet the challenges and op-
portunities that lie ahead. Yet many capable
medical students, residents, and newly
minted radiologists pay leadership little heed.
Arrested leadership development may be
traced in part to widely prevalent misconcep-
tions or fallacies about leadership. In an effort
to unlock more of this leadership potential,
this article describes seven of the most debil-
itating of these leadership fallacies and what
can be done about them.


Irrelevance
The first leadership fallacy concerns the rel-


evance of leadership. Some very intelligent,
highly skilled, and dedicated people believe
that leadership has little or nothing to do with
us. We see ourselves as future clinicians, or
scientists, or educators, but not as leaders. We
have spent hundreds or even thousands of


hours studying anatomy, pathology, imaging
technology, lesion detection, differential diag-
nosis, and diagnostic reasoning. We see our-
selves as experts in these areas and continue to
study such subjects throughout our careers in
an effort to remain on top of our field.


Many of us enjoyed little or no opportunity
during medical school, residency, and con-
tinuing education to study leadership. We
tend to see leadership as the province of busi-
ness school graduates and politicians. To
many of us, leadership is a black box. Leaders
seem to us like the Wizard of Oz, mysteri-
ously manipulating their organizations’ le-
vers from behind a curtain.


Viewing leadership as a mystery creates
problems for our departments, institutions,
and profession. If many of the best junior peo-
ple in a field such as radiology regard leader-
ship as a black box, who will be prepared to
play leadership roles? In some cases, it is in-
evitable that future leaders will be drawn
from the ranks of the less qualified.


More likely, leadership of hospitals and
health care organizations will devolve to peo-
ple such as business school graduates who
have received training in leadership. In many
such cases, these business school graduates
will be people with little or no experience in
patient care, medical research, and educating
the next generation of health professionals.


In this scenario, the people who make de-
cisions about what equipment to purchase, or


whom to hire, or how the budget will be allo-
cated, or how the strategic priorities of the or-
ganization will be formulated may be people
who do not think like physicians and radiolo-
gists. This may affect the field in ways that
undermine the effectiveness and career satis-
faction of radiologists and compromise the
achievement of our core missions.


Leadership is not an esoteric topic relevant
to only a select few, but a ubiquitous feature
of daily life for every radiologist. Every clini-
cian is a leader of a team of colleagues com-
posed of technologists, nurses, and secretarial
staff. Every educator is a leader of medical
students, radiologic technology students, or
residents. Every parent is a leader of children.


Every person who bears any responsibility
for any area or function within an organization
is a leader, at least insofar as we must influence
others to ensure that the work gets done prop-
erly. Even those of us who think of ourselves as
followers are leaders. People in positions of
greater formal authority depend on us for an un-
derstanding of what is happening in the organi-
zation. In shaping the perceptions of leaders, we
function as leaders ourselves.


In many organizations, the people with the
greatest formal authority do not necessarily
exert the greatest influence. In meetings, for
example, it is not always the person who pre-
sides that shapes the opinions of others to the
greatest degree. Even a very junior person
may wield a great deal of influence by ex-


Received May 19, 2004; accepted after revision September 22, 2004.


1Department of Radiology, Indiana University School of Medicine, 702 North Barnhill Dr., RI 1053, Indianapolis, IN 46202-5200. Address correspondence to R. B. Gunderman 
(rbgunder@iupui.edu).


T


AJR:184, April 2005 1065


AJR 2005;184:1065–1068 0361–803X/05/1844–1065 © American Roentgen Ray Society







Gunderman

pressing important ideas in a powerful fash-
ion. In short, leaders are not so rare as we
sometimes suppose. Far rarer, in fact, are in-
dividuals who enjoy no opportunity to lead.


Disqualification
Another disabling fallacy concerns the lack


of leadership qualifications. Many of us who
are otherwise capable people fear that we
simply lack what it takes to be a leader. As a
result, when opportunities to lead present
themselves, we duck and cover, hoping that
someone else will step forward to shoulder
the responsibility.


This is a venerable theme in Western culture.
In the Bible, God recruits Moses to go to Pha-
raoh and tell him to release the people of Israel
from bondage [1]. The reluctant Moses re-
sponds, “Who am I to go to Pharaoh, and that I
should bring the children of Israel out of
Egypt?” Later, as God tells him how this will be
accomplished, Moses expresses doubts about
his ability to convince the Israelites to follow
him: “But suppose they will not believe me or
listen to my voice?” A bit later, Moses again re-
sists, saying, “I am not eloquent, neither before
nor since you have spoken to your servant; I am
slow of speech and slow of tongue.” Finally,
Moses reluctantly agrees to serve as God’s
spokesperson, but only with the stipulation that
his silver-tongued brother, Aaron, will speak to
the people for him.


Many of us operate with the mistaken
notion that leaders are born and not made.
Having known few successful leadership ex-
periences in our lives and recognizing that
people do not seem to turn to us in times of
crisis, we suppose that we are missing a cru-
cial set of genes that makes some people in-
nately effective leaders. In meetings, we are
not the first to speak up. We do not feel com-
pelled to ensure that our will always prevails.
We are not the life of every cocktail party, and
groups of people do not necessarily coalesce
around us in social settings. Perhaps we may
have been disappointed by the few formal
leadership opportunities that came our way,
or we may have found the experience baf-
fling, or unrewarding, or even a failure.


In fact, however, effective leaders need not
be the tallest, or best looking, or most natu-
rally congenial people. They are not necessar-
ily the best conversationalists, nor would they
necessarily be voted the most popular. Many
effective leaders, such as Abraham Lincoln,
have been rather private, shy, and even self-
conscious people [2].


Leadership is more an art than an ability.
People are born with abilities, including abil-
ities in different arts. For example, some peo-
ple have a knack for musicianship, others for
art, others for mathematics, and still others for
simple congeniality. Yet even more important
than sheer ability are factors such as how hard
we work at cultivating our innate talents, how
strongly we wish to excel at what we do, and
above all, how much we care about the people
with whom we work.


Even people with many natural gifts for lead-
ership may fail. We fail because we do not un-
derstand what the organization should be trying
to do. Plato once wrote that power should be en-
trusted only to people who are not in love with
it [3]. Why? Because people who are in love
with power may not care about what happens to
other people in the organization, or about
achieving the organization’s missions. Instead,
they simply want to be in charge.


There is something reassuring about Moses’
attitude. He did not set out to lead. Instead, he
doubted that he was qualified for the job. It was
only as he came to understand the importance of
the goal for which leadership was needed that he
became a great leader. For Moses, knowledge of
the good came before the desire to lead. With
time and experience, he grew into a role he was
not initially prepared to play. So, too, those of us
who recognize opportunities to lead should
spend less time worrying about our lack of qual-
ifications and more time trying to understand
where our organizations need to go.


Tyranny
Another leadership fallacy concerns the


nature of leadership. Many people suppose
that the most important measure of leaders is
the ability to get other people to do what we
want. The further we can move others from
where they want to go, the more effective we
are as leaders. Leadership, in other words, is
conceptualized in terms of influence.


What means could leaders use to exert in-
fluence? One approach would be persuasion,
using reasoned argument to try to convince
people that it is in everyone’s interest to pur-
sue a different goal. Yet other less noble ap-
proaches might work too. For example,
withholding information, or even outright de-
ception, might help to change people’s minds.
Similarly, bribing people might change their
priorities. So too might the use of coercion,
threatening people with the loss of their jobs.


As these examples indicate, leadership is
not about getting people to do what we want.


When we bully others, we are not acting as a
leader but merely imposing our will on oth-
ers. Instead, leadership is about helping peo-
ple to see what we ought to want, because it
is best for us, or best for our organization, or
best for the people the organization serves.
Merely getting people to do what we want is
the definition of tyranny.


How do tyrants think about the needs and
aspirations of others? In most cases, they see
others as tools for the satisfaction of their own
desires. They regard them as buttons and le-
vers they need to manipulate to get what they
want. When people fail to follow orders, ty-
rants are quite prepared to do away with them
because tyrants are not interested in people.
They could not care less with whom they
work, so long as they get what they want.


True leaders, by contrast, really care about
the people we work with and want to see them
happy and fulfilled in the work they do. Re-
ally caring about other people as people, and
not merely as cogs in a machine, means re-
fraining from shouting at them like a tyrant,
and instead talking with them and, above all,
listening to them. True leaders are not mere
talkers. We should be listeners too. We
should recognize that a two-way flow of in-
formation is vital if we are to understand our
organization and the people who make it up.
True leaders are not so much dictators as
learners, always seeking to understand our
colleagues and putting that understanding to
work in the life of the organization.


Technique
Is leadership a matter of technique? From a


technician’s point of view, what matters most
about leadership is how you lead. Should you be
open with people or secretive? Should you be
readily available to meet with people on a mo-
ment’s notice, or be difficult to get hold of?
Should you deal with people through intermedi-
aries, or face to face? Should you delegate most
of your authority, or attempt to do as much as
possible yourself? These are the questions that
preoccupy a leadership technician.


There is no doubt that some approaches to
leadership are more likely to succeed than
others. Yet the role of technique tends to be
overemphasized. Whether we are traveling by
air, sea, rail, or road, it is more important to
understand where we are headed than how we
are getting there. To know how to travel, we
must first define our destination.


Knowing how to lead requires knowing
where the organization should be headed.
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Merely moving quickly and efficiently is no
advantage if we are moving in the wrong di-
rection. In other words, leadership techniques
need to be adapted to the challenges and op-
portunities at hand. The approach that works
best when things are going well may not be
well suited to a crisis. So, too, different lead-
ership approaches are called for depending on
the colleagues with whom responsibility can
be shared. Good leaders focus on the goals
first and the technique second.


Courses on leadership tend to focus too much
on technique, in part because techniques are rel-
atively easy to teach. For example, we can easily
teach participants different techniques for brain-
storming, or ranking priorities, or delivering bad
news. Harder but much more important is edu-
cating people to better define what our priorities
should be. To do that, it is not sufficient merely
to master a technique. Our need for leadership
techniques is far exceeded by our need to under-
stand ourselves, our colleagues, our organiza-
tions, and the changing environments in which
we are situated.


It would be unfortunate if people could
seize power in an organization simply by
mastering techniques learned at a weekend
seminar. Like most important things in life,
earning the prerogative of leadership and ex-
celling as a leader require serious effort.
There are no short cuts to understanding what
an organization should strive to become.


Vanity
One of the most seductive features of lead-


ership is the prestige associated with it. There
is a natural tendency to suppose that people in
positions of leadership are the best. We look
at the higher compensation, larger offices,
special privileges, greater authority, and en-
hanced access to information leaders enjoy
and suppose that being placed in a leadership
position instantly makes a person a big shot.


Nothing could be further from the truth. Of-
ten people who get the corner office do not last
long. In some cases, the fault lies not with the
newly appointed leader, but with the impossibil-
ity of the situations into which we have been
placed. Moreover, the prestige associated with
leadership can undermine relationships with
colleagues, rendering them shallow and even ar-
tificial. Prestige can also be a distraction, so en-
trancing us with the trappings of the office that
we lose track of the legitimate reasons we
wanted to lead in the first place.


Good leaders do not spend much time look-
ing in the mirror. There is no room for selfish-


ness. Placed in a position of authority, selfish
people regard the organization as a springboard
for their own success. As far as they are con-
cerned, the people they work with exist to pro-
vide them the means to advance their own
careers, in power, wealth, and prestige.


By contrast, truly great leaders regard their
own knowledge, skill, and experience as tools
with which to serve. Our first commitment
should be not to ourselves, but to the mission
of the organization we lead. If we seek au-
thority, it should not be to make ourselves
look bigger, but to make a contribution. Our
goal should be to make a difference in the life
of the organization and the people who work
in it. We want to know that the organization
would suffer if we were not there. We want to
play an important role in forming teams, help-
ing teams succeed, and enabling our col-
leagues to perform at their best.


The desire for authority is not a bad thing.
So long as we intend to use it for the appro-
priate purposes, it is a good thing. It would
spell trouble for organizations if no one cared
enough about us to want to serve.


Ease
Really good leaders can make leadership


look easy. Faced with a difficult situation, the
best seem to know instinctively what to do to
diffuse tension, or cut through the fog, or jump-
start a stalling project. In fact, however, effec-
tive leadership is not easy. It is like practicing ra-
diology. A medical student watching a
radiologist interpret cross-sectional imaging
studies might conclude that radiology takes lit-
tle effort, because the radiologist can form an
accurate diagnostic impression after studying
the images for only a few seconds. In fact, how-
ever, the radiologist has invested years or even
decades of effort to be able to make such rapid
and apparently effortless assessments.


To become a good leader requires a great
deal of effort to get to know the organization,
the people in it, and the environment in which
it operates. What seems like a spur-of-the-
moment, instinctive stroke of brilliance in
fact requires long study of the organization’s
priorities and its style of operation. Only peo-
ple who really care about their organizations
and work hard to learn as much as they can
about them will be in a position to succeed.


A famous example of a leader who made it
look easy is Sir Winston Churchill, one of the
most important political leaders of the 20th
century and a Nobel Laureate in Literature for
his mammoth History of the English-Speak-


ing Peoples. Churchill was also known as one
of the greatest orators of the 20th century,
achieving worldwide fame for such memora-
ble utterances as, “Never in the field of hu-
man conflict was so much owed by so many
to so few,” “We shall draw from the heart of
suffering itself the means of inspiration and
survival,” and “Let us therefore brace our-
selves to our duty, and so bear ourselves that,
if the British Empire and its Commonwealth
lasts for a thousand years, men will still say,
‘This was their finest hour’ ” [4].


Listening to Churchill’s famous radio broad-
casts during the Second World War or witness-
ing his speeches in person, many people had the
impression that he spoke extemporaneously and
was simply an extraordinarily gifted speaker.
However, we know from Churchill’s own writ-
ings and those of others close to him that he
worked for hours, sometimes days, to formulate
what he would say, and practiced his speeches
many times over. In fact, Churchill was a stut-
terer, and he struggled with a speech impedi-
ment his entire life.


Sacrifice
Perhaps the greatest leadership fallacy of


all is the notion that accepting formal leader-
ship responsibility means sacrificing the
other things in life we really care about. Must
great leaders give up all pretense of maintain-
ing a happy family life? Must leaders set aside
personal ambitions for such areas as clinical
work, research, and education to such a de-
gree that we lose ourselves in our organiza-
tions? Must those of us who aspire to formal
leadership positions be prepared to relinquish
even our own moral scruples for the good of
our organization?


These are very dangerous misconceptions, in
part because they inevitably turn gifted people
away from leadership. If playing a formal lead-
ership role means wrecking our personal life,
abandoning the professional challenges that at-
tracted us to radiology in the first place, or even
being forced to do things that trouble our con-
science, then who wants it?


Far from diminishing a person, however,
leadership provides wonderful opportunities for
personal development through service. Excel-
ling as a leader requires a person to develop
many of the most important human virtues, such
as courage, self-control, compassion, justice,
moral discernment, and wisdom. To become a
great leader requires sustained personal growth
and satisfies the human need to serve a purpose
larger than oneself.
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Instead of abandoning what we care most
about, leadership invites us to pursue it to an
even greater extent. We should try to make our
organizations places where people can flourish
both personally and professionally. Ideally, ev-
eryone, including leaders, should feel fully en-
gaged in what the organization does. There is no
reason that even chairpersons should not con-
tinue to devote some time and energy to former
professional pursuits. Continued clinical work
and scholarly activity helps leaders remain more
in touch with the life of the faculty and become
better acquainted with the day-to-day activities
of the department.


Above all, prospective leaders should not as-
sume that we must check our moral and reli-
gious convictions at the portal of leadership. It is
simply not the case that only Machiavellian
types need apply. One of the hallmarks of great
leaders is a moral vision for the organization,


one that places integrity and commitment to
high principles at the core of organizational life.
No matter how clever, urbane, and politically
adroit we might be, great leadership is not pos-
sible absent that moral vision.


Conclusion
It is vital that radiologists at every stage of


professional development pause from time to
time to reflect on leadership. Talented people
who never saw ourselves as leadership mate-
rial need to discover the hidden leader within
us. People who already aspire to formal lead-
ership need to acquire a deeper understanding
of what it means to be a leader, and what lead-
ers need to do well to promote the success of
our organizations.


People who occupy leadership positions
need to reexamine our leadership performance
and seek out opportunities to perform even bet-


ter. Departments and national professional orga-
nizations need to recognize the importance of
fostering future leaders, and to continue to de-
velop and refine leadership development pro-
grams. Even people who think of ourselves
primarily as followers need to reexamine what
we expect from our leaders and consider what
we might contribute to make leaders more ef-
fective. Above all, we need to recognize,
study, and effectively respond to the fallacies
that lead leaders and potential leaders astray.
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Internet Resource Links 
 
 


ACR Website:    http://www.acr.org 
 
ACR RFS Website:  http://www.acr.org/s_acr/sec.asp?CID=2557&DID=17602  
 
State chapter websites:  
 
MA:  http://www.massrad.org/rfs 
  
TX:  http://www.texrad.org  
 
FL:  http://www.flrad.org 
 
NJ:  http://www.rsnj.org  
 
CA:  http://www.calrad.org 
  
Additional resources:  
 
Ajay Sood, MD, Founder New Jersey ACR-RFS – ajaysud@hotmail.com 
 
Greg Russo, MD, Founder Connecticut ACR-RFS – gkrusso@aol.com 
 
Greg Galdino, MD, Founder California ACR-RFS – gmgaldino@yahoo.com 
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Department of the Treasury
Internal Revenue ServiceInstructions for Form 1023


(Rev. June 2006)
Application for Recognition of Exemption Under Section 501(c)(3) of the Internal
Revenue Code


• Tax Map: an electronic research toolSection references are to the Internal Contents Page
and finding aid.Revenue Code unless otherwise noted. Schedule G. Successors to
• Tax Law frequently asked questionsOther Organizations . . . . . . . . . . 22Contents Page
(FAQs).Schedule H. OrganizationsWhat’s New . . . . . . . . . . . . . . . . . . . . 1
• Tax Topics from the IRS telephoneProviding Scholarships,How to Get Tax Forms and
response system.Fellowships, EducationalPublications . . . . . . . . . . . . . . . . . . 1 • Fill-in, print, and save features for mostLoans, or Other EducationalOverview of Section 501(c)(3)
tax forms.Grants to Individuals andOrganizations . . . . . . . . . . . . . . . . . 1 • Internal Revenue Bulletins.Private FoundationsGeneral Instructions • Toll-free and email technical support.Requesting AdvancePurpose of Form . . . . . . . . . . . . . . . 3 • The CD is released twice during theApproval of Individual GrantObtaining Tax-Exempt Status . . . . 3 year.Procedures . . . . . . . . . . . . . . . . . 23What to File . . . . . . . . . . . . . . . . . . 3


o The first release will ship theAppendix A. Sample Conflict ofWhen to File . . . . . . . . . . . . . . . . . . 4 beginning of January 2007.Interest Policy . . . . . . . . . . . . . . . . 25
Where to File . . . . . . . . . . . . . . . . . 4 o The final release will ship theAppendix B. States with
Filing Assistance . . . . . . . . . . . . . . . 4 beginning of March 2007.Statutory Provisions Satisfying
Signature Requirements . . . . . . . . . 4 the Requirements of Internal Purchase the CD from NationalRepresentation . . . . . . . . . . . . . . . . 5 Revenue Code Section 508(e) . . . 27 Technical Information Service at www.irs.Public Inspection . . . . . . . . . . . . . . 5 Appendix C. Glossary of Terms . . . . . 30 gov/cdorders $25 (no handling fee) or callForeign Organizations in Index . . . . . . . . . . . . . . . . . . . . . . . . 37 1-877-CDFORMS (1-877-233-6767)General . . . . . . . . . . . . . . . . . . . . 5 toll-free to buy the CD for $25 (plus a $5


Specific Instructions handling fee). Price is subject to change.
Part I. Identification of What’s NewApplicant . . . . . . . . . . . . . . . . . . . 6 By Phone and In Person


The user fee for the initial application forPart II. Organizational You can order forms and publications byrecognition of exemption under IRCStructure . . . . . . . . . . . . . . . . . . . 6 calling 1-800-TAX-FORMSection 501(c)(3) has been increased.Part III. Required Provisions in (1-800-829-3676). You can also get mostPart XI of Form 1023 has been revised to
Your Organizing Document . . . . . . 7 forms and publications at your local IRSreflect the new fee. See Rev. Proc.


office.Part IV. Narrative Description 2006-8, 2006-1 I.R.B. 245 for more
of Your Activities . . . . . . . . . . . . . . 8 information about user fees that may be


Part V. Compensation and applicable to tax-exempt organizations.
Other Financial Overview of Section
Arrangements With Your 501(c)(3) OrganizationsOfficers, Directors, Trustees, How To Get Forms and
Employees, and Independent Who Is Eligible for SectionPublicationsContractors . . . . . . . . . . . . . . . . . . 8 501(c)(3) Status?Part VI. Your Members and


Personal Computer Organizations organized and operatedOther Individuals, and
exclusively for religious, charitable,You can access the IRS website 24 hoursOrganizations That Receive
scientific, testing for public safety, literary,a day, 7 days a week at www.irs.gov to:Benefits From You . . . . . . . . . . . . 9
or educational purposes, or to foster• Order IRS products online.Part VII. Your History . . . . . . . . . . . 9 national or international amateur sports• Download forms, instructions, andPart VIII. Your Specific competition, or for the prevention ofpublications.Activities . . . . . . . . . . . . . . . . . . . . 9 cruelty to children or animals are eligible• Get answers to frequently asked taxPart IX. Financial Data . . . . . . . . . 12 to file Form 1023 to obtain recognition ofquestions.Part X. Public Charity Status . . . . . 14 exemption from federal income tax under• Search publications online by topic orPart XI. User Fee Information . . . . . 16 section 501(c)(3) of the Internal Revenuekeyword. Code.Schedule A. Churches . . . . . . . . . . 16 • Send us comments or request help by


Schedule B. Schools, email. Form 1023 not necessary. The
Colleges, and Universities . . . . . . 17 • Sign up to receive local and national following types of organizations may be


Schedule C. Hospitals and tax news by email. considered tax exempt under section
Medical Research 501(c)(3) even if they do not file Form
Organizations . . . . . . . . . . . . . . . 18 CD-ROM 1023.


Schedule D. Section 509(a)(3) • Churches, including synagogues,You can order Publication 1796, IRS Tax
Supporting Organizations . . . . . . . 19 temples, and mosques.Products CD, and obtain:


Schedule E. Organizations Not • Integrated auxiliaries of churches and• Current-year forms, instructions, and
Filing Form 1023 Within 27 conventions or associations of churches.publications.
Months of Formation . . . . . . . . . . 21 • Any organization that has gross• Prior-year forms, instructions, and


Schedule F. Homes for the receipts in each taxable year of normallypublications.
not more than $5,000.Elderly or Handicapped and • Bonus: Historical Tax Products DVD —


Low-Income Housing . . . . . . . . . . 22 Ships with the final release.
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Even though the above organizations substantial amount limit, see Publication Public charities. The following 501(c)(3)
are not required to file Form 1023 to be 557, Tax-Exempt Status for Your organizations are classified as public
tax exempt, these organizations may Organization. charities.
choose to file Form 1023 in order to • Churches.For this purpose, “legislation” includes
receive a determination letter that • Schools.action by Congress, a state legislature, a
recognizes their section 501(c)(3) status • Hospitals, medical researchlocal council, or a similar governing body,
and specifies whether contributions to organizations, and cooperative hospitalwith respect to acts, bills, resolutions or
them are tax deductible. service organizations.similar items (such as legislative • Organizations that receive substantialconfirmation of appointive offices).Qualification of a Section 501(c)(3) support from grants, governmental units,Legislation also includes action by theOrganization and/or contributions from the generalpublic in a referendum, ballot initiative,
There are two key requirements for an public.constitutional amendment, or similar
organization to be exempt from federal • Organizations that normally receiveprocedure. Legislation generally does not
income tax under section 501(c)(3). A more than one-third of their support frominclude actions by executive, judicial, or
501(c)(3) organization must be organized contributions, membership fees, andadministrative bodies.
and operated exclusively for one or more gross receipts from activities related to


Organizations may involve themselvesexempt purposes. their exempt functions, and not more than
in issues of public policy without being one-third of their support from grossOrganized. An organization must be engaged in legislative activity. For investment income and net unrelatedorganized as a corporation (including a example, organizations may conduct business income.limited liability company), trust, or educational meetings, prepare and • Organizations that support other publicunincorporated association. The distribute educational materials, or charities.organizing document (articles of otherwise consider public policy issues.incorporation if you are a corporation, If an organization requests publicSimilarly, an organization may appeararticles of organization if you are a limited charity classification based on receivingbefore a governmental body to offerliability company, articles of association or substantial public support, it musttestimony about a decision that mayconstitution if you are an association, or continue to seek significant andaffect the organization’s existence.trust agreement or declaration of trust if diversified public support contributions in


you are a trust) must limit the A private foundation is not allowed later years. A new organization that
organization’s purpose(s) and to influence legislation. cannot show it will receive enough public
permanently dedicate its assets to support may request an advance ruling of


TIP


exempt purposes. its status. After 5 years, it must file FormPolitical campaign intervention. All
8734, Support Schedule for AdvanceOperated. An organization must be 501(c)(3) organizations are absolutely
Ruling Period, showing its sources ofoperated to further one or more of the prohibited from directly or indirectly
support during the advance ruling period.exempt purposes stated in its organizing participating or intervening in any political
If the organization does not meet thedocument. Certain other activities are campaign on behalf of (or in opposition
public support requirements during theprohibited or restricted, including, but not to) any candidate for elective public office.
5-year advance ruling period, it could belimited to, the following activities. A Non-partisan voter education activities
reclassified as a private foundation.501(c)(3) organization must: (including public forums and voter
Private foundation. A 501(c)(3)a. Absolutely refrain from participating education guides) are permitted.
organization that cannot meet one of thein the political campaigns of Similarly, non-partisan activities to
specific exceptions to be classified as acandidates for local, state, or federal encourage people to participate in the
public charity is a private foundation.office. electoral process, such as voter


b. Absolutely ensure that its assets registration and get-out-the-vote drives, Classification as a privateand earnings do not unjustly enrich are not prohibited political campaign foundation has nothing to do withboard members, officers, key activity. However, voter education or the name of the organization.
TIP


management employees, or other registration activities that (a) favor one There are many organizations thatinsiders. candidate over another, (b) oppose a include the word foundation in theirc. Not further non-exempt purposes candidate in some manner, or (c) favor a names that are not private foundations(such as purposes that benefit private group of candidates, are prohibited. for tax purposes.interests) more than insubstantially. Public Charities and Private Private operating foundations. Ad. Not operate for the primary purpose
Foundations private foundation that lacks generalof conducting a trade or business that


public support but actively conductsEvery organization that qualifies foris not related to its exempt purpose(s).
exempt programs (as opposed to makingtax-exempt status under section 501(c)(3)e. Not engage in activities that are
grants to other organizations to conductis further classified as either a publicillegal or violate fundamental public
exempt activities) may be treated as acharity or a private foundation. For somepolicy.
private operating foundation. Privateorganizations, the primary distinctionf. Restrict its legislative activities.
operating foundations are subject to morebetween a public charity and a private
favorable rules than other privatefoundation is an organization’s source ofLegislative activity. An organization foundations in terms of charitablefinancial support.does not qualify for section 501(c)(3) contribution deductions and attractingA public charity has a broad base ofstatus if a substantial part of its activities grants from private foundations. In ordersupport, while a private foundationis attempting to influence legislation. to be classified as a private operatingreceives its support from a small numberForm 5768. Most public charities are foundation, an organization must meetof donors. This classification is importanteligible to elect to make expenditures to certain support tests.because different tax rules apply to theinfluence legislation by filing Form 5768,


operations of each entity. State Registration RequirementsElection/Revocation of Election by an
Eligible Section 501(c)(3) Organization To Deductibility of contributions to a Tax exemption under section 501(c)(3) is
Make Expenditures To Influence private foundation is more limited than a matter of federal law. After receiving
Legislation. By filing Form 5768, an contributions to a public charity. See federal tax exemption, you may also be
eligible organization’s legislative activities Publication 526, Charitable Contributions, required to register with one or more
will be measured solely by an expenditure for more information on the deductibility of states to solicit for contributions or to
limit rather than by the “no substantial contributions. In addition, private obtain exemption from state taxes. The
amount” limit. For additional information foundations are subject to excise taxes National Association of State Charity
on the expenditure limit or the no that are not imposed on public charities. Officials (NASCO) maintains a website
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that provides informational links to the total for each line on the financial Revenue Bulletin (I.R.B.) issued each
various states for these purposes. It can statements. year).
be accessed at www.nasconet.org. For additional information on the user


Purpose of Form fee, see Part XI.
General Instructions Completed Form 1023 required for Group Exemption


section 501(c)(3) exemption. FormSection references are to the Internal Form 1023 is not used to apply for a1023 is filed by organizations to apply forRevenue Code unless otherwise noted. group exemption. A group exemption isrecognition of exemption from federal“You” and “Us”. Throughout these issued to a central organization thatincome tax under section 501(c)(3). Uponinstructions and Form 1023, the terms recognizes on a group basis theapproval, we will issue a determination“you” and “your” refer to the organization exemption of subordinate organizationsletter that provides written assurancethat is applying for tax-exempt status. The on whose behalf the central organizationabout the organization’s tax-exemptterms “us” and “we” refer to the Internal has applied. See Publication 557 forstatus, and its qualification to receiveRevenue Service. information on how to apply for a grouptax-deductible charitable contributions. exemption.Definitions. Terms in bold type in Form Every organization qualifying for
1023 are defined throughout these Leaving a group exemption. If aexemption under section 501(c)(3) will
instructions and in Appendix C. subordinate organization in an existingalso be classified as either a “public


group exemption wishes to apply for ancharity” or a “private foundation.”
individual exemption, it should notify itsAnswers Other organizations that may file parent organization of its intention toForm 1023. Other organizations thatAnswer items completely. Where a “Yes” leave the group ruling before filing Formapply for tax-exempt status under sectionor “No” reply is not requested, you may 1023.501(c)(3) by filing Form 1023 includeanswer “Not Applicable” where


section 501(e) and (f) cooperative serviceappropriate. If you believe you have What to Fileorganizations, section 501(k) childcarepreviously answered the item, you may
All applicants, unless otherwise noted,organizations, and section 501(n)refer to your previous answer.
must complete Parts I through XI of Formcharitable risk pools.


Your answers must provide 1023, plus any required schedules and
sufficient detail about your past, attachments.Obtaining Tax-Exemptpresent, and planned activities toCAUTION


!
The following organizations mustprove that you are an exempt Status complete additional schedules to Formorganization. We will not be able to To apply for tax-exempt status, file Form 1023.recognize you as tax exempt based on 1023 and pay the appropriate user fee.


generalizations. Therefore, we need to THEN youExpedite Requestsunderstand the specific activities you will IF your organization must fileundertake to reach your charitable goals. We will only approve expedited is a(n) . . . Schedule . . .
processing of an application where aFinancial data. Form 1023 asks you to
request is made in writing and contains aanswer a series of questions and provide Church . . . . . . . . . . . . . Acompelling reason for processing theinformation to assist us in determining if


School, College, orapplication ahead of others.you meet the requirements for tax
University . . . . . . . . . . . . BCircumstances generally warrantingexemption under section 501(c)(3). One


expedited processing include:of the key pieces of information requested Hospital or Medical• A grant to the applicant is pending andis financial data. This data, whether Research Organization . . Cthe failure to secure the grant may havebudgeted or actual, should be consistent
Section 509(a) Supportingan adverse impact on the organization’swith other information presented in the
Organization . . . . . . . . . . Dability to continue operations.application.


• The purpose of the newly createdFor example, if you are requesting Organization Not Filingorganization is to provide disaster relief topublic charity status under one of the Form 1023 Within 27victims of emergencies such as flood andpublic support tests, the financial data Months of Formation . . . . Ehurricane.should show contributions from the public
Home for the Elderly or• There have been undue delays inor receipts from providing exempt
Handicapped andissuing a letter caused by problems withinservices. Budgeted financial data should
Low-Income Housing . . . . Fthe IRS.be prepared based upon your current


plans. We recognize that the Successor to OtherUser Fee
organization’s actual financial results may Organizations . . . . . . . . . GThe law requires payment of a user feevary from the budgeted amounts. with each application. Submit the Organization Providing
Past, present, and planned activities. appropriate user fee based on your Scholarships, Fellowships,
Many items on Form 1023 are written in average annual gross receipts as Educational Loans, or
the present tense; however, your answers indicated on Form 1023. Enclose Other Educational Grants
should be based on your past, present, payment with your application. DO NOT to Individuals and Private
and planned activities. STAPLE or otherwise attach your check Foundations Requesting


or money order to your application.Language and currency requirements. Approval of Individual
Prepare Form 1023 and attachments in Grant Procedures . . . . . . HYou may pay your user fee with a
English. Provide an English translation if personal or certified check, bank check,
the articles of organization or bylaws are Assembly of Applicationor cashier’s check. Processing your
in any other language. application will not be delayed by the form Package


of payment unless your check is returnedWe may ask you to provide English To assist us in processing the application,
to us for insufficient funds.translations of foreign language documents should be submitted in the


publications you submit with your Form Generally, a user fee will be refunded following order.
1023. only if we decline to issue a • User fee enclosed but not attached to


Report financial information in U.S. determination. Additional guidance the application form.
dollars (specify the conversion rate used). regarding user fees is available in Rev. • Form 1023 Checklist.
Combine amounts from within and Proc. 2006-8, 2006-1 I.R.B. 245, or later • Form 2848, Power of Attorney and
outside the United States and report the revision (revised in the first Internal Declaration of Representative (if needed).
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• Form 8821, Tax Information application, with all required information • Publication 517, Social Security and
Authorization (if needed). and user fee to: Other Information for Members of the
• Expedite request (if needed). Clergy and Religious WorkersInternal Revenue Service
• Application (Form 1023, Checklist, and • Publication 526, Charitable201 West Rivercenter Blvd.
Schedules A through H, as required). ContributionsAttn: Extracting Stop 312• Organizing document. Covington, KY 41011 • Publication 557, Tax-Exempt Status for• Amendments to organizing document Your Organization
in chronological order. Private Delivery Services • Publication 598, Tax on Unrelated• Bylaws or other rules of operation and In addition to the United States mail, you Business Income of Exemptamendments. can use certain private delivery services Organizations• Documentation of nondiscriminatory designated by the IRS to meet the “timely • Publication 1771, Charitablepolicy for schools, as required by mailing as timely filing/paying” rule for tax Contributions Substantiation andSchedule B. returns and payments. The most recent Disclosure Requirements• Form 5768, Election/Revocation of list of designated private delivery services • Publication 1828, Tax Guide forElection by an Eligible Section 501(c)(3) includes only the following: Churches and Religious OrganizationsOrganization To Make Expenditures To • DHL Express (DHL): DHL “Same Day”Influence Legislation (if filing). • Publication 3079, Gaming PublicationService; DHL Next Day 10:30 AM; DHL• All other attachments, including for Tax-Exempt OrganizationsNext Day 12:00 PM; DHL Next Day 3:00explanations, financial data, and printed • Publication 3833, Disaster Relief:PM; and DHL 2nd Day Service.materials or publications. Providing Assistance through Charitable• Federal Express (FedEx): FedEx


OrganizationsPriority Overnight, FedEx StandardAttachments • Publication 4220, Applying for 501(c)(3)Overnight, FedEx 2Day, FedExUse an attachment where there is Tax-Exempt StatusInternational Priority, and FedExinsufficient space on the form for you to International First. • Publication 4221, Compliance Guidelegibly and accurately respond to a • United Parcel Service (UPS): UPS Next for 501(c)(3) Tax-Exempt Organizationsquestion. For any attachments submitted Day Air, UPS Next Day Air Saver, UPS • Publication 78, Cumulative List ofwith your Form 1023: 2nd Day Air, UPS 2nd Day Air A.M., UPS Organizations Described in Section• Use 81/2 x 11 inch paper. Worldwide Express Plus, and UPS 170(c) of the Internal Revenue Code of• Provide your name and Employer Worldwide Express. 1986 (searchable online at www.irs.gov/Identification Number (EIN) at the top of
eo)each page. The private delivery service can tell


• Identify the Part and line number to you how to get written proof of the mailing Philanthropic Research, Inc., akawhich the attachment relates. date. GuideStar, a 501(c)(3) nonprofit
Include any court decisions, rulings, organization, maintains information about


opinions, or any other documents that will specific section 501(c)(3) organizationsFiling Assistance
assist us in processing your Form 1023. (searchable online at www.guidestar.org).For help in completing this form or


Generally, attachments in the form of general questions relating to an exempt
tape, recordings or other electronic media organization, call the Exempt Signature Requirements
are not acceptable unless accompanied Organization Customer Account Services


An officer, director, trustee, or otherby a transcript. toll free at 1-877-829-5500. You may also
official who is authorized to sign for theaccess information on our website atAttachments must be in English. organization must sign Form 1023 at thewww.irs.gov/eo.
end of Part XI. The signature must be
accompanied by the title or authority ofWhen to File Listed below are a number of
the signer and the date. Please clearlypublications that may be helpful to your If you file Form 1023 within 27 months
print the accompanying information.organization.after the end of the month in which you


were legally formed, and we approve the
Figure 1. Table of Annual Returnsapplication, the legal date of formation will


be the effective date of your exempt
status. Type of Annual Return Who Should File


If you do not file Form 1023 within 27
Form 990, Return of Organization Exempt Section 501(c)(3) public charitiesmonths of formation, you may not qualify
from Income Taxfor exempt status before the date we


receive Form 1023. The date considered
to be the date we receive Form 1023 is Form 990-EZ, Short Form Return of Section 501(c)(3) public charities whose
generally the postmark date. For Organization Exempt from Income Tax gross receipts during the year were less
exceptions and special rules, including than $100,000 and total assets at the end
automatic extensions, see Schedule E of of the year were less than $250,000
Form 1023.


Schedule A (Form 990 or 990-EZ), Section 501(c)(3) public charitiesWhere To File Organization Exempt under Section
501(c)(3)


Send the completed Form 1023
application, with all required


Schedule B (Form 990, 990-EZ, or All section 501(c)(3) organizationsinformation, and the applicable
990-PF), Schedule of Contributorsuser fee to:


Internal Revenue Service Form 990-PF, Return of Private Private foundations, including private
P.O. Box 192 Foundation operating foundations
Covington, KY 41012-0192


Form 990-T, Exempt Organization Public charities and private foundations
Business Income Tax Return that have gross unrelated business


If you are using express mail or a delivery income of $1,000 or moreservice, send the completed Form 1023
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You may also be required to the information or a copy of theRepresentation
file other returns, such as information directly from you.


Form 2848. Attach a completed Form employment tax returns or benefit
TIP


An exempt organization may post the2848 if you want to authorize a plan returns, which are not discussed documents required to be available forrepresentative to represent you regarding here. public inspection on its own website. Theyour application. An individual authorized information return and exemptionby Form 2848 may not sign the application materials must be postedPublic Inspectionapplication unless that person is also an exactly as filed with the IRS. Only theofficer, director, trustee, or other official Information available for public information that is not open for publicwho is authorized to sign the application. inspection. If we approve exempt status inspection may be deleted.
under section 501(c)(3), the following


If an exempt organization posts the A centralized authorization file information will be open for public
documents on its website, it must provide(CAF) number is not required to inspection.
notice of the website address where thebe listed on Form 2848. • Your complete Form 1023 and anyCAUTION


!
documents may be found, but it need notsupporting documents.


Form 8821. Form 8821 authorizes us to provide copies of the information.• All correspondence between you and
discuss your application with the person However, documents posted on anthe IRS concerning Form 1023, including
you have appointed. organization’s website must still be madeForm 2848.


available for public inspection without• The letter we issue approving yourForm 8821 does not authorize your charge at its main office during regularexemption.appointee to advocate your position with business hours.• Annual information returns (Forms 990,respect to the Federal tax laws; to
990-EZ, or 990-PF).  Documents are not consideredexecute waivers, consents, or closing • Schedule A, included with Forms 990 available for public inspection on aagreements; or to otherwise represent
or 990-EZ. website if the otherwise disclosableyou before the IRS. If you want to • Schedule B, included with Forms 990 information is edited or subject to editingauthorize an individual to represent you,
or 990-EZ, except the names and by a third party when posted. To date, theuse Form 2848.
addresses of contributors and other IRS has not approved any third party
identifying information about contributors. websites for posting.After You Submit Form 1023 • Schedule B, included with Form See Publication 557 for additionalWe will acknowledge receiving your 990-PF, including names, addresses and guidance on public inspection.application in writing. You may expect to other identifying information aboutreceive this notice within 21 days of the contributors. Foreign Organizations inpostmark date of the Form 1023. Read


the notice thoroughly because it will Information not available for public General
provide further information about the inspection. The following items will not


Foreign organizations are those that wereprocessing of your Form 1023. be open for public inspection.
created in countries other than the United


No additional information needed. If • Any information relating to a trade States, its territories, or its possessions.
our initial review shows that you qualify, secret, patent, style of work, or apparatus Foreign organizations may apply for
we will send you a letter stating that you that, if released, would adversely affect tax-exempt status on income earned in
are exempt under section 501(c)(3) and you. (We must approve withholding this the United States in the same way that
whether you are a public charity or a information.) domestic organizations apply for exempt
private foundation. • Any other information that would status. See, Language and currency


adversely affect the national defense. requirements.Additional information needed. If (We must approve withholding this A foreign organization applying forthe initial review shows that we need information.) exempt status should complete alladditional information or changes, we will • User fee check. required parts of Form 1023. There are,assign Form 1023 to a specialist who will • Information only applications from the however, special rules below for somecall or write you. Generally, we assign United States Virgin Islands, Bureau of Canadian organizations.applications in the order we receive them. Internal Revenue (BIR) and related
Unless the application is approved for Contributions by U.S. residents tosupporting documents.
expedited processing, it will be worked in foreign organizations generally are• Contributors’ names and addresses
the order received. not deductible. Tax treatiesand identifying information about


TIP


between the U.S. and certain foreigncontributors included with Forms 990 orIf the additional information indicates
countries provide specific limited990-EZ and the Schedule B, filed withthat you qualify, we will send you a letter
exceptions.these forms.stating that you are exempt under section • Form 990-T, Exempt Organization Annual returns for foreign501(c)(3) and whether you are a public


Business Income Tax Return. organizations. A foreign organizationcharity or a private foundation. If we
that obtains exemption as a public charityconclude that you do not qualify for When applying for tax-exempt status, must file an information return annuallyexemption, we will send you a letter that you must clearly identify any information (Form 990 or Form 990-EZ). A foreignexplains our position and your appeal that is not open for public inspection by organization that is a private foundationrights. separately marking it as “NOT SUBJECT must file Form 990-PF annually.TO PUBLIC INSPECTION” and attaching However, a foreign organization, otherAnnual Filing Requirements an explanation of why you are asking for than a private foundation, may be relievedIf an annual information return or tax the information to be withheld. We will from filing Form 990 or Form 990-EZ inreturn is due while the Form 1023 is decide whether to withhold the identified any year in which it has gross receiptspending, complete the return, mark information from public inspection. from U.S. source income of $25,000 or“Application Pending” in the heading, and


Making documents available for public less and has not conducted significantsend the return to the address indicated
inspection. Both you and the IRS must activity in the United States. See thein the instructions.
make the information that is subject to Instructions for Form 990 and Form


Information on return filing disclosure available for public inspection. 990-EZ, and the Instructions for Form
requirements and exceptions may be The public may contact us toll-free at 990-PF for further information. A foreign
found in Publications 557 and 598 and in 1-877-829-5500 to request public organization that is subject to unrelated
the instructions to the annual returns inspection or copies of the information. business income tax must file Form
listed in Figure 1. The public may also request inspection of 990-T.
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an attorney or certified public accountantCanadian Organizations
for whom you have submitted aSpecific InstructionsCanadian organizations that have
completed Form 2848, with the Formreceived a Notification of Registration
1023.from the Canada Customs and Revenue Part I. Identification of Line 7. If you wish to be represented byAgency (formerly, Revenue Canada), and
an authorized representative, aApplicantwhose registrations have not been
completed Form 2848 must be attachedrevoked (“Canadian registered charities”), Line 1. Full name of organization. to the Form 1023.are automatically recognized as section Enter your complete name exactly as it


501(c)(3) organizations and are not Line 8. Provide information aboutappears in your organizing document,
required to file Form 1023. Canadian persons, other than your officers,including amendments.
registered charities are also presumed to directors, trustees, employees, orLine 2. c/o Name. If you have an “in carebe private foundations. A Canadian authorized representative(s), whom youof” name, enter it here.registered charity may complete certain paid, or promised to pay, to assist you in


Line 3. Mailing address. Enter yourportions of the Form 1023 in order to be establishing your organization, developing
complete address where all programs to solicit funds, or otherwiselisted as a section 501(c)(3) organization
correspondence will be sent. If mail is not advising you about organizational,in IRS Publication 78, or to request
delivered to the street address and you financial, or tax matters.classification as a public charity, rather
have a P.O. Box, show the box numberthan a private foundation. A Canadian For example, provide informationinstead of the street address.registered charity should only complete about a paid consultant who advised you


and submit the following documents. For a foreign address, enter the about obtaining tax exemption.
information in the following order: city,• Copy of its Notification of Registration. Line 9a. Organization’s website. Enterprovince or state, and country. Follow the your complete website address if you• Part I of Form 1023. country’s practice in placing the postal have one. Also, list any websites• Part X of Form 1023 (if requesting code in the address. Do not abbreviate maintained on your behalf. Thepublic charity classification). the country name. information on your website should be
Line 4. Employer Identification Number• Signature line in Part XI of Form 1023. consistent with the information in your
(EIN). Enter the nine-digit EIN assigned Form 1023.• Form 8833, Treaty-Based Return
to you.Position Disclosure Under Section 6114 Line 9b. Email (optional). Enter your


or 7701(b). email address to receive educationalDo not submit this application until
information from us in the future. Becauseyou have obtained an EIN.• No user fee is required.
of security concerns, we cannot sendCAUTION


!
confidential information via email.


An EIN is your account number with usOrganizations Created in United However, we can use a fax to contact
and is required regardless of whether youStates Territories and you.
have employees. If you need an EIN, youPossessions Line 10. Generally, organizations notcan apply for one by:


required to file Form 990 (or FormOrganizations created in possessions and 1. Calling 1-800-829-4933. 990-EZ) include churches, certain churchterritories of the United States are 2. Calling 1-215-516-6999, if you are affiliated organizations, certain affiliates ofgenerally treated as domestic located outside the United States. a governmental unit, and organizationsorganizations. These organizations 3. Mailing Form SS-4 to the IRS. with annual gross receipts normally notcomplete all required parts of Form 1023 4. Faxing Form SS-4 to a location more than $25,000. For more information,to apply for exempt status under section provided in the Instructions for Form see the Instructions for Form 990 and501(c)(3). Special rules, discussed below, SS-4. Form 990-EZ.apply to some Virgin Islands
organizations. You can get Form SS-4 online at www. Private foundations must file Form


irs.gov, or by calling 1-800-829-3676, to 990-PF regardless of the amount
Charitable contributions to order IRS tax forms and publications. of their gross receipts.


TIP


organizations created in United States If you previously applied for an EIN Line 11. List the date you were legallypossessions and territories are deductible and have not yet received it, or you are created by month, day, and year (forby the donors if the organization qualifies unsure whether you have an EIN, please example, 02/01/2004). The date shouldfor exempt status under section 501(c)(3). call our toll-free customer account be consistent with your organizing
services number, 1-877-829-5500, for document described in Part II.
assistance.Virgin Islands Organizations Line 12. For purposes of completing this
Line 5. Month the annual accountingThe United States Virgin Islands, Bureau application, you are formed under the
period ends (01-12). Enter the monthof Internal Revenue (BIR) may request an laws of a foreign country if you are not
that your annual accounting period ends,information only letter concerning the formed under the laws of (1) the United
using a two-digit number format. Forexempt status under section 501(c)(3) of States, its territories and possessions, (2)
example, if your annual accounting periodan organization formed in the Virgin federally recognized Indian tribal or
ends December 31, enter “12.” YourIslands. The organization itself does not Alaska Native governments, or (3) the
annual accounting period is the 12-monthseek U.S. recognition of exempt status. District of Columbia.
period on which your annual financialThe information only procedure requires
records are based. Your first tax yearthe BIR to complete Form 1023 and Part II. Organizationalcould be less than 12 months.supporting documents for the Structureorganization, but does not require a user Check your bylaws or other rules of


fee payment. The application and Only trusts, unincorporated associations,operation for consistency with the annual
supporting documents are not open for or corporations (including limited liabilityaccounting period entered in line 5.
public inspection (see Public Inspection, companies) are eligible for tax-exemptLine 6a. Primary contact.  Your primary
for more information). status under section 501(c)(3) of thecontact person may be an officer,


Code. Sole proprietorships, partnerships,director, trustee, or other individual who is
or loosely affiliated groups of individualsAll other Virgin Islands organizations permitted to speak with us according to
are not eligible.that seek U.S. recognition of exempt your bylaws or other rules of operation.


status under section 501(c)(3) must follow Your primary contact person may also be To qualify for tax-exempt status, you
the normal application process. an “authorized representative,” such as must check “Yes” on either line 1, 2, 3, or


-6- Instructions for Form 1023



www.irs.gov





Page 7 of 38 Instructions for Form 1023 12:15 - 22-JUN-2006


The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.


4 and submit a copy of your organizing Line 4a. A trust may be formed by a trust However, if the purposes listed in your
document. agreement or declaration of trust. A trust organizing document are broader than


may also be formed through a will. those listed in section 501(c)(3), youLine 1. A “corporation” is an entity should amend your organizing documentIf your trust agreement copy does notorganized under a Federal or state before applying. A reference to sectioncontain the proper signatures, you maystatute, or a statute of a federally 501(c)(3) will not ensure that yoursubmit a written declaration that statesrecognized Indian tribal or Alaskan native purposes are limited to those described inyour copy is a complete and accurategovernment. A corporation’s organizing section 501(c)(3). All of the language incopy of the signed and dated original.document is its “articles of incorporation.” your organizing document must beYour declaration should clearly indicateCertification of filing. If formed under considered. The following is an examplethe original date that it was signed.state statute, your articles of incorporation of an acceptable purpose clause:
Trust created by a will. For trustsmust show certification of filing. This


The organization is organizedcreated by a will, include a copy of themeans your articles show evidence that
exclusively for charitable, religious,death certificate or a statement indicatingon a specific date they were filed with and
educational, and scientificthe date of death, and a copy of theapproved by an appropriate state
purposes under section 501(c)(3)relevant portions of the will.authority. The document must be an
of the Internal Revenue Code, orexact copy of what is on file with your Trust agreement and non-charitable
corresponding section of anystate. interests. If your trust agreement
future federal tax code.provided for distributions forIf you do not have a copy of your


non-charitable interests, indicate the datearticles of incorporation showing evidence See Publication 557 for furtheron which these interests expired. If yourof having been filed and approved by an information and examples of how to limittrust agreement continues to provide forappropriate state official, you may submit your purposes.these interests, you will not qualify fora substitute copy of your articles of
Any amendment to your articles oftax-exempt status.incorporation. This substitute copy may


organization you submit should showbe handwritten, typed, printed, or Line 4b. Generally, a trust must be evidence that it was signed, dated, andotherwise reproduced. It must be funded with property, such as money, real certified as described in Part II.accompanied by a declaration, signed by estate, or personal property to be legally
Line 2a. Dissolution clause. Youran officer authorized to sign for you, that it created.
organizing document must permanentlyis a complete and correct copy of the


Line 5.  “Bylaws” are generally the dedicate your assets for a sectionarticles of incorporation and that it
internal rules and regulations of an 501(c)(3) purpose. This means that if youcontains all the powers, principles,
organization. If you have bylaws, you dissolve your organization in the future,purposes, functions, and other provisions
should submit a current copy. your assets must be distributed for anby which you currently govern yourself.


exempt purpose described in sectionBylaws do not need to be signedLine 2. A “limited liability company (LLC)” 501(c)(3), or to the federal government, orunless they are the organizing documentthat files its own exemption application is to a state or local government for a publicas described in line 3 above.treated as a corporation rather than a purpose.
partnership. Instead of articles of


If your organizing document states thatPart III. Requiredincorporation, an LLC’s organizing
your assets would be distributed todocument is its state-approved “articles of Provisions in Your members or private individuals or for anyorganization.” If it has adopted an
purpose other than those provided inOrganizing Document“operating agreement,” then this
section 501(c)(3), you must amend yourdocument is also part of its organizing Line 1. Purpose clause. Your organizing organizing document to remove suchdocument. document must limit your purposes to statements.


those described in section 501(c)(3).An LLC may only have 501(c)(3) If multiple amendments are required,Those purposes are: charitable, religious,member(s) to qualify for an exemption. An they may be done at the same time. Foreducational, scientific, literary, testing forLLC should not file an exemption example, if you are a corporation and arepublic safety, fostering national orapplication if it wants to be treated as a required to amend both your purpose andinternational amateur sports competition,disregarded entity by its tax-exempt dissolution clauses, you may file a singleand preventing cruelty to children ormember. amending document with youranimals.
Line 3.  An “unincorporated association” appropriate government authority.


The generally accepted legal definitionformed under state law must have at least The following is an example of anof “charitable” includes relief of the poor,two members who have signed a written acceptable dissolution clause:the distressed, or the underprivileged;document for a specifically defined
advancement of religion; advancement of Upon the dissolution of thispurpose.
education or science; erecting or organization, assets shall beThe articles of organization of an maintaining public buildings, monuments, distributed for one or more exemptunincorporated association must include or works; lessening the burdens of purposes within the meaning ofthe name of your organization, your government; lessening neighborhood section 501(c)(3) of the Internalpurpose, the date the document was tensions; eliminating prejudice and Revenue Code, or correspondingadopted, and the signatures of at least discrimination; defending human and civil section of any future federal taxtwo individuals. If your copy does not rights secured by law; and combating code, or shall be distributed to thecontain the proper signatures and date of community deterioration and juvenile federal government, or to a stateadoption, you may submit a written delinquency. Therefore, the phrase “relief or local government, for a publicdeclaration that states your copy is a of the poor” in your organizing document


purpose.complete and accurate copy of the signed properly limits your purposes.
and dated original. Your declaration


If your purposes are limited in some Naming a specific organization toshould clearly indicate the original date of
way by referring to section 501(c)(3), your receive your assets upon dissolution willadoption.
organizing document also properly limits only be acceptable if your articles state


Bylaws may be considered an your purposes. For example, the phrase that the specific organization must be
organizing document only if they “relief of the elderly within the meaning of exempt under section 501(c)(3) at the
are properly structured (includes section 501(c)(3)” in your organizing time your dissolution takes place and your


TIP


name, purpose, signatures, and intent to document also properly limits your articles provide for an acceptable
form an organization). purposes. alternative if the specific organization is
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not exempt. See Publication 557 for For each past, present, or planned their compensation as employees and for
further information and examples of activity, include information that answers all other services should be reported in
acceptable language for dedication of the following questions. line 1a.
assets in your organizing document. • What is the activity? Line 1c. “Independent contractors” are• Who conducts the activity? persons who are not treated asLine 2c. Operation of state law. If you • When is the activity conducted? employees for employment tax purposes.are a corporation formed in the following • Where is the activity conducted (for For information on determining if anstates, then you do not need a specific


example: Los Angeles and San individual is an employee or anprovision in your articles of incorporation
Francisco, California)? independent contractor, see Publicationproviding for the distribution of assets • How does the activity further your 15-A, Employer’s Supplemental Taxupon dissolution.
exempt purposes? Guide.• What percentage of your total time isArkansas Minnesota Line 2a. Describe family or businessallocated to the activity?California Missouri relationships between your officers,• How is the activity funded? (This


Louisiana Ohio directors, or trustees. “Related” refers toshould agree with the financial data in
both family and business relationships.Massachusetts Oklahoma Part IX.) • “Family relationships” include theIf you are a testamentary charitable • List any alternate names under which
individual’s spouse, ancestors, children,trust formed in the following states, then you operate, including any “aka” (also
grandchildren, great grandchildren,you do not need a specific provision in known as) or “dba” (doing business as)
siblings (whether by whole or half blood),your trust agreement or declaration of names.
and the spouses of children,trust providing for the distribution of If you have a website, you may attach grandchildren, great grandchildren, andassets upon dissolution. a paper copy to support your narrative siblings.


description of activities. • “Business relationships” includeAlabama South Dakota
employment and contractualLouisiana Virginia Part V. Compensation and relationships, and common ownership ofPennsylvania a business where any officers, directors,Other Financial or trustees, individually or together,If you are a testamentary charitable possess more than a 35% ownershipArrangements With Yourtrust formed in the states listed below and interest in common. “Ownership” meansthe language of your trust instrument Officers, Directors, voting power in a corporation, profitsprovides for a general intent to benefit interest in a partnership, or beneficialTrustees, Employees, andcharity, then you do not need a specific interest in a trust.provision in your trust agreement or Independent Contractors Line 2b. Describe family or businessdeclaration of trust providing for the
relationships between you and any ofCompensation. For purposes of Part V,distribution of assets upon dissolution.
your officers, directors, or trustees othercompensation includes salary or wages,
than their position with you as an officer,deferred compensation, retirementArkansas Minnesota
director, or trustee.benefits, whether in the form of a qualifiedCalifornia Mississippi


or non-qualified employee plan (pensions Line 2c. Describe family or businessColorado Missouri
or annuities), fringe benefits (personal relationships between your officers,Connecticut Nebraska
vehicle, meals, lodging, personal and directors, or trustees and your five highestDelaware New Hampshire family educational benefits, low interest compensated employees or five highestDistrict of Columbia New Jersey loans, payment of personal travel, compensated independent contractorsFlorida North Carolina entertainment, or other expenses, athletic who will receive more than $50,000 inGeorgia Ohio or country club membership, and taxable or non-taxable compensation perIllinois Oklahoma personal use of your property), and year.


Indiana Oregon bonuses. Line 3b. “Common control” means thatIowa Rhode Island Example. Assume an organization you and one or more other organizationsKansas Tennessee compensates its director as follows: have (1) a majority of your governingKentucky Texas
boards or officers appointed or elected byMaine Vermont Wages the same organization(s), or (2) a majority


Maryland Washington Director Compensation $  2,500 of your governing boards or officers
Massachusetts Wisconsin consist of the same individuals. CommonSalary as Chief Executive 40,000
Michigan control also occurs when you and one orOfficer


more commonly controlled organizationsDeferred retirement 2,000Operation of state law is based on have a majority ownership interest in aHealth insurance policy 5,000Rev. Proc. 82-2, 1982-1 C.B. 367. corporation, partnership, or trust. See theUse of a vehicle 5,000
instructions for line 2a, above, for aForeign organizations. Foreign Total Compensation $ 54,500
definition of ownership.organizations may be able to rely upon


Information in Part V must be consistentthe applicable laws of their jurisdiction in Line 4. By adopting these recommended
with the information provided in Part IX.a similar manner. You must provide a compensation-setting practices, such as
Financial Data.copy of the applicable law with an English by resolution of your governing board,


translation. Line 1a. For each person listed, state you will be establishing procedures aimed
their total annual compensation, or at helping to prevent your top officials


Part IV. Narrative proposed compensation, for all services from receiving excess compensation
to the organization, whether as an officer, benefits.Description of Your employee, or other position. Use actual Line 4e. “Similarly situated
figures, if available. Officers, directors,Activities organizations” means tax-exempt or
and trustees may use the organization’sDescribe completely and in detail your taxable organizations of a comparable
address for mailing.past, present, and planned activities. Do size, purpose, and resources.


not refer to or repeat the purposes in your Line 1b. Employees may use the Adjustments due to geographic area, and
organizing document. You may refer to organization’s address for mailing. Report other specific conditions are appropriate,
other parts of the application rather than total compensation. For employees who but should be documented. The source(s)
repeat information provided elsewhere. are also officers, directors, or trustees, of comparable compensation data, both
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taxable and non-taxable, should be that would help make the negotiation Part VII. Your History
documented and copies retained in your process equivalent to one between


Line 1. You are a “successor” if youpermanent records. unrelated persons.
have:Line 4g. “Reasonable compensation” is Fair market value. This is the price at • Substantially taken over all of thethe amount that would ordinarily be paid which property or the right to use property assets or activities of anotherfor like services by like organizations would change hands between a willing organization,under like circumstances as of the date buyer and a willing seller, neither being • Been converted or merged fromthe compensation arrangement is made. under any compulsion to buy, sell, or another organization, orEstablishing and documenting reasonable transfer property or the right to use • Installed the same officers, directors, orcompensation is important because property, and both having reasonable trustees as another organization that noexcessive compensation may result in knowledge of relevant facts. longer exists and that had purpose(s)excise taxes on both the individual and similar to your purpose(s).Line 7b. Do not include sales of goodsthe organization. In addition, this may


and services in your normal course ofjeopardize the organization’s tax The predecessor organization
operations that are available to theexemption. may be or may not have been a
general public under similar terms and tax-exempt or non-exemptLine 5a.  A “conflict of interest” arises


TIP


conditions. organization.when a person in a position of authority
over an organization, such as a director, Line 9a. Answer “Yes” if any of your
officer, or manager, may benefit officers, directors, or trustees: Part VIII. Your Specific
personally from a decision he or she • Is an officer, director, or trustee in Activitiescould make. A Sample Conflict of Interest another organization (other than a section
Policy is included as Appendix A. 501(c)(3) organization) that has a lease, Line 1. You participate in a political


contract, loan, or other agreement with campaign if you promote or oppose theAdoption of a conflict of interest policy
you. candidacy of an individual for publicis not required to obtain tax-exempt
• Possess more than a 35% ownership office. Your explanation should includestatus. However, by adopting the sample
interest in any organization that has a representative copies of your politicalpolicy or a similar policy, you will be
lease, contract, loan, or other agreement literature, brochures, pamphlets, etc.choosing to put in place procedures that
with you. For example, you would answer Candidate debates and nonpartisan voterwill help you avoid the possibility that
“Yes” if one of your directors were an education are permitted.those in positions of authority over you
officer for a section 501(c)(4) organizationmay receive an inappropriate benefit. Organizations described in sectionwith whom you had a lease for officeLine 6a. A “fixed payment” means a 501(c)(3) are prohibited fromspace. You would also answer “Yes” ifpayment that is either a set dollar amount supporting or opposing candidates


TIP
one of your directors owns more thanor fixed through a specific formula where for public office in any political campaign.35% of the voting stock of a corporationthe amount does not depend on If you answer “Yes,” you are not qualifiedto which you made a loan.discretion. For example, a base salary of for tax exemption under section 501(c)(3)


$200,000 that is adjusted annually based and should reconsider whether the filingPart VI. Your Members andon the increase in the Consumer Price of application Form 1023 is appropriate
Index is a fixed payment. for your organization. See Publication 557Other Individuals, and


A “non-fixed payment” means a for a description of other InternalOrganizations Thatpayment that depends on discretion. For Revenue Code sections under which you
example, a bonus of up to $100,000 that may qualify.Receive Benefits From
is based on an evaluation of performance Line 2a. You are attempting to “influenceYouby the governing board is a non-fixed legislation” if you directly contact or urge
payment because the governing body has the public to contact members of aLine 1a. Benefits to individuals.discretion over whether the bonus is paid legislative body for the purpose ofDescribe any programs where youand the amount of the bonus. proposing, supporting, or opposingprovide goods, services, or funds to
Line 7a. Do not include purchases of legislation. You are also attempting toindividuals. For example, describe
goods and services in your normal course influence legislation if you advocate theprograms by which you provide food to
of operations that are available to the adoption or rejection of legislation. If youthe homeless, employment counseling to
general public under similar terms and answer “Yes,” your explanation shouldsenior citizens, or grants to victims of a
conditions. include the percentage of your total timedisaster.


and total funds spent on such legislativeArm’s length. An arm’s length Line 1b. Benefits to organizations. activities. Also, submit representativestandard exists where the parties have an Describe any programs where you copies of your legislative literature,adverse (or opposing) interest. For provide goods, services, or funds to brochures, pamphlets, etc.example, a seller wants to sell his goods organizations. For example, programsat the highest possible price, while a Organizations described in sectionwhere you provide equipment, accountingbuyer wants to buy at the lowest possible 501(c)(3) are prohibited from engaging inassistance, or grants to otherprice. These are adverse interests. a substantial amount of legislativeorganizations.
activities. Whether you are engaged inIn negotiating with a person, an


Line 2. For programs that are available substantial legislative activities dependsadverse interest is assumed if that person
only for members, include a sample on all of the facts and circumstances.is otherwise unrelated to you in the sense
membership application and a scheduleof not being in a position to exercise Line 2b. By filing Form 5768 yourof membership dues. Also, describe anysubstantial influence over you or your legislative activities will be measureddifferent membership levels and theaffairs. If the person is in a position to solely by expenditure limits under sectionbenefits each membership level receives.exercise substantial influence over your 501(h) rather than by whether legislative


affairs, then an arm’s length standard Line 3. Describe any business or family activity is considered substantial. Form
requires additional precautions to relationship between individuals who 5768 is included in Package 1023 for your
eliminate the effect of the relationship. receive goods, services, or funds through convenience. It describes the types of


Using a conflict of interest policy, your programs with any officer, director, organizations that are eligible to make an
information about comparable trustee, or with any of the five-highest election. For a discussion of the
transactions between unrelated parties, compensated employees or independent requirements of section 501(h), see
and reliable methods for evaluating the contractors listed in Part V, lines 1a, 1b, Publication 557. If you are an
transaction, are examples of precautions or 1c. organization that elects to use
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expenditure limits in influencing relationship with it. Include details of any Line 7c. See the instructions for Part V,
legislation: financial reports or audits required by the line 2a, for a description of the term
• Attach a copy of Form 5768 that has governmental unit. Also, describe any business or family relationships. See the
already been separately filed with us, or power or authority given to you by the instructions for Part V, line 7a, for a
• Provide a completed Form 5768 with governmental unit. description of the term arm’s length.
your exemption application. Line 8.  A “joint venture” is a legalFor purposes of this question, a


agreement in which the persons jointly“governmental unit” includes a State, aChurches and private foundations
undertake a transaction for mutual profit.possession of the United States, or anyare not eligible to make this
Generally, each person contributespolitical subdivision of a State or aelection.CAUTION


!
assets and shares risks. Like apossession of the United States, or theLine 3a. For purposes of this application, partnership, joint ventures can involveUnited States, or the District of Columbia.“bingo” is a game of chance played with any type of business transaction and the


A governmental unit would generallycards that are generally printed with 5 persons involved can be individuals,
not qualify for exemption under sectionrows of 5 squares each on which groups of individuals, companies, or
501(c)(3). Also, if you can exerciseparticipants place markers to form a corporations.
certain sovereign powers, such as thepreselected pattern to win the game. Line 9a. Childcare services provide carepower to tax or police powers, you wouldOther gaming activities include pull-tabs, for children away from their homes. Angenerally not qualify for exemption underraffles, keno, split-the-pot, and other organization providing childcare servicessection 501(c)(3).games of chance. may qualify for tax-exempt status as


 Describe these activities, including Line 6a. “Economic development” either a:
how often your bingo or other gaming organizations are generally formed to • School under IRC 170(b)(1)(A)(ii).
activities are conducted, where they are combat community deterioration by • Childcare organization under IRC
conducted, and who conducts them. Also assisting businesses located in a 501(k).
describe whether your workers are particular geographic area whose Refer to the instructions for Part VII, line
compensated. If workers are economy is economically depressed or 19, to determine if you qualify as a
compensated, describe who receives deteriorating. Their varieties of activities school.
compensation and how the amount is include grants, loans, provision of


A childcare organization qualifiesdetermined. information and expertise, or creation of
under IRC 501(k) if it provides care forindustrial parks. Economic developmentRevenue associated with these children away from their homes;organizations may also be formed toactivities means gross revenue amounts. substantially all of the childcare enableseliminate prejudice and discrimination orExpenses associated with these individuals to be gainfully employed; andlessen the burdens of governmentactivities means direct and indirect the services provided by the organizationthrough involvement with businessexpenses. The dollar value of prizes are available to the general public.development.should be included in expenses. Line 9b. “Gainfully employed” includes


If your exempt purpose is to combat enabling individuals to work or to seekGaming may be subject to community deterioration, describe work.unrelated business income tax. whether the area or areas in which you
See Publication 3079 for further Line 9c. Section 501(k) states that to


TIP
will operate have been declared blighted


information about gaming. qualify as a childcare organization,or economically depressed by a
substantially all of the care you provideLine 3c.  Local jurisdictions include government finding. If the area has not
should be to permit individuals to becities, counties, towns, municipalities, and been declared blighted or economically
gainfully employed. If less than 85% ofsimilar government jurisdictions within a depressed, a more suitable exemption
your services are for children of workingstate. A local jurisdiction also includes an may be under sections 501(c)(4) or
parents or caretakers:Indian Reservation. 501(c)(6). See Publication 557 for more • Describe the percentage of the childrenLine 4a. “Fundraising” includes efforts to information.
for whom you provide services to permitraise funds through appeals for financial If your exempt purpose is to eliminate parents or caretakers to work, andsupport. Fundraising may be conducted prejudice and discrimination, describe • Describe any efforts you are taking toby your employees or volunteers, through how your activities further this purpose. increase the percentage of the childrenan agent, or through an independent
for whom you provide services to permitIf your exempt purpose is to lessen thecontractor. If you answer “Yes,” check all
parents or caretakers to work.burdens of government, describe whetherthe boxes that apply and complete lines


the government has recognized your Line 9d. Describe any eligibility4b through 4e.
activities as those for which it would requirements, such as employment with aLine 4d. Local jurisdictions include cities,
otherwise be responsible, and any particular employer.counties, towns, municipalities, and
involvement you have with governmental Line 10. “ Intellectual property” includes:similar government jurisdictions within a
entities that demonstrates that you are • Patents (for inventions).state. A local jurisdiction also includes an
actually lessening governmental burdens. • Copyrights (for literary and artisticIndian Reservation.


works such as novels, poems, plays,Line 7a. “Develop” means the planning,Line 4e. This line is intended to obtain
films, musical works, drawings, paintings,financing, construction, or provision ofinformation from you regarding
photographs, sculptures, architecturalsimilar services involved in the acquisitiondonor-advised funds that you may
designs, performances, recordings, film,of real property, such as land or amaintain. A “donor-advised fund” is
and radio or television programs).building. For example, you should providemaintained if you establish separate • Trade names, trade marks, and serviceinformation regarding the services of aaccounts for a donor whereby the donor
marks (for symbols, names, images, andconsultant who puts together anmay exercise a right to make a
designs).arrangement for you to acquire a nursingrecommendation on either uses of the • Formulas, know-how, and tradehome through the issuance of tax-exemptaccount, such as providing advice about
secrets.bonds.how to invest, or distributions from the
Line 12a. A “foreign country” is a countryaccount, such as providing advice about Line 7b.  “Manage” means to direct or
other than the United States, its territorieshow to make expenditures. administer. For example, you would
and possessions, and the District ofLine 5. You are “affiliated” with a provide information about an organization
Columbia.governmental unit if you were created by, hired to administer a museum gift shop.


controlled by, or closely related to a See the instructions for Part V, line 2a, for Line 13d. A “relationship” between you
governmental unit. Identify each a description of the term business or and the recipient organization includes
governmental unit and describe your family relationships. the following situations:
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• You control the recipient organization of the governing body of a business activity of a museum, historical society, or
or it controls you through common league that has made a loan to you. church.
officers, directors, or trustees, or through Line 16. A “cooperative hospital service If you are a nursery or pre-school that
authority to approve budgets or organization” described in section 501(e) meets the description of a school, you
expenditures. is organized and operated on a would answer “Yes” to line 19 and• You and the recipient organization cooperative basis to provide its section complete Schedule B. You would also
were created at approximately the same 501(c)(3) hospital members one or more answer “No” to Part VIII, line 9a.
time and by the same persons. of the following activities. If you are a nursery or pre-school that• You and the recipient organization


•  Data processing. does not meet the description of a school,operate in a coordinated manner with
•  Purchasing (including purchasing you would answer “No” to line 19. Yourespect to facilities, programs,
insurance on a group basis). would answer “Yes” to Part VIII, line 9a, ifemployees, or other activities.
•  Warehousing. you are applying for exemption as a• Persons who exercise substantial •  Billing and collection (including childcare organization.influence over you also exercise purchasing patron accounts receivablesubstantial influence over the other See Publication 557 for additionalon a recourse basis).organization. information.•  Food.
•  Clinical. Line 20. “Hospital or medical care”Line 14a. Answer “Yes” if you make
•  Industrial engineering. includes the treatment of any physical orgrants, loans, or other distributions, such
•  Laboratory. mental disability or condition, whether asas goods, to a foreign organization. For
•  Printing. an inpatient or outpatient. A hospitalpurposes of completing this application, a
•  Communications. includes:domestic organization is one that is
•  Record center. • Hospitals and rehabilitation institutions,formed under the laws of the United
•  Personnel (including selecting, outpatient clinics, or community mentalStates, its territories and possessions,
testing, training, and educating health or drug treatment centers if thefederally recognized Indian Tribal and
personnel) services. principal purpose or function is theAlaska Native governments (including


providing of medical or hospital care orpolitical subdivisions), or the District of
medical education or research.Columbia. A “foreign organization” is one A cooperative hospital service • Medical research organizations, if thethat is not a domestic organization. organization must also meet certain other
principal purpose or function is therequirements specified in section 501(e).A list of federally recognized Indian continuous active conduct of medicalFor additional information, see Publicationtribes is provided in Rev. Proc. 2002-64, research in conjunction with a hospital.557.2002-2 C.B. 717. A list of entities that are


See Publication 557 for additionaltreated as political subdivisions of Indian Line 17. A cooperative service
information.tribal governments is provided in Rev. organization of operating educational


Proc. 86-17, 1986-1 C.B. 550 and Rev. organizations described in section 501(f) Line 21. “Low-income housing” refers to
Proc. 84-36, 1984-1 C.B. 510. is organized and operated to provide rental or ownership housing provided to


investment services to its members. persons based on financial need. “ElderlyLine 15. A “close connection” between Those members must be organizations housing” refers to rental or ownershipyou and another organization includes the described in section 170(b)(1)(A)(ii) or housing provided to persons based onfollowing situations: (iv), and either tax exempt under section age, including retirement, assisted-living,• You control the organization or it 501(a) or whose income is excluded from independent living, continuous care, and
controls you through common officers, taxation under section 115(a). life care arrangements. “Handicapped
directors, or trustees, or through authority housing” refers to rental or ownershipSee Publication 557 for additionalto approve budgets or expenditures. housing provided to persons based oninformation.• You and the organization were created physical or mental disabilities, including
at approximately the same time and by Line 18. A “charitable risk pool” nursing homes.
the same persons. described in section 501(n) is organized


If you are a skilled nursing facility, youFor example, you were formed within and operated to pool insurable risks of its
should also complete Schedule C.months of the time that a social welfare section 501(c)(3) members (other than


organization and a political action Line 22.  Answer “Yes” if you pay moniesrisks related to medical malpractice). A
committee were established by the same to an individual as a scholarship,section 501(n) organization must be
persons who were instrumental in your fellowship, or educational loan, for travel,organized under state law provisions
formation. study, or other similar purposes. Alsoauthorizing risk pooling arrangements for
• You and the organization operate in a answer “Yes” if you pay such amounts oncharitable organizations and also meet
coordinated manner with respect to behalf of an individual to a school or acertain other requirements provided by
facilities, programs, employees, or other tuition or educational savings program.section 501(n).
activities.


Travel, study, or other similar purposesSee Publication 557 for additionalFor example, you share rental
include payments made to enhance ainformation.expenses for office space and employees
literary, artistic, musical, scientific,with a for-profit corporation. Line 19. “A school” is an educational
teaching or other similar capacity, skill, or• Persons who exercise substantial organization whose primary function is
talent of the individual recipient. Forinfluence over you also exercise the presentation of formal instruction and
example amounts paid to:substantial influence over the other which normally maintains a regular faculty • Vocational high school students to beorganization and (1) you either conduct and curriculum and normally has a
used to purchase basic tools.activities in common or (2) have a regularly enrolled body of pupils or • Teachers to induce them to teach in anfinancial relationship. students in attendance at the place where
economically depressed, public schoolFor example, a voting member of your its educational activities are regularly
system.governing body is also a voting member carried on. A school may include a: • A scientific researcher to underwriteof the governing body of a business • Primary, secondary, preparatory, or
that individual’s research project.league with which you intend to cooperate high school.


in planning an advertising campaign that • College or university. Educational grants do not include
will inform the public about the benefits of • Trade or technical school. amounts you pay to an individual as
a particular program. • Nursery or pre-school. compensation, such as payments made


For example, a voting member of your • School that you operate as an activity, to a consultant for personal services or to
governing body is also a voting member such as a school that is operated as an produce a report for you.
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Educational grants do not include your future finances. Place financial the orchestra’s exempt function and
amounts paid to another organization that information for the year you are filing this should be listed on line 9.
distributes your funds as a scholarship to application in the column marked Current 3. The public school system pays the
an individual if you have no role in the tax year. symphony orchestra to create several
selection process. musical pieces suitable for the schoolPreparing the statement. Prepare the


system’s elementary music curriculum.statements using the method ofIf you are a “private foundation” as
This payment by a governmental unit foraccounting you use in keeping your booksdescribed in Part X, you can request
the music compositions is primarily for itsand records. If you use a method otheradvance approval of your grant-making
(the school system’s) own use, not for thethan the cash receipts and disbursementsprocedures by completing Schedule H
direct benefit of the public. Therefore, thismethod, attach a statement explaining theand avoid the possible imposition of
income is gross receipts received from amethod used. For example, state whetherexcise taxes under section 4945.
governmental unit in performance of theyou used the accrual method of
orchestra’s exempt function that shouldaccounting to prepare the financialPart IX. Financial Data be listed on line 9.statements included with this application.


Prepare the statements using theA. Statement of Revenues and Line 2. Include amounts received from
accounting period entered on Part I, lineExpenses members to provide support to the
5. Financial information should reflectExisted 4 years or more. If you have organization. Do not include payments
projected activities reported elsewhere inbeen in existence for 4 or more years, from members or on behalf of members
this application.complete the A. Statement of Revenues to purchase admissions, merchandise,
Line 1. Include funds or other items ofand Expenses for your most recently services, or use of facilities.
value that you receive as gifts, grants, orcompleted year and each of the three Line 3. Include gross income fromcontributions. For example, if one of youryears immediately before it for a total of dividends, interest, payments received onactivities is a food drive, the value of thefour years of financial information. Place securities, loans, rents, and royalties thatdonated food must be included on thisfinancial information for your most are held for investment purposes.line. Also include on this line payments arecently completed year in the column


Line 4. Net income from unrelatedgovernmental unit makes to enable you tomarked Current tax year.
business activities generally includesboth:


We may request financial income from any trade or business• Accomplish your exempt purpose(s),
information for more than four activity that is regularly carried on, notand
years if necessary. conducted with substantially all (at least• Provide a service or facility directly toCAUTION


!
85%) volunteer labor, and not related tothe general public.Existed more than one year, less
your exempt purposes. (This amount canSee the instructions to line 9 if you arethan 4 years. If you have been in
be taken from Form 990-T, if filed.)uncertain whether revenue should beexistence for more than 1 year and less


included as a grant in line 1 or as gross Report on line 9 income from activitiesthan 4 years, provide your actual income
receipts in line 9. Unusual grants are not that are not related to theand expenses for each completed year
included on this line, but are included on accomplishment of your exemptyou have existed and projections of your
line 12. purposes, but are not consideredlikely income and expenses based on a


unrelated business activities. Forreasonable and good faith estimate of Examples
example, income from the sale ofyour future finances for your current year 1. A city pays the symphony orchestra
merchandise by volunteers that is notand each year you have not existed for a to provide free music programs in the
treated as an unrelated trade or businesstotal of 3 years of financial information. public schools. The programs are open to
is reported on line 9.Place financial information for the year the public. This income received from a


you are filing this application in the governmental unit accomplishes the See Publication 598 for additional
column marked Current tax year. orchestra’s exempt purpose and directly information regarding unrelated business


Existed less than 1 year. If you have provides a service to the general public. income.
existed for less than 1 year, you must The income is a grant to the symphony Line 5. Include the amount collected by
provide projections of your likely income orchestra that should be listed on line 1. any local tax authority from the public on
and expenses for your current year and 2. The symphony orchestra sells your behalf.
projections of your likely income and tickets to the public for its fall season.


Line 6. To determine the value ofexpenses for the next 2 years based on a Such income is gross receipts received
services or facilities furnished by areasonable and good faith estimate of from the general public in performance of
governmental unit, use the fair market
value of the services or facilities furnishedFigure 2. Part IX–A. Statement of Revenues and Expenses
to you. Do not include the value ofLine 11. Net Gain or (Loss)
services or facilities generally provided to
the public without charge.


Categories
Line 7. Enter the total income from all


(A) Real Estate (B) Securities (C) Other sources not reported on lines 1 through 6,
or lines 9, 11, and 13. Submit an itemized1. Gross sales price of
list showing each type and amount ofassets (other than
income included on this line. Also, brieflyinventory) by
describe each type of income.category.
Line 8. Add lines 1 through 7 and enter2. Less: Cost or other
the amount.basis and sales


expenses. Line 9. “Gross receipts” is income from
activities that you conduct to further your


3. Gain or (loss). exempt purposes (excluding amountsSubtract line 2 from listed on other lines). It includes paymentsline 1.
by a governmental unit that may be called
a “grant,” but that is actually payment for4. Net gain or (loss) –  Add line 3 of columns (A), (B), and (C). Enter


here and on Form 1023, Part IX - A. Statement of Revenues and a service or facility for the use of the
Expenses, line 11. government payer, rather than for the


direct benefit of the public.


-12- Instructions for Form 1023







Page 13 of 38 Instructions for Form 1023 12:15 - 22-JUN-2006


The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.


Example: The state government provided scholarships or other financial Line 4. Enter the total amount of bonds
gives a conservation group a grant to assistance where such disclosure would or notes that you issued that will be
study the consequences to an violate the privacy provisions of the law. repaid to you. Submit an itemized list that
ecologically significant woodland area of Instead, such organizations should group shows the name of each borrower, a brief
a new sewage treatment plan. Although each type of financial aid provided, description of the obligation, the rate of
the payment is called a grant, it is actually indicate the number of individuals who return, the due date, and the amount due.
gross receipts that should be included on received the aid, and specify the Line 5. Enter the total fair market value
line 9. The payment is by a governmental aggregate dollar amount. (FMV) of corporate stocks you hold.
unit (state) for a study for its own use, not Line 16. If payments have been made, Submit an itemized list of your corporate
for the direct benefit of the general public. submit an itemized list showing the name stock holdings. For stock of closely held
The study could have been done by a of each recipient, a brief description of the corporations, the statement should show
for-profit consulting company rather than purposes or condition of payment, and the name of the corporation, a brief
by the tax-exempt conservation group. amount paid. Do not include any amounts summary of the corporation’s capital


on line 15. structure, the number of shares held, andSubmit an itemized list of payments by
their value as carried on your books. Ifany governmental units showing: Line 17. Enter the total amount of
such valuation does not reflect current fair• Payer (governmental unit or bureau). compensation. Be consistent with
market value, also include fair market• Purpose of payment. information provided in Part V, lines 1a,
value.• Amount. 1b, and 1c.


For stock traded on an organizedInclude as gross receipts the income Line 18. Enter the total amount of
exchange or in substantial quantities overfrom activity conducted: employees’ salaries and wages not
the counter, the statement should show• Intermittently (not regularly carried on), reported on line 17, above.
the name of the corporation, a descriptionsuch as an occasional auction. Line 19. Enter the total interest expense of the stock and the principal exchange• With substantially all (at least 85%) for the year, excluding mortgage interest on which it is traded, the number ofvolunteer labor, such as a car wash. treated as an occupancy expense on line shares held, and their value as carried on• For the convenience of members, 20. your books and their fair market value.students, patients, officers, or employees,


Line 20. Enter the amount paid for thesuch as a parking lot for a school’s Line 6. Enter the total amount of loansuse of office space or other facilities,students and employees. (personal and mortgage loans)heat, light, power, and other utilities,• With substantially all contributed receivable. Submit an itemized list thatoutside janitorial services, mortgagemerchandise, such as a thrift store. shows each borrower’s name, purpose ofinterest, real estate taxes, and similar loan, repayment terms, interest rate, andSee Publication 598 for additional expenses. original amount of loan. Report each loaninformation regarding income that is not
Line 21. If you record depreciation, separately, even if more than one loanfrom an unrelated trade or business.
depletion, and similar expenses, enter the was made to the same person.Line 10. Add lines 8 and 9 and enter the total amount. Line 7. Enter the total book value ofamount.
Line 22. Professional fees are those other investments. Include the total bookLine 11. Attach a schedule with total charged by individuals and entities that value of government securities (federal,amounts entered (rather than each are not your employees. They include state, or municipal), and buildings andindividual transaction) for each category fees for professional fundraisers (other equipment held for investment purposes.using the format in Figure 2. than fees listed on line 14, above), Submit an itemized list identifying and


Line 12. “Unusual grants” generally are accounting services, legal counsel, reporting the book value of each building/
substantial contributions and bequests consulting services, contract item of equipment held for investment
from disinterested persons that by their management, or any independent purposes.
size adversely affect classification as a contractors. Line 8. Enter the total book value ofpublic charity. They are unusual, Line 23. Submit an itemized list showing buildings and equipment not held forunexpected, and received from an the type and amount of each significant investment. This includes facilities youunrelated party. expense for which a separate line is not own and equipment you use in


You must fully describe your unusual provided. conducting your exempt activities. Submit
grants in Part X, line 7. For additional an itemized list of these assets held at theLine 24.  Add lines 14 through 23 and
information about unusual grants and a end of the current tax year/period,enter the amount on line 24.
description of public charity classification including the cost or other basis.
see Publication 557. B. Balance Sheet


Line 9. Enter the total book value of land
Line 13. Add lines 10 through 12 and Complete the following for your most not held for investment.
enter the amount. recently completed tax year. If you have


Line 10. Enter the total book value of anynot completed a full tax year, use theLine 14. Fundraising expenses include other category of assets not reported onmost current information available. Bethe total expenses incurred by you for lines 1 through 9. For example, you wouldsure to enter the year-end date for thesoliciting gifts, grants, and contributions include patents, copyrights, or otherinformation provided and not the date theincluded on line 1. Where you allocate a intangible assets. Submit an itemized listform is prepared.portion of your other expenses to of each asset.
fundraising, submit an itemized list Line 1.  Enter the total cash in checking


Line 11. Add lines 1 through 10 anddescribing the amounts allocated. Include and savings accounts, temporary cash
enter the amount.fees paid to professional fundraisers for investments (money market funds, CDs,


soliciting gifts, grants, and contributions. Line 12. Enter the total amount oftreasury bills, or other obligations that
accounts payable to suppliers and others,mature in less than one year), and pettyLine 15. If distributions have been made,
such as salaries payable, accrued payrollcash funds.submit an itemized list showing the name
taxes, and interest payable.of each recipient, a brief description of the Line 2. Enter the total accounts


purposes or conditions of payment, and receivable that arose from the sale of Line 13. Enter the total unpaid portion of
the amount paid. goods and/or performance of services, grants and contributions you have


less any reserve for bad debt. committed to pay to other organizationsColleges, universities, and other
or individuals.educational institutions and agencies Line 3. Enter the amount of materials,


subject to the Family Educational Rights goods, and supplies you purchased or Line 14. Enter the total of mortgages and
and Privacy Act (20 U.S.C. 1232g) need manufactured and held to be sold or used other notes payable outstanding at the
not list the names of individuals who were in some future period. end of the current tax year/period. Submit
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an itemized list that shows each note Line 2. Some private foundations are should also check this box, but do not
separately, including the lender’s name, private operating foundations. These are complete Schedule C.
purpose of loan, repayment terms, types of private foundations that lack Line 5d. Check this box if you are
interest rate, and original amount. general public support, but make organized and operated to support


qualifying distributions directly for the organizations described in lines 5aLine 15. Enter the total amount of any
active conduct of their educational, through 5c, 5f, 5g, or 5h, or another liabilities not reported on lines 12
charitable, and religious purposes. organization that is tax exempt underthrough 14. Submit an itemized list of
“Directly for the active conduct” means section 501(c)(4), (5), or (6). If you selectthese liabilities, including the amounts
that the distributions are used by the this box, complete and submit Scheduleowed.
foundation itself to carry out the programs D.


Line 16. Add lines 12 through 15 and for which it is organized and operated. The organization(s) you supportenter the amount. Grants made to assist other organizations should have a significant influence overor individuals are normally consideredLine 17. Under fund accounting, an your operations.indirect.organization segregates its assets, Line 5e. Check this box if your primaryliabilities, and net assets into separate  For additional information about purpose is to test products to determinefunds according to restrictions on the use private operating foundations, log on to their acceptability for use by the generalof certain assets. Each fund is like a www.irs.gov/charities/foundations/article/ public.separate entity in that it has a 0,,id=136358,00.html.
Contributions to organizations of thisself-balancing set of accounts showing Line 3. If you have existed for one year type are not deductible under sectionassets, liabilities, equity (fund balance), or more, you must provide financial 170(c). Also, organizations that primarilyincome, and expenses. If you do not use information that demonstrates you meet test for specific manufacturers do notfund accounting, report only the “net the requirements to be classified as a qualify for exemption under sectionassets” account balances, which include private operating foundation. 501(c)(3).capital stock, paid-in capital, retained


Line 4. If you have existed for less thanearnings or accumulated income, and Line 5f. Check this box if you areone year, you must ordinarily provide anendowment funds. organized and operated exclusively toaffidavit or opinion of counsel that sets benefit a college or university owned orLine 18. Add lines 16 and 17 and enter forth facts concerning your operations operated by a governmental unit. Youthe amount. and projected support to demonstrate that must also normally receive a substantialyou are likely to satisfy the requirementsLine 19. If you answer “Yes,” describe part of your support from a governmentalto be classified as a private operatingthe change and explain what caused it. unit or from contributions from the generalfoundation. If you have not provided an public.affidavit or opinion of counsel, you mayPart X. Public Charity Organizations that qualify under thisprovide a narrative statement that
category would generally also qualifyprovides sufficient information toStatus
under section 509(a)(3), line 5d, whichdemonstrate that you are likely to satisfyLine 1a. Organizations that are exempt would be an easier public charity status tothe requirements to be classified as aunder section 501(c)(3) are private maintain.private operating foundation.foundations unless they are: Line 5g. Check this box if you normallyLine 5a. Check this box if your primary• Churches, schools, hospitals, receive a substantial part of your supportpurpose is operating a church or agovernmental units, entities that from grants from governmental units orconvention or association of churches.undertake testing for public safety; from contributions from the generalThe term “church” includes mosques,organizations that have broad financial public, or a combination of these sources.temples, synagogues, etc. If you selectsupport from the general public; or Typically, a substantial part of yourthis box, complete and submit Schedule• Organizations that support one or more income would be shown on Part IX-A.A.other organization(s) that are themselves Statement of Revenues and Expenses,Line 5b. Check this box if your primaryclassified as public charities. lines 1 and 2.purpose is operating a school. If youSection 501(c)(3) organizations select this box, complete and submit  If you select this public charityexcepted from private foundation status Schedule B. status, you must request either anare public charities. See the instructions advance ruling or a definitiveCAUTION


!
If you operate a school but it is notfor Part X, lines 5a through 5i for a more ruling by completing Part X. line 6.your primary purpose, do not check thisdetailed description of public charities.


box. However, you must still complete Under this public charity status, you
Unless you meet one of the exceptions and submit Schedule B. must meet the one-third public support


above, you are a private foundation and test or the 10% facts and circumstancesBe sure your response is consistentmust answer, “Yes,” on line 1a. test.with Part VIII, line 19.
Line 1b. Section 508(e) provides that a Public support test. An organizationLine 5c. Check this box if your primaryprivate foundation is not tax exempt must receive either (1) at least one-thirdpurpose is providing medical or hospitalunless its organizing document contains of its total support from governmentalcare, or medical education or researchspecific provisions. These specific agencies, contributions from the general(performed in association with a hospital).provisions require that you operate to public, and contributions or grants fromIf you select this box, complete andavoid liability for excise taxes under other public charities, or (2) at least 10%submit Schedule C.sections 4941(d), 4942, 4943(c), 4944, of its total support from governmental


A hospital includes a rehabilitationand 4945(d). You can also meet these agencies, contributions from the general
institution, outpatient clinic, communityprovisions by reliance on state law. public, and contributions or grants from
mental health clinic, drug treatment other public charities and also satisfy aSee Publication 557, Chapter 3, center, or skilled nursing facility. facts and circumstances test.Section 501(c)(3) Organizations: Private


A hospital does not includeFoundations, for samples of provisions Facts and circumstances test. Facts
convalescent homes, homes for childrenthat will meet section 508(e). Also, see and circumstances include (1) the amount
or the aged, or institutions whoseAppendix B. for a list of states that have of support you received from the general
principal purpose or function is to trainenacted statutory provisions that satisfy public, governmental units, or public
handicapped individuals to pursue somethe requirements of section 508(e), charities, (2) whether you have a
vocation.subject to notations. Appendix B. is based continuous and bona fide program for


on Revenue Ruling 75-38, 1975-1 C.B. Cooperative hospital service solicitation of funds from the general
161. organizations described in section 501(e) public, governmental units, or public
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charities, and (3) all other facts and made as to whether you are a public method of accounting. Therefore, if you
circumstances, including the public nature charity or a private foundation. use the accrual method of accounting,
of your governing board, the extent to please use a worksheet to convert yourWhen your advance ruling period ends
which your facilities or programs are revenue accounts from the accrual to thein 5 years, we will ask that you provide
publicly available, the extent to which cash basis. Such a worksheet is providedupdated information about your public
your dues encourage membership, and in Instructions for Schedule A (Form 990support by completing Form 8734.
whether your activities are likely to appeal or 990-EZ), Part IV-A. Support Schedule.Statute extension. To receive anto persons having a broad common If you have completed your first taxadvance ruling, you must agree to extendinterest or purpose. For additional year consisting of at least 8 full monthsthe statute of limitations for any of the 5information about the 10% facts and and can meet one of the required publictax years in the advance ruling period.circumstances test, see Publication 557 charity support tests, you should checkThis agreement allows us additional timeand Treas. Regs. section 1.170A-9(e)(3). the box for line 6b.to assess federal taxes under section
Line 5h. Check this box if you normally 4940 if you do not qualify as a public To show that you meet one of the
receive more than one-third of your charity for any of the 5 tax years in the required public charity support tests,
support from contributions, membership advance ruling period. You are not complete lines 6b(i) and/or 6b(ii).
fees, and gross receipts from activities required to agree to the extension


Line 6b(i)(a). From Part IX-A.related to your exempt functions, or a requested. However, in this situation, we
Statement of Revenues and Expenses,combination of these sources, and not will not be able to issue an advance
add the line 8 amounts from completedmore than one-third of your support from ruling. If you agree to the extension, the
tax years only. Multiply the total by 2%gross investment income and net statute will extend 8 years, 4 months, and
(0.02) and enter the amount in the spaceunrelated business income. Typically, a 15 days beyond the end of your first tax
provided.substantial part of your income would be year. By signing the consent, you are


shown on Part IX-A. Statement of Line 6b(ii)(b). The required list for thisagreeing to the statute extension. If, at
Revenues and Expenses, lines 1, 2, and line should include the name of andthe end of your 5-year advance ruling
9. amounts paid by each individual orperiod, we determine that you do not


organization included on line 9, Part IX-A.meet the public support tests and you areUnder this public charity status, you
Statement of Revenues and Expenses,a private foundation, we will assess themust meet both the “one-third public
that were greater than the larger of 1% oftax under section 4940 for that 5-yearsupport test” and the
line 10, of the Part IX-A. Statement ofperiod.“not-more-than-one-third investment
Revenues and Expenses or $5,000 forincome and net unrelated business If you requested an advance ruling, we
any completed tax year. Your list for eachincome test”. Before checking this box, will return a copy of Part X of your
payer must show a year-by-yearconsider the types of income you listed on application with your signed consent, also
breakdown of the amounts reported forPart IX-A. Statement of Revenues and signed by an IRS official. Keep this
completed tax years on Part IX-A.Expenses, lines 1 through 13. If you signed document in your permanent
Statement of Revenues and Expenses,select this public charity status, you must records.
line 9.request either an advance ruling or a First tax year not completed. If you


definitive ruling by completing Part X, line have not yet completed your first tax year Do not include disqualified
6. See Publication 557 for additional consisting of at least 8 full months, you persons in this list. Disqualified
information about these tests. must check the box for line 6a to request persons should be listed in lineCAUTION


!
an advance ruling. For example, if you 6b(ii)(a).Line 5i. Check this box if you are unsure
were formed on May 15, 2003, with anwhether you are better described in box If you did not receive such payments,
accounting period that ends December5g or 5h. By checking this box, you agree check the box for this line.
31, and you submitted your application onto let us choose the best public charity


For purposes of this application, aAugust 15, 2004, you must request anstatus for you.
“disqualified person” is any individual oradvance ruling since your first tax year
organization that is:consisted of only 71/2 months and youRequest For Advance Ruling Or


have not completed your second tax year. 1. A ‘‘substantial contributor’’ to youDefinitive Ruling
(defined below).Completed first tax year. If you haveIf you checked the box for line 5g, 5h, or 2. An officer, director, trustee, or anycompleted your first tax year consisting of5i, you must check either line 6a or 6b. other individual who has similar powers orat least 8 full months but cannot currentlyYour request for an “advance ruling” or a responsibilities.meet one of the required public charity“definitive ruling” depends on the 3. An individual who owns more thansupports tests, you may still wish tofollowing factors: 20% of the total combined voting power ofrequest an advance ruling. This request• The date you were formed or other a corporation that is a substantialshould only be made if you reasonablydate that your exemption would be contributor.expect to meet the required public charityeffective; 4. An individual who owns more thansupport tests within the 5-year advance• Whether you have completed at least 20% of the profits interest of a partnershipruling period.one tax year (consisting of at least 8 full that is a substantial contributor.Completed more than 5 tax years. Ifmonths) from the date you were formed 5.  An individual who owns more thanyou have completed more than 5 taxor other date that your exemption would 20% of the beneficial interest of a trust oryears from the date your exemption wouldbe effective; and estate that is a substantial contributor.be effective, do not request an advance• The amount and type of income you 6. A member of the family of anyruling.have received. individual described in 1, 2, 3, 4, or 5


Line 6b. Request for Definitive Ruling.Line 6a. Request for Advance Ruling. above.
By checking line 6b, you are requesting aBy checking the box on line 6a, you are 7. A corporation in which any
definitive ruling for your public charityrequesting an advance ruling for your individuals described in 1, 2, 3, 4, 5, or 6
status. The definitive ruling is given to youpublic charity status. The advance ruling above, hold more than 35% of the total
when you apply if you have existed atgives you a 5-year period in which you combined voting power.
least one tax year of 8 months or more,can get the financial support needed to 8. A trust or estate in which any
and meet one of the public support testsmeet one of the public support tests individuals described in 1, 2, 3, 4, 5, or 6
described in these instructions anddescribed in line 5g or 5h. Generally, the above, hold more than 35% of the
Publication 557.financial information for the 5-year period beneficial interests.


is submitted at the end of your advance A definitive ruling must be based on 9. A partnership in which any
ruling period and a final determination is your public support computed on the cash individuals described in 1, 2, 3, 4, 5, or 6
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above, hold more than 35% of the profits if you have not completed a 4-year people or institutions that exercise
interest. period, or (2) the gross receipts you significant influence or authority over you.


actually received for the immediately Line 4a. Indicate the regular days andSubstantial contributor. A preceding 4 years if you have completed times of your religious services. Describe“substantial contributor” is any individual a 4-year period. the order of events during your regularor organization that gave more than worship service and explain how the$5,000 to you from the date you were Schedule A. Churches activities conducted as part of yourformed or other date that your exemption services further your religious purposes.General Information:would be effective, to the end of the year Also include sample copies of churchin which the contributions were received. There is no single definition of the word bulletins, pamphlets, or flyers that areThis total amount contributed must also “church” for tax purposes. When distributed to your members or thebe more than 2% of all the contributions determining whether a section 501(c)(3) general public.you received. A creator of a trust is religious organization is also a church, we Line 4b. Enter on the line provided, thetreated as a substantial contributor will consider characteristics generally average number of members andregardless of the amount contributed. attributed to churches and the facts and non-members who attend your regularlycircumstances of each organizationFor more information regarding scheduled religious services.applying for public charity status as asubstantial contributors, log on to the IRS
Line 5a. An “established place ofchurch.website at www.irs.gov/charities/
worship” is a place where you holdfoundations/article/0,,id=136935,00.html. The characteristics generally attributed regularly scheduled religious services. Itto churches are as follows.Family members. A “member of the may be a place that you own, rent, or• A distinct legal existence.family” includes the spouse, ancestors, which is provided freely for your use. If• A recognized creed and form ofchildren, grandchildren, great you answer “Yes,” go to line 5b. If youworship.grandchildren, and their spouses. answer “No,” describe where you meet to• A definite and distinct ecclesiasticalFor additional information concerning hold regularly scheduled religiousgovernment.members of the family, go to www.irs.gov/ services.• A formal code of doctrine andcharities/foundations/article/ Line 6. An “established congregation” ordiscipline.0,,id=136955,00.html. “other religious membership group”• A distinct religious history.


 Further information about disqualified includes individuals who regularly attend• A membership not associated with any
persons, can be obtained at www.irs.gov/ and take part in the religious services ofother church or denomination.
charities/foundations/article/ your organization at an established• Ordained ministers ministering to the
0,,id=136927,00.html. location. An established congregationcongregation.


generally does not include members ofLine 7. “Unusual grants” generally are • Ordained ministers selected after
only one family. If you answer “No”substantial contributions and bequests completing prescribed courses of study.
because you do not have an establishedfrom disinterested persons that by reason • A literature of its own.
congregation or other religiousof their size adversely affect classification • Established places of worship.
membership, you may be a religiousas a public charity. They are unusual, • Regular congregations.
organization that does not qualify as aunexpected, and received from an • Regular religious services.
church. If you do not qualify as a church,unrelated party. If you answer “Yes” to • Sunday schools for the religious
you will need to go back to Part X, line 5,line 7, submit a statement for each grant. instruction of the young.
to reconsider your public charity status.The statement should include the name of • Schools for the preparation of


the contributor, the date and amount of ministers. You may request classification asthe grant, a brief description of the grant, Although it is not necessary that each a church at a later date after youand an explanation of why it is unusual. of the above criteria be met, a establish a congregation or other
TIP


You should include details of any congregation or other religious religious membership group. Foradditional funds you expect to receive membership group is generally required. information about this option, contact ourfrom the contributors listed. If they qualify A church includes mosques, temples, customer account service representativesfor unusual grant treatment, these synagogues, and other forms of religious at 1-877-829-5500 (toll-free).amounts should be reported on Part IX-A. organizations. For more information, see Line 7. Enter the total number of yourStatement of Revenues and Expenses, Publication 1828. current members in the line provided. Ifline 12.
The practices and rituals associated you have no members, enter zero.


See Publication 557 for additional with your religious beliefs or creed must Line 8a.  Answer “Yes” if you have ainformation about unusual grants. not be illegal or contrary to clearly defined prescribed way to become a member.
public policy. Answer “Yes” even if you just keepPart XI. User Fee


records of who is currently a member.Specific Line ItemsInformation Describe any actions required for
Line 1a. Provide a copy of your written individuals to become members. Submit
creed, statement of faith, or summary ofYour application will not be copies of any application forms used.
beliefs.processed without payment of the Line 8b. Describe any rights and benefits


proper user fee. Line 1b. A “form of worship” refers toCAUTION
!


of members. You should include details of
religious practices that express your any levels of membership and the rightsYour user fee may be paid by a devotion to your creed, faith, or beliefs. and/or benefits associated with eachpersonal or certified check, bank check,
Line 2a. A “code of doctrine and level.or cashier’s check. Your check should be
discipline” refers to a body of laws ormade payable to the United States Line 8c. If your members may be
rules that govern behavior.Treasury. associated with another denomination or
Line 2b. Your “religious history” includes church, describe the circumstances inGross receipts. The total amount listed
the story of your establishment and major which your members would be memberson Part IX-A. Statement of Revenues and
events in your past. of your church and another church.Expenses, line 10 is your gross receipts


for purposes of determining your user fee. Line 2c. Your literature includes any Line 8d. See Glossary, Appendix C, for a
writings about your beliefs, rules, or description of the word “family.”Line 1. Compute the average of your
history.gross receipts for a 4-year period based Line 9.  Answer “Yes” if you conduct


on either (1) the gross receipts you Line 3. A “religious hierarchy or baptisms, weddings, funerals, or other
expect to receive over your first four years ecclesiastical government” refers to religious rites.
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Line 10. A school for the religious • Evidence that you have a regular reference information previously provided
instruction of the young refers to any faculty of qualified teachers, includes in response to Part VIII, line 7a, 7b, or 7c,
regularly scheduled religious, educational certifications by the appropriate state along with any additional information to
activities for youth, such as a “Sunday authority or successful completion of fully respond.
school.” required training. Section II. Establishment of• Evidence of a regularly enrolled studentLine 11a.  A “prescribed course of study” Racially Nondiscriminatory Policybody includes records of regularrefers to formal or informal training. It


A section 501(c)(3) organization that is aattendance by students at your facility.does not include self-ordination or paying
school must publish a notice of its racially• Evidence of a place where youra fee for an ordination certificate without
nondiscriminatory policy as to students asexclusively educational activities arecompleting a course of study. Describe
follows.regularly carried on includes a leasethe course of study completed by your


agreement or deed for your facility.religious leader. The M school admits students of
If you answer “No,” do not complete any race, color, national origin,Line 12. Answer “Yes” if your religious


Schedule B. You do not meet the and ethnic origin to all the rights,leader is listed in Part V, line 1a.
requirements of a school and you will privileges, programs, and activitiesLine 14.  Answer “Yes” if you are part of need to go back to Part X, line 5, to generally accorded or madea group of churches with similar beliefs reconsider your public charity status. available to students at the school.and structures, such as a convention,
Line 1b. Answer “Yes” if your primary It does not discriminate on theassociation, or union of churches.
function is the presentation of formal basis of race, color, national origin,Line 16.  If you answer “Yes,” submit a instruction. If you answer “No,” do not and ethnic origin in administrationcopy of your church charter. Identify the complete Schedule B. You do not meet of its educational policies,organization that issued the charter and the requirements of a school and you will admission policies, scholarshipdescribe the requirements you met to need to go back to Part X, line 5, to and loan programs, and athleticreceive it. Do not describe organizational reconsider your public charity status. and other school-administeredcharters you received from your state’s
Line 2a. Answer “Yes” if you are a public programs.Secretary of State, Franchise Tax Board,
school. Submit documentation of youror similar administrative office.
status as a public school. If you answer Every private school is subject to theLine 17. Attach any additional “Yes,” do not complete the remainder of provisions of Revenue Procedure 75-50,information you would like us to consider Schedule B. 1975-2 C.B. 587 (Rev. Proc. 75-50). Seethat would help us classify you as a Publication 557, which sets forth theLine 2b. Answer “Yes” if you have achurch. requirements of Rev. Proc. 75-50 undersigned contract or agreement with a state


the section for Private Schools.or local government under which youSchedule B. Schools, operate and receive funding. Submit a A private school must also certify
signed and dated copy of your contract orColleges, and Universities annually that it meets the requirements of
agreement. If you answer “Yes,” do not Rev. Proc. 75-50. This can beGeneral Information: complete the remainder of Schedule B. accomplished by filing Schedule A (Form


990, Form 990-EZ) Organization ExemptLine 3. Enter the name of the publicAn organization is a school if it:
Under Section 501(c)(3).school district and county where you• Presents formal instruction as its


operate.primary function. Schools that do not file Form 990 must
• Has a regularly scheduled curriculum. Line 4. Answer “Yes” if you were formed file Form 5578, Annual Certification of
• Has a regular faculty of qualified or substantially expanded during a period Racial Nondiscrimination for a Private
teachers. of time when public schools in your School Exempt From Federal Income
• Has a regularly enrolled student body. district or county were desegregated by Tax.
• Has a place where educational court order. Line 1. Answer “Yes” if your organizingactivities are regularly carried on. document or bylaws contain a If you are unsure whether to


The term “school” includes primary, nondiscriminatory statement as toanswer “Yes,” contact an
secondary, preparatory, high schools, students similar to the one shown above.appropriate public school official.CAUTION


!
colleges, and universities. It does not Answer “No” if the nondiscriminationLine 5. Answer “Yes” if a state or federalinclude organizations engaged in both statement is not included. If the statementadministrative agency or judicial bodyeducational and non-educational is not included in your organizingever determined your organization to beactivities, unless the latter are merely document or bylaws, you may submit aracially discriminatory. Identify the partiesincidental to the educational activities. copy of your signed and dated resolutioninvolved and the forum in which the caseNon-traditional schools such as an that was adopted according to yourwas presented. Explain the reason for theoutdoor survival school or a yoga school internal rules or regulations. Youraction, the decision reached, and providemay qualify. resolution should approve alegal citations (if any) for the decision.The term “school” does not include nondiscriminatory policy similar to the oneAlso, explain in detail any changes madehome schools. shown above.in response to the action against your


Line 2. Answer “Yes” if your brochures,organization or the decision reached.Section I. Operational Information
application forms, advertisements, andLine 7. In responding to this line, youLine 1a. Answer “Yes” if you have a catalogues dealing with studentmay reference information previouslyregularly scheduled curriculum, a regular admissions, programs, and scholarshipsprovided in response to Part VIII, line 7a,faculty of qualified teachers, a regularly contain a statement similar to the7b, or 7c, along with any additionalenrolled student body, and facilities where following.information to fully respond.your educational activities are regularly


The M school admits students of anycarried on. Submit evidence establishing Line 8. Answer “Yes” if you manage or
race, color, and national or ethnicthat you meet these factors, as described intend to manage your programs through
origin.below: your own employees or by using


• Evidence that you have a regularly volunteers. Answer “No” if you engage or
Submit representative copies of eachscheduled curriculum includes a list of intend to engage a separate organization


document.required courses of study, dates and or independent contractor. Make sure
times courses are offered, and other your answer is consistent with the If you answer “No,” to line 2, but
information about how to complete information provided in Part VIII, line 7b. checked the box on line 2b, you are
required courses. In responding to this line, you may agreeing that all future printed materials,
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including Internet content, will contain a Line 8.  Answer “Yes” if on a continuing relating to the causes, diagnosis,
statement of nondiscriminatory policy as basis, you will maintain for a minimum treatment, prevention, or control of human
to students similar to the one provided period of three years the following physical or mental diseases and
above. records. impairments. For more information, see


• Your racial composition (similar to the Treas. Regs. section 1.170A-9(c)(2).Line 3. You must demonstrate that you
information requested in Schedule B,have made your nondiscriminatory policy If you are a hospital, check the first
Section II, line 5).known to all segments of the general box on Schedule C and complete Section• Evidence that your scholarships andcommunity served by the school. One I.
loans are awarded on a raciallyway of meeting this requirement is to If you are a medical researchnondiscriminatory basis (similar to thepublish the school’s nondiscriminatory organization, check the second box oninformation requested in Schedule B,policy annually. If you have already Schedule C and complete Section II.Section II, line 6).published your notice, submit the actual
• Copies of all materials used by you or Section I. Hospitalspage of the newspaper on which the
on your behalf to solicit contributions.notice appears. We cannot accept a Line 1. Answer “Yes” if all doctors in your• Copies of brochures, application forms,photocopy, other electronic reproduction, community are eligible for staff privilegesadvertisements, and catalogues dealingor partial page of the newspaper. at your facility. You may answer “Yes” ifwith student admissions, programs, and staff privileges at your facility are limitedAnswer “No,” if you have not attached financial aid. by capacity.your notice and describe how you meet


Answer “No” if you do not maintainthe publicity requirement of Rev. Proc. Answer “No” if all doctors in yourrecords and explain how you meet the75-50. community are not eligible for staffrecordkeeping requirements under Rev. privileges at your facility.See Publication 557 or Rev. Proc. Proc. 75-50.75-50 for guidance on the format and If you answer “No,” describe in detail
content of the required notice and Failure to maintain these records how you limit eligibility for staff privileges
whether any exceptions may apply to you. or produce them upon the proper at your facility. Include details of your


request, will create a presumption eligibility criteria and selection proceduresCAUTION
!


A notice published in the legal that you have not complied with the for your courtesy staff of doctors.notices section or classified requirements of Rev. Proc. 75-50. Line 2a. Answer “Yes” if you admit alladvertisements of your local
TIP


patients in your community who can paynewspaper is generally not acceptable. Schedule C. Hospitals and for themselves or through private healthLine 5. Enter the racial composition of
insurance.your student body, faculty, and Medical Research


Answer “No” if you limit admission foradministrative staff in the spaces Organizations these individuals in any way. If youprovided. Enter actual numbers, rather
answer “No,” describe your admissionthan percentages, for the current year General Information:
policy in detail. You should explain howand projected numbers for the next An organization qualifies as a hospital if it and why you restrict patient admission.academic year. If the number is zero, is a:


then enter “0.” Line 2b. Answer “Yes” if you admit all• Hospital.
patients in your community who• Cooperative hospital serviceDo not identify students, faculty,
participate in Medicare.organization (Schedule C not required).and staff by name.


Answer “No” if you limit admission in• Medical research organization operatedCAUTION
!


any way for these individuals. If youin conjunction with a hospital.
If you are completing the table based answer “No,” describe your admissionHospital. An organization is a “hospital”on estimates, submit documentation that policy in detail. You should explain howif its principal purpose or function issupports how you arrived at the estimated and why you restrict patient admission toproviding medical or hospital care ornumbers. For example, if your estimates exclude persons who participate inmedical education or research. Medicalare based on the racial composition of the Medicare.care includes treatment of any physical orcommunity in which you operate, submit


Line 2c. Answer “Yes” if you admit allmental disability or condition, on ancurrent census data of the racial
patients in your community whoinpatient or outpatient basis. Thus, if ancomposition for the area. If your numbers
participate in Medicaid.organization is a rehabilitation institution,and the census numbers differ greatly,


outpatient clinic, or community mental Answer “No” if you limit admission inexplain why.
health or drug treatment center, it is a any way for these individuals. If youLine 6. Enter the racial composition of hospital if its principal function is providing answer “No,” describe your admissionstudents to whom you award loans and treatment services as described above. policy in detail. You should explain howscholarships in the spaces provided.


and why you restrict patient admission toA hospital does not includeEnter actual numbers, rather than
exclude persons who participate inconvalescent homes, homes for childrenpercentages, for the current year and
Medicaid.or the aged, or institutions whoseprojected numbers for the next academic


principal purpose or function is to train Line 3a. Answer “Yes” if you require ayear. If the number is zero, then enter “0.”
handicapped individuals to pursue a deposit from Medicare and/or Medicaid


Do not identify students by name. vocation. patients before admission. If you answer
“Yes,” describe in detail how youMedical research organization. An


CAUTION
!


determined the amount required andorganization is a “medical research
explain why a deposit is needed.organization” if its principal purpose orLine 7a. Submit a list that identifies each


function is the direct, continuous, and Line 3b.  Answer “Yes” if you require aindividual or organization by name. Your
active conduct of medical research in deposit for other patients beforelist must include your incorporators,
conjunction with a hospital. The hospital admission and the requirement is thefounders, board members, donors of land,
with which the organization is affiliated same as for Medicare and/or Medicaidand donors of buildings.
must be described in section 501(c)(3), a patients.Line 7b. Answer “Yes” if any individuals
federal hospital, or an instrumentality of aor organizations on your list have an Answer “No” if you require a deposit,
governmental unit, such as a municipalobjective to keep public or private school but deposits for Medicare/Medicaid
hospital.education segregated by race. Explain patients and other patients differ as to: (1)


how these individuals or organizations “Medical research” means the way the amount is determined, or (2)
promote segregation in public or private investigations, experiments, and studies the reason for the deposit. If you answer
schools. to discover, develop, or verify knowledge “No,” describe the differences in detail.
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Line 4a. Answer “Yes” if you offer Line 8.  Answer “Yes” if you have a interest policy provided in these
emergency medical or hospital care at board of directors that is representative of instructions or you are subject to similar
your facility on a 24-hour basis, seven the community you serve. Include a list of conflict of interest policies under state
days a week. If “No,” explain why you do each board member with the individual’s law. Provide copies of the policies to
not offer an emergency room. For name and employment affiliation. Also, for which you are subject. Although a conflict
example, emergency care may be each board member, describe how that of interest policy is not required as a
inappropriate for the type of services you individual represents the community. matter of tax law, we encourage adoption
provide. Also, describe any emergency Generally, hospital employees and staff of a substantive conflict of interest policy
services that you provide. physicians are not individuals considered because it makes it more likely that you


to be community representatives. will operate for the benefit of theLine 4b. Answer “Yes” if you have a
community and not for private interests.specific written plan or policy to accept all Answer “Yes” if an organizationpatients in need of emergency care An example of a substantive conflict ofdescribed in section 501(c)(3) withwithout considering their ability to pay. interest policy is available in Appendix A.a community board exercises


TIP


in these instructions.If you answer “Yes,” submit a copy of rights or powers over you, such as the
your plan or policy. right to appoint members to your Answer “No” if you have not adopted a


governing board of directors and theLine 4c.  Answer “Yes” if you have conflict of interest policy or you are not
power to approve certain transactions.specific arrangements with any police, subject to conflict of interest policies
Describe these rights and powers. Infire, or ambulance service providers to under state law.
addition, describe how each of thatbring emergency cases to your facility.


Section II. Medical Researchorganization’s board of directorsIf you answer “Yes,” describe each Organizationsrepresents the community.specific agreement. For written
agreements, you may submit a copy of Line 1. Attach a list of hospitals withAnswer “Yes” if you are subject to a
each agreement. If it is oral, explain fully which you have relationships relating tostate corporate practice of medicine law
the agreement. For any oral agreements, the conduct of medical research.that requires your governing board to be
include details of how and when the Describe in detail the relationship youcomposed solely of physicians licensed to
agreement was arranged. have with each hospital. Submit copies ofpractice medicine in the state. If you


any written agreements.answer “Yes” on this basis, also provideLine 5a. Answer “Yes” if you provide free
the following information.or low cost medical or hospital care Line 2. Describe in detail all activities• Describe whether a hospital describedservices to the poor. If you answer “Yes,” that directly accomplish your conduct of
in section 501(c)(3) exercises any rightsanswer lines 5b through 5e. Do not medical research.
or powers over you.answer 5b through 5e if you answer “No.”


Making grants to other organizations• Identify the corporate practice ofLine 5b. Submit a copy of your written does not directly accomplish the conductmedicine law under which you operate.policy or explain fully the understanding of medical research.• Explain how the section 501(c)(3)under which you operate regarding the
hospital exercises any rights or powers Line 3. Your schedule should explainadmission and/or treatment of charity
over you, such as the right to appoint how you determine the fair market valuecases. Explain how you distinguish
members to your governing board of of your assets.between charity care and bad debts.
directors and the right to approve certain
transactions.Include details of how you inform Schedule D. Section• Explain what services you provide tothe general public about your
the section 501(c)(3) hospital.policy. Submit copies of any 509(a)(3) Supporting


TIP


documents or agreements you require Line 10. Answer “Yes” if you manage or Organizationscharity patients to sign before being intend to manage your programs throughadmitted and/or treated. General Information:your own employees or by using
Line 5c. Submit information that shows volunteers. Answer “No” if you engage or A section 509(a)(3) organization isthe amounts you expend for treating intend to engage a separate organization commonly referred to as a “supportingcharity care patients and the types of or independent contractor. Make sure organization.” An organization that aservices you provide. Include an your answer is consistent with the supporting organization benefits isexplanation that distinguishes charity care information provided in Part VIII, line 7b. commonly referred to as a “supportedpatient expenditures from uncollected bad organization.” A supporting organizationLine 11. Recruitment incentives may bedebts. may support more than one supportedoffered to attract or retain physicians asLine 5d. Submit copies of any written organization.employees or to serve the community inagreements you have with municipalities which the hospital is located. Such An organization qualifies for publicor government agencies to subsidize the incentives are generally offered when charity status as a supportingcost of admitting or treating charity there is an acute shortage of such organization under section 509(a)(3) if:patients. physicians in your hospital or within the • It is organized and at all times
Line 5e. A sliding fee scale establishes community. thereafter is operated exclusively for the
payments depending on financial ability to benefit of, to perform the functions of, orLine 12. Physicians who have a financialpay. to carry out the purposes of one or moreor professional relationship with youLine 6a.  Answer “Yes” if you have a public charities described in sectioninclude physicians with whom you have aformal program of medical training and 509(a)(1) or 509(a)(2);business relationship, such asresearch. If you answer “Yes,” describe • It meets one of three requiredemployees, staff physicians, participantsyour program in detail, including its length relationship tests with the supportedin joint ventures, or physicians with whomand criteria for acceptance into your organization(s); andyou contract for services.program. • It is not controlled directly or indirectly


Line 13. A business relationship includes by “disqualified persons.” See specificLine 6b.  Answer “Yes” if you have a
employment, contractual relationship, or instructions for Part X, line 6b(ii)(b), for aformal program of community educational
status as a member of your board of definition of a “disqualified persons.”programs. If you answer “Yes,” describe
directors.your program in detail. A supporting organization can also


Line 7.  Answer “Yes” if you provide Line 14.  Answer “Yes” if you have support the charitable purposes of
office space to physicians conducting adopted a conflict of interest policy organizations that are exempt under
their own medical practices. consistent with the sample conflict of sections 501(c)(4), (5), or (6).
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Answer “No” if your governing timing of grants, and directing the use ofSection I. Identifying Information
document, bylaws, or other internal rules your income and assets. Explain how theAbout Supported Organization(s)
and regulations do not show that the supported organization is involved in


Line 1.  Enter the name, address, and majority of your governing board or these matters.
EIN of each organization you support. officers is elected or appointed by the Line 5. An applicant for tax exemption as
Line 2. Answer “Yes” if each supported supported organization(s). If you answer a supporting organization under the
organization has received a letter from “No” but still believe you satisfy this test, “operated in connection with” relationship
the IRS recognizing it as a public charity explain and go to Section III. Otherwise, must satisfy either the integral part test or
under section 509(a)(1) or 509(a)(2). go to line 2 because you do not meet the the alternative integral part test. If you are
Then, go to Section II, line 1. “operated, supervised, or controlled by” requesting supporting organization status


relationship test.Answer “No” if any supported by meeting the “operated in connection
organization has not received a letter Line 2. Answer “Yes” if your governing with” relationship, you must satisfy either
from us recognizing it as a public charity document, bylaws, or other internal rules the integral part test or the alternative
under section 509(a)(1) or 509(a)(2). and regulations show that a majority of integral part test. If you satisfy the integral
Then, go to line 3. your governing board consists of part test described in line 5, then you do


individuals who also serve on the not have to complete line 6.Line 3. Answer “Yes” if any supported
governing board of the supportedorganization you listed in line 1 received a Answer “Yes” if you conduct activities
organization(s). Then, go to Section III.letter from us stating that it is exempt that the supported organization would


under section 501(c)(4), (5), or (6). Also, Answer “No” if your governing otherwise conduct. Describe the activities
to show how the organization meets the document, bylaws, or other internal rules that you conduct, other than distributing
public support test, submit the amounts and regulations do not show that a funds. Then, go to Section III.
and sources of revenue for the last four majority of your governing board consists Line 6a. To satisfy the alternative integralcompleted tax years for the supported of individuals who also serve on the part test as a supporting organization, youorganization(s). You should provide the governing board of the supported must distribute at least 85% of yourrequested financial data in the format organization(s). If you answer “No” but annual “net income” to the organization(s)shown on Part IX-A. Statement of still believe you satisfy this test, explain you support. See the Glossary for aRevenues and Expenses, for each and go to Section III. Otherwise, go to line description of “net income” to be used insupported organization. You must then 3 because you do not meet the calculating whether you meet the 85%submit the lists requested by Part X, line “supervised or controlled in connection distribution threshold.6b(ii), which is applicable to the public with” relationship test.


Answer “Yes” if you distribute at leastsupport test under section 509(a)(2). Line 3. Answer “Yes” if you are a 85% of your net income to the supportedAnswer “No” if no supported charitable trust under state law, you name organization(s). For purposes of thisorganization listed in line 1 has been each specified publicly supported schedule, “net income” has the samerecognized as tax-exempt under section organization as a beneficiary in your trust meaning as the term “adjusted net501(c)(4), (5), or (6). agreement, and each beneficiary income,” which is applicable to private
organization has the power to enforce theIf any organization you intend to operating foundations.
trust and compel an accounting undersupport has not received a letter In general, “adjusted net income” is thestate law. Then, go to Section II, line 5.from us recognizing it as a publicCAUTION


!
excess of gross income, including grossLine 4a. Answer “Yes” if the officers,charity under section 509(a)(1) or income from any unrelated trade ordirectors, trustees, or members of the509(a)(2), or has not received a business, determined with certainsupported organization(s) elect or appointdetermination recognizing that it is modifications, reduced by totalany of your officers, directors, or trustees.tax-exempt under section 501(c)(4), (5), deductions. Gross income does notIf your governing document, bylaws, oror (6), you must demonstrate, in writing, include gifts, grants, or contributions.other internal rules and regulations do notthat each organization you support is


If you answer line 6a “No,” and yourprovide for this, explain how your officers,described in section 509(a)(1) or
answer to line 5 was “No,” unless youdirectors, or trustees are elected or509(a)(2). For example, if you support a
establish that the supportedappointed. Then, go to line 4d.church or foreign organization, you should
organization(s) will be attentive to yourdescribe how this organization qualifies Line 4b. Answer “Yes” if any members of
operations, you do not meet the “operatedas a public charity under section the governing body of the supported
in connection with” relationship test. Go509(a)(1) or 509(a)(2). organization(s) also serve as your
back to Part X, to reconsider your publicofficers, directors, trustees, or holdSection II. Relationship with charity status.another important office for yourSupported Organization(s) – Three Line 6b. Submit a list that shows the totalorganization. Describe the position heldTests amount distributed annually to eachand whether the position is ongoing.


To qualify under section 509(a)(3), you supported organization. Also, indicateThen, go to line 4d.
must show that you meet one of three how each amount will vary from year toLine 4c.  Answer “Yes” if your officers,relationship tests with the supported year.directors, or trustees maintain a close andorganization(s). Line 6c. Submit a list that shows the totalcontinuous working relationship with the• Test I. Operated, supervised, or annual income for each supportedofficers, directors, or trustees of thecontrolled by (comparable to a organization.supported organization(s). Explain theparent-subsidiary relationship); continuous relationship in detail. Then, go Line 6d.  Answer “Yes” if your funds are• Test 2. Supervised or controlled in to line 4d. “earmarked” for a particular program orconnection with (comparable to a


activity.If you answer “No,” on line 4c andbrother-sister relationship); or
If you distribute your income to, or foryour answer to lines 3, 4a, and 4b• Test 3. Operated in connection with


the use of, a particular department orwere “No,” you do not meet the(responsive to the needs or demands of,
TIP


program of an organization, list the total“operated in connection with” relationshipand having significant involvement in the
annual revenue of the supportedtest. You must establish a differentaffairs of, the supported organization(s)).
department or program in line 6c.relationship with the supportedLine 1. Answer “Yes” if your governing


organization or go back to Part X, todocument, bylaws, or other internal rules Line 7a. The “operated in connection
reconsider your public charity status.and regulations show that the majority of with” test requires that you specify the


your governing board or officers is elected Line 4d. Answer “Yes” if the supported supported organization(s) by name in
or appointed by the supported organization has a significant involvement your organizing document unless there
organization(s). Then, go to Section III. in your investment policies, making and has been an historic and continuing
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relationship between you and the organization with annual gross receipts ofSchedule E. Organizations
supported organization(s). normally $5,000 or less, your exemption


Not Filing Form 1023 would be effective from the date of your
Line 7b. An historic and continuing legal formation.Within 27 Months ofrelationship depends on all the facts and


Answer “No” if you are a privatecircumstances that would demonstrate a Formation foundation, regardless of your grosssubstantial identity of interests between
receipts.General Information:you and the supported organization.
Line 2b. Answer “Yes” if:The questions in this schedule will help usIf you answer “No” to lines 7a and 7b, • Your gross receipts were normally lessdetermine the effective date of exemptionyou may consider amending your than $5,000 for years before your lastfor an organization that filed itsorganizing document to specify the completed tax year,application more than 27 months after thesupported organization(s) by name so • Your gross receipts normally exceededend of the month in which it was legallyyou can answer “Yes” to line 7a. $5,000 for your last completed tax year,formed.Otherwise, you will need to go back to and• If you meet exceptions for late filing,Part X to reconsider your public charity • You filed this application within 90 daysyour exemption under section 501(c)(3)status. from the end of your last completed taxwill be effective from the date you were
year.legally formed.Section III. Organizational Test
Line 3. Lines 3a, 3b, and 3c are• If you do not meet any exceptions, your


Line 1a. If you answered “No” to line 1a, applicable to subordinates included in aexemption under section 501(c)(3) will be
you must amend your organizing group exemption application. Seeeffective from the date you filed your
document to specify the supported Publication 557 for information regardingapplication.
organization(s) by name, purpose, or group exemptions. If you were a• Although you do not meet any
class. Otherwise, you will not meet the subordinate of a group exemption thatexceptions, you may, nevertheless,
operational test under section 509(a)(3) was timely filed and you are filing forqualify for tax exemption as an
and you will need to go back to Part X to exemption within 27 months from the dateorganization described in section
reconsider your public charity status. you were notified by the organization501(c)(4) for the period beginning with the


holding the group exemption letter thatdate you were legally formed and endingLine 1b. If you answered “No” to line 1b,
either (1) you are no longer covered bywith the date you are recognized underyou must amend your organizing
the group exemption letter, or (2) thesection 501(c)(3). Generally, contributionsdocument to specify the supported
group exemption request was denied,made to a section 501(c)(4) organizationorganization(s) by name. Otherwise you
answer “Yes” and do not complete theare not tax deductible.will not meet the operational test under
remainder of this schedule.Line 1. Answer “Yes” if you are a churchsection 509(a)(3) and you will need to go


or an association of churches. You should Line 4.  Answer “Yes” if you were formedback to Part X to reconsider your public
have also checked Part X, line 5a, and on or before October 9, 1969. If you are acharity status.
completed Schedule A. If you qualify as a corporation, your formation date is the
church or an association of churches, date your articles of incorporation wereSection IV. Disqualified Person
your exemption will be effective from the filed with and approved by your stateTest
date of your legal formation. officials. If you are an association, your


Control. As a section 509(a)(3) formation date is the date you adoptedAnswer “Yes” if you are an integratedsupporting organization, you may not be your organizing document. If you are aauxiliary of a church. If you qualify as ancontrolled directly or indirectly by trust, your formation date is generally theintegrated auxiliary of a church, yourdisqualified persons. You are controlled if date your trust was both adopted andexemption will be effective from the datedisqualified persons can exercise 50% or funded.of your legal formation.more of the total voting power of your
If you answer “Yes,” do notAn “integrated auxiliary of a church”governing body. You are also controlled if
complete the rest of this schedule.refers to a class of organizations that aredisqualified persons have authority to
As an organization formed on orrelated to a church or convention oraffect significant decisions, such as power CAUTION


!
before October 9, 1969, your exemptionassociation of churches, but are not suchover your investment decisions, or power
would be effective from the date of yourorganizations themselves. In general, youover your charitable disbursement
legal formation. Answer “No” if you weremust:decisions. You are also controlled if
formed after October 9, 1969.• Be described as both tax exempt underdisqualified persons can exercise veto


section 501(c)(3) and a public charitypower. Although control is generally Line 5. You may receive an extension of
described in sections 509(a)(1), (2), ordemonstrated where disqualified persons time to file Form 1023 beyond the
(3); andhave the authority over your governing 27-month period if you can establish that
• Receive financial support primarily frombody to require you to take an action or you acted reasonably and in good faith,
internal church sources as opposed torefrain from taking an action, indirect and that granting an extension will not
public or governmental sources.control by disqualified persons will also prejudice the interests of the government.


disqualify you as a supporting • You filed Form 1023 before weMen’s and women’s organizations,
organization. discovered your failure to file.seminaries, mission societies, and youth


• You failed to file because of interveninggroups that satisfy the above referencedSee the instructions for Part X, line 6b
events beyond your control.sections 501(c)(3) and 509(a)(1), (2), orfor a description of the term “disqualified • You exercised reasonable diligence but(3) requirements are consideredperson.”
you were not aware of the filingintegrated auxiliaries whether or not they
requirements. (The complexity of yourmeet the internal support requirements.A public charity is not a disqualified
filing and experience in these matters isMore guidance as to the types ofperson.
taken into consideration.)organizations that qualify as integrated


A “foundation manager” means your: • You reasonably relied on written adviceauxiliaries can be found in Treas. Regs.• Officers, directors, or trustees, or from us.section 1.6033-2(h).• An individual having powers or • You reasonably relied on the advice ofLine 2a.  Answer “Yes” if you are a publicresponsibilities similar to those of your a qualified tax professional who failed tocharity and your annual gross receipts areofficers, directors, or trustees. file or advise you to file Form 1023.normally $5,000 or less. For information
Line 1b.  See the instructions for Part V, about whether your annual gross receipts Answer “Yes” if you wish to request an
line 2a, for a description of the terms are normally $5,000 or less, see extension of time to file under these
“family or business relationship.” Publication 557. If you qualify as an provisions. If you answer “Yes,” describe
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in detail the reasons for filing late based organizations only if they meet the special policy of keeping residents who are
on the factors listed above. Do not having trouble in paying their regularneeds of the elderly or handicapped for
complete the rest of this schedule. charges in place for a period of time toresidential facilities designed to meet their


permit them to find alternative housing.physical, social, recreation, health care,Answer “No” if you do not wish to Include a copy of any printed materialsand transportation needs. Homes for therequest an extension under these that informs the public about your policy.elderly or handicapped must also beprovisions and go to line 6a.
within the financial reach of a significant


Line 6a. By checking “Yes,” and Line 3b. Describe any arrangements yousegment of the elderly or handicapped in
completing Part X, line 6a, you are have or expect to have with welfarethe community. Once admitted to the
eligible for an advance ruling to be agencies, sponsoring organizations, orelderly or handicapped housing facility,
classified as a public charity from the others to assist residents who becomethe organization must have an
postmark date of your application. unable to afford to remain residents.established policy to maintain them as


residents, to the extent possible, even ifDo not complete line 6a, 6b, or 7 if you
Line 4. Describe how you provide for thechecked the boxes in Part X, lines 5a, 5b, the residents subsequently become
health care needs of residents, including5c, 5d, or 5e. unable to pay the monthly charges.
the services provided. This can includeLine 6b. If you anticipate significant Low-income housing must provide providing for the activities of daily living ofchanges in your sources of support in the affordable housing for a significant residents at your facilities andfuture, answer “Yes,” and we will base transporting residents to other facilities forsegment of individuals in your communityyour qualification for an advance ruling on medical services.with low incomes. Your housing maythe financial information you provide in


serve a combination of purposes, such asline 7. If you check “Yes,” complete the
for poor, frail, and elderly persons. Line 5. Describe how living units andfinancial information requested in line 7 of


common areas are designed to meet theSchedule E.
Section I. General Information physical needs of residents (such as grab


If you answer “No,” we will base your bars in bathrooms, wide doorways andabout Your Housing
qualification for an advance ruling on the hallways, design of kitchens and


Line 1. The type of housing you providefinancial information you provided in Part bathrooms, etc.). Also, include
should include both a description of theIX. If you answer “No,” do not complete information about facilities and programs
type of facility provided, such asline 7 of Schedule E. designed to meet some combination of
apartment complex, condominium, physical, emotional, recreational, social,Line 7. Complete projected budgets of cooperative, or private residence, and the religious, and similar needs of residents.income for the first two full tax years after nature of your facility, such asthe date you mailed your Form 1023. See assisted-living facility, continuing-carethe specific instructions for Part IX-A. Section III. Low-Income Housingfacility, nursing home, low-income facility,Statement of Revenues and Expenses,
etc. Line 2. Answer “Yes” if you charge daily,lines 1 through 13, if you need guidance


weekly, monthly, or annual fees oron what to include in the various Line 7. See the instructions for Part V, maintenance charges.categories. line 7a, for a description of the terms
arm’s length and fair market value.Line 8. Check the box if you wish to


request exemption under section Schedule G. Successors toLine 8. Answer “Yes” if you manage or501(c)(4) for the period before the
intend to manage your programs throughpostmark date of your Form 1023. If you Other Organizations
your own employees or by usingcheck the box, attach page 1 of Form
volunteers. Answer “No” if you engage or1024. Form 1024 is available on the IRS General Information:intend to engage a separate organizationwebsite at www.irs.gov or by calling


You should complete this schedule as aor independent contractor. Make sure1-800-829-3676.
successor organization if any of theyour answer is consistent with theIf you qualify for exemption under following situations pertain to you.information provided in Part VIII, line 7b.section 501(c)(4), you will not be liable for • You have taken or will take over the


income tax returns as a taxable entity, but Line 9. Government programs include activities that were previously conducted
you will need to file any exempt federal, state, or local government by another.
organization returns for which you may be programs. • You have taken or will take over 25
responsible. Contributions to section percent or more of the fair market value of
501(c)(4) organizations are generally not the net assets of another organization.Section II. Homes for the Elderly ordeductible by donors. • You were established upon theHandicapped


conversion of an organization fromDo not check the box if you do not
Line 2a. Answer “Yes” if you charge a for-profit to non-profit status.wish to be tax exempt under section
one-time fee for admission to your facility.501(c)(4) for the period before the


postmark date of your Form 1023. If you The other organization is theLine 2b. Answer “Yes” if you chargedo not request and obtain exemption predecessor organization. You shoulddaily, weekly, monthly, or annual fees orunder section 501(c)(4) for the period complete this schedule regardless ofmaintenance charges.before the postmark date of your Form whether the predecessor (other
1023, you may be liable for income tax organization) was exempt or not exemptLine 2c. A “community” refers to the area
returns as a taxable entity for that time from federal income tax.that will be served by your facility. For
period. example, a community may be a local


area or a region. Line 1a. For purposes of this schedule, a
Schedule F. Homes for the “for-profit” organization is one in which


Line 3a. Describe what happens to persons are permitted to have anElderly or Handicapped individuals if they become unable to pay ownership or partnership interest, such as
your regular charges. For example, you corporate stock. It includes soleand Low-Income Housing
may have a policy whereby you have a proprietorships, corporations, and other


General Information: reserve fund for maintaining residents entities that provide for ownership
who are having trouble in paying their interests.Homes for the elderly or handicapped are
regular charges. You may also have aeligible for tax exemption as charitable
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Line 1c. If you award educational loans, nondiscriminatory basis and is used forSchedule H. Organizations
describe the terms of the loan (for study at a school (see the Schedule B,


Providing Scholarships, example, interest rate, duration, General Information for what is
forgiveness provision, etc.). Also, considered a school).Fellowships, Educational
describe how any other loan institutions Check the box for section “4945(g)(3)”Loans, or Other are involved in your program. if the purpose of your award is to achieve
Line 1d. Explain how you will publicize a specific objective, produce a report orEducational Grants to
your program and whether you publicize other similar product, or improve orIndividuals and Private to the general public or to another group enhance a literary, artistic, musical,
of possible recipients. Include specific scientific, teaching, or other similarFoundations Requesting
information about the geographic area in capacity, skill, or talent of the recipient.Advance Approval of which your program will be publicized and Include your educational loan program
the means you will use, such as through under this section. You may check moreIndividual Grant newspaper advertisements, school district than one box.
announcements, or community groups.Procedures


If your award qualifies as a prize or
Line 1e. Submit sample copies of yourGeneral Information: award that is subject to the provisions of
solicitation material for applicants or section 74(b) and your recipient isComplete this schedule if you provide materials announcing the awards. If selected from the general public, you doscholarships, fellowships, grants, loans, solicitation is done orally through school not have to request advance approval ofor other distributions to individuals for counselors or others, explain fully. your grant-making procedures since aeducational purposes. When answering
Line 2. Organizations that make grants prize or award is not subject to thethe questions on this schedule, you
to individuals must maintain adequate advance approval procedureshould demonstrate how these
records and case histories showing the requirements because it is not a grant fordistributions further your exempt
name and address of each recipient travel, study, or other similar purposes.purposes.
pursuant to Revenue Ruling 56-304, See Revenue Rulings 77-380, 1977-2Generally, distributions made to 1956-2 C.B. 306. If you answer “No,” C.B. 419; 76-460, 1976-2 C.B. 371, andindividuals may advance educational explain how you will be able to 75-393, 1975-2 C.B. 451.purposes if selection is made: demonstrate that your distributions serve• In a non-discriminatory fashion in terms Line 4. For additional informationexempt purposes.of racial preference, regarding private foundations requesting


• Based on need and/or merit, and advance approval of individual grantSection II
• To a charitable class in terms of being procedures, go to www.irs.gov/charities/


Line 1a. Only complete lines 1a throughavailable to an open-ended group, rather foundations/article/0,,id=137396,00.html.
4 if you are a private foundation based onthan to pre-selected individuals. Line 4a  Answer “Yes” if you awardyour answers to Part X, line 1a. Answer


A scholarship or fellowship is tax free scholarships on a preferential basis“Yes” if you are a private foundation and
to the recipient only if he or she is: because you require, as an initialyou are requesting advance approval of• A candidate for a degree at an eligible qualification, that the individual be anyour grant-making procedures under
educational institution; and employee or be related to an employee ofsection 4945(g). Answer “No” if you are a• Uses the scholarship or fellowship to a particular employer.private foundation but do not wish to
pay qualified education expenses. request advance approval of your Line 4c. Answer “N/A” if you do notQualified education expenses include grant-making procedures under section provide scholarships, fellowships, ortuition and fees; and course-related 4945(g). If you answer “No,” the amounts educational loans to employees of aexpenses such as books, supplies, and you distribute as educational grants particular employer.equipment. Room and board, travel, provided to individuals may be considered


Line 4d. Answer “N/A” if you do notresearch, clerical help, and non-required taxable expenditures under section 4945.
provide scholarships, fellowships, orequipment are not qualified education Answer “N/A” if you are requesting educational loans to children ofexpenses. See Publication 970, Tax public charity status in Part X. employees of a particular employer.Benefits for Education, for additional


For more information about advanceinformation. Line 4e. Answer “N/A” if your answer toapproval of grant-making procedures of aSelection of individuals using a lottery line 4d is “N/A.”private foundation, log on to www.irs.gov/system generally has not been approved
charities/foundations/article/ For purposes of this schedule, aby the IRS.
0,,id=137397,00.html. program for children of employeesSection I Line 1b. Check the box for section of a particular employer includes


TIP


Line 1b. If you have different grant “4945(g)(1)” if your award qualifies as a children and family members of
programs, describe the purpose and scholarship or fellowship grant that is employees.
amount of each program. awarded on an objective and
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Paperwork Reduction Act Notice. We ask for the information on this form to carry out the Internal Revenue laws of the United
States. If you want your organization to be recognized as tax exempt by the IRS, you are required to give us this information. We
need it to determine whether the organization meets the legal requirements for tax-exempt status.


The organization is not required to provide the information requested on a form that is subject to the Paperwork Reduction Act
unless the form displays a valid OMB control number. Books or records relating to a form or its instructions must be retained as long
as their contents may become material in the administration of any Internal Revenue law. The rules governing the confidentiality of
the Form 1023 application are covered in Code section 6104.


The time needed to complete and file these forms will vary depending on individual circumstances. The estimated average times
are:


Recordkeeping Learning about the law or Preparing the form Copying, assembling, and
the form sending the form to the IRS


Parts I to XI 89 hrs. 26 mins. 5 hrs. 10 mins. 9hrs. 39 mins. 48 mins.


1023 Sch. A 10 hrs. 2 mins. 6 mins. 16 mins. —


1023 Sch. B 15 hrs. 18 mins. 12 mins. 27 mins. —


1023 Sch. C 11 hrs. 14 mins. 12 mins. 23 mins. —


1023 Sch. D 9 hrs. 48 mins. 42 mins. 53 mins. —


1023 Sch. E 14 hrs. 35 mins. 1 hrs. 9 mins. 2 hrs. 22 mins. 16 mins.


1023 Sch. F 11 hrs. 28 mins. 12 mins. 23 mins. —


1023 Sch. G 6 hrs. 42 mins. 6 mins. 12 mins. —


1023 Sch. H 7 hrs. 53 mins. 42 mins. 51 mins. —


If you have comments concerning the accuracy of these time estimates or suggestions for making these forms simpler, we would
be happy to hear from you. You can write to the Internal Revenue Service, Tax Products Coordinating Committee,
SE:W:CAR:MP:T:T:SP, 1111 Constitution Avenue, NW, IR-6406 Washington, DC 20224.


DO NOT send the application to this address. Instead, see Where to File on page 4.
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Appendix A: Sample Conflict of Interest Policy
Note: Items marked Hospital insert –  for hospitals that complete Schedule C are intended to be adopted by hospitals.


Article I
Purpose


The purpose of the conflict of interest policy is to protect this tax-exempt organization’s (Organization) interest when it is
contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of the
Organization or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any
applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.


Article II
Definitions


1. Interested Person
Any director, principal officer, or member of a committee with governing board delegated powers, who has a direct or indirect
financial interest, as defined below, is an interested person.


 [Hospital Insert –  for hospitals that complete Schedule C
If a person is an interested person with respect to any entity in the health care system of which the organization is a part, he or she
is an interested person with respect to all entities in the health care system.]


2. Financial Interest
A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:


a. An ownership or investment interest in any entity with which the Organization has a transaction or arrangement,
b. A compensation arrangement with the Organization or with any entity or individual with which the Organization has a
transaction or arrangement, or
c. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the
Organization is negotiating a transaction or arrangement.


Compensation includes direct and indirect remuneration as well as gifts or favors that are not insubstantial.


A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a person who has a financial interest may have
a conflict of interest only if the appropriate governing board or committee decides that a conflict of interest exists.


Article III
Procedures


1. Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest
and be given the opportunity to disclose all material facts to the directors and members of committees with governing board
delegated powers considering the proposed transaction or arrangement.


2. Determining Whether a Conflict of Interest Exists 
After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave
the governing board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The
remaining board or committee members shall decide if a conflict of interest exists.


3. Procedures for Addressing the Conflict of Interest 
a. An interested person may make a presentation at the governing board or committee meeting, but after the presentation, he/she
shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of
interest.
b. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person or committee to
investigate alternatives to the proposed transaction or arrangement.
c. After exercising due diligence, the governing board or committee shall determine whether the Organization can obtain with
reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of
interest.
d. If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of
interest, the governing board or committee shall determine by a majority vote of the disinterested directors whether the transaction
or arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity with
the above determination it shall make its decision as to whether to enter into the transaction or arrangement.
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4. Violations of the Conflicts of Interest Policy
a. If the governing board or committee has reasonable cause to believe a member has failed to disclose actual or possible
conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the
alleged failure to disclose.
b. If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the
governing board or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take
appropriate disciplinary and corrective action.


Article IV
Records of Proceedings


The minutes of the governing board and all committees with board delegated powers shall contain:
a. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or
possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was
present, and the governing board’s or committee’s decision as to whether a conflict of interest in fact existed.
b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content
of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in
connection with the proceedings.


Article V
Compensation


a. A voting member of the governing board who receives compensation, directly or indirectly, from the Organization for services is
precluded from voting on matters pertaining to that member’s compensation.
b. A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation, directly
or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member’s compensation.
c. No voting member of the governing board or any committee whose jurisdiction includes compensation matters and who
receives compensation, directly or indirectly, from the Organization, either individually or collectively, is prohibited from providing
information to any committee regarding compensation.
[Hospital Insert –  for hospitals that complete Schedule C
d. Physicians who receive compensation from the Organization, whether directly or indirectly or as employees or independent
contractors, are precluded from membership on any committee whose jurisdiction includes compensation matters. No physician,
either individually or collectively, is prohibited from providing information to any committee regarding physician compensation.]


Article VI
Annual Statements


Each director, principal officer and member of a committee with governing board delegated powers shall annually sign a statement
which affirms such person:


a. Has received a copy of the conflicts of interest policy,
b. Has read and understands the policy,
c. Has agreed to comply with the policy, and
d. Understands the Organization is charitable and in order to maintain its federal tax exemption it must engage primarily in
activities which accomplish one or more of its tax-exempt purposes.


Article VII
Periodic Reviews


To ensure the Organization operates in a manner consistent with charitable purposes and does not engage in activities that could
jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a minimum, include the following
subjects:


a. Whether compensation arrangements and benefits are reasonable, based on competent survey information, and the result of
arm’s length bargaining.
b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the Organization’s written
policies, are properly recorded, reflect reasonable investment or payments for goods and services, further charitable purposes and
do not result in inurement, impermissible private benefit or in an excess benefit transaction.


Article VIII
Use of Outside Experts


When conducting the periodic reviews as provided for in Article VII, the Organization may, but need not, use outside advisors. If
outside experts are used, their use shall not relieve the governing board of its responsibility for ensuring periodic reviews are
conducted.
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Appendix B: States with Statutory Provisions Satisfying the Requirements of Internal
Revenue Code Section 508(e)


The following states have adopted legislation satisfying the requirements of section 508(e) relating to private foundation
governing instruments. Information derived from Revenue Ruling 75-38, 1975-1 C.B. 161.


ALABAMA — except where otherwise provided by a decree of a court of competent jurisdiction or by a provision in the
private foundation’s governing instrument which in either case has been entered or made after October 1, 1971, and
expressly limits the applicability of State law.


ALASKA — except for such private foundations which expressly provide in their governing instruments that the applicable
sections of Alaska law do not apply to them.


ARKANSAS — except for such private foundations which expressly provide in their governing instruments that the applicable
sections of Arkansas law do not apply to them and except in the case of trusts where otherwise provided by decree of a court
of competent jurisdiction.


CALIFORNIA — except where otherwise provided by a court of competent jurisdiction.


COLORADO — with respect to trusts that are private foundations except where otherwise provided by a court of competent
jurisdiction.


CONNECTICUT — except where otherwise provided by a court of competent jurisdiction.


DELAWARE — except for such private foundations which expressly provide in their governing instruments that the
applicable sections of Delaware law do not apply to them.


DISTRICT OF COLUMBIA — except for such corporations which expressly provide in their governing instruments that the
applicable sections of District of Columbia law do not apply to them and except in the case of trusts where otherwise provided
by a court of competent jurisdiction. (For purposes of this statute, corporations include corporations organized under any Act
of Congress applicable to the District of Columbia as well as corporations organized under the laws of the District of
Columbia.)


FLORIDA — except for such trusts which file a proper election not to be subject to the applicable provisions of Florida law
and for such corporations as to which a court of competent jurisdiction has otherwise determined.


GEORGIA — except for such private foundations which file a proper election not to be subject to such law.


HAWAII — no exceptions.


IDAHO — except for such private foundations which expressly provide in their governing instruments that the applicable
sections of Idaho law do not apply to them.


ILLINOIS — except for such corporations which have express provisions to the contrary in their articles of incorporation and
except for trusts where it is otherwise provided by a court of competent jurisdiction.


INDIANA — except where otherwise determined by a court of competent jurisdiction with respect to private foundations
organized before January 1, 1970.


IOWA — except for such private foundations which expressly provide in their governing instruments that the applicable
sections of Iowa law do not apply to them.


KANSAS — except where otherwise provided by a court of competent jurisdiction.


KENTUCKY — except, with respect to corporations in existence on July 1, 1972, to the extent that such a corporation
provides to the contrary by amendment to its articles of incorporation adopted after July 1, 1972, and, with respect to trusts in
existence on July 1, 1972, where action is properly commenced on or before December 31, 1972, in a court of competent
jurisdiction to excuse the trust from compliance with the requirements of section 508(e) of the Code.


LOUISIANA — except for such private foundations which expressly provide in their governing instruments that the applicable
sections of Louisiana law do not apply to them.


MAINE — except where otherwise provided by a court of competent jurisdiction.


MARYLAND — except where otherwise provided by a court of competent jurisdiction.
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MASSACHUSETTS — except where otherwise provided by a court of competent jurisdiction.


MICHIGAN — with respect to trusts that are private foundations except for such private foundations which file a notice of
inconsistency under Michigan law.


MINNESOTA — except for private foundations that have been held by a court of competent jurisdiction not to be affected by
such State statute.


MISSISSIPPI — except where otherwise provided by a court of competent jurisdiction.


MISSOURI — except for private foundations that have been held by a court of competent jurisdiction not to be affected by
such State statute.


MONTANA — except in the case of trusts where otherwise provided by court decree entered after March 28, 1974, and
except in the case of a corporation which has an express provision to the contrary in its articles of incorporation.


NEBRASKA — except for such trusts which effectively elect to be excluded from the applicable sections of Nebraska law, for
such corporations which have governing instruments expressly providing to the contrary, and except as a court of competent
jurisdiction has otherwise determined in any given case.


NEVADA — no exceptions.


NEW HAMPSHIRE — except where it is otherwise provided by a court of competent jurisdiction.


NEW JERSEY — except for such private foundations which expressly provide in their governing instruments that the
applicable sections of New Jersey law do not apply to them.


NEW YORK — except where such law conflicts with any mandatory direction of an instrument by which assets were
transferred prior to June 1, 1971, and such conflicting direction has not been removed legally.


NORTH CAROLINA — except for such private foundations which expressly provide in their governing instruments that the
applicable sections of North Carolina law do not apply to them and except for trusts that have their governing instruments
reformed by a decree of the Superior Court of North Carolina.


NORTH DAKOTA — with respect to trusts that are private foundations except where otherwise provided by a court of
competent jurisdiction.


OHIO — except in the case of trusts where it is provided otherwise by a court of competent jurisdiction and except in the
case of corporations in existence on September 17, 1971, which expressly adopt contrary provisions in their governing
instruments after September 17, 1971.


OKLAHOMA — except for such private foundations which file a proper election not to be subject to such law.


OREGON — no exceptions.


PENNSYLVANIA — except where otherwise provided by a court of competent jurisdiction.


RHODE ISLAND — except where otherwise provided by a court of competent jurisdiction.


SOUTH CAROLINA — except for private foundations which expressly provide in their governing instruments that the
applicable sections of South Carolina law do not apply to them.


SOUTH DAKOTA — except where otherwise provided by a court of competent jurisdiction.


TENNESSEE — except where otherwise provided by a court of competent jurisdiction.


TEXAS — except for such private foundations which file a proper election not to be subject to such law.


UTAH — with respect to trusts that are private foundations except where otherwise provided by a court of competent
jurisdiction.


VERMONT — except where otherwise provided by a court of competent jurisdiction.


VIRGINIA — except for private foundations whose governing instruments contain express provisions to the contrary or which
have filed a proper election not to be subject to such law.
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WASHINGTON — except for such private foundations which expressly provide in their governing instruments that the
applicable sections of Washington law do not apply to them.


WEST VIRGINIA — with respect to trusts that are private foundations except for such trusts which provide in their governing
instruments that the applicable sections of West Virginia law do not apply to them.


WISCONSIN — except as may otherwise be provided by decree of a court of competent jurisdiction.


WYOMING — except where otherwise provided by a court of competent jurisdiction.
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Appendix C: Glossary of Terms


Adjusted net income (for Schedule D) Adjusted net income includes: gross income from any unrelated trade or
business; gross income from functionally related businesses; interest
payments received on loans; amounts received or accrued as repayments
of amounts taken as qualifying distributions for any tax year; amounts
received or accrued from the sale or other disposition of property to the
extent acquisition of the property was treated as a qualifying distribution for
any tax year; any amounts set aside for a specific project to the extent the
full set aside was not necessary for the project; interest on government
obligations normally excluded under section 103 of the Code; net
short-term capital gains on sale or other disposition of property; and
income received from an estate if the estate is considered terminated for
income tax purposes because of a prolonged administration period.


It does not include: gifts, grants, and contributions received; long-term
capital gains or losses; net section 1231 gains; capital gain dividends; the
excess of fair market value over adjusted basis of property distributed to
the U.S. or a possession or political subdivision, a state or its political
subdivision, a charitable trust or corporation for public purposes, or income
received from an estate during the administration period.


In computing adjusted net income, deduct the following: ordinary and
necessary expenses paid or incurred for the production or collection of
gross income, or for the management, conservation, or collection of gross
income (includes operating expenses such as compensation of officers,
employee wages and salaries, interest, rent, and taxes); straight-line
depreciation and depletion (not percentage depletion); and expenses and
interest paid or incurred to carry tax-exempt obligations. Do not deduct net
short-term capital losses for the year in which they occur (these losses
cannot be carried back or carried over to earlier or later tax years); the
excess of expenses for property used for exempt purposes over the
income received from the property; charitable contributions made by you;
net operating losses; and special deductions for corporations.


Advance ruling A written determination by us on your public charity status that treats you
as a publicly supported organization during a 5-year period beginning,
generally, from the date of your formation. At the end of the 5-year period,
you will qualify for a definitive ruling (defined below) if you were publicly
supported based on the support you received during the 5-year period.


Affiliated Created by, controlled by, or closely related to a governmental unit,
including a State, a possession of the United States, or any political
subdivision of a State or a possession of the United States, or the United
States, or the District of Columbia.


Arm’s length A transaction between parties having adverse (or opposing) interests;
where none of the participants are in a position to exercise substantial
influence over the transaction because of business or family relationship(s)
with more than one of the parties.


Authorized representative By submitting Form 2848, an attorney or certified public accountant who is
permitted to represent you before us regarding your application for
tax-exempt status.


Bingo A game of chance played with cards that are generally printed with 5 rows
of 5 squares each, on which participants place markers to form a
pre-selected pattern to win the game. Bingo is gambling.
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Business relationships Employment and contractual relationships, and common ownership of a
business where any officers, directors, or trustees, individually or together,
possess more than a 35% ownership interest in common. Ownership
means voting power in a corporation, profits interest in a partnership, or
beneficial interest in a trust.


Bylaws The internal rules and regulations of an organization.


Certification of filing Articles of incorporation for your organization showing evidence that on a
specific date they were filed with and approved by an appropriate state
authority.


Charitable risk pool An organization described in section 501(n), which is organized and
operated to pool insurable risks (other than medical malpractice) of its
section 501(c)(3) members.


Close connection A relationship between organizations that may include: control of one
organization by another through common governance or through authority
to approve budgets or expenditures; coordination of operations as to
facilities, programs, employees, or other activities; or common persons
exercising substantial influence over all of the organizations.


Common control You and one or more other organizations have (1) a majority of your
governing boards or officers appointed or elected by the same
organization(s), or (2) a majority of your governing boards or officers
consist of the same individuals. Common control also occurs when you and
one or more commonly controlled organizations have a majority ownership
interest in a corporation, partnership, or trust. Ownership means voting
power in a corporation, profits interest in a partnership, or beneficial
interest in a trust.


Community The local or regional geographic area to be served by an organization.


Compensation All forms of income from working, including salary or wages; deferred
compensation; retirement benefits, whether in the form of a qualified or
non-qualified employee plan (for example: pensions or annuities); fringe
benefits (for example: personal vehicle, meals, lodging, personal and
family educational benefits, low interest loans, payment of personal travel,
entertainment, or other expenses, athletic or country club membership, and
personal use of your property); and bonuses.


Conflict of interest policy A conflict of interest arises when a person in a position of authority over an
organization, such as a director, officer, or manager, may benefit
personally from a decision he or she could make. A conflict of interest
policy consists of a set of procedures to follow to avoid the possibility that
those in positions of authority over an organization may receive an
inappropriate benefit.


Controlled by disqualified persons As a section 509(a)(3) supporting organization, you may not be controlled
directly or indirectly by disqualified persons. You are controlled if
disqualified persons can exercise 50% or more of the total voting power of
your governing body. You are also controlled if disqualified persons have
authority to affect significant decisions, such as power over your
investment decisions, or power over your charitable disbursement
decisions. You are also controlled if disqualified persons can exercise veto
power. Although control is generally demonstrated where disqualified
persons have the authority over your governing body to require you to take
an action or refrain from taking an action, indirect control by disqualified
persons will also disqualify you as a supporting organization.
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Cooperative hospital service An organization described in section 501(e) is organized and operated on a
organization cooperative basis to provide its section 501(c)(3) hospital members one or


more of the following activities: data processing, purchasing (including
purchasing insurance on a group basis), warehousing, billing and collection
(including purchasing patron accounts receivable on a recourse basis),
food, clinical, industrial engineering, laboratory, printing, communications,
record center, and personnel (including selecting, testing, training, and
educating personnel) services.


Cooperative service organization of An organization described in section 501(f) is organized and operated to
operating educational organizations provide investment services to its members. Those members must be


organizations described in section 170(b)(1)(A)(ii) or (iv), and either tax
exempt under section 501(a) or whose income is excluded from taxation
under section 115(a).


Corporation An entity organized under a Federal or state statute, or a statute of a
federally recognized Indian tribal or Alaskan native government.


Definitive ruling A written determination by us on your public charity status that classifies
you as a publicly supported organization if you have completed your first
tax year, consisting of at least 8 full months, and you meet one of the
public support tests. A definitive ruling may also be issued at the end of
your 5-year advance ruling period if you were issued an advance ruling and
you meet one of the public support tests.


Develop Develop means the planning, financing, construction, or provision of similar
services involved in the acquisition of real property, such as land or a
building.


Disqualified person Any individual or organization that is:
a. A substantial contributor to you (see substantial contributor).
b. An officer, director, trustee, or any other individual who has similar
powers or responsibilities.
c. An individual who owns more than 20% of the total combined voting
power of a corporation that is a substantial contributor to you.
d. An individual who owns more than 20% of the profits interest of a
partnership that is a substantial contributor to you.
e. An individual who owns more than 20% of the beneficial interest of a
trust or estate that is a substantial contributor to you.
f. A member of the family of any individual described in a, b, c, d, or e
above;
g. A corporation in which any individuals described in a, b, c, d, e, or f
above hold more than 35% of the total combined voting power;
h. A trust or estate in which any individuals described in a, b, c, d, e, or f
above hold more than 35% of the beneficial interests; and
i. A partnership in which any individuals described a, b, c, d, e, or f
above hold more than 35% of the profits interest.


Earmark Donations or other contributions given to you to assist particular individuals
or specific identified groups.


Economic development Organizations formed to combat community deterioration by assisting
businesses located in a particular geographic area whose economy is
economically depressed or deteriorating. Economic development activities
include grants, loans, provision of information and expertise, or creation of
industrial parks. Economic development organizations may also be formed
to eliminate prejudice and discrimination or lessen the burdens of
government through involvement with business development.
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Elderly housing Generally, the primary beneficiaries of the tax-exempt housing are age 62
and older. The elderly are treated as appropriate charitable beneficiaries
for certain purposes regardless of socio-economic status because, as a
group, they face many barriers to their basic needs as they age. The
elderly, as a class, face forms of distress other than financial, such as the
need for suitable housing, physical and mental health care, civic, cultural,
and recreational activities, and an overall environment conducive to dignity
and independence.


Expenses Financial burdens or outlays; costs (of doing business); business outlays
chargeable against revenues. For purposes of this form, expenses mean
direct and indirect expenses.


Fair market value The price at which property or the right to use property would change
hands between a willing buyer and a willing seller, neither being under any
compulsion to buy, sell, or transfer property or the right to use property,
and both having reasonable knowledge of relevant facts.


Family Includes an individual’s spouse, ancestors, children, grandchildren, great
grandchildren, siblings (whether by whole or half blood), and the spouses
of children, grandchildren, great grandchildren, and siblings.


Foreign country A country other than the United States, its territories and possessions, and
the District of Columbia.


For-profit A business entity whose activities are conducted or maintained to make a
profit (e.g. revenues greater than expenses).


Foundation manager Officers, directors, or trustees, or an individual having powers or
responsibilities similar to those of a foundation’s officers, directors, or
trustees.


Fundraising The organized activity of raising funds, whether by volunteers, employees,
or paid independent contractors.


Gainfully employed Employed or actively looking for work.


Gaming The term gaming includes activities such as Bingo, Beano, lotteries,
pull-tabs, pari-mutuel betting, Calcutta wagering, pickle jars, punch boards,
tip boards, tip jars, certain video games, 21, raffles, keno, split-the-pot, and
other games of chance.


Gross investment income As defined in section 509, gross investment income means the gross
amount of income from interest, dividends, payments with respect to
securities loans, rents, and royalties, but not including any such income to
the extent included in computing the tax imposed by section 511.


Gross receipts For purposes of Part IX-A. Statement of Revenues and Expenses, gross
receipts includes monies earned from activities related to your charitable or
other section 501(c)(3) activities, such as selling admissions or
merchandise, performing services, or furnishing facilities.


Handicapped Persons with physical or mental disabilities with special needs for suitable
housing, physical and mental health care, civic, cultural, and recreational
activities, transportation, and an overall environment conducive to dignity
and independence.
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Hospital Hospital or medical care includes the treatment of any physical or mental
disability or condition, whether on an inpatient or outpatient basis. A
hospital includes:


a. Hospitals and rehabilitation institutions, outpatient clinics, or
community mental health or drug treatment centers if the principal
purpose or function is the providing of medical or hospital care or
medical education or research.
b. Medical research organizations, if the principal purpose or function is
the continuous active conduct of medical research in conjunction with a
hospital.


Independent contractors Persons who are not treated as employees for employment tax purposes.


Influence legislation The act of directly contacting or urging the public to contact members of a
legislative body for the purpose of proposing, supporting, or opposing
legislation. You are also attempting to influence legislation if you advocate
the adoption or rejection of legislation.


Intellectual property A type of property (distinct from real or personal property) which includes:
a. Patents (for inventions).
b. Copyrights (for literary and artistic works such as novels, poems,
plays, films, musical works, drawings, paintings, photographs,
sculptures, architectural designs, performances, recordings, film, and
radio or television programs).
c. Trade names, trade marks, and service marks (for symbols, names,
images, and designs).
d. Formulas, know-how, and trade secrets.


Joint ventures A legal agreement in which the parties jointly undertake a transaction for
mutual profit. Generally, each person contributes assets and shares risks.
Like a partnership, joint ventures can involve any type of business
transaction and the “persons” involved can be individuals, groups of
individuals, companies, or corporations.


Limited liability company A limited liability company (LLC) combines attributes of both corporations
and partnerships (or, for one-person LLCs, sole proprietorships). The
corporation’s protection from personal liability for business debts and the
pass-through tax structure of partnerships and sole proprietorships.


Low-income housing Rental or ownership housing provided to persons based on financial need.


Mailing address Address where you wish all correspondence to be sent.


Manage Manage means to direct or administer.


Medical care The treatment of any physical or mental disability or condition, whether on
an inpatient or outpatient basis.


Medical research organization An organization whose principal purpose or function is the continuous
active conduct of medical research in conjunction with a hospital.


Net income (for Schedule D) See adjusted net income.


Non-fixed payments A non-fixed payment means a payment that depends on discretion. For
example, a bonus of up to $100,000 that is based on an evaluation of
performance by the governing board is a non-fixed payment because the
governing body has discretion over whether the bonus is paid and the
amount of the bonus.
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Organizing document The organizing document depends on the form of the organization. For a
corporation, the document is the articles of incorporation. For a limited
liability company (LLC), the document is the articles of organization. For an
unincorporated association, the document is the articles of association or
constitution. The organizing document of a trust is the trust agreement.


Political You participate in a political campaign if you promote or oppose, through
political literature, brochures, pamphlets, hosting or participating in events,
etc., the candidacy of an individual for public office. Debates and
nonpartisan voter education are not considered political.


Predecessor An organization whose activities or assets were taken over by another
organization.


Private foundations Organizations that are exempt under section 501(c)(3) are private
foundations unless they are: churches, schools, hospitals, governmental
units, entities that undertake testing for public safety; organizations that
have broad financial support from the general public; or organizations that
support one or more other organizations that are themselves classified as
public charities.


Private operating foundation A type of private foundation that lacks general public support, but makes
qualifying distributions directly for the active conduct of its educational,
charitable, and religious purposes. “Directly for the active conduct” means
that the distributions are used by the foundation itself to carry out the
programs for which it is organized and operated. Grants made to assist
other organizations or individuals are normally considered indirect.


Public charity Organizations that are exempt under section 501(c)(3) and are not private
foundations because they are: churches, schools, hospitals, governmental
units, entities that undertake testing for public safety; organizations that
have broad financial support from the general public; or organizations that
support one or more other organizations that are themselves classified as
public charities. Public charity status is a more favorable tax status than
private foundation status.


Reasonable compensation Reasonable compensation is the amount that would ordinarily be paid for
like services by like organizations under like circumstances as of the date
the compensation arrangement is made. Reasonable compensation is
important because excessive benefits in the form of compensation to
disqualified persons may result in the imposition of excise taxes and
jeopardize the organization’s tax-exempt status.


Related The family or business relationships between persons.


Relationship A relationship between you and the recipient organization includes the
following situations:


a. You control the organization or it controls you through common
officers, directors, or trustees, or through authority to approve budgets or
expenditures.
b. You and the organization were created at approximately the same
time and by the same persons.
c. You and the organization operate in a coordinated manner with
respect to facilities, programs, employees, or other activities.
d. Persons who exercise substantial influence over you also exercise
substantial influence over the other organization.


Revenue Revenue means gross revenue amounts.
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Revenue Procedure An official statement of a procedure published in the IRS Cumulative
Bulletin that either affects the rights or duties of taxpayers or other
members of the public under the Internal Revenue Code and related
statutes, treaties, and regulations or, although not necessarily affecting the
rights and duties of the public, should be a matter of public knowledge.


Revenue Ruling An official interpretation by the IRS of the Internal Revenue laws and
related statutes, treaties, and regulations, that has been published in the
Cumulative Bulletin. Revenue Rulings are issued only by the National
Office and are published for the information and guidance of taxpayers,
IRS officials, and others concerned.


SS-4 Application for Employer Identification Number.


School A school is an educational organization whose primary function is the
presentation of formal instruction and which normally maintains a regular
faculty and curriculum and normally has a regularly enrolled body of pupils
or students in attendance at the place where its educational activities are
regularly carried on. A school may include a:


a. Primary, secondary, preparatory, or high school.
b. College or university.
c. Trade or technical school.
d. Nursery or preschool.
e. School that you operate as an activity, such as school that is operated
as an activity of a museum, historical society, or church.


Similarly situated Similarly situated organizations means tax-exempt or taxable organizations
of a comparable size, purpose, and resources.


Substantial contributor Any individual or organization that gave more than $5,000 to you from the
date you were formed or other date that your exemption would be effective,
to the end of the year in which the contributions were received. This total
amount contributed must also be more than 2% of all the contributions you
received. A creator of a trust is treated as a substantial contributor
regardless of the amount contributed.


Successor An organization that took over:
a. More than a negligible amount of the activities that were previously
conducted by another organization;
b. Twenty-five percent or more of the fair market value of the net assets
of another organization; or
c. Was established upon the conversion of an organization from for-profit
to non-profit status.


Trust A trust is an entity that may be formed by a trust agreement or declaration
of trust. A trust may also be formed through a will.


Unincorporated association An unincorporated association formed under state law must have at least
two members who have signed a written document for a specifically
defined purpose.


Unusual grants Substantial contributions and bequests from disinterested persons that by
their size adversely affect classification as a public charity. They are:


a. Unusual;
b. Unexpected; and
c. Received from an unrelated party.
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Model Chapter Bylaws 


The ACR Office of Chapter and Volunteer Development provides model chapter bylaws to 
assist chapters in the development of their own bylaws. This document is available on the ACR 
Web site. 


Incorporation 


This section includes: 


 Overview  


 Pros and Cons of Incorporating  


 Checklist for Incorporating  


Overview 







Incorporation refers your chapter having official recognition as a corporate entity. ACR 
chapters are not required to be incorporated. There are, however, benefits afforded to 
incorporated entities. These benefits include a shield against potentially unlimited liability for 
directors, officers, employees, volunteers and other agents of the chapter. If your chapter is 
not already incorporated, you should consider the pros and cons of incorporation discussed 
below and decide whether incorporation makes sense for your chapter. 


How do I find out if my chapter is incorporated? 


Ideally previous leaders of your chapter kept a record of previously filed articles of 
incorporation and related documents. If not, most states offer a web-based, searchable 
database of incorporated entities. The National Association of Secretaries of State maintains 
links to Web sites of individual secretaries of state. You may discover that your chapter was 
once incorporated and has now become inactive or is no longer in good standing. Consult your 
secretary of state or an attorney to find out how to alter this status. 


How does my chapter incorporate? 


Please consult an attorney who specializes in nonprofit incorporations if you choose to 
incorporate. Having legal assistance can help prevent serious errors in the filing process. 


Incorporation takes place at the state-level. States vary in their requirements for 
incorporation. Consult your secretary of state or attorney for information about applying for 
incorporation in your state. The National Association of Secretaries of State maintains contact 
information for individual secretaries of state. 


Most states require the following: 


 articles of incorporation – these typically specify the purpose of the organization, its name, 
place of business, key officers and various limitations of operations  


 bylaws – these are the board's specifications of the overall structure and operations of the 
organization  


What happens once my chapter incorporates? 


Once you become incorporated, most states require an annual or biennial filing to maintain 
your corporation as active and in good standing. Your state may also require payment of a 
minimum filing fee. Consult your attorney or secretary of state for specific filing requirements. 


Pros and Cons of Incorporation 


In general the pros of incorporation outweigh the cons. Perhaps the most challenging part of 
being incorporated is assuming the initial work and costs of becoming incorporated. Below is a 
list of some of the pros and cons of being incorporated. 


Pros Cons 


• limited liability protection for officers, • state compliance 







volunteers, employees and other agents of 
the chapter 


(fees and filings) 


• recognition as a business entity • legal fees 


• framework for organization   
Checklist for Incorporating 


 Find out if your chapter is already incorporated by contacting your secretary of state. 


 Consult an attorney and work with him or her to: 


 prepare articles of incorporation,  


 prepare chapter bylaws, and  


 meet other incorporation requirements specified by your state  


 Identify fees and filing requirements of maintaining an active incorporation in good standing. 


 Store all paperwork related to you chapter's incorporation with your permanent records. 


Chapter Leadership 


In successful chapters leadership happens throughout the organization. The focus of this 
section is on the official leadership positions most chapters have. Included in this section are: 


 sample position descriptions for chapter officers,  


 ideas for orienting new officers,  


 a discussion about conflicts of interest and  


 information about directors and officers liability insurance  


Sample Position Descriptions 


This section includes sample position descriptions for: 


 Common responsibilities for all officers  


 President  


 President-elect or Vice-President (Some chapters have both a president-elect and a vice-
president, others have one or the other.)  


 Secretary  


 Treasurer (Some chapters choose to merge the responsibilities of secretary and treasurer 
under one office – secretary/treasurer.)  


 Immediate past-president (Some chapters choose to have this as an ex-officio position on 
their executive committee.)  


 Communications chair  


 Fellowship chair  


 Government relations chair  







 Membership chair  


Common Responsibilities 


All chapter officers share the core responsibilities of exercising: 


 duty of care – to attend, participate in decisions, and be reasonably informed on matters that 
related to the decision and the  


 duty of loyalty – to exercise powers in the interest of the organization, rather than in the 
interest of self or others  


 duty of obedience – to the organization's mission, bylaws and policies as well as federal and 
state laws and regulations1.  


President 


The president is responsible for providing the leadership, guidance and direction in executing 
and implementing the policies of the chapter membership and its meetings. The president is 
also responsible for maintaining a viable financial position and for preventing misuse of 
chapter funds. 


Who is eligible? – Most chapters require candidates to be an active, dues-paying member or 
a retired member. With regard to retired members holding office, many chapters follow the 
ACR bylaws that allow retired Members and Fellows to hold elected office during the first six 
years of his or her retirement. 


Length of term – Some chapters choose a one-year term for their president and others 
prefer two-year term lengths. Below are some of the pros and cons of each scenario. 


One-Year Term Two-Year Term 
Pros: Pros: 


• it allows more people to assume a 
leadership position 


• it is a shorter time commitment for 
a volunteer leader to make 


• it is a relatively short time to be 
tied to a weak president 


• it assures leadership in a 
chapter where volunteerism 
is low  


• it provides more time for a 
president to lead projects 
and initiatives 


• it can provide the chapter 
with a consistent leadership 
style 


Cons: Cons: 


• it is often too short of a time for a • is a longer commitment for 
a volunteer leader to make  







president to envision and execute 
projects and initiatives 


• it can create inconsistencies in 
leadership style 


• it is a long time to be tied 
to a weak president 


Primary responsibilities – 


 holds overall responsibility for the execution of chapter activities  


 acts as a spokesperson for the chapter  


 serves as a liaison with the public, members, executive committee and leaders and staff of the 
ACR  


 reviews and responds to correspondence  


 leads the chapter's strategic planning process  


 sets objectives for the chapter with input from members and officers  


 oversees the performance of chapter officers and intercedes when expectations are not being 
met  


 contacts chapter officers and committee chairs regularly to check on progress, answer 
questions, and provide encouragement;  


 attends all meetings of the chapter and executive committee  


 prepares agendas for chapter business meetings and executive committee meetings  


 chairs meetings of the chapter and executive committee  


 reports to all members and the executive committee on the activities of the chapter and the 
ACR  


 annually appoints a committee to audit chapter finances  


 assures adequate membership on each of the chapter's standing committees  


 serves as an ex-offico member of all of the chapter's standing committees  


 attends the ACR Annual Meeting and Chapter Leadership Conference  


 communicates to the ACR information about chapter programs and projects, business 
conditions, controversial issues and other matters of interest to the chapter and the College  


 recommends chapter members for service on ACR commissions and committees  


President-Elect and Vice President 


Some chapters use the office of president-elect to introduce the incoming president to the 
responsibilities of office in lieu of having a vice president position. Other chapters have just a 
vice president and still other chapters include both positions as part of their executive 
committee. Whatever the chapter chooses, this office or offices support the efforts and 
responsibilities of the president and can oversee many important chapter activities. 


Who is eligible? - Most chapters require candidates to be an active, dues-paying member or 
a retired member. With regard to retired members holding office, many chapters follow the 







ACR bylaws that allow retired Members and Fellows to hold elected office during the first six 
years of his or her retirement. 


Length of term – The term length typically mirrors that of the president. 


Primary responsibilities – 


 acts on behalf of the president when needed  


 assists the president with chapter management and projects  


 reviews and responds to correspondence  


Secretary 


The work of the chapter secretary is probably the most time-consuming of all of the executive 
committee positions. It is vital that the person holding this position understand the 
requirements of the position and be able to commit the time and energy to fulfilling them. The 
position of secretary is considerably easier in chapters with dedicated executive staff or 
administrative support. 


Who is eligible? – Most chapters require candidates to be an active, dues-paying member or 
a retired member. With regard to retired members holding office, many chapters follow the 
ACR bylaws that allow retired Members and Fellows to hold elected office during the first six 
years of his or her retirement. 


Length of term – In many chapters this is a one-year term. Some chapters choose to have a 
longer term in order to benefit from the consistency of one person fulfilling the responsibilities 
of the office for multiple years. 


Primary responsibilities – 


 maintains a calendar of chapter meetings and activities and shares the calendar with members 
and the ACR  


 notifies members of upcoming executive committee and chapter business meetings in 
accordance with chapter bylaws  


 distributes meeting agendas and related materials  


 assures a quorum at all executive committee and chapter business meetings in accordance 
with chapter bylaws  


 takes minutes of chapter business meetings and executive committee meetings  


 distributes copies of minutes from chapter business meetings to the membership and to the 
ACR Office of Chapter and Volunteer Development  


 reviews and responds to general correspondence to the chapter  


 keeps and maintains current and historical records pertinent to the chapter's operation  


 keeps copies of correspondence from chapter officers  


 notifies members of upcoming elections and distributes ballots in accordance with chapter 
bylaws  


 notifies members of their election or appointment to chapter office or committee  







 reports changes in officers and standing committee chairs to members and the ACR Office of 
Chapter and Volunteer Development  


 maintains a roster or database of current and potential chapter members  


 notifies the ACR Membership Department of members who resign, are dropped for non-
payment of dues, retire, die or move out of the chapter  


 if the chapter is incorporated, files appropriate repots with the state  


 submits current chapter bylaws to the ACR Office of Chapter and Volunteer Development  


 responds to requests for information or assistance with special projects associated with the 
mission of the ACR  


 briefs the in-coming secretary on the work of the office and passes on chapter records  


Treasurer 


The treasurer oversees the financial processes for the chapter. This includes making sure the 
chapter follows mandatory state and federal tax laws and keeping the chapter fiscally 
responsible and sound. 


Who is eligible? – Most chapters require candidates to be an active, dues-paying member or 
a retired member. With regard to retired members holding office, many chapters follow the 
ACR bylaws that allow retired Members and Fellows to hold elected office during the first six 
years of his or her retirement. 


Length of term – In many chapters this is a one-year term. Some chapters choose to have a 
longer term in order to benefit from the consistency of one person fulfilling the responsibilities 
of the office for multiple years. 


Primary responsibilities – 


 assures the adoption and adherence to financial guidelines  


 maintains financial records  


 maintains bank accounts  


 provides financial statements to the membership and executive committee in accordance with 
financial guidelines  


 invoices or coordinates the invoicing of chapter membership dues  


 files appropriate local, state and federal tax forms  


 oversees the chapter's financial investments  


 presents all financial records to the audit committee  


 supports the budgeting process by providing financial statements to the executive committee 
and budget committee  


 prepares annual budget for review  


 distributes the approved annual budget to the executive committee  


 pays invoices in accordance with financial guidelines  


 disperses chapter funds in accordance with financial guidelines  


 recommends chapter insurance coverage  







 reviews and responds to correspondence  


 completes and submits in a timely fashion the ACR dues information form  


 reports changes in dues to the ACR membership department  


 notifies the secretary of members who have not paid dues  


 briefs the in-coming treasurer on the work of the office and passes on related records  


Immediate Past-President 


Some chapters include this as an ex-officio position of the executive committee. Including 
past-presidents in the on-going business of the chapter immediately following the end of their 
term can help ease the transition from one leader to another and help maintain consistency in 
the management of the chapter. Another way to glean the insight and experience of past 
leaders is to create an advisory council of past chapter presidents. 


Who is eligible? – The most immediate past-president of the chapter. 


Length of term – The term length typically mirrors that of the president. 


Primary responsibilities – 


 provides his/her successor with a contact list of people and resources helpful to leading and 
managing the chapter  


 outlines any unfinished projects and offer suggestions for completion  


 forwards copies of important correspondence  


 available to provide support and advice as requested, often serving as a mentor to new 
leaders  


Communications Chair 


Some chapters add the responsibilities of the communications chair to those of the secretary 
or secretary/treasurer. The ACR recommends establishing a standing communications 
committee whose mission is to develop and execute chapter communications. Timely 
communications to members, the public and the ACR are vital to the success of many chapter 
activities and initiatives. 


Who is eligible? – Most chapters require candidates to be an active, dues-paying member or 
a retired member. With regard to retired members holding office, many chapters follow the 
ACR bylaws that allow retired Members and Fellows to hold elected office during the first six 
years of his or her retirement. 


Length of term – In many chapters this is a one-year term. Some chapters choose to have a 
longer term in order to benefit from the consistency of one person fulfilling the responsibilities 
of the office for multiple years. 


Primary responsibilities – 


 works with the executive committee to develop communications strategies  







 coordinates the development and distribution of chapter communications  


 holds meetings of the committee as necessary  


 reports to the membership and the executive committee on the work of the committee  


Fellowship Chair 


Who is eligible? – Most chapters require candidates to be a Fellow of the American College 
of Radiology and an active, dues-paying member or a retired member. With regard to retired 
members holding office, many chapters follow the ACR bylaws that allow retired Members and 
Fellows to hold elected office during the first six years of his or her retirement. 


Length of term – Most chapters choose to have a multi-year term in order to benefit from 
the consistency of one person fulfilling the responsibilities of the office for multiple years. 


Primary responsibilities – 


 oversees the review of fellowship applications for completeness and accuracy  


 oversees the decision-making process for determining which nominations to forward to the 
ACR fellowship committee  


 oversees the decision-making process for determining whether to directly endorse an 
individual or to concur in the nomination made by 2 or more fellows  


 holds meetings of the committee as necessary  


 reports to the membership and the executive committee on the work of the committee  


 forwards the nomination package to the College and serves as a contact for matters relating to 
the nomination(s)  


 reads and is familiar with the ACR Fellowship Guide  


Government Relations Chair 


Each chapter should have a mechanism for addressing state legislative and regulatory issues. 
State issues can affect the practice of radiology as much as federal initiatives. A government 
relations committee is one way to do this. 


Who is eligible? – Most chapters require candidates to be an active, dues-paying member or 
a retired member. With regard to retired members holding office, many chapters follow the 
ACR bylaws that allow retired Members and Fellows to hold elected office during the first six 
years of his or her retirement. 


Length of term – In deciding the term length and the process for succession, your chapter 
must balance long-term continuity and stability with providing a variety of members the 
opportunity to serve. Chapters that wish to provide greater representation through more 
frequent rotation of their chair should consider their state legislative cycle. Most legislative 
sessions tend to last two years, with some issues being carried over both sessions. When 
determining the length of the term, chapters should consider that one of the goals of the 
committee is building relationships with legislators and staff and that relationship building 
takes time. 







Primary responsibilities – 


 stays informed on relevant government relations issues  


 understands primary legislative and regulatory processes  


 works and interacts continually with state legislators, regulators and their staffs, as well as 
with the members of the committee and the executive committee  


 works with ACR staff on state legislative and regulatory issues  


 works with the executive committee to develop operational guidelines for the committee  


 adheres to operational guidelines  


 holds regular meetings of the committee  


 develops and maintains communication networks with members  


 reports to the membership and executive committee on the work of the committee  


Membership Chair 


In general the work of the membership chair is to develop a strong membership for the 
chapter. 


Who is eligible? – Most chapters require candidates to be an active, dues-paying member or 
a retired member. With regard to retired members holding office, many chapters follow the 
ACR bylaws that allow retired Members and Fellows to hold elected office during the first six 
years of his or her retirement. 


Length of term – Most chapters choose to have a multi-year term in order to benefit from 
the consistency of one person fulfilling the responsibilities of the office for multiple years. 


Primary responsibilities – 


 coordinates with the secretary or secretary/treasurer to develop and maintain an accurate 
roster or database of members  


 makes recommendations to the executive committee for membership recruitment and 
retention activities  


 oversees the implementation of approved membership recruitment and retention activities  


 works with the ACR on membership recruitment and retention initiatives  


 contacts members who have either resigned or been dropped to encourage them to reactivate 
their membership  


 develops and implements strategies for tracking people who have recently completed training 
in order to recruit them for membership  


 holds regular meetings of the committee  


 reports to the membership and the executive committee on the work of the committee  


Officer Orientation 


The primary goal of officer orientation is to convey the knowledge and understanding 
necessary for officers to effectively carry out their roles. Selection of the particular orientation 







topics and methods will vary among chapters. The information in this section may help you to 
develop a chapter orientation process. 


Officer orientation should not just be for new officers. All officers, new and returning, should 
spend some time each year reviewing the basics of fulfilling their role as an officer of the 
chapter. Annual orientation activities helps to ensure all board members are working from a 
common understanding. Some chapters may choose to have an in-person meeting to educate 
new and returning officers. Others may rely on more informal methods, such as distributing 
reading materials and one-on-one conversations. 


We recommend the creation of an officer's manual to serve as a foundation for the work of 
orienting officers. This section contains further details on the contents of an officer's manual 
and suggested activities for officer orientation. 


Officer's Manual 


An officer's manual should contain all of the information, or at least directions on where to find 
information that an officer in your chapter needs to successfully do the work of his or her 
position. 


The following list of suggested topics for an officer's manual could appear daunting to either a 
chapter that has never collected and published this information or a small chapter where some 
of the topics are irrelevant. This list is merely a suggestion. 


Suggested contents – 


 Legal Information  


o Articles of Incorporation (if applicable)  


o IRS letter of recognition of tax-exempt status (if applicable)  


 Strategic Planning Information  


o Mission, vision and values statement  


o Chapter goals  


o Current strategic plan  


o Current action plan (objectives, responsibilities, timelines, etc.)  


o Status reports on strategic and action plans  


 Bylaws and Policies  


o Current chapter bylaws  


o Chapter resolutions or adopted policies  


o Attendance policy for executive committee meetings  


o Guidelines for recruiting, orienting and removing officers  


 Officer Information  


o Organization chart  


o Officer position descriptions  


o Standing committees and their missions  







o Contact information for current officers  


o Biographical information of current officers  


 Chapter Operations  


o Meeting and activities calendar  


o Executive committee meeting agendas and minutes  


o Current project plans  


 Financial Management  


o Fiscal policies  


o Current budget and project budgets (if applicable)  


o Current financial statements  


o Audit, review or compilation reports  


 Communications Information  


o Guidelines for speaking on behalf of the chapter  


o Talking points for current issues  


 Administrative Staff Policies and Procedures (if applicable)  


o Benefits and compensation  


o Code of ethics and code of conduct  


o Diversity statement  


o Performance management policies (appraisal, firing, etc.)  


o Vacation and holiday time  


Councilors and Alternate Councilors 


This section includes: 


 Description of the ACR Council  


 Councilor position description  


 Alternate councilor position description  


 Apportionment information  


 Informing the ACR about councilors and alternate councilors  


What is the ACR Council? 


The Council is the legislative (policy-making) body of the College. The Council acts upon 
recommendations, submitted as resolutions, and reports presented during the annual meeting. 
In this way each ACR member -- through their chapter and the Council -- has a voice in the 
governing of the College as it establishes policy for all of radiology. The Council consists of a 
minimum of one councilor from each chapter and other organizations determined by the 
Council. 


Position Descriptions 


Councilor 







Who is eligible? – Councilors must be current ACR members. Outside of that, ACR bylaws 
stipulate that "councilors are to be elected on a basis that is satisfactory to the voting 
members of the respective chapter of the College." 


Length of term – The terms of councilors are dictated by ACR bylaws. The bylaws state: 


The term of office of a councilor shall be three (3) years. Councilors shall be eligible to succeed 
themselves for one additional three (3) year term, but shall not be eligible for re-election to 
additional terms until a lapse of not less than one (1) year. 


Councilor terms begin at the end of the ACR annual meeting. 


Primary responsibilities – 


 actively participates in the meetings and activities of the chapter and of the ACR  


 acts as a liaison between the members of the chapter and members of the ACR Council  


 represents the interests of chapter members to the ACR Council  


 is informed on issues important to members of the chapter and the ACR  


 prepares for and attends all sessions of the ACR Annual Meeting and Chapter Leadership 
Conference  


 participates in ACR elections  


 responds to appropriate communications  


 reports as necessary to the members of the executive committee and chapter membership  


Alternate Councilor 


Who is eligible? – Alternate councilors must be current ACR members. Outside of that, ACR 
bylaws stipulate that “alternate councilors are to be elected on a basis that is satisfactory to 
the voting members of the respective chapter of the College.” 


Length of term – The terms of alternate councilors are dictated by ACR bylaws. The bylaws 
state: 


The term of office of an alternate councilor shall be one (1) year. Alternate councilors shall be 
eligible to succeed themselves. 


Alternate councilor terms begin at the end of the ACR annual meeting. 


Primary responsibilities – 


 assists councilors in the performance of their duties  


 actively participates in the meetings and activities of the chapter and the ACR  


 is informed on issues important to members of the chapter and the ACR  


 acts for the councilor in the councilor's absence or in the event of the councilor's inability to 
act  







 responds to appropriate communications  


 reports as necessary to the members of the executive committee and chapter membership  


Apportionment 


Because the ACR Council is a representative governing body, the ACR apportions the number 
of councilors and alternate councilors a chapter may have based on the number of members in 
the chapter. 


Every chapter is allowed 1 councilor and 1 alternate councilor for every 100 members or 
portion thereof. Chapters with fewer than 100 members are entitled to 1 councilor and 1 
alternate councilor. Chapter membership numbers are rounded up to the nearest hundred to 
determine the appropriate number of councilors. See the example below. 


Number of Eligible 
Chapter Members 


Number of Allowed ACR 
Councilors and Alternate 
Councilors 


1-100 
901-1000 


1 councilor, 1 alternate councilor 
10 councilors, 10 alternate 
councilors 


There is an exception. The District of Columbia Metropolitan Radiological Society is allowed 4 
councilors and 4 alternate councilors regardless of current membership numbers. 


Every 3 years the ACR Office of Chapter and Volunteer Development reviews councilor 
apportionment by totaling the number of chapter members eligible to count toward 
apportionment. There are 3 criteria a member must meet in order to be counted toward 
apportionment: 


1. be an ACR member;  


2. be a member of a chapter; and  


3. have his or her principal place of practice in the geographical area represented by that 
chapter.  


Most chapters count their dues-paying members, introductory members and members in 
training toward apportionment. Some chapters have decided not to count all of their eligible 
members and have notified the ACR Office of Chapter and Volunteer Development accordingly. 


During an apportionment year the Office of Chapter and Volunteer Development run a 
membership report and determine the number of councilors and alternate councilors allowed 
for each chapter. This is typically done in the fall, a time when the membership rosters are 
most accurate. Chapter leaders will receive notification from the ACR following this process. 


Informing the ACR about your Councilors and Alternates 


Each chapter has a responsibility to notify the ACR Office of Chapter and Volunteer 
Development when changes occur in rosters of officers, councilors and alternate councilors. 







Please include the following information when you submit changes. 


 Date you are submitting the changes  


 Your name  


 The Position you hold in the chapter  


 Your phone number or email address  


 First and last name of the person holding the position  


 The position held  


 Term Dates (beginning and ending)  


Please submit changes in writing via Web, email, fax or post. 


 Via Web: Click here to submit information via an online form.  


 Via email: chapters@acr.org  


 Via fax: (703) 262-9319  


 Via post: ATTN: Office of Chapter and Volunteer Development, 
1891 Preston White Dr., 
Reston VA 20191  


Committees 


This section includes: 


 What you should know about committees  


 Standing vs ad Hoc committees  


 Examples of possible standing committees  


o Communications committee  


o Fellowship committee  


o Government relations committee  


o Membership committee  


o Nominating committee  


 Examples of possible ad Hoc committees  


o Audit committee  


o Issue specific committee  


o Meeting/event planning committee  


What you should know about committees: 
 Establish committees when it is apparent that issues are too complex or numerous to be 


handled by the chapter's officers.  


 For ongoing, major activities establish standing committees; for short-term activities, establish 
ad hoc committees that cease when the activities are completed. Standing committees should 
be included in the by-laws.  


 Ensure committees have specific charges or sets of tasks to address, and ensure committee 
members and chapter officers understand the committee's charge.  


 Committees recommend policy for approval by the chapter officers.  







 Committees make full use of chapter officers' expertise, time and commitment, and ensure 
diversity of opinions in the chapter's leadership.  


 Committees do not supplant responsibility of each chapter officer; they operate at the officer 
level and not the staff level.  


 Committees may meet outside of officer, executive committee and general membership 
meetings. Committee should keep minutes of their meetings to share with chapter officers.  


Standing vs. ad Hoc Committees 


Committees responsible for on-going projects are typically organized as standing committees. 
It is a good idea to outline the mission and organization of standing committees in the chapter 
bylaws. The ACR Model Chapter Bylaws include examples of standing committees. 


Ad hoc committees typically meet the needs of projects that have a finite end. These 
committees may be established by chapter officers as they are needed and do not need to be 
formally outlined in the bylaws. 


Examples of Possible Standing Committees 


Communications Committee 


The mission of a communications committee is to identify and execute strategies for 
communicating with chapter members and the public. 


Organization 


 The committee requires a chair.  


 The number of members depends on the expectations for the work of the committee. Some 
chapters rely on the chair and one or two members to recommend and execute 
communications strategies. Other chapters require the help of more volunteers.  


Here is one strategy for the division of labor: 


 committee chair, responsible for leading the committee and reporting to the chapter's officers  


 committee member, in charge of chapter newsletter  


 committee member, in charge of chapter Web site  


 committee member, in charge of coordinating communications with the public  


Ethics Committee 


The mission of the ethics committee is to assist the Chapter and its members in ethical 
matters as identified in the ACR Code of Ethics. 


Organization 


 The committee needs a chair.  


 There should be at least seven members.  







Executive Committee 


The mission of the executive committee is to carry on the business of the chapter between 
regular meetings and to report its activities to the membership at each regular meeting. 


Organization 


 The committee is chaired by the chapter president.  


 Members of the committee include the chapter vice president or president-elect, the treasurer 
and the secretary or the secretary/treasurer.  


Fellowship Committee 


The mission of a fellowship committee is to annually review the membership of the chapter for 
the purpose of nominating members to fellowship in the ACR. 


Organization 


 This committee should be composed of fellows of the College.  


 The committee requires a chair.  


 The number of committee members should be established by the chapter officers based on the 
expected workload on the committee.  


Government Relations Committee 


The mission of a government relations committee is to anticipate and review proposed 
legislation that affects the practice of radiology in the state. The committee will report findings 
and recommendations for action to the chapter's officers. 


Organization 


 The committee requires a chair.  


 The number of committee members should be established by the chapter officers based on the 
expected workload of the committee.  


The committee chair and members should: 


 have a dedicated interest in government relations,  


 have an understanding of legislative and regulatory processes,  


 be willing to serve for a full term, and  


 be able to work and interact continually with state legislators, regulators and their staffs, as 
well as with the members of the committee and the board or executive committee.  


Membership Committee 







The mission of a membership committee is to review membership applications and to report 
recommendations the chapter’s officers and to identify and execute membership recruitment 
and retention activities. 


Organization 


 The committee requires a chair.  


 The number of committee members should be established by the chapter officers based on the 
expected workload of the committee.  


 In order to better represent the varied interests and locations of existing and potential 
members, it may be best to have committee members who represent different subspecialties, 
practice settings and geographic regions.  


Nominating Committee 


The mission of a nominating committee is to recruit and identify potential candidates for 
chapter leadership positions. 


Organization 


 • The committee requires a chair.  


 • The number of committee members should be established by the chapter officers based on 
the expected workload of the committee.  


Examples of Possible Ad Hoc Committees 


Audit Committee 


The mission of an audit committee is to plan and support the execution of a financial audit. 


Issue Specific Committee 


The general mission of this type of committee is to research a particular issue, as identified by 
the chapter officers, and then to report findings and recommendations for actions back to the 
officers. 


Meeting/Event Planning Committee 


The mission of a meeting planning committee is to plan for and execute a specific meeting or 
event. 


Administrative Support 


This section includes: 


 Sample position description  


 Where to find administrative support  


 Employment taxes  







Sample job description 


An ACR chapter executive director or executive secretary may perform all or some of the 
following: 


The Executive Director performs some or all of the following: 


Leadership 


 Participate with officers in developing a vision and strategic plan to guide the chapter  


 Identify, assess, and inform officers of internal and external issues that affect the chapter  


 Act as a professional advisor to the officers on all aspects of the chapter's activities  


 In addition to the officers, act as a spokesperson for the chapter  


 Conduct official correspondence on behalf of the chapter as appropriate  


Operational Planning and Management 


 Develop an operational plan which incorporates goals and objectives that work towards the 
strategic direction of the chapter  


 Ensure that the operation of the chapter meets the expectations of its members and officers  


 Oversee the efficient and effective day-to-day operation of the chapter  


 Draft policies for the approval of the officers and prepare procedures to implement the 
organizational policies; review existing policies on an annual basis and recommend changes to 
the officers as appropriate  


 Ensure that member and volunteer files are securely stored and privacy/confidentiality is 
maintained  


 Provide support to the officers by preparing meeting agenda and supporting materials  


 Provide support to officers by preparing documentation of chapter business  


Program Planning and Management 


 Oversee the planning, implementation and evaluation of the chapter's programs and services  


 Ensure that the programs and services offered by the chapter contribute to the chapter's 
mission and reflect the priorities of the officers  


 Monitor the day-to-day delivery of the programs and services of the chapter to maintain or 
improve quality  


 Oversee the planning, implementation, execution and evaluation of special projects  


Financial Planning and Management 


 Work with officers and the finance committee to prepare a comprehensive budget  


 Work with officers to secure adequate funding for the operation of the chapter  


 Research funding sources, oversee the development of fund raising plans and write funding 
proposals to increase the funds of the chapter  


 Participate in fundraising activities as appropriate  







 Approve expenditures within the authority delegated by the officers  


 Ensure that sound bookkeeping and accounting procedures are followed  


 Administer the funds of the chapter according to the approved budget and monitor the 
monthly cash flow of the chapter  


 Monitor spending to ensure cost-effective practices  


 Provide the officers with comprehensive, regular reports on the revenues and expenditure of 
the chapter  


 Ensure that the chapter complies with all legislation covering taxation and withholding 
payments  


Community Relations/Advocacy 


 Communicate with stakeholders to keep them informed of the work of the chapter and to 
identify changes in the community served by the organization  


 Establish good working relationships and collaborative arrangements with community groups, 
funders, politicians, and other organizations to help achieve the goals of the chapter  


Risk Management 


 Identify and evaluate the risks to the chapter's members and volunteers, property, finances, 
goodwill, and image and implement measures to control risks  


 Ensure that the officers and the chapter carries appropriate and adequate insurance coverage  


 Ensure that the officers understand the terms, conditions and limitations of the insurance 
coverage  


Where to Find Administrative Support 


Some chapters choose to hire someone to provide administrative support. Administrative 
support can be found in various places: 


 Association management companies  


 Certified association executives  


 Freelancing administrative assistants  


 State medical associations  


 Member spouses  


 Students  


 Radiology office staff  


Employment Taxes 


Even if your chapter is tax-exempt, you remain subject to federal, state and local employment 
taxes – income tax withholding, Social Security withholding and taxes and unemployment 
taxes2. 


Resident and Fellow Section 
What is it? 







A resident and fellow section (RFS) is an organization within the chapter whose mission is to: 


 represent radiology and radiation oncology residents and fellows within the Chapter, to the 
ACR and to other specialty organizations,  


 serve as a voice of current and future trainees in discussions of government relations, 
socioeconomic and health policy and education  


 create a professional and social network for members in training, and  


 facilitate understanding and appreciation for the Chapter and the ACR  


What does an RFS do? 


The activities of an RFS may include: 


 sponsoring an annual meeting, perhaps in conjunction with the chapter's annual meeting  


 providing a member in training representative to the chapter's executive committee  


 creating dialogue between training programs within the state  


 providing member in training representatives to attend the ACR RFS annual meeting  


 creating programming to educate members in training on the work of the ACR and its chapters  


How to Get Organized 


The ACR Model Chapter Bylaws illustrate how to set up an RFS within the organizational 
structure of the chapter. 


The ACR RFS provides a detailed guide for organizing a chapter RFS: ACR RFS State Chapter 
Resource Handbook. 


For additional information, please contact Trina Zeberlein in the ACR Department of Chapter 
and Volunteer Development at either tzeberlein@acr.org or (800) 227-5463, ext. 4998. 


Political Action Committees 


The primary type of affiliated organization an ACR chapter is likely to have is a political action 
committee. This section includes: 


 Definition of a political action committee  


 Starting a PAC from scratch  


 Raising money  


 External visibility and spending money  


 Annual activities  


 Where to get more information  


What is a Political Action Committee? 


A political action committee (PAC) is an organization formed by business, labor, or other 
special-interest groups to raise money and make contributions to the campaigns of political 
candidates whom they support. 







In this section you will find information about starting and running a PAC and resources for 
additional information. Please note that a chapter with a federal 501(c)(3) tax-exempt status 
CANNOT form a PAC. Only a chapter with a 501(c)(4) or (c)(6) tax-exempt status may do so. 
Please verify your chapter's tax status before registering to establish a state or local PAC. 


Starting from Scratch 
 Determine the need for a state PAC and a timeframe for implementation. As chapters 


continue to see more activity at the state legislative level on issues that impact radiology, the 
need to develop a PAC has become more and more apparent.  


 Get approval from the chapter board (and members) for the establishment of a PAC.  


 Register with the state and identify an administrator for filing reports. It is important 
to know and understand the state laws regarding a PAC. Each state has different laws. Below 
is a list of Web sites for each state's campaign finance office. Please consider working with an 
attorney as you work to organize and register your PAC.  


 Create bylaws. This step provides a general framework for the activities of the PAC.  


 Designate a board member to oversee operations. It is important to have a chapter 
board member monitor the activities of the PAC and provide reports to the chapter leadership 
and the chapter membership as a whole.  


Raising Money 
 Agree to a "philosophy" for how the PAC is administered. A philosophy outlines the 


chapter's approach on how decisions will be made as to which state legislators' campaigns to 
give contributions and how and who to solicit from the chapter.  


 Create a flexible fundraising plan. Keep in mind that as your chapter dynamics change, so 
might your fundraising plan and philosophy for your PAC.  


 Introduce the PAC to chapter members. Show your members why the PAC is important to 
them. They must understand how state legislative issues can impact them and must also 
understand that the best way to have their voice heard and their profession protected is by 
having the political influence a PAC can provide.  


 Communicate regularly to members via a newsletter or Web site. The more you can 
keep your chapter members updated on your PAC activities, the more engaged they will feel 
and, therefore, the more likely they will be to support the PAC.  


 Solicit money. There are many approaches to raising funds. Below are a few examples:  


1. Use enrollment cards or dues.  


2. Develop online and e-mail options.  


3. Create incentive clubs with suggested levels of giving.  


4. Plan a recognition and reward system for contributors.  


5. Train peer solicitors.  


External Visibility and Spending Money 
 Host informational events about your chapter and invite state legislators. The best 


way to inform state legislators about your chapter and the profession is to invite them to a 
chapter meeting or special event, perhaps in a clinical setting. Discuss with your legislators the 
issues that impact the profession and the impact those issues have on the community as a 
whole. Most state legislators are part-time legislators and are not experts on all the various 
issues confronting them. You are the expert in the medical field and can provide them a 
unique perspective on how things really work.  


 Identify key legislators important to health or radiology issues and start giving to 
their campaigns. Don't just give to any state legislator; be strategic in identifying those state 







legislators who work on health issues on various committees in the legislature. These are the 
legislators who will drive the policy that will impact you and your profession.  


Annual Activities 
 Evaluate and assess your PAC process.  


 Request member feedback.  


 Make appropriate federal and state filings.  


Where to Get More Information 


RADPAC staff are available to speak with chapter leaders about organizing state-level PACs. 
Please contact either Ted Burnes or Heather Kaiser at (888) 295-8843 or tburnes@acr.org or 
hkaiser@acr.org. 


State and federal resources for organizing and administering PACs is available below. 


State Web Site 
Alabama www.sos.state.al.us/index.cfm 


Alaska www.gov.state.ak.us/ltgov/elections/homepage.html 


Arizona www.sosaz.com 


Arkansas www.sosweb.state.ar.us/elect.html 


California www.ss.ca.gov/elections/elections.htm 


Colorado www.sos.state.co.us 


Connecticut www.sots.state.ct.us/ElectionsDivision/Electionindex.ht
ml 


Delaware www.state.de.us/election/index.htm 


District of 
Columbia www.dcboee.org 


Florida www.dos.state.fl.us/doe/index.html 


Georgia www.sos.state.ga.us/elections/default.htm 


Hawaii www.hawaii.gov/elections/ 


Idaho www.idsos.state.id.us/elect/eleindex.htm 


Illinois www.elections.state.il.us 


Indiana www.state.in.us/sos/elections/ 


Iowa www.sos.state.ia.us 


Kansas www.kssos.org/ 


Kentucky www.sos.state.ky.us/ElecDiv.htm 


Louisiana www.sec.state.la.us/elections/election-index.htm 


Maine www.state.me.us/sos/cec/elec/elec.htm 







Maryland www.elections.state.md.us 


Massachusett
s www.state.ma.us/sec/ele/eleidx.htm 


Michigan www.michigan.gov/sos 


Minnesota www.sos.state.mn.us/election/index.html 


Mississippi www.sos.state.ms.us/ 


Missouri www.sos.state.mo.us/elections/ 


Montana www.sos.state.mt.us/css/ELB/Contents.asp 


Nebraska www.sos.state.ne.us/Elections/election.htm 


Nevada sos.state.nv.us/nvelection/ 


New 
Hampshire www.state.nh.us/sos/electionsnew.htm 


New Jersey www.state.nj.us/lps/elections/electionshome.html 


New Mexico www.sos.state.nm.us/ 


New York www.elections.state.ny.us 


North 
Carolina www.sboe.state.nc.us 


North Dakota www.state.nd.us/sec/Elections/Elections.htm 


Ohio www.ohio.gov/sos/ 


Oklahoma www.state.ok.us/~elections/ 


Oregon www.sos.state.or.us/elections/elechp.htm 


Pennsylvania www.dos.state.pa.us/bcel/site/default.asp 


Rhode Island www.elections.state.ri.us 


South 
Carolina www.state.sc.us/scsec/ 


South Dakota www.state.sd.us/sos/sos.htm 


Tennessee www.state.tn.us/sos/election.htm 


Texas www.sos.state.tx.us/index.html 


Utah elections.utah.gov/ 


Vermont www.sec.state.vt.us/ 


Virginia www.sbe.state.va.us 


Washington www.secstate.wa.gov/ 


West Virginia www.state.wv.us/sec/ 


Wisconsin badger.state.wi.us/agencies/elections/ 







Wyoming soswy.state.wy.us/election/election.htm 


Additional resources from the Federal Election Commission for state campaign finance laws 
include these Web sites: 


 www.fec.gov/pubrec/cfl/cfl02/cfl02.htm  


 www.fec.gov/pubrec/cfsdd/cfsdd.htm  


Legal Issues for Chapters 


This section includes: 


 What you should know about anti-trust laws  


 What you should know about conflicts of interest  


 What you should know about defamation  


 What you should know about liability protection  


 Seeking legal counsel  


What You Should Know about Antitrust Laws 


Chapters need to ensure oral and written presentations do not violate federal or state antitrust 
law. Courts of law have regarded professional associations as potential conspiracies that could 
trigger potential antitrust violations. Chapters must take great care not to enter into or 
advocate agreements or understandings to, e.g., fix prices or fees, or boycott third-party 
payers or suppliers. The ACR legal department is available to provide more information. 


What You Should Know about Conflicts of Interest 


All chapter officers are required to exercise the duty of loyalty – to exercise powers in the 
interest of the organization, rather then in the interest of self or others3. A conflict of interest 
arises when there is a question about the ability of an officer to exercise the duty of loyalty. 


Definition 


A conflict of interest exists when the personal or professional concerns of an officer affect his 
or her ability to put the welfare of the organization before personal benefit, usually financial 
benefit4. In a broad sense, a conflict of interest is an ethical problem, as the right decision 
may be clear, but one is tempted to make a different choice for the sake of personal gain. 


Why should you be concerned? 


ACR chapter officers are members are considered members of a nonprofit board and therefore 
hold the legal responsibility to demonstrate loyalty to the mission and interests of the 
organization. Chapter officers may be held liable for the actions of the organization. 


How should conflicts of interest be prevented or addressed? 







Not all conflicts of interest can be prevented. Therefore, it is important for a chapter to define 
ways either to prevent or address conflicts of interest. Incorporating a policy statement into 
the organization's bylaws is a key way to prevent and address conflicts of interest. The ACR 
Model Chapter Bylaws include such a statement. The IRS also offers a sample conflict of 
interest policy on page 25 of the Instructions for Form 1023 (http://www.irs.gov/pub/irs-
pdf/i1023.pdf). 


The successful conflict of interest policy will: 


1. define interested party and financial interest;  


2. outline procedures of disclosure of conflicts of interest;  


3. outline procedures for determining the existence of a conflict of interest; and  


4. outline procedures for addressing conflicts of interest.  


It is helpful to have officers declare their willingness to uphold this policy in writing. 


What You Should Know about Defamation 


Chapter leaders must avoid making statements orally or in writing that damage individuals, 
companies, products or services and that are not true. Merely sharing defamatory statements 
made by others outside the chapter may raise legal liability. Chapter leaders should ensure 
statements at meetings or in written materials are objectively and demonstrably accurate. 


What You Should Know about Liability Protection 


Background on Liability 


From a statistical standpoint, personal liability of directors and officers of nonprofit 
organizations is not a significant problem5. Studies by the American Society of Association 
Executives and Board Source, formerly the National Center of Nonprofit Boards, found6: 


 close to 90% of all claims are the result employment-related issues  


 few nonprofit leaders have been found personally liable in suits  


 most claims are settled out of court  


 defense costs can be high  


Terms to Know7 


 Directors' and Officers' Insurance – insurance that protects board members and top staff 
personnel from liability created by board decisions or actions  


 Indemnification – a guarantee by an organization to rely on its own resources to pay board 
members' legal costs for claims that result from board service  


 Liability – any legal responsibility, duty or action  


 Volunteer Protection Act of 1997 – a federal law that protects volunteers from personal 
financial liability when acting for an organization  







Personal Liability Protections 


Volunteer Protection Act of 1997 


In general this act says directors, officers and trustees of nonprofit organizations are not liable 
“for harm caused by an act or omission of the volunteer on behalf of the organization or 
entity” as long and the following criteria are met: 


 the volunteer was acting within the scope of his or her responsibilities in the organization at 
the relevant time;  


 "if appropriate or required," the volunteer was properly licensed or certified for his or her 
actions in the state where the harm occurred; and  


 the harm "was not caused by willful or criminal misconduct, gross negligence, reckless 
misconduct, or a conscious, flagrant indifference to the rights or safety of the individual 
harmed by the volunteer."8  


This legislation is not a get out of jail free card for nonprofit leaders9. Among other things, it 
does not offer protection against: 


 sexual offenses  


 civil rights violations  


 intentional acts of willful misconduct, gross negligence or reckless misconduct  


 the filing of lawsuits against nonprofit leaders or the legal expenses incurred as the result of 
such suits  


Some states have similar volunteer protection laws and regulations. 


Indemnification 


Indemnification is a form of self-insurance wherein an organization agrees to rely on its own 
resources to pay for costs associated with some liability suits. The effectiveness of this 
protection is directly tied to the ability of the organization to pay for incurred expenses10. 
Typically indemnification policies are written into an organization's bylaws. A sample 
indemnification policy is included in the ACR Model Chapter Bylaws. 


General Liability Insurance 


A general liability policy insures against claims arising from bodily injury and property damage 
that are the result of negligent acts of the organization, its officers, employees, volunteers or 
anyone defined as insured by the policy11. 


Should you have it? 


Many organizations recommend nonprofits having some form of general liability policy. 


Where to get it? 


 Alliance of Nonprofits for Insurance, Risk Retention Group (ANI-RRG)  







o Overview - This is a is a 501(c)(3) tax-exempt nonprofit insurance company whose mission is 
to be a stable source of reasonably priced liability insurance for 501(c)(3) nonprofits. ANI-RRG 
is currently writing coverage for 501(c)(3) nonprofits in Colorado, Connecticut, Delaware, 
District of Columbia, Iowa, Kansas, Maryland, Michigan, Missouri, Nebraska, Nevada, North 
Carolina, Ohio, Oregon, Pennsylvania, Utah, Vermont, Virginia and Washington.  


o Contact – www.ani-rrg.org/ or (800) 359-6442  


 Aon Association Services  


o Overview - Aon Corporation is a leading provider of risk management services, insurance and 
reinsurance brokerage, human capital and management consulting, and specialty insurance 
underwriting. The American Society of Association Executives endorses their specialized 
services for associations.  


o Contact - http://www.asae-aon.com/Directors&Officers/ or (800) 432-7465  


Directors' and Officers' (D&O) Liability Insurance 


A D&O policy insures against wrongful acts of the organization, its officers, employees, 
volunteers or anyone defined as insured by the policy12. 


Should you have it? 


As most suits brought against nonprofit boards are related to employment issues, it is strongly 
recommended that chapters who employ staff have a D&O policy. 


Where to get it? 


 Alliance of Nonprofits for Insurance, Risk Retention Group (ANI-RRG)  


o Overview - This is a is a 501(c)(3) tax-exempt nonprofit insurance company whose mission is 
to be a stable source of reasonably priced liability insurance for 501(c)(3) nonprofits. ANI-RRG 
is currently writing coverage for 501(c)(3) nonprofits in Colorado, Connecticut, Delaware, 
District of Columbia, Iowa, Kansas, Maryland, Michigan, Missouri, Nebraska, Nevada, North 
Carolina, Ohio, Oregon, Pennsylvania, Utah, Vermont, Virginia and Washington.  


o Contact – www.ani-rrg.org/ or (800) 359-6442  


 Aon Association Services  


o Overview - Aon Corporation is a leading provider of risk management services, insurance and 
reinsurance brokerage, human capital and management consulting, and specialty insurance 
underwriting. The American Society of Association Executives endorses their specialized 
services for associations.  


o Contact - http://www.asae-aon.com/Directors&Officers/ or (800) 432-7465  


Seeking Legal Counsel 


The College recommends chapters establish access to an attorney or law firm in the state. 
Periodically chapter leaders need legal counsel for advice on a wide variety of legal issues 
facing the chapter and officers. The ACR legal department can help chapter leaders locate a 
local attorney. Contact the ACR legal department at either legal@acr.org or (800) 227-5463. 
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Article I – Name 


The name of this organization shall be the__________Chapter of the American College of 
Radiology (or the__________Radiological Society), hereinafter referred to as the "Chapter." 


Article II – Purposes 


The purposes of the Chapter shall be those of the American College of Radiology, hereinafter 
sometimes referred to as the "College", to advance the science of radiology, improve 
radiologic service to the patient, study the socioeconomic aspects of the practice of radiology, 
and encourage improved and continuing education for radiologists and allied professional 
fields. 


Article III – Affiliation 


The Chapter will be an affiliate of the American College of Radiology. 


Article IV – Membership 
Section 1 – Clases of Membership 


Membership in this organization shall be of six classes: (1) Member, (2) Associate Member, 
(3) Member in Training, (4) Allied Health (5) Retired or Inactive Member, and (6) Affiliate 
Member. All members in each membership category must be members of the 
American College of Radiology. 


The Chapter does not discriminate on the basis of race, religion, gender, age, national origin 
or sexual orientation in granting or terminating membership or in regard to any of the benefits 
of membership. 


Section 2 – Personal Qualifications 


Members of the Chapter in classes (1), (2) and (4) above shall be members of the College. 


Section 3 – Qualification and Admission of Members 







Physicians who have been certified in a radiological discipline, including nuclear medicine, by 
the American Board of Radiology, the American Osteopathic Board of Radiology, the American 
Board of Nuclear Medicine, the Royal College of Physicians and Surgeons of Canada or the 
College des medecins du Quebec are eligible to be Members of the Chapter. 


Medical physicists who are certified or considered the equivalent of certified by the American 
Board of Radiology (ABR) are eligible to be Members of the Chapter. 


A Member shall have the right to be appointed to committees, and to hold elective office 


Section 4 – Qualification and Admission of Associate Members 


Physicians who are engaged in the practice of radiology, including nuclear medicine, and who 
have completed an approved residency program in radiology and are otherwise eligible for 
membership in the Chapter, but who have not been certified by the American Board of 
Radiology, the American Osteopathic Board of Radiology, the American Board of Nuclear 
Medicine, the Royal College of Physicians and Surgeons of Canada or the College des medecins 
du Quebec are eligible to be Associate Members of the Chapter. 


Medical physicists who are engaged in the practice of medical physics and are otherwise 
eligible for membership in the Chapter but who are not certified or considered the equivalent 
of certified by the American Board of Radiology (ABR) are eligible to be Associate Members of 
the Chapter. 


An Associate Member shall have the right to be appointed to committees but shall not have 
the right to hold elective office. 


Section 5 – Qualification and Admission of Members in Training 


Members in Training shall be those physicians who are in approved radiology residencies or 
fellowships, medical students registered in a formal educational program at an LCME or AOA 
approved medical school, and medical physicists who are registered in a formal educational 
program in medical physics. Member in Training status shall normally terminate within six (6) 
months following completion of the period of training. Those individuals who go directly from 
an approved residency to a fellowship program or from a medical educational program to an 
approved radiology residency program may continue as members in training until completion 
of their training. Within six months after completion of training, the Member in Training will 
automatically become a member of the Chapter in the appropriate class of membership, 
unless he or she affirmatively declines membership. 


A Member in Training shall have the right to be appointed to committees, but shall not have 
the right to hold elective office. 


Section6 – Qualification and Admission of Allied Health 
Members 


Non-physician medical professionals, such as MRI scientists and radiologist assistants, whose 
special qualifications are deemed valuable to the Chapter and who are approved for 







membership to the ACR are eligible to be Allied Health members of the Chapter. Radiologist 
assistants must be certified by the ARRT as a Registered Radiologist Assistant. 


An Allied Health Member shall have the right to be appointed to committees, but shall not 
have the right to hold elective office. 


Section 7 – Qualification and Admission of Retired and Inactive 
Members 


Members who are approved for the status of Retired Member or Retired Fellow of the ACR may 
be a Retired Member of the Chapter. 


Retired Members shall have the right to be appointed to committees and to serve in elected 
office within the Chapter during the first six years following his/her retirement. Retired 
Members shall have the right to vote during the first six years following his/her retirement. 


Temporarily Inactive Members shall be those from the above memberships who, for reasons 
acceptable to the Chapter's Executive Committee, are temporarily unable to continue their 
practice. Temporarily Inactive Members shall not have the right to vote. Temporarily Inactive 
Members shall have the right to be appointed to committees. 


Inactive Members shall also be those Members and Fellows of the Council of Affiliated Regional 
Radiation Oncology Societies (CARROS) Chapter of the American College of Radiology who, by 
their own choice, elect not to participate in the activities of the Chapter. They shall be liable 
for the payment of Chapter dues, adjusted for the deduction of CARROS dues, and shall be 
counted for councilor allocation purposes, but shall not be able to vote, hold serve in elected 
office or be appointed to committees. 


Section 8 – Qualification and Admission of Affiliate Members 


Affiliate Members shall be a member in one of the above membership categories who 
maintains active membership in another Chapter that is not in the state where his/her 
principal practice is conducted, but chooses to have membership in this Chapter. 


Affiliate Members shall pay dues to both Chapters, have the right to vote, have the right to be 
appointed to committees and have the right to hold elected office. 


Section9 – Retired and Temporarily Inactive Membership 
Status 


Members shall seek retired or temporarily inactive membership status by written request, 
which may be granted by the Executive Committee. 


Section10 – Membership Resignation 


Any member of the Chapter may resign by submitting a letter of resignation to the Chapter 
Secretary. 







Article V – Officers 
Section 1 – Officers 


The officers of the Chapter shall be the president, the president-elect and/or the vice 
president, the secretary and the treasurer. The offices of secretary and treasurer may be 
combined. All Chapter officers shall be members of the American College of Radiology. 


Section 2 – Duties of the President 


The president shall be the presiding officer of the Chapter and shall perform all the duties that 
custom and parliamentary practice associate with the office of the president. He or she shall 
be a member ex officio of all committees and shall act as chairman of the Executive 
Committee. 


Section 3 – Duties of the Vice President or President-Elect 


The vice president or president-elect shall be a member of the Executive Committee. In the 
absence of the president or in the event of the president's inability or refusal to act, the vice 
president or president-elect shall perform the duties of the president and, when so acting, 
shall have all the powers of and be subject to all of the restrictions of the president. 


Section 4 – Duties of the Secretary 


The secretary shall be a member of the Executive Committee. The secretary shall notify all 
members as to time, place and agenda for Chapter business meetings. The secretary shall 
record and preserve the minutes of the business meetings of the Chapter and the Executive 
Committee. The secretary shall submit minutes of Chapter business meetings to the American 
College of Radiology. The secretary shall notify the members and the American College of 
Radiology of election outcomes. 


Section 5 – Duties of the Treasurer 


The treasurer shall be a member of the Executive Committee. The treasurer shall receive all 
monies due the Chapter and shall disburse such monies. The treasurer shall make a report of 
the funds of the Chapter at each annual meeting. 


Section 6 – Election 


To be eligible for election or re-election as an officer, the individual must be a Member, Retired 
Member, or Affiliate Member as specified in Article IV, Sections 3, 7, and 8. Election shall be 
by ballot at the annual meeting of the Chapter, and the nominee for each office designated in 
Section 1 who receives a majority of votes cast shall be declared elected. In case no candidate 
receives a majority, a second ballot shall be taken on two candidates receiving the greatest 
number of votes. 


Section 7 – Terms 







The terms of the president, vice president or president-elect, secretary and treasurer shall be 
one year, or until their successors are elected and qualified. 


Section 8 – Vacancies 


Vacancies occurring in any office shall be filled by action of the Executive Committee. The 
officer thus chosen shall serve for the unexpired portion of the term of the officer whose office 
is being filled. 


Article VI – Standing Committees 
Section 1 – Standing Committees 


The standing committees of the Chapter are: 


 Budget and finance committee  


 Communications committee  


 Ethics committee  


 Executive committee  


 Fellowship committee  


 Government relations committee  


 Membership committee  


 Nominating committee  


Section 2 – Budget and Finance Committee 


The president shall appoint a budget and finance committee to prepare annually a budget to 
be presented to the officers and to assist the officers in their oversight responsibilities relating 
to fiscal management. The treasurer or secretary-treasurer shall serve as chair of the 
committee. 


Section 3 – Communications Committee 


The president shall appoint a communications committee to identify and execute strategies for 
communicating with Chapter members and the public. 


Section 4 – Executive Committee 


The executive committee shall be chaired by the president and consist of the vice president or 
president-elect, secretary and treasurer. The executive committee shall carry on the business 
of the Chapter between regular meetings and to report its activities to the membership at 
each regular meeting. Meetings of the executive committee may be conducted by electronic 
means as permitted by the laws of the (insert state name). Authority is vested in the 
executive committee to make decisions affecting policies of the Chapter, and the authority is 
also vested with the executive committee to implement such decisions when the executive 
committee deems that the calling of a special business meeting of the Chapter is not feasible. 
The executive committee shall report annually to the membership on any such policy actions 
taken. 







Section 5 – Ethics Committee 


The president shall appoint at least seven members to the Ethics Committee. The ethics 
committee assists the Chapter and its members in ethical matters as identified in the ACR 
Code of Ethics. 


Section 6 – Fellowship Committee 


The president shall appoint a fellowship committee to annually review the membership of the 
Chapter for the purpose of nominating members to fellowship in the ACR. The committee shall 
consist only of Fellows of the American College of Radiology. 


Section 7 – Government Relations Committee 


The president shall appoint a government relations committee to anticipate and review 
proposed legislation that affects the practice of radiology in the state. The committee will 
report findings and recommendations for action to the officers. 


Section 8 – Membership Committee 


The president shall appoint a membership committee to review applications for all classes of 
membership in the Chapter. The committee and shall report its recommendations to the 
Executive Committee at any regular meeting. Recruitment activities shall be conducted by this 
committee. 


Section 9 – Nominating Committee 


The president shall appoint a nominating committee to identify and recruit Chapter members 
for Chapter leadership positions. The committee will report findings and recommendations for 
action to the officers. 


Article VII – Councilors and Alternate Councilors of the American College of 
Radiology 
Section 1 


The Chapter shall elect councilors to the Council of the American College of Radiology in such 
numbers and on the terms authorized by the Bylaws of the College and the rules and 
regulations of the ACR Council. 


Section 2 – Election of Councilors and Alternate Councilors 


Election of councilors shall be by ballot at the appropriate annual meeting of the Chapter, and 
the nominee for each vacancy who shall receive a majority of the votes cast shall be declared 
elected. In case no candidate for a vacancy receives a majority, a second ballot shall be taken 
on the two candidates for the vacancy receiving the greatest number of votes. For each 
councilor so elected, the Chapter shall elect, by the same procedure, an alternate councilor. 
Councilors and alternate councilors must be members or fellows of the College. 







Section 3 – Term of Office 


The term of office of a councilor or alternate councilor shall be prescribed by the current 
Bylaws of the American College of Radiology. 


Section 4 – Duties of a Councilor 


The councilor's primary duty is to serve as a representative from the Chapter in the Council - 
the legislative body - of the American College of Radiology. The duties of councilors shall 
include attending and participating actively in the meetings of the Chapter and of the College, 
familiarizing themselves with activities and problems at the local and national level, acting as 
liaison between the Chapter and the College and interpreting each to the other, contributing to 
both groups' ideas, guidance and advice, and stimulating preparation of resolutions of the 
Chapter for presentation to the Council. 


Section 5 – Duties of an Alternate Councilor 


Alternate councilors shall aid the councilors in the performance of their duties and accompany 
the councilors to meetings of the Chapter and of the College. The alternate councilor shall act 
for the councilor in the councilor's absence or in the event of the councilor's inability to act. 


Article VIII – Resident and Fellow Section 


Members in training may organize as a section governed by its own constitution and bylaws. 
The mission and bylaws of the section shall be consistent with those of the Chapter and the 
American College of Radiology. The organization of the section and its activities are subject to 
the approval of the executive committee of the Chapter. 


Article IX – Meetings 
Section 1 – Annual Meeting 


The annual meeting of the Chapter shall be held at such time during the month of_______and 
at such place as shall be selected by the Executive Committee. Notice of the exact time and 
place of such meeting shall be mailed to the members of the Chapter no fewer than 30 days 
prior to such date. Additional regular meetings may be scheduled by the Executive Committee, 
and notice of the time and place thereof shall be mailed to the members of the Chapter no 
fewer than 30 days prior to any such scheduled meeting. 


Section 2 – Special Meetings 


Special meetings of the Chapter shall be called: (a) by the president when deemed necessary 
by the Executive Committee; (b) at the request of the American College of Radiology; or (c) 
by petition of one third of the voting members in good standing or by 10 such members, 
whichever is less. Notice stating the time, place and purpose of the meeting shall be mailed to 
each member at least 21 days prior to the meeting. At a special meeting, no business may be 
transacted except that for which such special meeting was called. 


Section 3 – Quorum 







A quorum shall consist of_____percent of the voting members of the Chapter. 


Article X – Indemnification 


The Chapter shall have the power to indemnify any of its officers, members, committee chairs 
and members, employees and agents against expenses, judgments, fines, settlements, and 
other amounts actually and reasonably incurred in connection with activities undertaken at the 
Chapter's request if such person acted in good faith and in a manner the person reasonably 
believed to be in the best interest of the Chapter to the extent such indemnification is 
permitted by law. The individual will be indemnified for expenses, including attorney's fees, 
reasonably incurred in any threatened, pending, or completed action or proceeding, whether 
civil, criminal, administrative, or investigative, by reason of the fact that the individual acted 
on behalf of the Chapter. 


Indemnification can be made only as to a specific case, upon a determination that 
indemnification is proper in the circumstances, and must be authorized by a majority vote of a 
quorum of executive committee members who are not parties to the proceeding, or by a 
majority vote of a quorum of voting members who are not parties to the proceeding. 


The Chapter shall have the power to purchase and maintain insurance on behalf of any agent 
of the Chapter against any liability asserted against or incurred by the agent in such capacity 
or arising out of the agent's status or such capacity, whether or not the Chapter would have 
the power to indemnify the agent against liability under the provisions of applicable state 
statutes. 


Article XI – Dues and Assessments 
Section 1 – Dues 


Admission to membership and continuation of membership shall be contingent upon payment 
to the Chapter of such dues and assessments as may then be in force. 


Dues and the payment date for each class of membership shall be based upon a budget 
prepared by the Executive Committee and approved by the members at the annual meeting. 


Members in Training, Retired and Inactive Members shall not pay dues. 


Section 2 – Assessments 


Assessments of dues-paying members may be levied upon recommendation of the Executive 
Committee and by a majority vote at the annual meeting of the Chapter, notice of such 
recommendation having been sent to each such member by mail, facsimile or electronic 
transmission no fewer than 30 days prior to the meeting. 


Section 3 – Penalty for Nonpayment 


If Chapter dues have not been paid within six (6) months following the dues billing, 
notification shall be given by letter to the delinquent member that if said dues are not paid 
within thirty (30) days the member's name will be stricken from the rolls of the Chapter. Such 







former members shall be eligible for automatic reinstatement upon payment of current dues 
and a reinstatement fee established by the Executive Committee. 


Any former member seeking membership after failing to pay dues for four (4) years or more 
may obtain membership only by applying as a new member. 


Section 4 – Waiver of Dues 


Any member suffering serious financial hardship or long-term illness may request a waiver of 
dues for that year. All such requests must be made in writing and directed to the Chapter 
Secretary. All waivers of dues for financial hardship or illness are at the discretion of the 
Executive Committee and all members making such requests will be notified in writing of the 
decision reached. If difficulties in payment of dues persist more than one calendar year, a 
written request must be submitted each subsequent year. 


A member who returns to full-time training in an approved fellowship of at least twelve 
months duration is eligible to request waiver of dues for that year by submitting a written 
request for waiver of dues and verification of enrollment in an approved fellowship program to 
the Chapter Secretary. Such requests do not require approval of the Executive Committee. 
Extension of the waiver of dues into a second year of fellowship training may be awarded only 
upon submission by the member of an additional written request for waiver of dues, along 
with verification of enrollment in an approved fellowship program for an additional twelve 
month period. 


Article XII – Code of Ethics 


The Code of Ethics of the American College of Radiology, as published in the College's most 
recent bylaws, is hereby expressly adopted as the ethics of the Chapter. 


Section 1 – Principles of Ethics 


The Chapter shall abide by the Principles of Ethics of the American College of Radiology. 


Section 2 – Rules of Ethics 


The Chapter shall abide by the Rules of Ethics of the American College of Radiology. 


Section 3 – Disciplinary Procedures for Violation of Rules of 
Ethics 


A Member of the Chapter may be censured, suspended or expelled for due cause by the 
Executive Committee, pursuant to the Principles of Ethics, Rules of Ethics and disciplinary 
procedures set forth in these bylaws. Disciplinary proceedings shall be confidential. The levels 
of disciplinary action shall be defined as follows: 


Censure: A censure shall be a written reprimand to the member from the secretary of the 
Chapter, with no loss of benefits of membership. Such censure shall be made a part of the 
membership file of the member. 







Suspension: A suspension shall cause the member to lose the benefits of membership for a 
specific period of time as determined by the Ethics Committee, after which the individual may 
be fully reinstated upon review by the Ethics Committee. Suspension shall be for such term as 
the Ethics Committee determines is necessary to ensure modification of behavior. 


Expulsion: Expulsion shall cause the member to be removed from the rolls of the Chapter. An 
expelled member shall not be entitled to any of the benefits of membership. The Chapter shall 
not accept a reapplication for membership from an expelled member until a prescribed period, 
as the Committee shall determine, has elapsed from the date the individual was notified of the 
Committee's action. 


Grounds for Disciplinary Action: A member of the Chapter may be disciplined for any one or 
more violations of the Rules of Ethics of the American College of Radiology. Additionally, a 
member may be disciplined for: 


 Limitations or restriction of any right associated with the practice of medicine by any state or 
Canadian province, including the revocation, suspension, and restriction of a medical license or 
the voluntary surrender of a license while under investigation.  


 Conviction of any felony.  


 Conviction of scientific fraud (see ACR Rules of Ethics, Section 2, Number 10)  


Disciplinary Process: 


1. The Executive Committee may censure, suspend, or expel any member of the Chapter for 
violation of its rules, regulations, or principles, in accordance with the procedures outlined 
below. 


2. Disciplinary questions related to such violations shall be initially referred, in writing, to the 
president of the Chapter. The matter shall be referred to the Chapter's Ethics Committee, 
which shall investigate the merits of the charges. On the basis of the findings of this 
investigation, the Ethics Committee shall recommend to the president either that disciplinary 
action be taken or that no such action be taken. If the Ethics Committee decides that 
disciplinary action should be taken, its recommendation shall be submitted to the president in 
writing. 


3. If disciplinary action is recommended by the Ethics Committee, the member shall be 
notified in writing that a professional review action may be taken against him or her and the 
reasons for the proposed action. The member shall be informed that he or she has the right to 
request a hearing on the proposed action at any time within 60 calendar days. The member 
shall be provided with a written summary of his or her rights during the hearing. A member 
who does not request a hearing within the 60-day period waives the right to such a hearing 
and shall be deemed to have accepted the recommendation of the committee. The 
committee's report shall then be forwarded to the Chapter's Executive Committee for 
ratification, in accordance with Section 9 of this article. If the disciplinary action is based on 
professional conduct or competence that affects or could affect patient health or welfare, the 
final decision of the Chapter shall be reported to the National Practitioner Data Bank within 15 
days. A failure to request a hearing after a complaint has been filed and found to be 
meritorious will also result in loss of membership in the Chapter. 







4. If the member requests a hearing on a timely basis, the president of the Chapter must give 
him or her written notice of the time, place, and date of the hearing. The hearing shall take 
place no earlier than 30 calendar days after the date notice has been sent. Postponements and 
extensions of the hearing date may be granted by the hearing officer on a showing of good 
cause. The notice of the hearing shall include the names of witnesses expected to testify. 


5. The hearing shall be held before an arbitrator mutually acceptable to the physician and the 
Chapter, a hearing officer appointed by the Chapter who is not in direct economic competition 
with the member involved, or a panel of three active members of the Chapter appointed by its 
Executive Committee who are not in direct economic competition with the member involved. 
The right to a hearing may be forfeited if the member fails to appear without good cause, and 
the member shall be deemed to have accepted the disciplinary action involved. If the right is 
forfeited without good cause, membership in the Chapter may be terminated, and a report on 
the action may be forwarded to the National Practitioner Data Bank. 


6. During the hearing, the member has the right to be represented by an attorney or other 
person of his or her choice; the right to have a record made of the proceedings, copies of 
which may be obtained by the physician on payment of any reasonable charges associated 
with its preparation; the right to call, examine, and cross-examine witnesses; the right to 
present evidence determined to be relevant by the arbitrator, hearing officer, or panel, 
regardless of its admissibility in a court of law; and the right to submit a written statement at 
the close of the hearing. 


7. Evidence at the hearing should be presented first by the Chapter Executive Committee and 
then by the member. The Executive Committee may then introduce evidence to rebut the 
member's evidence but may not introduce evidence or issues not previously raised either by 
the committee or by the member. The complainant shall be entitled to attend the hearing and 
may be required to testify. Judicial rules of evidence and procedure relating to the conduct of 
the hearing, the examination of witnesses, and the presentation of evidence shall not apply to 
a hearing conducted under the terms of these bylaws. The Executive Committee shall bear the 
burden of persuading the hearing officer or panel by a preponderance of the evidence that the 
action or recommendation is reasonable and warranted. 


8. At the end of the hearing, the member has a right to receive the written recommendation of 
the arbitrator, hearing officer, or panel, including the basis for the recommendation. He or she 
also has the right to receive the written decision of the Chapter, including the basis for the 
decision. 


9. Ratification of disciplinary action against any member of the Chapter shall require the 
affirmative vote of no less than three-fourths of the membership of the Executive Committee 
present at the meeting when the action is taken. On ratification by the Executive Committee, 
the disciplinary action shall be effective and be promptly reported to the Judiciary Committee 
of the American College of Radiology by the secretary of the Chapter. Members against whom 
disciplinary actions are taken by the Chapter may appeal the decision to the Judiciary 
Committee of the ACR. 


10. If no appeal is made within 30 days, a letter containing the final decision shall be prepared 
by the arbitrator, officer, or panel, with a copy going to the member who is the subject of the 
disciplinary action. A waiver of the right to appeal shall be deemed to mean that the member 







has accepted the decision of the Chapter. If the disciplinary action is based on professional 
conduct or competence that affects or could affect patient health or welfare, the final decision 
of the Chapter shall be reported to the National Practitioner Data Bank within 15 days. 


11. Before the ACR's Judiciary Committee hear an appeal, it shall notify, by registered or 
certified mail, the member in question no fewer than 30 calendar days before its meeting that 
the member may then appear in person or be represented by an attorney or other person of 
his or her choice to present any arguments that the member believes will show that the 
disciplinary action should be reversed. If the member fails to appear or send his or her 
representative to the appeal hearing, then a final report of the Chapter's decision shall be sent 
to the member and forwarded to the state medical board or licensing authority within 15 days 
in accordance with the regulations of the National Practitioner Data Bank. 


12. If a majority of the Judiciary Committee determines that the disciplinary action taken by 
the Chapter against one of its members is supported by the evidence and is the result of fair 
procedures that are consistent with the Bylaws of the ACR and of the Chapter, the Judiciary 
Committee shall affirm the disciplinary action. If a majority of the Judiciary Committee 
reverses the disciplinary action, the matter may be remanded in whole or in part of further 
proceedings or may be completely or partially dismissed. 


13. The Chapter's Executive Committee and the ACR's Judiciary Committee shall comply with 
all procedures for reporting adverse professional review actions based on professional conduct 
or competence that affects or could affect patient health or welfare to the National Practitioner 
Data Bank. 


The status of a member during disciplinary proceedings shall be unaltered. 


Article XIII – Amendments 
Section 1 


Amendments to these bylaws may be made at any regular meeting of the Chapter by the 
favorable concurrence of two-thirds of the members present and voting, provided the 
proposed amendments shall have been presented in writing to the Executive Committee at 
least 45 days prior to the meeting at which the proposed amendments are to be voted on. The 
Executive Committee shall notify the members by mail of proposed amendments no fewer 
than 30 days prior to such meeting. 


Section 2 


Any amendment so adopted shall not be contrary to requirements for Chapter status in the 
American College of Radiology and shall be immediately forwarded to the College for its 
records. 


Article XIV – Rules of Order 


In the absence of any provision in these bylaws, all meetings of the Chapter shall be governed 
by the parliamentary rules and usages contained in the current edi¬tion of Sturgis' "Standard 
Code of Parliamentary Procedure." 







Article XV – Dissolution 


In the event of dissolution or final liquidation of the Chapter, all of its assets remaining after 
payment of its obligation shall have been made or provided for, shall be distributed according 
to applicable law to and among such corporation, foundation or other organizations organized 
and operated exclusively for scientific and educational purposes consistent with those of the 
Chapter as shall be designated by the Executive Committee. 


 








 Home 
 Membership-Member Services 
 Chapter Services 
 Chapter Services 
 ACR Chapter Handbook 
 Developing an Active Chapter and Membership 


 


Developing an Active Chapter and 
Membership 
 
Table of Contents 


Membership Needs Assessment 
  Overview 
  Ways to Assess Needs 
    Listening for Needs 
    Asking for Needs 
      Focus Groups 
      Surveys 
  Making Sense of Collected Data 
Volunteer Development 
  Identifying Opportunities for Volunteers 
  Creating Job Descriptions 
  Recruiting Volunteers 
  Placing Self-Identified Volunteers 
  Working with Volunteers 
Volunteer Recognition 
  Elements of Recognition 
  Ways to Recognize Volunteers 
A Facilitator's Guide to Focus Groups 
  The Role of a Focus Group Facilitator 
  Qualities of a Good Facilitator 
  It Takes Two – The Facilitator's Helper 
  Preparing the Focus Group Questionnaire 
  Ground Rules for Focus Group Leaders and Participants 
  Basic Focus Group Outline 


Membership Needs Assessment 
Overview 


Know thy member. This is paramount to being able to represent the interests and meet the 
needs of your chapter's membership. Knowing your membership means having concrete data 
that chapter leaders can use to guide their action planning and decision making. 


Ways to Assess Needs 


There are several tactics chapter leaders can employ to collect membership needs data. This 
section details a few strategies. 







 Listening for needs  


 Asking for needs  


Listening for Needs 


One of the easiest ways to collect data about your members and professionals in your area is 
to listen to what they're talking about. Periodically, consider yourself an anthropologist 
working in the field and listen to your subjects. Use the following questions to help guide your 
listening: 


 What are your colleagues talking about?  


 What are they not talking about?  


 What are their professional concerns?  


 What are their frustrations?  


 What are they doing to meet their professional challenges?  


 What are they not doing to meet their professional challenges?  


Document what you hear and share it with other chapter leaders. If they're listening too, you 
can compare observations. Use the data you collect to help guide your action planning and 
decision making. 


Asking for Needs 


Sometimes it is more effective to specifically ask members about their needs and interests. 
This can be done across the entire membership or with a subsection. Below are two ways to 
assess the needs of members. 


 Focus Groups  


 Surveys  


Focus Groups 


A focus group is an ad hoc representative sub-set of a larger group. Ideally the focus group is 
constructed to represent the diversity and differences of the larger group. Focus groups can 
help identify opinions, ideas and experiences about a particular issue. Focus groups should not 
be concerned with making decisions or setting policy. The goal is to collect data to help inform 
the work of the chapter leaders. 


The list below details what types of data focus groups capture.1 


What focus groups are good 
for:  
getting information on how 
groups of people think or feel 
about a particular issue.  


What focus groups are not 
good for:  
getting valid information about 
individuals  
getting information that can be 







providing insight into why 
certain opinions are held  
getting information to improve 
the planning of new programs  
getting information to evaluate 
existing programs  


generally applied to other 
people  
getting valid information about 
how things have changed over 
time  


In order to collect useful data from a focus group, the focus group should be facilitated by 
someone who has an understanding of moderating a discussion and asking questions that will 
solicit useful data. See the section A Facilitator's Guide to Focus Groups at the end of this 
chapter for more information. Another helpful resource is Focus groups: A Practical Guide for 
Applied Research by Richard A. Kreuger (1998). 


Surveys 


Surveys are very common and efficient ways of collecting data. They can be administered in 
hardcopy, electronically and orally. 


The ACR Office of Chapter and Volunteer Development provides assistance to chapters wishing 
to distribute an electronic survey. The ACR will develop an electronic survey tool using the 
questions you provide and will then distribute it via email to the members of your choice. You 
will receive the collected data for analysis. 


Making Sense of Collected Data 


Below are some tips for culling out member needs from data collected from surveys, focus 
groups or other means. 


 Make sure to take time to review data collected from your needs assessment activities.  


 It can be helpful to create tables in which to sort and compare the data.  


 Be careful to keep the data in perspective. For example, say 75% of respondents may think 
the chapter should do X. 75% is a significant amount. But is it significant when taken in 
context of the percentage of respondents to the total membership? What if only 5% of the 
members responded? Keep in mind the number of people reflected in the data and the total 
number of members.  


 When looking at verbatim responses, look for themes. Rarely will people use the same words 
to express similar ideas. It can be helpful to look for themes and then to group the data 
accordingly.  


Volunteer Development 


Many ACR chapters rely 100% on the work of volunteers. Even chapters with paid staff, 
depend heavily on volunteerism. Waiting for volunteers to emerge and hoping they do the 
right work, could spell fate for your chapter. This section discusses a number of issues related 
to successfully identifying volunteer opportunities, finding volunteers, matching volunteers to 
these opportunities and recognizing the work of volunteers. 







Identifying Opportunities for Volunteers 


Use the list below to identify opportunities for volunteers. 


 Make a list of all of the work that needs to be done for your chapter.  


 Divide the work into categories by who should do it.  


o Chapter officers (organization management)  


o Standing committee (long-term or recurring projects)  


o Ad hoc committee (short-term projects)  


o Special task force (short-term projects)  


o Individual effort (for projects that don't require a committee)  


o Paid staff or external consultant (for projects that can't be done with available volunteer time 
or talents)  


 Write job descriptions for the work that can be done by a standing committee, ad hoc 
committee, special task force or individual effort. (See below for details on to write an 
effective job description.)  


 Based on the job descriptions, identify how many and what types of volunteers you need.  


Creating Job Descriptions 


It is imperative to have written descriptions of jobs to be done by volunteers. The process of 
writing a description will help clarify exactly what needs to done, the timeframe it is to be 
done in, the number of volunteers and the types of skill they need. The written job description 
will help recruit the right types of volunteers and will serve as a point of reference between 
volunteers and chapter leaders for the expectations of the work. 


The successful job description should address the following: 


 the desired outcome or goal of the job  


 a statement on how the job fits into the overall mission of the chapter  


 an outline of skills and talents needed to do the job  


 an estimation for the time commitment needed to complete the job  


 a listing of known meetings or events related to the job  


 a description for how and when volunteers will be selected  


 a clarification of who is overseeing the job and the volunteer's work  


Recruiting Volunteers 


There are three typical reasons people seek volunteer opportunities in professional 
associations: 


1. personal and professional development opportunities  


2. networking opportunities  


3. opportunities to contribute to a higher cause  







Volunteers want to get something from their experience. The work of recruiting volunteers lies 
in showing how the available work can meet the desires of the potential volunteer. Match the 
mission of the job with the motive of the volunteer. 


Refer to the job descriptions you have for volunteers. Are there some jobs that lend 
themselves more toward personal or professional development, networking opportunities or 
contributing to a higher cause? Perhaps elements of each of these reasons for volunteering are 
present in the available jobs. 


Suggested Methods for Recruiting Volunteers 


 Publish you job descriptions and ask for volunteers.  


 Using the job descriptions, create a questionnaire that surveys members on their interests in 
volunteering, their available time and their specific skills and talents.  


 Think about the members you know. Would any of them be potential volunteers?  


 Because time is a major limiting factor in people's availability to volunteer, consider members 
who may have more time than others: recent retirees.  


Placing Self-Identified Volunteers 


Sometimes volunteers emerge outside of recruiting efforts; a member sends an email and 
indicates a desire to volunteer. This is another scenario where having defined volunteer needs 
and job descriptions comes in handy. If you have this information, you can see if there is an 
immediate need for the self-identified volunteer. Sometimes it is not possible to immediately 
place an eager volunteer. Chapter leaders should develop a way to collect information about 
the potential volunteer (name, contact information, interests, skills and talents, etc.) in order 
to solicit the would-be volunteer as future opportunities arise. 


Working with Volunteers 


There are 5 key elements of working with volunteers. 


1. Inquire – Learn more about the volunteer in order to best match the work to his or her 
needs, interests and availability. Ask what the volunteer is looking to get from his or 
her volunteer efforts. Ask what the volunteer would like to do. Ask what the volunteer 
is able to do.  


2. Inform – Make sure the volunteer has all of the information he or she needs to agree 
to and then execute the work. Inform the volunteer of the goals of the job and the job 
description. Inform the volunteer of the job expectations. Inform the volunteer of the 
timeline in which the work is to be done. Inform the volunteer when changes occur.  


3. Agree on commitments and expectations – People are more likely to honor 
commitments they have explicitly made to another person. This is a way of creating 
accountability. Jointly agree on the job description. Jointly agree on the job 
expectations. Jointly agree on the time frame in which the work is to be done. Jointly 
agree on how you will communicate during the work.  


4. Check in – Volunteering in a vacuum often results in disaster. It is important to check 
in with the volunteer periodically to see how things are going. Use this opportunity to 
remind the volunteer of expectations or previously-made agreements. Also use this 
opportunity to make new agreements if changes are necessary.  







5. Appreciate – Express you appreciation for the volunteer's efforts. Saying "thank you" 
is crucial. Volunteers want to know the work they do is valuable and appreciated. It 
helps make the experience meaningful and valuable for them.  


Volunteer Recognition 


All volunteers seek something in return for their efforts. Recognition of their contributions is 
an important return on volunteers’ investments. This section will discuss some of the elements 
of volunteer recognition and various ways to provide recognition. 


Elements of Recognition 


Volunteer recognition… 


 can be public or private.  


 should be appropriate to the person and his or her contribution.  


 should be honest.  


 should demonstrate insight into what the volunteer did.  


Ways to Recognize Volunteers 


A key to finding the best ways to recognize your volunteers is to know them – 


 know their motivations for volunteering  


 know about the volunteer work they did  


 know how they would like to be recognized  


Ideas for volunteer recognition: 


 Give a written or verbal thank you to the volunteer.  


 Make a public acknowledgement of the volunteer's work at a chapter event or written 
publication.  


 Give a chapter-issued certificate of appreciation.  


 Give a written or verbal thank you to the volunteer's colleagues and family for supporting the 
volunteer in his or her efforts and copy the volunteer.  


 Create a tangible award (i.e. trophy, statue, plate, plaque, pin, etc.) and pass it around to 
notable volunteers.  


 Organize a volunteer-of-the-month program.  


A Facilitator's Guide to Focus Groups 


This goal of this guide is describe the roles and qualities of the people needed to lead a focus 
group and to provide a general outline for a typical focus group. 


The Role of a Focus Group Facilitator 







Fundamentally, the role of a focus group facilitator is to create an environment and to help the 
participants share their thoughts, opinions and ideas on pre-determined issues. Most of the 
work of the facilitator is subtle, and if done well, unnoticed by the participants. 


Qualities of a Good Facilitator 


A good focus group facilitator will:2 


 use subtle, unobtrusive leadership  


 have an adequate knowledge of the topic  


 have the discipline for listening  


 be familiar with questions that will solicit useful information  


 create an environment where participants feel safe and encouraged to share their thoughts, 
opinions and ideas  


 work to alleviate problems created by participants who are shy, rambling or domineering  


 control verbal and physical reactions to what participants are saying  


 use neutral language, refraining from saying things that could sway the responses of the 
group  


It Takes Two – The Facilitator's Helper 


The facilitator needs a helper to successfully collect the data shared by the focus group 
participants. The helper should be available to take notes and, if possible, to record the 
conversation. The helper and the facilitator should meet soon after the focus group session to 
compare and document observations. 


Preparing the Focus Group Questionnaire 


A 1-1.5 hour focus group can typically address 5-6 questions. 


Tips for preparing questions:3 


 Make sure questions are open-ended, not yes or no questions.  


 Encourage participants to think in the past about things they have experienced (Recollect at 
time when…). Asking people to conjecture on the future will not get very accurate information.  


 Focus on questions that begin with What? (What happened… What caused you…) What 
questions focus on attributes and influcences, valuable pieces of data.  


 Avoid questions that  


Ground Rules for Focus Group Leaders and Participants 


Ground rules are logistical agreements a group makes to improve the ability to work together. 
Ground rules should be reviewed with focus group participants early in the session. The 
facilitator should enforce the ground rules. Below is a sample list of ground rules. This is a 
general list. It should be amended to meet the particular needs of your research. 


Ground rules: 







 Participate to your fullest ability.  


 Respect the rights of others to participate in the conversation.  


 Respect the rights of others to have different opinions, thoughts and ideas.  


 There are no right or wrong answers.  


 Speak from your own experience (use "I" statements).  


 We will finish at the specified time.  


Basic Focus Group Outline 


Below is a basic outline for a focus group session. It should be modified to best meet the 
needs of your research.4 


1. Welcome – Introduce the facilitator and the helper  


2. Our topic is…  


3. The information collected today will be used…  


4. You were selected because…  


5. Review the ground rules  


6. Work through the focus group questionnaire  


7. Conclusion – Review the purpose of the session and ask if anything was missed. Thank 
the group and dismiss them.  


 


1Krueger, RA. 1988. Focus groups: A practical guide for applied research. Newbury Park, Calif: 
Sage Publications.  


2Krueger, RA. 1988. Focus groups: A practical guide for applied research. Newbury Park, Calif: 
Sage Publications. 


3Krueger, RA. 1988. Focus groups: A practical guide for applied research. Newbury Park, Calif: 
Sage Publications. 


4Krueger, RA. 1988. Focus groups: A practical guide for applied research. Newbury Park, Calif: 
Sage Publications. 
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Chapter Communications 


Chapter leaders rely on communication strategies and tools to fulfill the mission of their 
organization. Communications serve to educate, engage and mobilize chapter members, 
potential members and the public. Choosing the appropriate media for your message is key to 
assuring your audience receives and is able to comprehend the message. Most chapters rely 
on hardcopy newsletters, electronic newsletters, blast emails and information published on a 
Web site. Cost of production and distribution, the urgency of delivering the message and 
knowing the communications preferences of chapter members or the public are all factors that 
will help chapter leaders choose the most effective communications media. 


Routine Communications 







Generally, there are two types of routine communications; those that serve to periodically 
provide information to members and those that fulfill requirements established by the bylaws. 


Informational Communications 


These are typically newsletters that update members on the work of the chapter. Many 
chapters choose to publish informational communications on a predictable schedule: semi-
annually, quarterly or monthly. 


Meeting and Election Communications 


The bylaws of most chapters specify the timeframe in which members must be notified of 
upcoming chapter business meetings and elections. Some bylaws may also specify the media. 
For example, it may be a requirement that chapter members receive notification in hardcopy 
in the mail. In most cases is possible to combine these notifications with other 
communications. 


Creating a Communications Calendar 


It can be helpful for chapter leaders to establish a communications calendar. A 
communications calendar can: 


 specify the nature of the message to be sent (i.e. an elections notice or reminder to pay 
membership dues)  


 specify the media for the communication  


 specify who is responsible for creating the communication  


 specify a deadline for content  


 specify a deadline for distribution  


Emergency Communications 


Not all chapter communications can be predicted. Sometimes members need to be notified of 
new developments in the chapter. Such developments might include: 


 unexpected changes in the chapter's leadership or administration  


 an emergent issue affecting the profession  


 a call to the membership for action  


Legislative Action Alerts 


Pending legislative actions are a common cause for emergency chapter communications. 
Typically information needs to go out quickly. Many chapters rely on email.  


When sending out a legislative action alert it is helpful to include the following: 


 A brief overview of the issue  


 A brief explanation for how this impacts the profession  







 A specific call to action (What do you want members to do with this information?)  


 Guidelines for action (What is the timeframe in which you want members to act? Are there 
talking points?, etc.)  


 A person to contact for more information  


Developing a Chapter Newsletter 


Many chapters rely on a hardcopy newsletter for communications with members. This section 
provides suggestions for the development and production of a newsletter. Also included are 
words of wisdom from a chapter newsletter editor as well as samples of some chapter 
newsletters. 


Communications Committee 


Allowing the responsibility of developing and distributing chapter newsletters to fall on the 
shoulders of one chapter leader can be over-whelming. Some chapters find it helpful to 
organize a committee to distribute the work.  


A communications committee might include the following: 


 Editor / Chair – This person is responsible for overseeing the work of the committee. He or she 
should organize planning meetings of the committee, identify production and distribution 
deadlines and communicate with committee members to assure adherence to the timeline. He 
or she should editorial oversight of the newsletter and, if applicable the Web site, and work 
with the chapter's officers to assure the newsletter contains appropriate and timely content.  


 Content Developer(s) – This person, or people, is responsible for identifying and creating 
content for the newsletter. Some chapters may chose to assign a specific area to each person. 
For example, one person might follow government relations issues while another tracks human 
interest stories about chapter members.  


 Production Manager – This person works with the editor to publish the newsletter. 
Responsibilities may include word processing, working with a printing facility, collecting 
mailing labels from the ACR and assuring the timely mailing of the newsletter.  


 Web Content Manager – This person is responsible for acquiring and preparing content for the 
chapter's Web site.  


Your chapter should decide what type of communications will work best given the available 
resources and communications needs. 


Content Ideas 


The following list highlights events and resources that might contribute valuable content to a 
chapter newsletter. 


 Chapter business meeting minutes  


 Reports from chapter leaders or committee chairs  


 Chapter educational meetings  


 Chapter social events  







 Member accomplishments (ACR Fellowship, professional achievements, personal 
achievements, etc.)  


 ACR meetings, events or publications  


 Chapter consultants (lobbyists, lawyers, accountants, etc.)  


 State legislative or regulatory activities or publications  


 Federal legislative or regulatory activities or publications  


 State medical society activities or publications  


Production and Distribution 


The layout and materials for your newsletter do not have to be elaborate. When choosing a 
layout, keep the readability of the document a high priority. If you have the talent and 
resources, you may be able to rely on staff or volunteers to produce the newsletter. You may 
also consider working with a local printer. 


You may request mailing labels or an electronic file of members' mailing information from the 
ACR. See Services Available from the ACR in the ACR and it's Chapters section of this 
handbook. 


Words of Wisdom from a Chapter Newsletter Editor 


Below are some thoughts and advice from Dave Desrochers, MD FACR, Editor of the North 
Carolina Radiological Society's newsletter. He shared this information during the 2005 ACR 
Chapter Leaders' Workshop. 


Introduction: 


This is my 5th year as editor for the NCRS newsletter which is my first attempt at journalism. 
It has been a pleasure, and I have learned to appreciate the mailings we receive from various 
organizations such as clubs, churches, nature conservancy groups, etc. Through the 
newsletter, I hope I have improved communication in the Society and have provided a 
dependable information source about the events and the issues affecting the Society at the 
state level. The following is a guide on how to start your own society newsletter. Once you 
have published your first issue, it becomes a routine, pleasant, and rewarding task. 


Getting Started: 


 Find a local printer who is experienced in publishing newsletters  


o Ask to see examples of his/her work. The printer should have the knowledge and patience to 
work with you on the layout and the editing. The printer should have a creative bent to help a 
novice editor make an attractive and appealing product.  


o You should be able to communicate via e-mail for text, photos, and final drafts. Contributing 
articles can be e-mailed to you and you can forward them to your editor.  


o The ACR can send your printer the electronic addresses for your membership (no more stick-
on labels). Postage can be added by the printer, as well. You won't have to handle a single 
newsletter, except your own copy, when it comes in the mail!  


o Have your printer send the itemized charges directly to your society treasurer.  







o Avoid being a middle-man!  


 Formatting  


o Don't be cheap. Use good paper and colors. No staples! Use tabs instead.  


o The format of your newsletter will not change much with each issue.  


 Our printer folds a single sheet of 22" x 8 ½" in half, yielding four sides of 11" x 8 ½" papers, 
and that is plenty of space for a busy chapter. You will have lean issues and fat issues.  


 Your printer can expand or contract print size to accommodate text volume (remember triple 
spacing in college?).  


 The title page and other headings will remain the same, so it becomes a fill-in-the-blank for 
the editor as you plan your next issue.  


 NCRS has a front page lead article, a page two with articles, political updates, awards, 
fellowships, etc., and a page three for meetings update. Then of course there's the best part 
of all, your editorial column. A photo page is nice after a meeting to add faces to the 
leadership names. This is always a nice touch and good for morale.  


Editor's Responsibility: 


 The editor gathers information by attending all Society meetings, the National ACR meeting in 
DC, reading the ACR publications and communicating with state officials, lobbyists, and of 
course, keeping abreast of the state Medical Society.  


o As an example, the NCRS has stayed involved in the CON controversy and the malpractice 
crisis. I have tried to keep the membership informed by staying in touch with all the major 
players at the state level and reporting back to them both in factual articles and in opinions 
rendered in the editorial section.  


o For another example, in recent years the floor of the national ACR meetings has been the 
scene of exciting debate on hot -button topics such as Guidelines and Standards. The quality 
of the debate was excellent and I enjoyed the “bad boys” from the Dixie Caucus, especially 
from Georgia. I reported on the debate itself, and then editorialized about how a grassroots 
campaign had changed the course of the College.  


 The editor keeps track of the events calendar and attempts to publish it a year in advance. 
This allows the membership to mark their calendars and have a reliable reference site to find 
this information. I also use the newsletter as a way to advertise our society and educational 
meetings.  


 Annually, I print the roster of officers, councilors and alternate councilors.  


Page 4: 


Page 4 is probably the most informative ½ page and it sits behind the folded address page. 
Here is the list of up-coming events, the list of chapter officers, new fellows, and the address, 
telephone #, and e-mail of the executive director and the editor. 


Center Fold: 


Not really! When I come across an interesting subject, I'll add a single 11" x 8 ½" center page 
(for a total of 6 sides). 


Recently, a radiologist friend lived in Canada. I asked him to get the straight story on the 
practice of radiology there. His article was excellent. A young German surgeon in our town 







wrote about the practice of medicine, surgery and radiology in Germany. Again, it was a very 
interesting subject. You will find that many people will be willing to write articles for you.  


Costs: 


Costs are under $2.00 per copy including postage. Our members prefer print newsletters over 
electronic. With active members, retirees, residents and mailings to special people (state and 
national politicians, etc.) we print 1200 copies per issue and 3 issues per year. Total budget is 
approximately $7500. 


Helpful Hints & Lessons Learned: 


 Keep after your officers to write articles. Our lobbyist has been very prolific.  


 Always get a departing president's letter to the membership. Put his photo next to it for good 
measure!  


 Once you get your newsletter started and reduce the task to a fill-in-the-blank exercise, it 
becomes easy and pleasurable. It is something you can do on your laptop during lulls at work. 
It may not be a "front office" job for your society, but it is a fulfilling way to serve by laboring 
quietly in the vineyards, and by contributing something completely your own on the editorial 
page.  


Chapter Web Page 


Many people first turn to the Web when looking for information about professional 
organizations. The Web can be a cost-effective and simple way for your chapter to 
communicate with members, potential members and the public. If poorly maintained, 
however, a chapter Web site can quickly give people a poor impression of the organization. 
For this reason, it is important to establish realistic and actionable expectations if you plan to 
maintain a chapter Web site. This section provides recommendations for chapter Web content 
and tips for developing and maintaining a successful Web presence. 


Checklist for Recommended Web Page Content 


Less can be more when it comes to outlining content for a Web page. It may be helpful to 
keep in mind that if a person has access to a chapter Web site, they probably also have access 
to the entire Web and all of the resources it has to offer. For that reason, it is not important to 
make your chapter's page a one-stop-shop all information your members might be interested 
in. Rather, focus on publishing the information that only your chapter can. 


The following is a list of possible content for a chapter Web site: 


 Mission statement  


 Listing of current officers, committee chairs, councilors and alternate councilors (this listing 
might include contact information)  


 Information on upcoming meetings or events (include the name of the event, date, time, 
location and who to contact for registration or additional information)  


 Information for how to become a member  







 Electronic copies of chapter newsletters, other communication and meeting minutes (This may 
not be content you want non-members to have access to.)  


 Links to related organizations  


How to Develop a Web Page 


There several paths to consider if you want to create a Web presence for your chapter. This 
section addresses the issues of technology, organizing and preparing content and collecting 
feedback from users to gauge the usability and usefulness of the site. 


Finding the Right Technology 


There are two critical elements for having a Web site: 1) establishing a domain name and 2) 
having a server to host the site. You can achieve both of these things in-house or you can out-
source them. Unless you have a staff member or volunteer who is savvy in the ways of Web 
site development and hosting, you should seriously consider out-sourcing the work of 
establishing and hosting your site. There are many organizations that provide these services. 
You can find them by searching the Internet or talking with local organizations that have Web 
sites.  


Please consider the Web hosting service provided by the ACR. This service is available for 
chapters at a competitive rate. More information about this service is available on the ACR 
Web site or by contacting staff in the ACR Office of Chapter and Volunteer Development at 
either chapters@acr.org or (800) 227-5463 x. 4917. 


Organizing Content 


Before you begin organizing content on your site, take some time to look at the navigation 
and content organization of other Web sites. As you do your research, consider the following: 


• What makes a Web site easy for you to use? 


• What makes a Web site easy for you to read? 


• What strategies to you prefer to use when looking for content on a Web site? 


• What things deter you from returning to some Web sites? 


• What impact do images have on your browsing experience? 


• Can you identify 1-2 Web sites whose navigation and content layout you'd most like to 
emulate? 


Based on your research, create an outline for your Web site's content and navigation. It is 
important to keep in mind the abilities and limitations of your Web developer, publishing 
software, server space and budget as you outline your site. 


At this stage, before you've possibly paid someone hundreds of dollars to develop your site, it 
is a good idea to ask others for feedback on the content layout and navigation plan. 







Preparing Content 


Once you have an acceptable outline for your content and a map for navigation, it is time to 
prepare your content. Depending on how you plan to bring your content to the Web, this may 
mean simply typing up the content and sending it to a Web developer or using software or 
HTML know-how to prepare the content in-house. 


Solicit Feedback 


Before going live with the site, solicit people to look at the site. You might consider creating a 
scavenger hunt for people to look for information on the site. In addition to finding out if they 
were able to find the information; you might consider inquiring about their experience of 
searching and maneuvering through the site. Keep in mind you will not be able to please 
everyone with your site. Some people will have strong feelings about colors and page layout, 
navigation and content. Keep your goal in mind as you receive feedback and make sure 
changes you make work toward helping you reach that goal. 


How to Maintain a Web Page 


Before you launch your Web site, it is important to have a plan in place for how you are going 
to maintain the accuracy and timeliness of the content. It is hard to trust organizations that 
publish false or out-of-date information. Below are some suggestions for developing and 
executing a maintenance plan for your Web site. 


Establish Realistic Expectations 


Identify and agree on realistic expectations maintaining the Web site. Begin by assessing the 
resources you have for maintaining the site. If you are using volunteers to program the site, 
how many hours are they available to work on the site? If you are out-sourcing the 
programming, how much money do you have to spend on changes each month or annually? 
Based on your resources, identify what areas of the Web site will need updating and when the 
changes will need to be made. Make sure the changes you expect to make or the additional 
content you would like to add fit with your available resources. Make sure others, chapter 
officers and, if applicable, members of the communications committee, understand the options 
you have for making changes and additions to the Web site. 


It is helpful to develop and communicate a process for submitting changes or new content to 
the Web site. Issues to consider include: 


 What format does content need to be in (Word, text file, .pdf)?  


 Who should new or edited content be sent to?  


 Who is responsible for editorial review of the content before it is submitted for publication to 
the Web?  


 Who is responsible for publishing the content to the Web?  


 What is a reasonable timeframe for changes and additions being made?  


 If applicable, what is the fee for making changes or additions?  







Finally, it is important to establish a regular review of the site. The frequency of such a review 
will depend on the amount and nature of the site's content. 


Put Someone in Charge 


It is important to identify someone in the chapter to be responsible for the Web site. This 
should oversee the administration of the site, the content and the processes for editing and 
reviewing the site. If you have one, this person should be a member of your chapter's 
communications committee. 


Samples of Chapter Web Pages 


The ACR Web site maintains a list of links to ACR Chapter Web pages. 


 
Chapter Information 


 








2010 Resolution Format  1 


RESOLUTION NO. ____**  1 
 2 


<<Title of Resolution>> 3 
 4 


WHEREAS, this is where the explanation or reasoning behind the resolution should be 5 
placed, and 6 


 7 
WHEREAS, you can have as many whereases as you need, and 8 
 9 
WHEREAS, you can have as many whereases as you need, and 10 
 11 
WHEREAS, you may need many whereases to communicate the need for this 12 


resolution; therefore, 13 
 14 
BE IT RESOLVED, 15 


that (this is what you feel should become policy of the ACR), and 16 
 17 


BE IT FURTHER RESOLVED, 18 
  that (you may have as many "further resolved" paragraphs as 19 


necessary). 20 
 21 
Sponsored by: (One of more of the following: Councilor, Chapter, Council Steering 22 


Committee, or Board of Chancellors) 23 
 


 
 
**PLEASE NOTE: Do not insert a number – numbers will be assigned. 







 


2010 Resolution Format  2 


Fiscal Note 1 
 2 


<<Title of Resolution>> 3 
 4 
To support the <<Title of Resolution>>, the ACR would incur the following estimated costs: 5 
 6 
Costs: 7 
 8 
Line items          $ (est)  9 
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Meeting Overview 


The ACR Annual Meeting and Chapter Leadership Conference  


The Council is the legislative (policy-making) body of the College that acts upon 
recommendations, submitted as resolutions, and reports presented during the annual meeting. 
In this way each ACR member – through their chapter and the Council – has a voice in the 
governing of the College as it establishes policy for all of radiology. The Council consents of a 
minimum of one councilor from each chapter as well as other organizations determined by the 
Council. Currently the council consists of 303 councilors. 


Procedures of the ACR Council 


The ACR publishes a detailed document outlining how the Council conducts business. This 
document is available on the ACR Web site. 


Preparing the Chapter Delegation for the Meeting 


Preparations for the ACR Annual Meeting and Chapter Leadership Conference should begin 
several months prior to the meeting. The ACR typically publishes and distributes the meeting 
brochure in February. The meeting agenda materials, including the resolutions, are typically 
published and distributed in March. Chapter leaders, councilors and alternate councilors should 
review these materials as they receive them. Some chapters find it helpful to have a meeting 
prior to the ACR council meeting in order to discuss the agenda materials and shape opinions 
on the issues. 


If alternate councilors will be serving in place of councilors during the meeting, chapter leaders 
must notify the ACR Office of Chapter and Volunteer Development in order to assure the 
alternate will be appropriately credentialed at the meeting. 







Additionally, chapter representatives are responsible for preparing for visits with their 
Congressional representatives during the meeting. The delegation must make appointments 
with their representatives. The ACR government relations department typically provides 
assistance to chapter leaders. For more information contact Joshua Cooper at either 
jcooper@acr.org or (202) 223-1670. 


Preparing and Submitting Resolutions 
How to Submit Resolutions 


The ACR annually sets a deadline for the submission of Council resolutions. This deadline is 
communicated to chapter officers, councilors and alternate councilors in several formats and 
several times during the year.  


Resolutions must be submitted in writing to the ACR. They can be sent electronically, via fax 
or via post. Details for where to send resolutions can be found on the ACR Web site or by 
contacting the ACR Office of Chapter and Volunteer Development. 


Preparing Resolutions for Submission 


The ACR has a template for preparing a resolution for submission. This template is available 
on the ACR Web site. 


Sources for Additional Information 
 ACR Web site – www.acr.org  


 ACR Office of Chapter and Volunteer Development  


o Phone – (800) 227-5463 ext. 4917  


o Email – chapters@acr.org  


 








            APPLICATION FOR MEMBERSHIP/ 
CHAPTER APPLICATION FOR MEMBERSHIP 


  


I am a:  diagnostic radiologist    interventional radiologist   radiation oncologist   nuclear medicine physician  
   medical physicist 
Please check which category of membership for which you are applying: 
 Member.  I am certified by the ABMP  ABNM  ABR  AOBR   
          RCPS (Canada)   Collège des médècins du Québec Date Certified     
 Associate Member. I practice radiology/radiation oncology/radiological physics/nuclear medicine on a full-time basis.  I am not 


certified by the ABMP, ABNM, ABR, AOBR or RCPS, or the Collège des médècins du Québec. 
 International Member.  I reside outside the United States and Canada.  I am eligible or certified to practice within my country. 


NOTE: Applicants practicing in the US must also belong to a College chapter. Chapter membership is optional for active employees of the U.S. 
military services and the U.S.P.H.S. This application is also an application for chapter membership. Applicants practicing in Canada must 
belong to the Canadian Association of Radiologists.  Call the CAR at (514) 738-3111 to join the CAR or to verify your CAR membership . 


  


PLEASE PRINT OR TYPE 
 


NAME DEGREES  
 Last First Middle (MD, PhD, MB, etc.) 
FORMER NAME  E-MAIL ADDRESS  
   
HOME ADDRESS  BUSINESS ADDRESS  
 


    
 


    
 


    
City State/Province ZIP City State/Province ZIP 
  
Home address will be used for mailings. BILLING ADDRESS    Home      Business 
Business information will be used for Membership Directory, per ACR Council 1987 resolution, amended 1997 (Res. 35-B). 
 


HOME PHONE  (          ) BUSINESS PHONE  (          )  
 


HOME FAX  (         ) BUSINESS FAX  (          )  
GENDER  M    F BIRTH DATE* SOCIAL SECURITY #--LAST 4 DIGITS*  
Check if employed fulltime by:   Veterans Admin.       USPHS       Army       Navy      Air Force       Marines 
 


RESIDENCY TRAINING       
 Name of Institution Specialty Yr Grad 
FELLOWSHIP TRAINING      
 Name of Institution Specialty Yr Grad 
  


REQUIRED-TWO CHAPTER SPONSOR SIGNATURES**.  You must join the chapter 1) where you conduct your principal 
practice, 2) where you reside or 3) located within 25 miles of either location. To join, please obtain the signatures of two people who 
are active members in good standing of the chapter for which you are applying. 
 


1.   2.    
 SIGNATURE OF FIRST SPONSOR SIGNATURE OF SECOND SPONSOR 
1.   2.    
 LEGIBLY PRINTED NAME OF FIRST SPONSOR LEGIBLY PRINTED NAME OF SECOND SPONSOR 
  
I HEREBY CERTIFY THAT THE INFORMATION GIVEN ABOVE IS CORRECT TO THE BEST OF MY KNOWLEDGE. 
 


    
 Signature of Applicant   Date 
  


**Note:  See enclosed Dues Schedule for chapters that do not require sponsors. 
**RADIATION ONCOLOGISTS:   ACR Bylaws provide that as a member of CARROS (Council of Affiliated Regional Radiation 
Oncology Societies), you may elect to be state chapter inactive—no sponsor signatures  (see above) are required. You are still liable 
for state chapter dues.  You may not vote or hold state chapter office.   Check here to be state chapter inactive:  
  
  


Enclose check payable to ACRa to cover both ACR/ACRa and chapter dues. Refer to enclosed Dues Schedule (In AR, CA, Canada, CO, CT, DE, 
FL, NJ, PA attach only ACRa payment—chapter will bill you separately).  Mail application and payment to: 


Membership Services • American College of Radiology • 1891 Preston White Dr. • Reston, VA 20191-4397 
•    (703) 648-8900, ext. 4064     •     (800) 347-7748     •     Fax (703) 264-2093     •    E-mail membership@acr.org


*Birth date and social security numbers are used to uniquely identify you in our database.  [Revised 11/06] 



mailto:membership@acr.org



		PLEASE PRINT OR TYPE

		NAME DEGREES

		LEGIBLY PRINTED NAME OF FIRST SPONSOR LEGIBLY PRINTED NAME O

		Membership Services ( American College of Radiology ( 1891 Preston White Dr. ( Reston, VA 20191-4397










 


Chapter Meetings Needs Assessment 
 
1. Have you ever attended a chapter meeting? 


Yes      No  
 
If you answered yes, please answer questions 2-4. 
 
2. If so, when and where did you last attend a chapter meeting?     
             
              
 
3a. On a scale of 1 to 5 please rate how useful you found the meeting to be? 
 
 Please circle number below. 
 
 Not useful Somewhat Useful  Very   Exceptionally 
   Useful    Useful  Useful 
  
      1        2       3        4         5 
  
3b.    If you circled 4 or 5, what made the meeting useful?       
             
             
  
4. In what way(s) could that meeting have been improved?  Circle all that apply. 


a. Shorten it    h. Find better presenters 
b. Lengthen it    i. Tailor program to better fit  
c. Offer CME     my specific needs  
d. Increase CME    j. More socio-economic or  
e. Choose better location   political presenters 
f. Add more social programs  k. Fewer socio-economic or  
g. Have fewer social programs   political speakers 


 
Please list other ways the meeting could have been improved (try to be specific)  
            
             


5. If you have not attended a chapter meeting, what was the primary reason? 
Check the most appropriate reason. 
 


 Time     No CME 
 Location     Cost  
 Not interested in program   Other conflicts 


 Other (please specify)         
             







 


6. When is the best time for you to attend a chapter meeting? 
 


 Spring   Weekends  
 Summer   Weekdays (check preferred days below) 


  Fall    
 Winter  


 


 Mon  Tues  Wed  Thurs  Fri 
 
7. What is the best location? 


 Resort   Convenient City Locale*  
 


 *City of choice         
 
8. Would you be interested in meeting via videoconference? 
 


Yes    No  
 
9. Do you attend any other state-based meetings that we could consider meeting in conjunction 


with? 
 


Yes     No  
 
If yes, what meeting and when is it generally held?       
             


 
10. How do you learn about chapter meetings? 


Check all that apply. 
 


 Chapter Newsletter    Colleagues 
 Meeting Registration Mailing   Past Chapter Meetings 
 Chapter Web Site     Other (specify) ___________ 


 
11. What could the chapter do to improve overall meeting attendance?    


             
             
             
              


 
12.  How many years have you been in practice?        


We appreciate your input and hope that you will plan on attending a future chapter 
meeting.  Please FAX your completed survey to (XXX) XXX-XXXX. 


 








 


WEB SITE HOST LETTER OF AGREEMENT 
 


PREAMBLE 
 
The American College of Radiology (ACR) is the owner, developer, and creator of a Web server. 
Several state chapter affiliates of the ACR have expressed an interest in developing Web sites to 
serve the interests of their members and seek assistance from the ACR in developing and posting 
their Web sites on the ACR Web server. Under such an arrangement, ACR as the Internet service 
provider would act as the host for the state chapter. The parties have found such an arrangement 
to be in their best interests and agree as follows: 
 
1. ACR shall serve as the host for a Web site belonging to the CHAPTER NAME (Chapter). As 


the host, ACR will provide the Chapter no more than 1 gigabyte of disk space on the ACR 
Web server. Such space will be for the exclusive use of CHAPTER DOMAIN. The cost for 
this hosting service is fifty dollars ($50.00) per month. 


 
2. The Chapter shall be the owner of any domain name obtained on its behalf pursuant to this 


agreement. Upon the expiration or termination of the agreement, ACR shall cooperate with 
the Chapter to facilitate the transfer of any domain name as directed by the Chapter. 


 
3. Host services provided by ACR at no cost will include two (2) mail forward addresses, and 


InterNIC name registration and all basic server configuration requirements. ACR also agrees 
to provide the Chapter with necessary technical support during normal business hours to 
operate the Web site. Further, ACR agrees that it will keep the Web site operational Monday 
through Friday from 8:00 am – 5:00 pm. There is a reasonable expectation of the Web site 
being operational twenty-four (24) hours a day, seven (7) days a week, except for customary 
downtime for repair and maintenance. 


 
4. ACR agrees to develop HTML pages and maintain the Chapter Web site. The cost for this 


service is one hundred ($100.00) per hour. However, the Chapter may elect to design its own 
HTML pages and maintain its Web site without incurring any costs.  The Chapter shall be the 
owner of any HTML pages or other Web site content developed on its behalf by ACR. To the 
extent ACR develops Web site content for the Chapter such developed work shall be deemed 
“work for hire” and the Chapter shall own the copyright to such work. 


 
5. Applications. The basic hosting package offered by the ACR will include a calendaring 


application and disk space for photographs. Requests for additional applications will be 
addressed on a case-by-case basis. If the Chapter wishes to exceed basic applications offered 
in this Agreement, additional costs will be incurred at the rate of one hundred ($100.00) per 
hour, to include time spent on developing estimates. In addition, excessive storage 
requirements may incur additional fees. 


 
6. Access.  There will not be telnet or dialup access. Read-only SFTP access will be available to 


the Web site’s log directory. Read/write SFTP access will be available to the Web site’s Web 
directory. All data for content development must be provided in MS Word or text format. To 
the extent the Chapter elects to develop its own Web content pursuant to Paragraph 4 of the 
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Agreement, the Chapter shall be entitled to furnish such content in HTML format or other 
format suitable for posting on the Web site and ACR agrees to cooperate with the Chapter or 
its developer in arranging for the transfer of the content to ACR for posting on the Web site. 
Graphics for development will be in jpg, tiff, gif or Photoshop format. 


 
7. Accounting.  ACR shall provide the chapter quarterly invoices for the monthly package fee. 


Additionally ACR shall provide an invoice for technical services provided during the 
preceding month based on the hourly costs mentioned above. All invoices are immediately 
due and payable upon receipt and considered delinquent if not paid in full within thirty (30) 
days of receipt. ACR reserves the right to disable the Chapter Web site if accounts are not 
kept current. ACR reserves the right to increase its hourly costs during any succeeding 
agreement year provided the Chapter is notified in writing of any such anticipated increase 
thirty (30) days prior to the new agreement year. 


 
8. Content.  The Chapter acknowledges that ACR as the host is not responsible for selecting, 


editing or monitoring the content of its Web site. The Chapter represents and warrants that 
the content it supplies to ACR for posting on its Web site does not infringe upon any 
statutory or common law copyright or violate any law or government regulation. ACR 
reserves the right to delete posted Web site material should the ACR find that such material 
is offensive, contrary to ACR policy or unlawful. Should the ACR delete any Web site 
material, the Chapter would be notified in writing as soon as possible. 


 
9. Indemnification.  The Chapter agrees to indemnify and hold harmless ACR, its employees, 


agents, officers and directors from any and all claims or lawsuits arising out of any act or 
omission resulting from the Chapter’s negligence or misconduct arising from the material 
posted on its Web site. This indemnification includes, but is not limited to reimbursement of 
all costs, including attorneys’ fees and any judgment or settlement incurred in the defense of 
the claim or lawsuit. 


 
ACR agrees to indemnify and hold harmless the Chapter its employees, agents, officers and 
directors from any and all claims or lawsuits arising out of any act or omission of ACR  
regarding content on the Web site that allegedly violates the United States copyright laws or 
other intellectual property rights  solely relating to any content developed by the ACR. 
 


10. Termination. The terms of this Agreement shall commence on the date of execution below 
and shall continue for a period of one (1) year with automatic provision for renewal in 
additional one (1) year increments. Each party may terminate this Agreement upon thirty (30) 
days written notice. Upon the termination or expiration of the Agreement, ACR shall 
cooperate with the Chapter to facilitate the transfer of any and all content from the Chapter 
Web site as directed by the Chapter. 


 
11. Amendments.  Only mutually agreed upon written amendments to the Agreement will be 


considered valid.   
 
By signature below, the parties certify that they have authority to execute this Agreement on 
behalf of their respective organizations. 
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_________________________________ ____________________________________ 


Ann W. Rosser    Chapter President 


Assistant Executive Director    


_________________________________ ____________________________________ 


Date      Date 
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This form allows chapters to receive recognition points towards the Meeting and Education Chapter Awards 
Category, request an ACR speaker for an upcoming meeting, and list the chapter meeting on the Chapter 


Meetings and Events section of ACR.org. You can also submit this information here. Return this  
form by selecting the submit button bellow or email the form with your saved changes  


to chapterservices@acr.org. 


 CHAPTER MEETING PROFILE 


 Email Address: 


 Chapter: Name:


 Meeting Date:


 State:  City:  Venue:


 Meeting Title:


Is this an annual meeting?


The meeting announcement on ACR.org requires a registration contact please note a name, phone 
number and email address for this purpose. If you would like the announcement to include a brochure 
or agenda simply send a file as an attachment to chapterservices@acr.org:


 Email:  Phone:


 Registration Contact Name:


In order to request an ACR speaker to attend your meeting please specify the details below:


 Date:  Time:


 Approximate Length of Presentation Desired:


The ACR speaker generally present an update on ACR efforts and activities you can note additional 
topics of interest below. The Office of Chapter and Volunteer Development will make an effort to 
confirm a speaker who can address these: 


 Topics of Interest:


 Audience Size:


 Chapter Concerns:


Please communicate any current issues the chapter is facing to further direct our selection of an 
appropriate speaker:


 Would you like to participate in the chapter visitation program and invite an ACR speaker? 


How many CME credits will be offered? 



http://www.acr.org/SecondaryMainMenuCategories/MeetingsandEvents/chapter_meetings.aspx

http://www.acr.org/SecondaryMainMenuCategories/MeetingsandEvents/chapter_meetings.aspx

http://www.acr.org/SecondaryMainMenuCategories/mbr_chapter/FeaturedCategories/chapters/ResourcesforChapterLeaders/recognition/forms/FutureChapterMeetingProfileForm.aspx



This form allows chapters to receive recognition points towards the Meeting and Education Chapter Awards Category, request an ACR speaker for an upcoming meeting, and list the chapter meeting on the Chapter Meetings and Events section of ACR.org. You can also submit this information here. Return this 

form by selecting the submit button bellow or email the form with your saved changes 

to chapterservices@acr.org. 

 CHAPTER MEETING PROFILE 

The meeting announcement on ACR.org requires a registration contact please note a name, phone number and email address for this purpose. If you would like the announcement to include a brochure or agenda simply send a file as an attachment to chapterservices@acr.org:

In order to request an ACR speaker to attend your meeting please specify the details below:

The ACR speaker generally present an update on ACR efforts and activities you can note additional topics of interest below. The Office of Chapter and Volunteer Development will make an effort to confirm a speaker who can address these: 

Please communicate any current issues the chapter is facing to further direct our selection of an appropriate speaker:
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		Email: 

		Chapter: 

		Name: 

		MeetingDate: 

		State: 

		City: 

		Venue: 

		MeetingTitle: 

		AnnualMeeting: 

		RegistrEmail: 

		RegistrationPhone: 

		RegistrationContact: 

		SpeakingDate: 

		SpeakingTime: 

		PresentationLength: 

		Topics: 

		AudienceSize: 

		ChapterConcerns: 

		EmailSubmitButton1: 

		SpeakerInvite: 

		CMEOffered: 
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The ACR and Its Chapters 
 


Table of Contents 


What you should know about the ACR 
  ACR Mission 
  ACR Bylaws 
  ACR Membership Requirements 
  Digest of Council Actions 
    What it is 
    Where to find it 
  ACR Council Steering Committee 
    What is it? 
    The CSC and Chapter Liaisons 
  Volunteering and the ACR 
    Who volunteers? 
    What are the volunteer opportunities? 
    What is the process for becoming a volunteer? 
    What are the benefits of volunteering? 
  Contacting the ACR 
    Contact Information by ACR Department 
    Headquarters (Reston) Office 
    Government Relations (Washington, DC) Office 
    Clinical Research (Philadelphia) Office 
Services Available to Chapters from the ACR 
  ACR Membership Database 
    What is the ACR membership database? 
    Your role in maintaining the database 
    Distribution of Chapter Membership Rosters 
    Getting Membership Statistics 
  Chapter Recognition Program 
    Description of the Program 
    Where to find resources and more information 
  Chapter Visitation Program 
    Description of the Program 
    Frequently Asked Questions 
    How to Participate in the Program 
    Where to find resources and more information 
  Chapter Web Page 
    Description of service 
    Where to find information 







  Legal Assistance 
    Description of service 
    Where to find information 
  Mailing Labels / Email Addresses 
    Description of service 
    How to make request 
  Membership Dues Collection 
    Program Description 
    Where to Find Information 
  Practice of Radiology Environment Database (PRED) 
    What is it? 
    How will it benefit chapters? 
    How are chapters involved? 
    Where to Find Information 
  State Legislative Services 
    Description of services 
    Where to find information 
  Using the ACR Logo 


What you should know about the ACR 


Chapter leaders should be familiar with the following: 


 ACR mission  


 ACR bylaws  


 ACR membership requirements  


 ACR Digest of Council Actions  


 ACR Council Steering Committee  


 Volunteering and the ACR  


 Contacting the ACR  


ACR Mission 


To serve patients and society by maximizing the value of radiology, radiation oncology, 
interventional radiology, nuclear medicine and medical physics by 


 advancing the science of radiology,  


 improving the quality of patient care,  


 positively influencing the socio-economics of the practice of radiology,  


 providing continuing education for radiology and allied health professions and  


 conducting research for the future of radiology.  


ACR Bylaws 


The ACR bylaws define the structure and fundamental operations of the College. They also 
include: 







 actions of the ACR Council,  


 actions of the Council Steering Committee,  


 actions of the Board of Chancellors  


 ACR membership requirements  


Current bylaws are available on the ACR Web site. 


ACR Membership Requirements 


The ACR Bylaws detail the membership requirements for the organization. Below are details on 
the classes of ACR membership and their eligibility requirements. Some chapters find it 
convenient to mirror these classes of membership and requirements at the chapter level. For 
more detailed information on ACR membership or joining the ACR, please visit the member 
services section of the ACR Web site or contact the membership services department at either 
membership@acr.org or (800) 347-7748. 


The ACR offers various classes of membership including: 


 Member  


 Associate Member  


 Fellow  


 Member in Training  


 Allied Health Member  


 Honorary Fellow  


 International Member  


 International Member in Training  


 Fellow Emeritus  


 Retired Member and Fellow  


 Chapter Inactive Member and Fellow  


The eligibility requirements for each class are described in detail in the ACR Bylaws. 
Information about fees for the various classes of membership is available on the ACR Web 
site. 


Digest of Council Actions 


What it is 


The Digest of Council Actions is a compendium of resolutions approved by the ACR Council. In 
conjunction with the ACR Bylaws, the digest defines the organization and operation of the 
College. 


It is also a source for all professional and public policy statements that have been approved by 
the Council. These include the Digest of Council Actions is available both electronically and in 
print. 







You can request a print version from the ACR Office of Chapter and Volunteer Development at 
either chapters@acr.org or (800) 227-5463 ext. 4917. 


ACR Council Steering Committee 


This section includes: 


 A description of the CSC  


 A description of CSC liaisons  


What is it? 


The Council Steering Committee is responsible for representing the Council between meetings 
and representing the interests of the Council to the ACR Board of Chancellors and the 
chapters. 


The ACR Bylaws detail the make-up of the CSC: 


The Council Steering Committee shall consist of the speaker, vice-speaker, and at least 
fourteen (14), but no more than eighteen (18) additional members of the Council. There shall 
be six (6) members elected by the Council. At each annual Council meeting, three (3) 
members shall be elected from at least five (5) candidates, who must have at least one (1) 
year remaining as councilors for the terms for which the candidates are nominated, to serve 
two (2) year terms. The additional members, at least eight (8), and no more than twelve (12), 
shall be appointed by the speaker and approved by the Council and shall include one (1) 
Member in Training. Elected members of the Council Steering Committee shall be eligible for 
re-nomination and re-election for a second two (2) year term. Candidates with only one (1) 
year remaining as a councilor who win election or re-election shall serve their final year as a 
councilor-at-large. The term of membership of the appointed member shall be one (1) year, 
subject to additional terms if re-appointed by the speaker. No member, whether elected or 
appointed, may serve more than six (6) consecutive years on the CSC without a lapse of at 
least one (1) year. Nominees for election to the Council Steering Committee shall have 
attended at least one (1) previous annual meeting of the College as a councilor, alternate 
councilor or chapter officer. Geographic distribution shall be maintained when appointments 
are made to the Council Steering Committee. To be eligible for appointment or reappointment 
to the Council Steering Committee, the individual must be a Member, Fellow or Member in 
Training of the College. (ACR Bylaws, Article IX, section 9).  


The CSC and Chapter Liaisons 


Just as the Council serves as a representative body of all ACR members, the CSC strives to 
best represent the diverse needs and interests of ACR members. To accomplish this CSC 
liaisons with ACR chapters between meetings. CSC members work to convey relevant 
information to chapters and to listen to chapter members and convey their messages back to 
the CSC. 







Members of the CSC take responsibility for working with one or more chapters. A CSC liaison 
may regularly correspond to one or more chapter officers, may attend chapter meetings and 
may seek to speak or communicate to the chapter membership on behalf of the CSC. 


Chapters may use their CSC liaison to learn more about the agenda of the Council, the ACR 
and to communicate local concerns or interests back to the CSC. If you need more information 
about your CSC liaison, please contact the ACR Office of Chapter and Volunteer development 
at either chapters@acr.org or (800) 227-5463 ext. 4917. 


Volunteering and the ACR 


The ACR relies heavily on the volunteer efforts of its members. Each year hundreds of 
members donate their time and talents to do the work of the College. This section includes 
answers to some of the frequently asked questions about volunteering with the ACR. 


 Who volunteers?  


 What are the volunteer opportunities?  


 What is the process for becoming a volunteer?  


 What are the benefits of volunteering?  


Who volunteers? 


Everyone is welcome to volunteer to help the ACR achieve its mission. ACR volunteers include 
residents, people in private practice, people in academic practice and retirees donate their 
time and talents to the organization. 


People volunteer for different reasons. Here are three typical reasons members give for 
volunteering: 


1.    for personal and professional development opportunities  


2.    for networking opportunities  


3.    for opportunities to contribute to a higher cause  


ACR Fellowship, one of the highest honors the College bestows, is given in part for 
demonstrated service to the organization. This also encourages members to volunteer. 


What are the volunteer opportunities? 


There are many opportunities for volunteering in the ACR. Some volunteer positions require a 
commitment of a year or more and others require only a few hours of service. Descriptions of 
volunteer opportunities are available on the ACR Web site. 


What is the process for becoming a volunteer? 







Each year the College Nominating Committee solicits for nominations for ACR leadership 
positions. For more information, please contact Mary Jane Donahue at either 
mdonahue@acr.org or (800) 227-5463, ext. 4901. 


For more inforamtion on volunteering for ACR commissions, committees and task forces 
please review Volunteer Interest Resources available on the ACR website or contact Meghan 
Deaver at mdeaver@acr.org. The information collected on these forms is distributed to 
appropriate staff and committee chairs and used to fulfill openings. 


To volunteer to help at the AMCLC, please contact Kathleen Bentley at either kbentley@acr.org 
or (800) 227-5463 x. 4386. 


What are the benefits of volunteering? 


The benefits can vary depending on the volunteer's initial reason for volunteering. The benefits 
may include: 


 personal and professional growth  


 an augmented social and professional network  


 feelings of good-will for bettering the profession  


 peer and professional recognition  


Contacting the ACR 


When contacting the ACR it is helpful to include your ACR membership number. This helps 
staff to better serve you. 


 Main Phone Number – (800) 227-5463  


 General Email Address – info@acr.org  


Contact Information by ACR Department 


This information is available on the ACR Web site. Click here to see the listing. 


Headquarters (Reston) Office 


 Mailing Address - 1891 Preston White Dr, Reston VA 20191-4397  


 Phone Number - (703) 648-8900 or (800) 227-5463  


Government Relations (Washington, DC) Office 


 Mailing Address – 1701 Pennsylvania Ave NW, Suite 610, Washington, DC 20006-5805  


 Phone Number – (202) 223-1670  


Clinical Research (Philadelphia) Office 







 Mailing Address – 1818 Market St, Suite 1600, Philadelphia, PA 19103-3609  


 Phone Number – (215) 574-3150  


Services Available to Chapters from the ACR 


The following services are available to chapter leaders: 


 ACR membership database  


 Chapter Recognition Program  


 Chapter Visitation Program  


 Chapter Web Page  


 Legal assistance  


 Mailing labels and email addresses  


 Membership dues collection  


 Practice of Radiology Environment Database (PRED)  


 State legislative services  


 Use of the ACR logo  


ACR Membership Database 


This section includes: 


 What is the ACR membership database  


 Your role in maintaining the database  


 Distribution of chapter membership rosters  


 Getting membership statistics  


What is the ACR membership database? 


The ACR maintains a large database of current, past and potential members. Staff spend 
hundreds of hours each year verifying and updating member records in order to have the most 
accurate data on record. 


Your role in maintaining the database 


Chapter leaders can help maintain the membership database by notifying the ACR of bad 
addresses (mail and email) and taking time to review rosters sent to the chapter from the ACR 
for accuracy. 


You can forward returned mail (hardcopy and electronic) or report roster inaccuracies to the 
ACR membership services department. 


 via email – membership@acr.org  


 via fax – (703) 264-2093  







 via post – ACR  


Membership Services Department 
1891 Preston White DrReston VA 20191-4397 


Distribution of Chapter Membership Rosters 


The membership services department routinely distributes rosters twice a year. 


 Fall – Membership rosters reflect cancellations for non-payment of dues.  


 January – Sent just before the second dues invoice goes out, this gives chapters the 
opportunity to see the amount of dues income they can expect for the year. This list also 
includes information of retirees and residents and fellows training in the state.  


These rosters are sent as Excel documents via email to chapter presidents, secretaries or 
secretary treasurers, membership chairs, fellowship chairs, executive directors or executive 
secretaries and the person designated as the chapter mail recipient. The rosters can be sent in 
another format upon request. 


Chapter leaders can ask for a roster at any time during the year. Staff in the membership 
services department will only give out rosters to chapter officers or chapter executive staff. 


Direct questions or requests for rosters to Barbara Quattrone in the membership services 
department at either bquattrone@acr.org or membership@acr.org or (800) 347-7748. 


Getting Membership Statistics 


Many chapters like to include membership information in annual reports to their membership. 
Upon request, staff in the membership services department can provide: 


 breakdowns and totals by membership type  


 lists of new members  


 lists of transferred members  


 lists of deceased members  


 lists with information on length of ACR/chapter membership  


 a bill-paid report, for those chapters who use the ACR dues invoicing service  


Direct questions or requests for statistics to Barbara Quattrone in the membership services 
department at either bquattrone@acr.org or membership@acr.org or (800) 347-7748. 


Chapter Recognition Program 


This section includes: 


 Description of the program  


 Where to find resources and more information  







Description of the Program 


In 2003, the ACR Committee on Chapters launched the ACR Chapter Recognition Program. The 
goals of the program are two-fold: 


 To formally recognize chapter successes and innovative ideas and,  


 To facilitate the sharing of ideas among chapters, thus encouraging and supporting the activity 
of all ACR chapters.  


For each award year, chapters are given the opportunity to make submissions for any 
activities or initiatives they engage in between January and December of the given year. 
These submissions can be made in one of 4 categories: Communications, Government 
Relations, Meetings/Education, and Membership. 


At the end of the award year, members of the ACR Committee on Chapters, along with staff, 
review all eligible submissions to determine winners for that year. Winners are notified in 
March, and an award ceremony is held at the ACR Annual Meeting and Chapter Leadership 
Conference to formally recognize the winning chapters. 


Where to find resources and more information 


 via the ACR Web site  


 staff contact - Devin Parris   


o e-mail - dparris@acr.org  


o phone - (800) 227-5463 ext. 4917  


Chapter Visitation Program 


This section includes: 


 Description of the program  


 Frequently asked questions  


 How to participate in the program  


 Where to find resources and more information  


Description of the Program 


The goals of the chapter visitation program are: 


 To enhance the interchange of ideas between ACR leadership, ACR chapters, and the members 
they represent  


 To highlight ACR activities to all members  


 To provide an opportunity for ACR leaders to better understand the many challenges faced by 
ACR chapters and members  







In order to achieve the goals of the program, the ACR provides a speaker to attend a chapter 
meeting and highlight emerging issues and recent ACR activities. In addition, the ACR 
representative provides a forum or makes his or herself available to receive chapter/member 
input. 


Frequently Asked Questions 


Who are Chapter Visitation speakers?  


Typically the visitor is a member of the ACR Board of Chancellors, Council Steering Committee 
or executive staff. A visit by an individual who does not fit in to one of the above mentioned 
categories might be considered. However, the speaker must be a member of the College and 
dedicate a minimum of 15 minutes to addressing ACR activities. 


The College does not accept or fulfill requests for a specific speaker; however, if there are 
specific issues currently facing the chapter we will make an effort to provide a speaker that 
can address them. 


Who covers the costs of chapter visitation speakers?  


The College assumes the expenses for one visitor, per chapter, per year. 


How will a speaker be identified for my chapter?  


Upon receiving the chapter meeting profile form, staff in the Office of Chapter and Volunteer 
Development will – 


 Select an appropriate speaker  


 Extend an invitation to the prospective speaker, and  


 Coordinate the exchange of contact information between the chapter and selected speaker  


How to Participate in the Program 


 Complete a chapter meeting profile form to provide details for the meeting & request a 
speaker.  


 Submit a request for a speaker 3 months prior to meeting to best facilitate the selection of a 
speaker.  


 Upon receiving confirmation of a speaker, the chapter representative should contact the 
speaker to coordinate details of his/her visit – this includes travel arrangements and 
presentation details.  


Where to find resources and more information 


 The Chapter Meeting Profile form is available on the ACR Web site.  


 For more information, please contact Devin Parris at either dparris@acr.org or (800) 227-
5463, ext. 4917.  


Chapter Web Page 







Having a chapter identity in cyberspace is a key way to communicate with members, potential 
members and the public. The ACR offers a hosting service for chapters interested in creating 
and maintaining a Web site. 


This section includes: 


 A description of the service  


 Where to find information  


Description of service 


The ACR Web hosting service offers the following: 


 space on ACR servers  


 technical support  


 domain registration  


 HTML coding (additional fees apply)  


 calendar application  


 storage space for photographs  


 2 email addresses  


Where to find information 


A copy of the web hosting contract is available on the ACR Web site. For additional information 
or to arrange for service, please contact the ACR Office of Chapter and Volunteer Development 
at either chapters@acr.org or (800) 227-5463 ext. 4917. 


Legal Assistance 


This section includes: 


 A description of the service  


 Where to find information  


Description of service 


The members of the ACR Legal Department are available to provide general information on a 
variety of issues to ACR members and their attorneys. 


Chapter leaders may turn to the ACR Legal Department for: 


 referrals to local attorneys  


 general questions about nonprofit organization and incorporation  


 general questions about bylaws  


 general questions about anti-trust issues and other corporate matters  







Please note, because, like physicians, the staff attorneys of the ACR cannot practice in states 
where they are not licensed to do so, our attorneys provide information to ACR members with 
the express understanding that: 


 no attorney-client relationship exists,  


 neither ACR nor its attorneys are engaged in providing direct legal advice,  


 that the information provided is of a general character and;  


 on specific legal matters, members should seek legal advice from qualified legal counsel in 
their own states.  


Where to find information 


 e-mail – legal@acr.org  


 phone – (800) 227-5463, ext. 4044  


Mailing Labels / E-mail Addresses 


This section includes: 


 A description of the service  


 How to make a request  


Description of service 


Chapters may acquire mailing labels or email distribution lists through the ACR Office of 
Chapter and Volunteer Development. Mailing labels can be sent in print on label stock or 
electronically. There is no fee for this service. 


What you should know: 


 Only current chapter officers, executive directors or secretaries and membership committee 
chairs may make requests for mailing labels or email distribution lists.  


 Information about members of other chapters will not be distributed without prior consent of 
that chapter's officers. If you wish to communicate with members in another chapter (i.e. in 
the event of marketing a meeting that would be of interest to those in another state), please 
provide information about the communication to ACR staff so that they can contact the 
chapter for permission.  


 The turnaround time for receiving hardcopy or electronic information is 7-10 business days. 
Please time your requests accordingly.  


How to make request 


You can request mailing labels or email distribution lists by contacting Fran Cordero at the ACR 
Office of Chapter and Volunteer Development: 


 Via phone: (800) 227-5463 ext. 4496  


 Via email: fcordero@acr.org  







 Via fax: (703) 262-9319  


 Via post: ACR Office of Chapter and Volunteer Development, 1891 Preston White Dr., Reston, 
VA 20191-4397  


Please provide the following information when making your request: 


 What is your name and current position in the chapter?  


 How will the information be used (i.e. for a marketing mailing for a chapter meeting)?  


 Do you need the information electronically (Excel spreadsheet) or in hardcopy (on label 
stock)?  


 If you're requesting mailing labels in hardcopy, how would you like the information sorted (i.e. 
by zip code)?  


 Do you want to include all member types in the list or only select types (i.e. dues-paying only, 
dues-paying and members in training and retirees, etc.)?  


 To whom should the information be sent?  


Membership Dues Collection 


All chapters who charge dues for some or all of their membership classes will have to deal with 
collecting dues. Some chapters do their own dues invoicing. Many chapters take advantage of 
the ACR's dues billing service. 


This section includes: 


 Program description  


 Where to find information  


Program Description 


The ACR dues billing service allows chapters to take advantage of ACR resources for preparing 
and distributing invoices, dues collection and recordkeeping. The College charges a modest fee 
for this service. Through this service the ACR will include the chapter dues as an additional line 
item on the ACRa membership dues invoice. The ACR sends out up to three invoices during 
the year. Additionally, up to two letters will be sent to members delinquent in paying their 
dues. Chapters will receive dues income from the ACR on a monthly basis via check. The 
chapter will also receive a listing of people who have paid, the invoice number, the amount 
paid and the form of payment. In order to participate in the program chapter leaders must 
notify the ACR prior to October 1. 


Where to Find Information 


Specific details on the ACR chapter dues billing service are outlined in the billing agreement. 
To receive a copy of the billing agreement or to ask other questions, please contact 
Membership Services at either membership@acr.org or (800) 347-7748. 


Practice of Radiology Environment Database (PRED) 







What is it? 


In order to better serve our members and the profession, the ACR has begun a massive 
campaign in 2006 to collect information on radiology practice environments. Know as PRED 
(Practice of Radiology Environment Database), the database will: 


 collect and link information pertaining to practice name,  


 practice settings,  


 individual radiologists,  


 practice leaders,  


 business managers, and  


 aggregate individual demographic data.  


How will it benefit chapters? 


This database will assist the ACR and its chapters in marketing their memberships, products, 
and services while providing unique services to the broader practice environments. 


How are chapters involved? 


Chapters will be asked to assist the ACR in the identification and verification of data. 


Where to Find Information 


To learn more about the PRED, please contact Dan Green in the membership services 
department at either dgreen@acr.org or membership@acr.org or (800) 347-7748. 


State Legislative Services 


This section includes: 


 A description of services  


 Where to find information  


Description of services 


The ACR created the state government relations program to address legislative and regulatory 
trends across the country, as well as to assist chapters with legislative and regulatory 
initiatives and strategies on the state level. The state government relations program is here to 
serve ACR members. 


Where to find information 


 The ACR Web site offers detailed information  


 Ariel Gonzalez is the assistant director of state legislative relations  


o e-mail – agonzalez@acr.org  







o phone - (703) 715-3488  


Using the ACR Logo 


Membership in the ACR and its chapters are related. The ACR and many of its chapters require 
reciprocal membership. There may be times when your chapter would like to use the ACR logo 
on materials in order to illustrate this important relationship. For information on how to use 
the ACR logo on chapter-sponsored materials, please contact the ACR Office of Chapter and 
Volunteer Development at either chapters@acr.org or (800) 227-5463 ext. 4917. 
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