SGI-USA National/West Territory

Los Angeles Zone

CHECKLIST

Creation and Dissolution of Organizational Units

On The SGI-USA Statistics Website

The pre-requisites for the successful entry of a new organization on our Statistics Website are:  

· All “newly created” chapters must have 


*** a designated Chapter Statistics Administrator *** 

· All “newly created” districts and chapters must have 


*** an assigned publications representative *** 

· All reorganizations to the Statistics Website must reflect 


*** correct transfer-in and transfer-out data entry *** 


before the close of the statistics reporting period in which the new 


organization is created.  

In ALL reorganizations, the following questions must be addressed:  

· What is the name of the “original” organization requesting this change?

· [Please include location of organizational unit, e.g., what region, area, or chapter?]

· Will this “original” organization require a “name change?”  If so, what is the new name?

· What are the names of any other “newly-created” units in your organization?  

· What are the names and email addresses of the designated line leaders responsible for this new organization?

· If appropriate for this reorganization, what is the name and email address of the newly assigned Chapter Statistics Administrator?

· If appropriate for this reorganization, what are the names and email addresses of the designated Area or above leaders who will receive automated statistics reports at the close of each reporting period?
· Lastly, please send the results of your Checklist answers by email to the Zone MIS at belster@sgi-usa.org.
Note:  Please read the document explanation for publication requirements. 
