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ALABAMA FBLA NEW CHAPTER OR ADVISER CHECKLIST

To start or reactivate a chapter go to https://connect.fbla.org/forms?id=1.

1 Review the state and national FBLA websites to gain knowledge and understanding
of FBLA.
o About FBLA

= Mission

= Pledge

= Code Ethics

= Creed

= History

= National Leadership
= Bylaws

= Policies

About Alabama FBLA
Middle School Programs
High School Programs
State Conferences
National Conferences
Adviser Resources
= Membership Dues
= Membership Fact Sheet
1 Create Bylaws for your chapter (examples can be found on the national website)
o Bylaws serve as an operational guide to provide a clear and detailed
framework of the internal operations of an organization. This ensures
consistency, order, and smooth functioning.
o Bylaws should include:
= Defining member responsibilities
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= Defining officer titles and duties
= Defining procedures for process of selecting/electing officers (election
by members or appointment by application/interview)
= Establishing procedures for meetings and finances.
= Establishing the amount charged for dues (national, state, and local)
= Establishing meeting timelines
= Identifying the method for revising bylaws
e Recommended revisions submitted in writing to the officer team
by members

o Determine a timeline for when revision requests may be
submitted.

e Officer team and adviser (known as Executive Council or
Leadership Team) will review the revision(s) request and
determine if it should be brought to a vote.

o If a vote is recommended, determine how many
days/weeks prior to a meeting the revision requests
should be distributed to members.

o Bring the revision requests to a meeting for discussion
and vote.

o If revision requests are approved, print a Revised date on
the bylaws for historical data.

o Once your chapter has been established the members should review and
vote to approve the bylaws.
1 Meet with your Career and Technical Education Director and/or building Principal to
discuss procedures for implementing an FBLA chapter.
o Integrating FBLA into your curriculum (a CTSO based on your program area
required in CTE).
o Procedures for handling finances.
= Setting up an account to receive/disburse FBLA funds.
= Process for collecting dues, field trip/conference fees, fundraising, etc.
= Submitting purchase orders and invoices.
= What funding is available from the school system and/or Perkins funds
for FBLA activities.
o Suggestions on recruiting/publicizing FBLA to the student body.
o Procedures for field trips
= Approval from school administration and Board of Education.
= Transportation (best method and how to request transportation).
» Permission Forms for students
o Social media/publicity procedures for FBLA
1 Meet with Career Coach and Counselor



o Provide vital information regarding FBLA so that they are knowledgeable
about when speaking to students about course selection.
o Request assistance in securing guest speakers for FBLA meetings.
o Request assistant in planning field trips, career days, etc.
1 Recruit members
o Create flyers, brochures, posters, etc. to distribute and display at your school.
o Request a state officer visit to speak to your student about the benefits of
joining FBLA.
o Collect dues and enter member information into FBLA Connect.
o Submit invoice for payment (must be paid within 60 days of entering
membership)
o Members can be added at any time of the school year, but dues must be paid
to the national center by March 1 for students to be eligible to compete at the
National Leadership Conference.
1 Integrate FBLA into the classroom.
o Through competitive events
o Leadership activities
o Guest speakers
o Essential work skills, etc.



