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Leadership Tip Sheet 
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Included in this Tip Sheet: 
• Local Association Leaders – Dates to Remember 
• Leader Resources and Toolkits 
• Leadership Newsletter 

Local Association Leaders – Dates to Remember 
 
Month Task Details 
July New Term Begins  Prepare for year's activities. The following items to 

consider includes, but not limited to: 
• select any committee chairs or officers still 

needing to be appointed 
• update bank signature cards 
• finalize association’s annual budget 
• arrange for audit of financial records 
• set dates for board meetings for the coming year 

as outlined in the local bylaws 
Submit Local Officer Contact 
Information (if not previously 
submitted) 

Submit online 
https://www.internationalinsuranceprofessionals.org
/page/locif   
Form requests details for Local President, Treasurer, 
Direct Dues contact, Membership contact, and 
website group administrator. 

August Prepare for Council Meetings, 
if applicable 

Register and make reservations to attend the Council 
Meeting, if applicable. If President is not attending, 
prepare for alternate. Check your bylaws for protocol 
for alternate. Discuss topics and voting preferences 
with members. Review any topics to be voted upon. 
Work with Council Director for any questions or 
additional details.  

September Solicit Regional & 
International Award 
Applications  

Begin to solicit for award applications and encourage 
eligible members to apply. Assign committee for 
Awards. 

October Legacy Foundation Grant 
Application due October 15 

Grants can be used to fund education-related 
programs and projects benefiting the insurance 
industry at the local association, council and regional 
levels. 

https://www.internationalinsuranceprofessionals.org/page/locif
https://www.internationalinsuranceprofessionals.org/page/locif
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Local Association Leaders – Dates to Remember (cont.) 
 
Month Task Details 
November Award Applications due to the 

RVP November 15 
Applications must be typed, on correct/current form. 
RVP will confirm eligibility of all applicants and send 
to judges.   

990-N Forms due November 
15 

Remind Treasurer this form is due on November 15. 
Send confirmation of filing to Corporate Centre. 

Nominating Committee 
Candidate Applications due 
November 15 

Due for the following positions on November 15: 
• International Nominating Committee 

(president@iaip-ins.org) 
December Candidate Applications due 

December 1 
 

Due for the following positions on December 1: 
• International Secretary (president@iaip-ins.org) 
• Legacy Foundation Directors-At-Large 

(president@iaip-ins.org)  
• International Nominating Committee 

(president@iaip-ins.org) 
• Regional Nominating Committee (RVP receives) 

Regional CWC Applications 
due December 10 

All candidates that wish to participate in the CWC 
Speak-off at regional conference must submit 
application by December 10. All members meeting 
guidelines for Speak-Off (not just winners) are eligible 
to participate. 

January Candidate Applications Due 
January 15 

Due for the following position on January 15: 
• Regional Vice President (RVP receives) 

Legacy Foundation Scholarship 
Application due January 15 

Scholarships are awarded to individual members for 
various educational opportunities, obtain 
designations or insurance related degrees or to 
attend IAIP conventions or conferences.  

Past Officer Scholarship 
Nominees Due 

Submit to RVP a name of one or two nominees that 
you would recommend to receive POC Scholarship 
(include reasons, involvement, leadership). RVP will 
select one member from each local. The winner will 
be selected at the January BOD meeting.  

Establish Nominating 
Committee 

Establish the nominating committee following the 
process identified in the local association bylaws. 
Election ballot should be presented at February or 
March membership meeting for elections in April (or 
as defined in your bylaws).  

February Prepare for Regional 
Conference 

Register and make reservations to attend the 
Regional Conference. If President is not attending, 
prepare for alternate. Check your bylaws for protocol 
for alternate. Discuss topics and voting preferences 
with members. Review any topics to be voted upon. 
Work with RVP for any questions or additional 
details.  

mailto:president@iaip-ins.org
mailto:president@iaip-ins.org
mailto:president@iaip-ins.org
mailto:president@iaip-ins.org
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Local Association Leaders – Dates to Remember (cont.) 
 
Month Task Details 
March Submit Local Dues Declaration 

form 
Submit online 
www.internationalinsuranceprofessionals.org/?page=
ladd  

Prepare for Annual 
International Convention  

Register and make reservations to attend the 
International Convention in June. If President is 
unable to attend, select alternate that will serve as 
the Local Association’s representative. 

Legacy Foundation Grant 
Application due March 15 

Grants can be used to fund education-related 
programs and projects benefiting the insurance 
industry at the local association, council and regional 
levels. 

April Local Association Elections Check your bylaws - usually this is the month for 
elections.   
 
Submit Local Officer Contact Information online 
https://www.internationalinsuranceprofessionals.org
/page/locif 
Form requests details for Local President, Treasurer, 
Direct Dues contact, Membership contact, and 
website group administrator. 

Membership Renewals begin 
for majority of members 

While IAIP has transitioned to a rolling anniversary 
model, the majority of members still have a renewal 
date of July 1. Renewal reminders for those members 
begin in April and local associations are encouraged 
to assist in sending additional reminders to members. 

May IAIP Week – Third week in 
May 
 

Observe IAIP Week with an event, education 
program, membership meeting, community service 
project, etc. Many associations use this as an 
opportunity to install new officers, host a recognition 
luncheon, honor selected award winners, honor 
member employers, etc. 

June Attend International 
Convention 

Ideally each Local Association will have a 
representative in attendance. 

Transition and Orientation 
Meetings 

Assign committee chairs. Meet with Board of 
Directors and invite committee chairs for orientation 
and transitions - explain roles/responsibilities and 
plan for the upcoming year. Transition meetings 
should occur between incoming and outgoing 
leaders. President to ensure all transition meetings 
occur. 

Develop annual budget Outgoing and incoming president and treasurers 
should begin working on the association’s annual 
budget. 

  

http://www.internationalinsuranceprofessionals.org/?page=ladd
http://www.internationalinsuranceprofessionals.org/?page=ladd
https://www.internationalinsuranceprofessionals.org/page/locif
https://www.internationalinsuranceprofessionals.org/page/locif
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Leader Resources and Toolkits 
https://www.internationalinsuranceprofessionals.org/page/LeaderResourceTool 
 
The toolkits are designed for easier navigation and access to files that leaders within IAIP need for 
various endeavors. They are organized by operational area of the association including membership, 
finance, marketing, education, meetings and administration. 
 

 
• Local Presidents 
• Council Directors 
• Regional Vice Presidents and Officers 
• All Leaders 
• Task Force and Special Interest Communities Leaders 
• Association Leadership Webinars 
• Free Resources 

 
• Go All In Toolkit 
• Member Recruitment 
• Membership Engagement and Retention 
• I’m All In Renewal Toolkit 
• IAIP Week Toolkit 
• Student Member Resources 

 
• Local Association Marketing 
• Communications and Templates 
• Marketing Collateral 
• Press Releases 

 
• Legal/Insurance 
• Finance/Accounting 
• Awards 

 
• Education 
• Certifications/Designations 

 
• Council Meetings 
• Regional Conferences 
• All Meetings 
• Meeting Planning Templates 

https://www.internationalinsuranceprofessionals.org/page/LeaderResourceTool
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Leadership Newsletter 
https://www.internationalinsuranceprofessionals.org/page/LeaderNewsletters 
 
The IAIP Leadership Newsletter is focused on highlighting news, resources and reminders to help in your 
success. Leaders at the local, council, regional and international levels will receive this newsletter on the 
third Wednesday of each month. 
 

https://www.internationalinsuranceprofessionals.org/page/LeaderNewsletters
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