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What do I need to know as a chapter leader? 

 

Congratulations, and welcome to your position with your ISACA chapter! Your members have 
expressed their confidence and trust in you to lead their chapter in achieving its purpose, goals, and 
objectives. ISACA recognizes your contributions and places its trust in you to ably represent the 
image and values of its global brand. 
 
This guidebook was designed to assist you in understanding your unique contributions to the success 
of your chapter. It outlines the role you have accepted, its responsibilities and opportunities, and 
provides you with links to additional resources. 
 
This guide generally assumes you are taking over an existing officer position in an existing chapter. If 
not, and you are building a new chapter, ignore sections that reference meeting with a predecessor; 
instead, contact chapters@isaca.org and request an introduction to officers of a similarly sized 
chapter, who could share their experiences and methods. This guide still will be valuable; although 
as a new chapter, you may not be able to accomplish all items in the first year(s). 

 

Principles for Success 
As a chapter leader, you and your chapter board/leaders will decide on your chapter’s specific needs 
and priorities. You might find the following set of principles for success helpful as you consider your 
overarching role: 

• Plan for specific outcomes. Aim for specific and measurable goals.  

• Lead by example. Represent your chapter and office with passion, enthusiasm, and dedication. 
This attitude will carry through to your chapter board and chapter members. 

• Promote ethics and integrity among all chapter board and chapter members. Recall ISACA’s 
Code of Professional Ethics as a guide.  

• Engage with your chapter board members regularly. Maintain regular contact with your chapter 
board members and volunteers to help motivate both them—and you—in fulfilling your 
respective responsibilities. 

• Dedicate sufficient time to your ISACA role. Set reasonable expectations and dedicate sufficient 
time for fulfilling local, regional, and international ISACA responsibilities. 

• Communicate with ISACA for support and assistance.  

• Remain up to date with ISACA’s programs and initiatives. Keep your chapter’s activities aligned 
with ISACA’s global efforts and offerings. 

 

Understand the Time Commitment 
Every chapter leader is a volunteer and has limits on their time. This guidebook is designed to assist 
you in effectively and efficiently meeting your responsibilities. 
 
In accepting this role, you might find the time commitment is much greater than your previous 
chapter involvement. Some chapter leaders have estimated about 20 hours per month is spent on 
activities as a chapter leader.  
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You will need to engage with and rely on your other chapter board members/leaders to help 
manage your time and accomplish your chapter goals. Ultimately, you bear the responsibility of 
representing the chapter and ensuring all tasks are successfully completed. 

 

Learn from your Predecessor 
One of your first priorities in this role is to learn as much as possible from the person who most 
recently held your position, who, in most cases, understands many of the responsibilities and unique 
character of your chapter and your specific position, regarding the needs of your members. Make a 
one-on-one handover meeting an immediate priority and review the chapter’s succession plan. In 
addition, taking the time to talk with those from other chapters who have held this role might 
provide useful insights for your journey ahead. 
 
If the person who most recently held this position is not available, contact another chapter officer in 
the region, using the Regional Chapter Officers listing in the Reports section of the Chapter Leader 
Portal. (Keep in mind, each chapter is unique in its needs.) Or, reach out to ISACA’s Chapter Relations 
team (chapters@isaca.org) for access to a mentor from another chapter.  

 

Chapter Affiliation Agreement and Addendum (as 
applicable) 
In 2018, ISACA issued a Chapter Affiliation Agreement (CAA) between itself and each individual 
ISACA chapter. In 2019, an addendum (or updated CAA) was issued. The agreement and addendum 
outline the responsibilities of the chapter on how to appropriately represent ISACA’s brand and 
maintaining its reputation.  
 
The Chapter Affiliation Agreement required a one-time signature, typically by the chapter president, 
and remains effective until terminated by the chapter or ISACA. The signed document should be 
stored in your chapter leader library within the Engage/Higher Logic platform. The affiliation 
agreement and addendum should be reviewed at least once annually to ensure the chapter is 
complying with the agreement and addendum. 

 

Reporting Responsibilities 
Every chapter is required to enter their events in the Higher Logic/Engage platform, complete an 
online checklist, and annually submit an audit or financial verification letter. 
 

Chapter Events 
The chapter is responsible for entering their chapter events within the Engage/Higher Logic 
platform. Even if a chapter chooses NOT to host their site with ISACA, all chapter events must still be 
entered therein.  

 

Independent Audit or Financial Verification Letter 
The chapter is required to submit evidence of an audit or financial verification letter annually, within 
30 days of the chapter’s annual general meeting (AGM). The most recent audit or financial 
verification letter is required, which, in some cases, might be up to 12 months old. (For example: A 
chapter might have its AGM in June, but the most recent audit or financial verification might have  
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been conducted the previous August. That August-dated letter would be acceptable.) The chapter 
president must coordinate the assignment, completion, review, and submission of the independent 
report to ISACA.  
 
Audits of the chapter’s financials must be completed by a qualified, independent financial expert—
which must comply with the requirements set forth in ISACA’s Policies and Reporting, and with 
applicable law—and provide the results of such to ISACA (i.e., audit must be completed by an 
individual who is not a chapter board member, nor an individual with any financial involvement with 
the chapter). Further, unless otherwise noted in the chapter’s bylaws, the reviewer does not need to 
be a member of ISACA, nor a certified public accountant. The primary purpose is checks-and-balances-
related: to provide independent support that the chapter’s finances were reviewed and are in order.  
 
More information on the chapter compliance requirements can be found on the Reporting page of 
the Chapter Leader Portal. 

 

Chapter Bylaws 
The chapter bylaws are the rules of the chapter that relate principally to itself as an organization. 
They define the primary characteristics of the chapter. They include all rules the chapter deems 
important enough that they cannot be changed without previous notice given to all chapter 
members.  
 
The chapter board shall approve all suggested bylaw changes and forward them to ISACA, with 
changes indicated. ISACA must give written approval to all bylaw changes prior to them being 
submitted for a vote by chapter membership.  
 
Chapter bylaw amendments will be approved, at any chapter meeting, by a two-thirds (2/3) vote, 
provided the amendment has been submitted in writing at the previous meeting, or has been mailed 
or emailed to the entire chapter membership at least ten (10) days prior to the meeting at which it 
will be considered. The Chapter Relations team of ISACA will be advised that the bylaw amendments 
have been approved and will be sent a copy of the approved version of the bylaws. 
 
The chapter board shall conduct a periodic, ideally annual, comparison of the chapter practices to 
the bylaws. The chapter must ensure the compliance of the bylaws with ISACA’s bylaws and any 
applicable country or state requirements. 
 
The rules in the bylaws cannot be suspended and must be complied with at all times. 
 
Chapter bylaws information can be found in the Chapter Leader Portal on the General Chapter 
Policies page, including the Chapter Bylaws Template, which should be used to submit the chapter’s 
bylaws to ISACA.  
 
Please note: 

• Each chapter must have bylaws that are approved by ISACA, the chapter board, and the chapter 
membership.  

• ISACA and the chapter board must approve the bylaws prior to membership approval.   

• Chapter bylaws submitted to ISACA for review must be drafted in English, using the template. A 
local language version is acceptable for adoption by the chapter members but must mirror the 
English version submitted to ISACA.   

• Upon approval, bylaws must be accessible by all chapter members—posting to the chapter’s  
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website is a viable option.   

• The chapter should periodically (at least once per year) review the bylaws to ensure they are 
current, and the chapter is compliant.  

• If changes to existing/approved bylaws are needed, ISACA and the chapter board must first 
approve the changes prior to chapter member vote and approval. 

 
If your chapter does not have a copy of its most recent bylaws, contact chapters@isaca.org to 
obtain a copy. If you need/want to update your chapter bylaws, please refer to the Bylaws Policy 
page in the Chapter Leader Portal.  

 

Regional and International Cooperation 
As a chapter leader, you represent the interests of your chapter at a local, regional, and international 
level. The primary ways you will interact with ISACA’s regional and international leaders and staff 
include, but are not necessarily limited to: 

• Email contact with ISACA’s Chapter Relations team (chapters@isaca.org) 

• Chapter ONE biweekly emails sent to ALL chapter leaders from the Chapter Relations team 

• Quarterly chapter leader webcasts presented by the Chapter Relations team—All chapter 
leaders are invited to attend. Upcoming webcasts are noted in the Chapter Leader Portal.  

• Regional leadership meetings (requires travel) 

• Global leadership meetings (requires travel) 
 
You are also expected to understand ISACA’s global initiatives that could affect your chapter. ISACA’s 
programs and initiatives can be found in the Chapter Leader Portal. Familiarize yourself with 
regional and international ISACA initiatives and leverage them to achieve objectives related to your 
areas of responsibility. 

 

Leadership Meetings  
ISACA chapter leadership meetings are opportunities for chapter leaders to gather in their respective 
regions to discuss best practices, receive updates from ISACA, and network with other chapter 
leaders.  

• Global—In even-numbered years, ISACA hosts a Global Leadership Summit (GLS) to bring 
together chapter leaders from all chapters around the world. ISACA provides a grant for one 
attendee per chapter to attend. It is strongly recommended your chapter send at least one 
chapter leader to GLS—100% representation is the desired outcome, as collaboration takes 
place and the future of ISACA is discussed. GLS replaces the regional funded meetings in that 
specific year.  

• Funded—In odd-numbered years, one funded leadership meeting is held per region. Up to three 
leaders from one chapter can attend a funded leadership meeting; however, ISACA will provide a 
grant for only one leader per chapter. The expenses for the second and third individuals will be 
borne by the chapter or individual, subject to the decision of the chapter board. 

• Unfunded—Europe, North America, and Oceania usually hold an unfunded leadership meeting 
each year. Chapters bear all the expenses associated with attending these events.  

 

Understand Your Chapter 
Your first challenge as chapter leader is to understand the chapter you are serving: the people, the 
rules, and the unique characteristics of a chapter in your part of the world.  
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Know the Members of Your Chapter 
Your chapter membership roster is available (after agreeing to the privacy notice) for download at all 
times by the chapter president, secretary, membership director, and administrator at 
https://leaders.isaca.org/reports. The roster lists all current members of your chapter. The report 
can be exported into Excel, which allows you to import the data into the software or online 
communication tool of your choice. (Several other reports are available on this page. Familiarize 
yourself with the information available to you.) 
 
Analyze the membership roster to understand the demographics of the membership, which should 
include: 

• The location of the members—Using zip code (if available), plotting/charting the locations of the 
members could determine the ideal location for chapter activities. 

• Area of employment, such as audit, risk, information security, governance—This knowledge is 
helpful for determining meeting topics. 

• Companies and organizations represented—This would help identify companies supporting the 
chapter, potential speakers, and potential volunteers, as well the industries represented.  

 
Membership Statistics—All presidents, vice presidents, membership directors, and administrators 
receive the ISACA membership statistics every other month from ISACA’s Chapter Relations team. 
During renewal season (October to March), the statistics include current renewal rates for each 
chapter.  

 

Know Your Chapter’s Territory and Region 
The chapter territory is determined by a 50-mile/80-kilometer radius from a designated city. In 
situations where the radius covers the entire country, the chapter may bear the country name, 
rather than a city (e.g., Malta Chapter). Regions are defined as Asia, Latin America, Europe, North 
America, Oceania, and Africa.  
 
ISACA members living or working (as defined by their mailing address in their ISACA profile) within a 
defined chapter territory are assigned to the local chapter and must pay applicable chapter dues. A 
member who lives or works outside any local chapter territory is noted by ISACA as a “Member at 
Large” and is not required to belong to a chapter, nor pay applicable chapter dues. However, they 
may voluntarily choose to join any chapter, pay its chapter dues, and participate in that chapter’s 
activities. In its current state, ISACA’s database cannot accommodate affiliation with more than one 
chapter. If a person is interested in participating in more than one chapter, they will need to belong 
to one and request to be added to the mailing list of the other. If a person chooses to do so, he/she 
is technically considered a member of only the chapter with which his/her membership resides 
within ISACA. 
 
Regional Chapter Officer Listing—In the Reports section of the Chapter Leader Portal, chapter 
presidents, program chairs, and education chairs can obtain contact information for those who serve 
the same role in their region. Please note: In this report, Europe and Africa are pulled in as one 
region. That is, if your chapter is in Europe or Africa, your report will contain all of Europe and Africa.  

 

Understand the Chapter’s Geographical Challenges 
Geographical borders, language barriers, cultural variances, and other challenges may exist for 
chapters. Chapter leaders should understand the challenges and develop a plan to address the  
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challenges, so all members in the chapter’s territory are represented and served to the best of the 
chapter’s ability. If challenges are not addressed, the chapter will likely experience difficulties 
recruiting new members and volunteers, as well as retaining existing members. 
 
For example, if geographical challenges exist, the chapter might consider offering virtual meetings. If 
language and cultural variances exist, the chapter leadership should try to closely mirror the 
variances as much as possible.  

 

Chapter Strategy 
Each year, the chapter board should create an annual chapter strategy. This is an excellent 
opportunity to review chapter bylaws, the Chapter Affiliation Agreement and addendum (if 
applicable), consider all the ways the chapter can improve during the year, as well as fine-tune 
and/or create goals and objectives specific to the chapter to best serve its members.  
 
For example, a strategy for maintaining membership could be to choose interesting, current topics, 
and obtain excellent presenters for monthly events and CPE/educational opportunities. Another 
could focus on membership growth by providing meetings in different locations to reach out to 
underserved areas. 

 

Understand the Chapter’s Past Initiatives 
Understanding the chapter’s past initiatives will help determine which initiatives worked and which 
were less successful. In addition, it will help the chapter forward successful initiatives where 
significant effort and resources already have been invested. 

 

Goals and Objectives 
The annual strategy should outline the goals and objectives for each of the chapter’s focus areas and 
activities: 

• Membership (growth and retention) 

• Certifications (training, review courses) 

• Continuing Education (educational events) 

• Networking (meetings, educational, and social events) 
 

Board Member and Volunteer Involvement 
The achievement of the chapter strategy will be heavily dependent on the willingness of the chapter 
board members to agree on the chapter’s goals and objectives. Early involvement of all chapter 
board members in the development of the strategy will provide the greatest opportunity for gaining 
commitment. Each chapter board member should consider how their area of responsibility can assist 
in achieving the chapter’s goals and objectives. 

 

Chapter Finances 
Chapters do not exist to amass capital (i.e., chapters are not-for-profit). Capital should be used to 
operate the chapter, including monthly meetings and educational events. Funds should be expended 
for the benefit of the members and chapter operations and must not be used for personal gain or 
expenses. The chapter bylaws govern the rules of proper financial management, and budgets are 
effective to provide structure around finances. The chapter president and treasurer should 
collaborate on all financial matters. 
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Each chapter operates as an independent entity of ISACA. It is the chapter leader’s responsibility to 
ensure proper controls are in place to protect the chapter’s finances from mismanagement and 
theft. The financial condition should be reviewed at each chapter board meeting. Inconsistencies 
that are indicative of fraud must be immediately reported to ISACA and local authorities. 
 
The chapter should communicate any chapter dues changes to the Chapter Relations team at 
chapters@isaca.org. 
 
Additional information on chapter finances is available in the Administration area of the Chapter 
Leader Portal. 
 
Taxes—United States Chapters—The ISACA US Chapter Group Exempt Organization Return (Form 
990) is filed annually by ISACA on behalf of all ISACA US Chapters. An initial email is sent in late 
January to the chapter president and treasurer, with a request to provide some preliminary 
information. Based on this information, ISACA’s Tax Department follows up with a second email with 
either a long or short version of the tax chapter packet. The chapter can expect to receive the 
chapter tax packet in late February or early March, with an expectation to be completed and 
returned to the ISACA Tax Department by late April to early May. Contact tax@isaca.org with any 
questions.  

 

The Chapter Board of Directors 
In a chapter, there are two entities that meet and can make decisions on behalf of the entire 
chapter: the chapter members and the chapter board of directors. Chapter members can 
collectively, at a chapter membership meeting, make decisions as determined in the chapter bylaws. 
The chapter board of directors is an elected group of chapter officers who govern the chapter. Its 
composition and authority should be defined within the chapter’s bylaws.  
 
While some variation may exist between chapters, the officers of the chapter should typically 
include a chapter president, vice president, secretary, treasurer, an immediate past president, and 
a potentially flexible number of directors. The number of chapter directors is determined by each 
chapter, according to its size and specific needs. 

 

Board Commitment 
All chapter board members are volunteers, which means they are not paid. Each chapter volunteer 
should be required to agree to comply with the chapter’s non-compete, willingness-to-serve, 
Conflict of Interest Policy, and/or other related agreements. Each chapter board member should be 
required to disclose potential and actual conflicts-of-interest. Samples of these forms can be found 
in the Chapter Leader Positions page of the Chapter Leader Portal. The Conflict of Interest and 
Willingness to Serve agreements should be signed by each volunteer when they take on their role 
and kept on file, with the chapter secretary as custodian. New forms should be signed if anything 
changes from the original time of signing (e.g., the volunteer takes a position with a new company, 
which creates a conflict of interest). These signed forms should be retained by the chapter and do 
not need to be submitted to ISACA.  
 
All volunteers are expected to fulfill their duties for their respective position. Involvement and 
participation include attendance at chapter events and chapter board meetings. 
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Chapter Director Positions 
Regardless of the size of the chapter or chapter board, a common set of positions or committees is 
usually relevant for the chapter. The chapter directors assist the chapter by accepting one (or more) 
position(s) of responsibility, which many times includes chairing a standing committee for the 
chapter.  
 
Core Positions 
The following three positions/areas of focus are usually found in every chapter:  

• Certification 

• Education   

• Membership   
 
Other Possible Positions 
The chapter determines other positions/committees, as necessary. Some might be:  

• Academic Relations 

• Advocacy  

• Audit 

• Communications 

• CSX    

• Marketing  

• Newsletter  

• Research 

• SheLeadsTech  

• Webmaster

 
Additional or alternative positions could be developed by the chapter president, with chapter board 
approval, and may need to be noted in the chapter’s bylaws. 

 

Nomination Process 
Ideally, chapters have a Nominating Committee to seek out and nominate chapter leaders. The 
chapter bylaws should dictate the formation of the committee and its duties and responsibilities. 
The chapter president should ensure the chapter complies with the bylaws during the nomination 
process.  
 
Typically, the Nominating Committee solicits candidates for open officer positions. These 
solicitations can be by email, postal mail, via the website, in-person announcements at educational 
sessions or a combination thereof. The committee then interviews the possible candidates and 
nominates candidates for election at the AGM. The list of nominated candidates should be made 
available to the members before the AGM. At the AGM, the chair of the meeting will ask for 
nominations from the floor for additional candidates for any position. Each candidate shall have 
consented to serve and shall have completed/signed a Willingness to Serve agreement and Conflict 
of Interest form. After this is completed, the chair will conduct the election of officers. Please see the 
Appendix in this guide for additional elections guidance. 

 

Committees 
Temporary or permanent committees also can be formed and noted in the chapter bylaws or 
through the authority of the chapter board. These committees are encouraged to draw volunteers 
from the general chapter membership and can either assist with resourcing a particular position or 
for a specific event or purpose. 
 
Committees also serve a great purpose in providing volunteer opportunities for the chapter 
membership and can lead naturally to interest in volunteering for chapter board positions. 
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Updating the Chapter Leader/Board Roster 
Chapters cannot make changes to the chapter leader roster that renders on the ISACA website (e.g., 
chapter landing page, chapter website, Chapter Leader Portal). When changes need to be made to 
your chapter leader roster (i.e., new board members are elected and appointed), send them to 
chapters@isaca.org. The email must come from the chapter president (or the chapter president 
must be copied on the email from another board member), and changes will be made as quickly as 
possible. The roster will update in the Chapter Leader Portal and on the chapter’s public-facing 
landing page.  

 

Segregation of Duties (SoD)  
Segregation of duties (SoD) is important for the purpose of avoiding a single person having complete 
control of a process or an asset, which can expose a chapter to risk. In other words, SoD is 
paramount for an effective risk-management strategy. SoD can be achieved by having different 
duties performed by different chapter leaders, such as the chapter treasurer being authorized by the 
chapter president to make a payment. A chapter should, at a minimum, analyze their cash processes 
and institute some basic controls around key functions. Examples include the following, which can 
be adjusted to meet the size/risks/needs of your chapter and board: 
 
Recording Duties 

• Bank reconciliations—Treasurer 

• Records disbursements—Treasurer  

• Writes checks—Treasurer (Authorized check-signers are never in custody of the checkbook.) 

• Record cash receipts—Varies, but it could be the secretary who submits a cash receipts 
reconciliation report to the treasurer after an event where payments are received. 

 
Custody Duties 

• Handling Cash Receipts—Typically assigned to the chapter leader operating an event; but the 
key is it should NOT be the treasurer. 

• Bank Deposits—Secretary  
 
Authorization or Approval Duties 

• Approves Payments / Signs Checks—President or vice president (this can sometimes be broken 
into two duties). For instance, the chapter president could approve disbursement and the vice 
president could be the signer of checks. This process could switch to avoid the president 
approving his/her own expenses, for example. The secretary should always be copied, so there is 
a record. 

 
Verification of the Control Duties 

• Periodic Audits/Review of the Disbursement Controls—Chapter Auditor or the Secretary, if 
he/she is not performing the bank deposits. 

 
These controls also apply to any electronic transfer of monies. Each chapter needs to decide who 
best to segregate these duties to. A chapter with a six-member board cannot avoid having someone 
doing more than one of these functions, but the intent is no one person handles the whole process 
from start to finish. 
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Meetings 
Chapter Board Meetings 
As defined by your chapter bylaws, you will hold multiple chapter board meetings during the year (at 
least four per year). The chapter president will chair these meetings and have responsibility for: 

• Complying with the chapter bylaws for meetings 

• Declaring and adjudicating motions 

• Setting the time for the next meeting 
 
Additional insights and ideas can be gained from reference to Robert’s Rules of Order Newly Revised, 
11th Edition, a manual of parliamentary procedures developed in the United States, but generally 
applicable to any chapter board meeting. 

 

Annual General Meeting (AGM) 
As the name suggests, this annual meeting of all chapter members is conducted with a similar 
structure and format as chapter meetings, except it usually has the following focus: 

• Election of chapter officers, in accordance with the chapter bylaws, and 

• Reporting to the general membership on the current state of the chapter, including goals, 
committees/positions, activities, and finances. 

 
Immediately Following the AGM 
The chapter president must inform ISACA (chapters@isaca.org) of the newly elected and appointed 
chapter board members and volunteers immediately following the AGM, or as soon as the new 
positions go into effect. 

 

Regular or Special Membership Meetings 
As defined by your chapter bylaws, you will hold membership meetings that are authorized per the 
chapter bylaws. The chapter president will chair these meetings and have the same responsibilities 
as defined above under the heading Chapter Board Meetings.  

 

Diversity and Inclusion 
The chapter leaders should ensure the chapter does not exclude anyone from opportunities for 
membership, leadership, and/or other volunteer roles for the chapter. ISACA members should not 
be excluded from any chapter activities. 

 

Chapter Leader Portal  
The Chapter Leader Portal is your comprehensive online resource for almost all chapter leader 
resources, information, tools, and mechanisms related to chapter operations. It is intended to assist 
chapter leaders in their efforts to promote and expand ISACA at the local level by providing access to 
information from ISACA and other ISACA chapters. Access to this online portal is granted based on 
your agreement that the content and information provided will be used solely for ISACA chapter-
related activity and its administration.  

 

Reports 
Various reports are available on the Reports page of the Chapter Leader Portal:  
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• Exam reports include newly certified, member/non-member passers, registrants, and top scorers 
in your chapter. 

• Membership reports include the member roster, new members, members transferred in/out, 
and international volunteers (i.e., your chapter members who volunteer for ISACA international 
working groups and task forces). 
Of note: The “Member Termination Report,” which is a list of members in your chapter whose 
membership recently expired, is only available following the annual membership purge (typically 
the end of March) until June 30. This list should be downloaded within that two-month period, 
as it can be useful for encouraging expired members to renew. It will not be provided once 
removed from the portal, even upon request. 

• Payment reports include the payment status, remittance detail, and chapter statements of 
account.  

• The regional chapter officers report provides contact information for other chapter officers in 
the region. This report is only available to chapter presidents, education, and program chairs. If a 
chapter leader requires access, the chapter president should request it at chapters@isaca.org.  

 
Individuals who have access to these reports should provide information respective of their areas as 
part of regular reporting to the chapter board.  

 

Your Chapter’s Website 
ISACA provides ISACA-hosted chapter websites, which a chapter can customize for their purposes. 
Chapters are not required to use the ISACA-hosted websites; however, all chapters are required to 
enter their events on their ISACA-hosted site on the Engage/Higher Logic platform.  
 
Contacts:  

• For technical questions about your ISACA-hosted chapter website: 
chaptersiteadmins@isaca.org.  

• For general ISACA-hosted website questions: Chapter Relations team (chapters@isaca.org). 
 

Who has access to administer your ISACA-hosted chapter website? And, how? 

• The chapter president, vice president with reporting access, webmaster, administrator, and 
hosted content authors can administer the ISACA-hosted chapter website and enter/manage 
events. 

• Chapter site administrators can access the Site Admin Community here. Each administrator 
should use their personal ISACA.org login. All training materials for editing the site and event 
manager can be found in the Site Admin Community library. 

• To access your chapter site, go to https://engage.isaca.org/home >> Communities >> My 
Communities. 

 

Marketing 
Chapter Logo Usage 
ISACA created chapter logos for all chapters. Your chapter logo must be displayed on your chapter 
website and should be used in any instance when your chapter is sponsoring an event. Chapters 
cannot authorize placement of the ISACA (international) logo, unless specifically granted permission 
to do so, in writing, by ISACA. Additional information can be found in the Chapter Leader Portal.  
 
Questions regarding logo usage should be directed to chapters@isaca.org. 
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Marketing Assistance Program (MAP) 
Each year in December, ISACA has an open enrollment period for chapters to opt-in to the MAP. 
Participating chapters are given these funds from ISACA to aid them in promoting ISACA and growing 
their chapter. In early December, an email will be sent to you, as well as the chapter vice president, 
marketing representative, and administrator, of the opportunity to opt-in to participate in this 
program (simply by completing the Opt-In Form by 31 December). The amount of funds available to 
each individual chapter will be determined by the number of chapters participating in the program, 
which participating chapters will be notified of in January. MAP funds expire 15 December each year; 
so, be sure to use funds by that date.  
 
When opted-in, your available MAP funds are shown in the top right corner of the Marketing 
Storefront, accessible from the Chapter Leader Portal (left-side navigation). You can purchase items 
in the storefront using your MAP funds or submit for reimbursement qualifying expenses for 
marketing materials your chapter has purchased on its own.  
 
Who has access? The chapter president and marketing coordinator have access to use your 
chapter’s MAP funds. If someone else needs access to the funds, the chapter president should 
inform the Chapter Relations team (chapters@isaca.org) who is approved to have access.  
 
For more information on the MAP, contact the ISACA Marketing department, marketing@isaca.org.  

 

Marketing Storefront  
The ISACA Marketing Storefront is a central location where chapters can access ISACA marketing 
materials to help promote ISACA, such as membership, certifications, COBIT, SheLeadsTech, and CSX. 
The storefront has a wide variety of materials, including ISACA-branded merchandise, marketing 
banners, brochures, flyers, and many other assets chapters can download free-of-charge. All 
chapters have access to the storefront and can purchase items using a credit card, if MAP funds have 
been depleted or you just want to purchase something. Look for "Marketing Storefront" in the 
Chapter Leader Portal left-side navigation. 
 
For more information, contact the ISACA Marketing department, marketing@isaca.org.  

 

Certification Training 
Via Accredited Training Program (ATP) 
The Accredited Training Program (ATP) is governed through policies referenced in the Chapter 
Affiliation Agreement. The ATP refers to training for ISACA credentials (i.e., certifications and 
certificates), and mandates: 

• ISACA exam review courses must be delivered by an ISACA Accredited Trainer. 

• Chapters must use the authorized teaching materials that are provided by ISACA directly to the 
accredited trainer(s). 

 
Information on the ATP can be found in the Chapter Leader Portal. 

 

CPE Upload Tool 
All chapter presidents, vice presidents with reporting capabilities, secretaries, education chairs, 
program chairs, and chapter administrators can submit continuing professional education (CPE) 
hours earned by ISACA certification holders who attend chapter events.  
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By using the CPE Upload Tool in the Chapter Leader Portal, the hours are submitted directly to the 
certification holders’ accounts. The member is still required to “claim” those hours online when they 
report their annual CPE hours. 
 
Please do not use the CPE Upload Tool to upload the 20 CPE hours awarded annually to chapter 
leaders for active participation on the chapter board, as ISACA chapter leaders should enter these 
hours on their own.  

 

Support 
You are never alone in your role, as your chapter board, volunteers, and ISACA Chapter Relations 
team (chapters@isaca.org) remains at your disposal for support, guidance, and camaraderie.  
 
Your role as a chapter leader is a very important one. You are the leader of this local group of ISACA 
members and a representative within the global ISACA community. Your work throughout your term 
and dedication to the chapter and ISACA is greatly appreciated. Thank you for all you do for ISACA!  
 
Welcome to your position with the chapter! 
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What do I need to know as the chapter treasurer? 

 
The chapter treasurer is seen by the membership and the community as the local representative of 
ISACA. You will assist the chapter board in chapter activities and efforts to ensure professional and 
personal growth for the membership, as well as chapter sustainability. The chapter treasurer reports 
to the chapter president. 
 
As the chapter treasurer, your chapter members have expressed their confidence and trust in you to 
oversee the funds of the chapter, as well as other responsibilities, such as tax filings, state/local and 
other mandated reporting, and maintaining insurance for the chapter. 

 

Roles and Responsibilities of the Treasurer 
The chapter treasurer is the chapter’s financial representative and is responsible for maintaining the 
appropriate internal controls over the chapter’s financial assets. You will manage the chapter’s bank 
account, write checks/use debit or credit cards as approved by the chapter president/board, and 
deposit dues/fees and other revenue. You are also responsible for filing required tax returns, 
maintaining annual business licenses, maintaining adequate chapter insurance, and keeping accurate 
and up-to-date financial records for the chapter. The treasurer’s duties are essential, as the 
consequences for the chapter and members can be serious, if there are inaccuracies, late payments, 
missing documents, etc.  
 
Chapter treasurer responsibilities include: 

• Maintain data privacy, per chapter and ISACA policies, as well as local regulations (e.g., GDPR). 

• Ensure there is a complete, clear, and balanced audit trail of all chapter financial transactions for 
the current and prior years, including: 

 Checkbook 

 Savings account records   

 Monthly treasurer reports 

 Financial correspondence 

 General ledger, including journal entries—Make your own numbering, but keep something 
to support EVERY entry made to the chapter books. (This can be paper or electronic.) 
■ Canceled checks (if applicable) 
■ Deposit slips 
■ Bills—receipted and outstanding  

• Purchase and/or authorize the purchase of supplies, including: 

 Meeting equipment rentals 

 Stationery and office supplies 

 Prizes, favors, and awards 

 Meeting space expenses, meals, etc. 

 Approvals/authorizations required to make a payment. 

• Ensure the availability of supplies, gifts, or equipment. 

 Ensure purchases are being made with president’s/board’s approval(s). 

 Maintain record of all purchases. 
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• Maintain an inventory of physical equipment owned by the chapter, if applicable. 

• Collect all funds owed to the chapter. 

• Track and record local dues received from ISACA. 

• Track and record sponsorships and donations received by the chapter. 

• Track and record donations, contributions, awards, and scholarships given/distributed. 

 

Reporting 
The treasurer reporting responsibilities include:  

• Report directly to the president and is responsible to the chapter board and the chapter 
membership  

• Assist in preparation of income tax filings. 

• Report the chapter’s financial condition to the membership, after board review, and post for the 
membership to access it.  

• Submit independent audit or financial verification letter and other reports to ISACA, as required. 

 

Chapter Meetings 
• Prior to the meeting, coordinate with other chapter officers (president, vice president, program 

director, etc.) to make deposits for facility, catering, and speakers.  

• Verify fees are set and/or collected for chapter meetings and activities. 

• Prepare a chapter year-end financial report for the annual general meeting (AGM). 

 

Board Meetings 
• Attend and participate in board meetings. 

• Prepare a regular treasurer’s report for board meetings to ensure the board and the 
membership know the financial position of the chapter at all times. 

• Execute a turnover/annual planning meeting. 

 Participate in annual planning process. 

 Assist president with preparation of the annual budget. 

• Provide financial data and monthly reports to the audit committee over chapter finances. 

 

Annual Items 
• Arrange for insurance and provide recommendations regarding coverage amounts. 

• Ensure incorporation fees/licenses are filed on time, as appropriate. Your chapter should be 
incorporated as a not-for-profit business. 

• Investigate tax ID number/tax-exempt status with local authorities.   

 US Only: Since ISACA is a 501(c)(6), and not a 501(c)(3), we are not exempt from state sales 
tax, nor are donations tax deductible. It only provides relief from federal income tax. 
State income tax exemption is not automatic. Each chapter should inquire with their 
resident state the requirements to be recognized as a tax-exempt organization to avoid state 
income tax. Most states require exempt entities to complete an application and fulfill annual 
requirements to remain in good standing. 

 Other countries should verify the laws in their locale. 

• Review financial activity to ensure income and expenses are adequately supported. 

 Review chapter activities and management to ensure compliance with chapter bylaws. 

 Establish and publish date for completing audit. 
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 Assign responsibility for audit to a member who did not serve as an officer in the prior or 
current year. (In some chapters, the chapter treasurer will nominate a member as auditor, 
and the board must ratify the recommendation.) 

 Report audit findings to the chapter board. 

 Follow up on discrepancies with prior chapter officers and board members and initiate 
corrective action, if necessary. 

 Retain the remittance reports/account statements provided by the chapter president and 
pass this information along to successor. 

• Recommend an investment strategy for chapter’s reserve funds. 

 Suggest a minimum amount for reserve funds. 

 Present and, with chapter board approval, initiate a plan to build reserves. 

• Organize an annual audit of chapter finances and activities for the previous year. 

 Initiate independent review to verify accounting is valid and accurate. 

 Provide ISACA with the independent audit or financial verification letter within 30 days 
following AGM. 

 US Only: Prepare and return annual chapter tax packet, as requested by ISACA Tax 
Department.  

 

Create Your Budget 
Budgets should be prepared with the goal and objective of the chapter in mind. A chapter budget 
should be prepared at the beginning of the chapter’s fiscal year, before expenditures are made. The 
budget should be prepared through consultation with the chapter president and committee chairs 
and approved by the chapter board. In addition, the budget should be reviewed quarterly against 
actual expenditures and revised accordingly. When creating the budget, surplus reserve funds 
accumulated in prior years may be used to provide for specific programs in the current year; 
however, if surplus funds do not exist, creation of and budgeting for a general surplus fund should 
be considered. This type of cash reserve should be kept at adequate levels to retain good credit and 
provide for unexpected contingencies. To prevent loss of exempt status, reserves must either be 
retained or reinvested in exempt purpose activities. 

 

Keep Accurate Financial Records 
Chapter records should be reconciled with the chapter’s bank balance once a month. The chapter 
president—or officer other than the chapter treasurer—should review this reconciliation. 
 
Maintaining the supporting records for the chapter’s financial transactions is important; therefore, 
the chapter president should verify key elements of the audit trail are adequately retained. All 
chapters should consider adopting a Record Retention Policy.  For guidance, refer to the sample 
document retention and destruction policy and requirements in this guidebook’s Appendix. 
 
All cash receipts should be recorded and deposited on a timely basis, with all expenditures recorded 
at the time they are made. Chapter records should be on a cash basis, thus indicating the current 
financial condition of the chapter. The chapter may also wish to keep records of accounts receivable 
and accounts payable (accrual basis) to project future cash needs; however, these records would be 
for chapter use only.  
 
The records of each US chapter must be summarized on a cash basis and forwarded to ISACA once a 
year to be included in the IRS Group Organization Exempt from Income Tax Form 990 return. 
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Banking 
Chapter funds should be held in a reputable bank or credit union. Things to consider: 

• Your chapter should be set up in the bank as a not-for-profit business to allow for transfer of the 
account to new chapter officers in the future. 

• Be sure to have at least three signatories on each account. 

• Determine if you will use PayPal, Cvent, etc., and verify setups/logons. 

• Determine if you will have credit or debit cards associated with the account, and who will have 
access to them. 

 
The chapter’s legal name should be used to establish these accounts. Chapters should attempt to 
use a bank that provides checking account services without a service fee for nonprofit organizations. 
Any surplus funds should be placed in a savings account or certificate of deposit. 
 
Bank accounts should be reconciled on a monthly basis with irreconcilable items investigated 
promptly. A delay in reconciling (usually of more than 10 days) could cause the chapter to lose its 
right to hold the bank liable for fraudulent activity in the account. Bank statements and 
canceled/voided checks should be kept for a period of time that is deemed appropriate by the 
chapter. 
 
It is strongly recommended each chapter board require multiple signatures for checks issued for 
more than a specified amount and review the authorized signatories on the accounts on a regular 
basis. Due to the ever-increasing fraudulent activities taking place around the world, ISACA 
encourages each chapter to speak with their local bank to best determine what steps can be taken 
to most effectively mitigate the risk of fraud upon the chapter.  
  

Accounts 
Appropriate accounts should be set up to properly record the assets, liabilities, income and expenses 
of the chapter. Please see the Chapter Leader Portal here for the minimum account categories that 
should be established to simplify annual reporting to ISACA for US tax-filing purposes. These account 
categories also are suggestions for non-US chapters.  
  

Financial Reports 
Financial reports should include totals of income and expenditures on the basis of the established 
accounts. These reports should be completed monthly by the chapter treasurer and approved by the 
chapter board. Inability to produce timely financial information may be an indicator of irregularities 
and may hinder the ability of the chapter board to take corrective action for reserve shortfalls or 
expense overages. The chapter president should investigate delays and take corrective action when 
necessary. 
  

US State Sales Tax/International VAT and GST 
Because chapters are classified by the IRS as a 501(c)(6) and not a 501(c)(3), the majority of states 
do not recognize US chapters to be exempt from state sales and use tax. Therefore, any purchases 
made by a US chapter must pay the sales tax charged. If a US chapter purchases books for resale, 
the chapter must check with their resident state to investigate whether they are required to obtain a 
resale certificate to avoid assessed sales tax on the purchase of inventory for resale. A supplier is 
required to request proof of exemption or resale to not charge sales tax on a purchase.  
 
Regarding Consumption Tax (GST and VAT), it is rare for a country to exempt a chapter from paying  
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GST or VAT. Consumption tax regulations are unique within each country and can be dependent on 
the type of product and service whether taxable or non-taxable and minimum thresholds by number 
of transactions or sale’s amounts. Therefore, each non-US chapter will need to inquire with their 
local government agency for tax compliance and registration requirements. 
 
Should you have any chapter tax-related questions, please contact tax@isaca.org. Additional 
information on managing your chapter’s finances can be found on the Chapter Leader Portal, here. 
 

US Chapters Tax Returns and Scholarship Awards 
Please see this guidebook’s Appendix for information.  
 

Succession Planning 
Though it varies from chapter to chapter, your term as a chapter officer will come to an end. Just as 
you likely found it beneficial to “Learn from your Predecessor,” offer a one-on-one handover 
meeting to the individual coming into your role. Share your insights, experiences, tips, and updates 
on current initiatives. Offer support and guidance, which will only build on all the hard work and 
time you devoted to the chapter. For example, you could develop a transition procedure (e.g., 
checklist) to help ensure most key activities are covered, and ongoing support and attention is given 
to items that take longer than one term to accomplish.  

 

Turnover Procedures 
When a new chapter treasurer enters the role, the following should be completed: 

• Update chapter inventory records and perform a physical inventory. The results of the physical 
inventory should be compared to the beginning inventory, and all discrepancies should be 
investigated. 

• Prepare a list of all outstanding items related to the duties of treasurer, including unpaid 
invoices. Ensure each invoice has appropriate documentation and approvals attached. 

• Initiate a change of names, authorized signers, account passwords, and signature cards for 
chapter bank accounts and post office boxes, where applicable. Add and remove user access and 
update administrator passwords for financial application software (e.g., Quickbooks). Schedule 
and coordinate theses updates with the chapter president, other officers, and financial 
institutions, as necessary. 

• Ensure the post office box keys are transferred to new officers and the rental is paid (if a PO Box 
is used). 

• Transfer files, all financial records (including the checkbook, check register, financial statements, 
chapter tax packet records, business registration records, software, awards, etc.) to the new 
chapter treasurer. 

• Attend turnover meeting as scheduled by the chapter president. 

• Handoff any PayPal account and card reader, if used. 

• Pass along the remittance reports/account statements. 
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Appendix  
Timetable for Action for Chapter Treasurer 
• Within 30 days of the AGM: 

 Engage with new chapter treasurer to start handoff/succession. 

 Complete an annual review of the chapter books to generate an independent audit or 

financial verification letter. 

• Within 60 days of the AGM 

 Submit independent audit or financial verification letter to ISACA 

 

Key Links 
• Chapter Leader Portal 

• Policies 

• Chapter Bylaws Template  

• Membership 

• Certification 

• Conferences 

• Training and Education 

• ISACA Press Room 

• CSX 

• COBIT 

• SheLeadsTech 

 

US Chapters: Tax Returns and Scholarship Awards 
Sample Document Destruction Policy 
Sample Document Retention Requirements 
Chapter Compliance  
Access to Reports in Chapter Leader Portal 
Chapter Elections 
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US Chapters: Tax Returns and Scholarship Awards 
 

US Chapters—Form 990 Group Tax Return  
ISACA and its chapters based in the United States (US) were issued a determination letter on 24 
February 1974. ISACA and its subordinates (ISACA US Chapters) have been recognized as exempt 
from Federal income tax under section 501(c)(6) of the Internal Revenue Code (IRC). Because ISACA 
and its subordinates are not an organization described in section 170(c) of the IRC, donors may not 
deduct contributions made to them. ISACA and its subordinates should advise their contributors to 
that effect.    
 
The association is permitted to file an IRS Group Organization Exempt from Income Tax Form 990 
information return for all US chapters under a group federal employer identification number (FEIN) 
94-2919522 with a group exemption number (GEN) 2504 used for tax filing purposes only. 
 
The above stated FEIN and ISACA’s FEIN are not to be confused with the chapters’ individual FEIN 
obtained from the IRS for purposes of filing for corporation status, state registrations, and filings, 
and may be used only when responding to federal tax filing notices. 
 
Although the group return fulfills the IRS federal 990 tax filing requirements for US chapters, it DOES 
NOT fulfill any IRS federal 990-T or state and local tax requirements. The chapter must complete all 
other tax forms as required by its state and local governments, including, but not limited to, state 
sales and use tax returns, IRS unrelated business income tax returns (Form 990-T), and state 
unclaimed property returns. 
 
Any US chapter that chooses to be excluded from the IRS group return, should send written 
notification to ISACA of their election not to participate in the group return. An email authorizing the 
exclusion should come from the chapter president and treasurer. The IRS Organization Exempt from 
Income Tax information return will become the responsibility of the US chapter.    
 
A formal request regarding the information needed to prepare the group tax return process is sent 
annually by ISACA’s tax department to chapter presidents and treasurers. Adherence to the due 
dates is critical for ISACA’s Tax Department to compile all US Chapter financials and questionnaire 
responses to meet the IRS’s tax return due date. 
 
US Chapters—Information Returns (i.e., Form 1099-MISC) 
If, as part of the US chapter’s business, the chapter made payments to independent contractors or 
others (not employees) for services performed, the chapter is required to file certain information 
returns. Independent contractors can consist of attorneys, accountants, bookkeepers, executive 
administrators, speakers, trainers, and so on. The chapter is required to request from the individual 
performing the service a completed Form W-9 to request the individuals Taxpayer Identification 
Number (TIN) to avoid income tax withholding. The Form W-9 should be completed prior to service 
performed or payment to the recipient for TIN matching verification to avoid income tax 
withholding.  
 
The chapter is required to report payments (income earned) to the independent contractor on a 
calendar year basis by completing the appropriate information return. Do not include as income the 
reimbursement of actual travel expenses when receipts are provided. For independent contractor 
income reporting, the chapter will be completing and submitting a Form 1099-Misc along with a 
Form 1096, Annual Summary and Transmittal of U.S. Information Returns to the IRS. A copy should  
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be provided to the independent contractor, too. The forms are to be filed by January 31 of the 
following tax year. Please refer to the IRS website (www.irs.gov) and put in the search field 
‘information return reporting’ for additional information and instructions. 
 
When a US chapter provides awards or gifts in the form of cash, check, gift certificates, gift cards, or 
a tangible gift of value (e.g., laptop, i-pad, etc.), the award or gift is considered revenue to the 
recipient. These gifts or awards are not considered de minimis (e.g., trophy, plaque). These gifts or 
awards are reportable as income and subject to the same information reporting requirements for 
independent contractors, as mentioned in above paragraphs. 
 
Please refer to the IRS website for further guidelines and instructions or use this link:  
https://www.irs.gov/. Use the search field to find information, instructions and forms. 
 
Please refer to the US chapter resident state website (usually the state’s Department of Revenue) for 
guidelines and instructions on state and local tax reporting and compliance. 
 
Please refer to the US chapter resident state website (typically the state’s Secretary of State) for 
guidelines and instructions on incorporation, business registrations and annual reports. 
 
DO NOT assume state departments share information. Please contact both state departments.  

 
US Chapters—Scholarship Awards 
When a chapter awards a scholarship to a student/individual to offset tuition, books, and other 
educational expenses, the chapter is required to track and report. The scholarship award becomes 
part of the Form 990 group return filing. There is no requirement to complete and submit an 
Information Return to the IRS to report the scholarship awarded to the student. 
 
For best practices, ISACA’s tax department recommends submitting the scholarship awarded funds 
to the educational institutions bursar’s office in the name of the student to be applied on the 
student’s account. Doing so affirms the funds will be used for educational purposes and becomes 
part of the educational institutions requirement to file a Form 1098-T. The scholarship fund is not 
taxable as income to the student. The Form 1098-T is a confirmation of the scholarship awarded to 
the student and provides proof the funds are not considered taxable income.   
 
Should you have any chapter tax-related questions, please contact tax@isaca.org.  
 
Additional information on managing your chapter’s finances can be found on the Chapter Leader 
Portal, here. 
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Sample Document Destruction Policy 
 

PURPOSE OF THIS TOOL: Certain federal laws prohibit the destruction of certain documents. Not-for-profit 
organizations should have a written, mandatory document retention and periodic destruction policy. 
Policies such as this will eliminate accidental or innocent destruction. In addition, it is important for 
administrative personnel to know the length of time records should be retained to be in compliance.  

 
Document Destruction 

• The Document Retention and Destruction Policy identifies the record retention responsibilities of staff, 
volunteers, members of the board of directors, and outsiders for maintaining and documenting the storage 
and destruction of the organization’s documents and records.  

• The organization’s staff, volunteers, members of the board of directors, committee members and outsiders 
(independent contractors via agreements with them) are required to honor the following rules:  
a) Paper or electronic documents indicated under the terms for retention in the following section will be 

transferred and maintained by (fill in the blank based on the organization’s practices);   
b) All other paper documents will be destroyed after three years;   
c) All other electronic documents will be deleted from all individual computers, data bases, networks, and 

back-up storage after one year;   
d) No paper or electronic documents will be destroyed or deleted if pertinent to any ongoing or 

anticipated government investigation or proceeding or private litigation (check with legal counsel or 
the human resources department for any current or foreseen litigation if employees have not been 
notified); and   

e) No paper or electronic documents will be destroyed or deleted as required to comply with government 
auditing standards (Single Audit Act).   

Record Retention1 

• The following table* indicates the minimum requirements and is provided as guidance to customize in 
determining your organization’s document retention policy. Because statutes of limitations and state and 
government agency requirements vary from state to state, each organization should carefully consider its 
requirements and consult with legal counsel before adopting a Document Retention and Destruction Policy. 
In addition, federal awards and other government grants may provide for a longer period than is required 
by other statutory requirements.  
 

Resources  

• National Council of Nonprofits www.councilofnonprofits.org  

• BoardSource Record Retention and Document Destruction Policy—Download 4 Samples (E-Policy Sampler) 
www.boardsource.org/Bookstore.asp?Type=epolicy&Item=1071  

• Independent Sector www.independentsector.org/issues/sarbanesoxley.html  

• AICPA Management of an Accounting Handbook—2003 and IRS Appendix Document 
www.cpa2biz.com/AST/Main/CPA2BIZ_Primary/PracticeManagement/PracticeAdministration/ 
PRDOVR~PC-090407/PC-090407.jsp  

• Guide to Record Retention Requirements in the Code of Federal Regulations: Contact the Superintendent 
of Documents, U.S. Government Printing Office, Washington, D.C. 20402-9325 or from CCH, Inc. at 
www.onlinestore.cch.com. 

  

                                                
* Adapted from National Council of Nonprofits.  
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Sample Document Retention Requirements 
 

Type of Document Minimum Requirement 

Accounts payable ledgers and schedules 7 years 

Audit reports Permanently 

Bank reconciliations 2 years 

Bank statements 3 years 

Checks (for important payments and purchases) Permanently 

Contracts, mortgages, notes, and leases (expired) 7 years 

Contracts (still in effect) Contract period 

Correspondence (general) 2 years 

Correspondence (legal and important matters) Permanently 

Correspondence (with customers and vendors) 2 years 

Deeds, mortgages, and bills of sale Permanently 

Depreciation schedules Permanently 

Duplicate deposit slips 2 years 

Employment applications 3 years 

Expense analyses/expense distribution schedules 7 years 

Year-end financial statements  Permanently 

Insurance records, current accident reports, claims, policies, 
and so on (active and expired) 

Permanently 

Internal audit reports 3 years 

Inventory records for products, materials, and supplies 3 years 

Invoices (to customers, from vendors) 7 years 

Minute books, bylaws, and charter Permanently 

Patents and related papers Permanently 

Payroll records and summaries 7 years 

Personnel files (terminated employees) 7 years 

Retirement and pension records Permanently 

Tax returns and worksheets Permanently 

Timesheets 7 years 

Trademark registrations and copyrights Permanently 

Withholding tax statements 7 years 

 
* Adapted from National Council of Nonprofits.  
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ISACA Chapter Compliance 
 
ISACA’s Chapter Affiliation Agreement (CAA) and addendum, if applicable, is the basis of the chapter 
compliance framework. The CAA and addendum, if applicable, formalizes the existing relationship 
between ISACA and its chapters, and provides numerous benefits to the chapters, ISACA, and its 
members, including clarifying and documenting the benefits and obligations of the chapters and 
ISACA, the independent legal status of chapters, and the legal protections and remedies available to 
the chapters and ISACA. 
 
You can find chapter compliance information in the Chapter Leader Portal. 
 
ISACA Chapter Compliance Requirements:  
1. Conduct at least 4 (four) chapter board meetings annually. 
2. Conduct or co-host at least four (4) educational events annually. 
3. On at least an annual basis, provide or make available reports of all activities, revenue, and 

expenditures to chapter members. 
4. Review chapter’s organizational documents and bylaws at least annually and ensure they are 

consistent in all material respects with ISACA’s Articles of Incorporation and ISACA’s bylaws. 
5. Operate as a legal entity under the applicable law in the chapter’s territory. 
6. Hold elections in accordance with the chapter bylaws for board members and officers of the 

chapter. Elections must occur at least every two (2) years. Submit updated board/leader rosters 
to ISACA.  

7. Provide all chapter event information to ISACA via ISACA’s Engage website, as set forth in ISACA’s 
Policies and Procedures or otherwise reasonably requested by ISACA.  

8. Carry adequate insurance coverage to insure the risk associated with the chapter’s activities. 
9. Conduct an annual external audit OR verification/review of chapter’s finances by a qualified, 

independent financial expert—which must comply with the requirements set forth in ISACA’s 
Policies and Procedures, and with applicable law—and provide the results of such to ISACA. 

10. Maintain a bank account with a local credit institution in the name of chapter that will be used to 
deposit all funds received from ISACA.  

11. Maintain proper usage of the ISACA chapter logo supplied by ISACA, which may not be revised or 
altered in any way and must be displayed in the same form as produced by ISACA.  

12. Sign and submit the Chapter Affiliation Agreement and addendum (if applicable).  
13. Establish and follow written guidelines to ensure compliance with the data security and privacy 

obligations of its jurisdiction, including creating internal and external privacy policies, which 
policies shall comply with applicable Data Protection Legislation, rules, and regulations. Chapter 
must provide those written guidelines and policies to ISACA upon request.  

14. All chapter board members must sign Willingness to Serve Agreements and Conflict of Interest 
Statements. 

 
Chapter Compliance Verification: 
All chapters must annually submit the online compliance checklist to ISACA within 30 days after their 
Annual General Meeting (AGM). Within the form, chapters must acknowledge that all above 
requirements have been met. ISACA’s Chapter Relations Team will review the forms and follow up 
directly with any chapters as needed. 
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ISACA Chapter Non-compliance 
Chapter Audits: 
Beginning in 2020, all chapters that are not compliant by the time of their Annual General Meeting 
will be subject to a “compliance audit,” to be conducted by ISACA. The audit will consist of the 
following: 
 
1. When a chapter is audited, the Chapter Relations team will review each chapter’s checklist and 

will require documentation of the following:  
a. Chapter Registration and Incorporation documents (including verification the process has 

been finalized or is underway) 
b. Chapter insurance documents 
c. Chapter financial verification (or audit, if required by chapter bylaws) 
d. Chapter internal and external privacy policies 
e. Willingness to Serve Agreements and Conflict of Interest Statements that current board 

members have signed 
f. Review of chapter website to ensure proper usage of chapter logo  
g. The ISACA Chapter Relations staff and/or the ISACA-appointed working group has the right 

to request any other documents during the audit process.  
 

2. If any documents cannot be provided to ISACA as requested, a plan will be discussed with the 
chapter and will be developed by ISACA to confirm the chapter will become compliant within a 
specified timeframe. Please note:  This will vary from chapter to chapter, as it depends on what 
is outstanding, proof the chapter is working toward becoming compliant, and their cooperation 
with ISACA.  

 
Random Audits:   
Also beginning in 2020, annual audits of chapters will be performed on randomly selected compliant 
chapters. Approximately twenty (20) chapters a year will be randomly selected to provide all items 
listed in #1 of the “Required Audits” section.  
 
Consequences for Non-compliance: 
Starting in 2020, chapters that are not compliant by the end of their AGM month will be subject to 
the following: 
1. Ineligibility for nomination for or receipt of any ISACA chapter awards;  
2. Required chapter compliance audit, and 
3. Rescinding of chapter charter  

Please note: This would be a final and extreme step that will attempt to be avoided at all costs; 
however, the chapter must show good faith toward making progress if they do not want to risk 
ISACA rescinding their chapter charter, which means terminating the chapter.  
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Access to Reports in Chapter Leader Portal 
 
The following chart explains who on the chapter board has access to specific reports available in the 
Chapter Leader Portal:  
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ISACA Chapter Elections 
 
DISCLAIMER: Please review your chapter bylaws to ensure you are following the appropriate 
processes and procedures for your chapter elections. 
 
Chapter Officers 

• The chapter officers are specified in the Chapter Officers Article of the chapter bylaws. (Article V, 
Section 1 of the template) 

• The officers are elected for a term as designated in the chapter bylaws. 

• The following officers are NOT elected: 
▪ Immediate Past President – After completing the term of president, that individual 

automatically becomes the immediate past president. This happens only if the Officers 
article of your chapter bylaws specifies that an officer of the chapter is the immediate past 
president. If this person resigns from the board, the position remains vacant. 

▪ President-Elect – If the chapter bylaws indicate a president-elect, then the next president is 
not elected; because when the current president’s term is over, the president-elect 
automatically becomes the president, with no election. 

• Ideally, the term of office is two years. The chapter should determine if they want their entire 
board elected at one time or if half is elected in even-numbered years and the other half is 
elected in odd-numbered years (referred to as “staggered terms”). If your chapter chooses 
staggered terms, the chapter bylaws should indicate which offices are filled in even-numbered 
years and which are filled in odd-numbered years.  

 
Chapter Candidate Nominations 

• The chapter must select from two methods of chapter nominations: Nominating Committee or 
Nominations from the Floor. No matter which method is selected, all candidates nominated 
must meet the qualifications for office as per the chapter bylaws. 
▪ Nominating Committee 

 The Nominating Committee is elected by the chapter membership or by the chapter 
board of directors, excluding the current president. 

 It is usually a small committee of three to five (3-5) members who solicit candidates for 
each of the offices to be elected that year.  

 At the time designated in the chapter bylaws, the Nominating Committee communicates 
to the membership the candidates for the offices. The committee may select one or 
more candidates for each office to be filled—that is determined by the chapter bylaws 
and the committee. The Nominating Committee may, according to chapter custom, 
announce the candidates at an official chapter meeting, or communicate the 
announcement of the candidates via electronic means (email, website, etc.). This 
announcement should be done early enough that the members who do not agree with 
the candidates nominated can organize to nominate a candidate “from the floor” either 
at a meeting or electronically. 

 After the nominations by the Nominating Committee and before the elections, the 
Nominating Committee Chair calls for nominations from the floor for each office to be 
filled.  

▪ Nominations from the Floor 

 Some chapters choose to not use a Nominating Committee. In such situations, 
nominations are made from the floor at a chapter meeting. The Nominations Committee 
chair calls for nominations from the floor for each office to be filled. 
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Chapter Elections 

• Chapter elections are usually held at a chapter meeting (usually the annual general meeting 
[AGM]), and all the members are notified, in accordance with the chapter bylaws, of when the 
election will take place. 

• Ballots are prepared in advance of the meeting with the title of each office to be filled, the name 
of each candidate, and blanks for members to write in other names, should they choose.  

• Ballots are folded in half. The Tellers Committee (usually appointed by the president, with 
members who are known for objectivity and ability to maintain confidentiality/secrecy of 
ballots) collects the ballots, counts the ballots, records the numbers, and then reports the 
election results.  

• Newly elected officers take office per the chapter bylaws, but usually at the close of the AGM at 
which they were elected. 

• Some chapters choose to hold their election electronically, instead of at a chapter meeting. This 
must be authorized in the chapter bylaws. Secrecy of the ballots must always be maintained.    
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TABLE OF RULES FOR COUNTING ELECTION BALLOTS 
The following is provided as a guide to assist you. 

From: Robert’s Rules of Order Newly Revised, 11 Ed., Tinted page 49 

 

 

TYPE OF BALLOT CREDITED TO 
CANDIDATE(S) 

COUNTED 
TOWARD # OF 
VOTES CAST 

Ballots that Indicate Preference, Cast by 
Member 

  

—if meaning of ballot is clear, and ballot 
indicates eligible candidate 

Yes Yes 

—if ballot indicates ineligible candidate No Yes 

—if meaning of ballot is unclear, but cannot 
affect result 

No  

—if meaning of ballot is unclear, and may 
affect result 

Submit to assembly 
for decision 

Yes 

—two or more filled-out ballots, folded 
together 

No Yes, but counted as 
one vote 

—one filled-out ballot, folded together with 
one or more blank ballots 

Yes Yes 

Blank Ballots, Ballots That Indicate No 
Preference 

No No 

Ballots Cast by Nonmember No No1 

Ballots for Multiple Positions on a Board or 
Committee 

  

—with votes for full number of positions to 
fill 

Yes Yes (one vote)2 

—with votes for less than full number Yes Yes (one vote)2 

—with votes for too many candidates No Yes (one vote)2 
 

1. If there is evidence that any ballots were cast by persons not entitled to vote but those ballots 
cannot be identified, and if there is any possibility that such ballots might affect the result, the 
entire ballot vote is null and void, and a new ballot vote must be taken. 

 
2. When votes are cast in one section of the ballot for multiple positions on a board or committee, 

every ballot with a vote in that section for one or more candidates is counted as one vote cast.  
(See pp. 415-17 and p. 441, 11. 11-24) 

 

 

 

 

 

  



TELLERS’ REPORT 

ELECTION OF OFFICERS 
 

The following is provided as a guide to assist you. 

 

ISACA _______________________________ Chapter 

 

Date: _______________________________ 

 
NUMBER OF VOTES CAST  

*Necessary for adoption (majority)  

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

ILLEGAL VOTES    

 

*Unless the bylaws specify otherwise, the vote needed for election is a majority (not a plurality). 

  



TALLY SHEET 

ELECTION OF OFFICERS 
 

The following is provided as a guide to assist you. 

 

ISACA _______________________________ Chapter 

 

Date: _______________________________ 

 

ELECTION OF _____________________________________ 

 
NUMBER OF BALLOTS TURNED IN  

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

 

VOTES FOR ___________________________________________ 

 

ILLEGAL VOTES    

 

 
 

 


