PROVISIONAL SQUADRON TASK SHEET

	
	TASK
	ASSIGNMENT
	TARGET DATE OF COMPLETION

	1
	Discuss and determine Geographical area
	
	

	2
	Hold an organizational meeting to see if there is interest to start a Squadron, Need at least six Active Members. Take minutes.
	
	

	3
	Review model Provisional Bylaws  www.usps.org/national/rules
	
	

	4
	Obtain a list of present and former members by zip code. You may obtain from the Squadron Development Committee.
	
	

	5
	Obtain a list of members of the Squadrons nearest the area to be served by the provisional squadron.
	
	

	6
	Develop a third list based on comparison of lists above.
	
	

	7
	Contact the District and nearby Squadrons to let them know your plans.


	
	

	8
	Draft and send a letter to prospective members.
	
	

	9
	Plan a public relations campaign.
	
	

	10
	Publicize the formation of a new Squadron open to the community. Tell community about USPS


	
	

	11
	Among organizers & others discuss possible names for new Squadron.
	
	

	12
	Fill in the blanks of Model Bylaws for Provisional Squadrons. Make no other changes. 
	
	

	13
	Write letter to National Executive Officer explaining:
	
	

	a
	Geographical Area to be served
	
	

	b
C

d
	The need for a new Squadron in the area.
	
	

	c
	The potential for growth.
	
	

	d
	 In a few words describe our plan for creating a new squadron.
	
	

	14
	After all is found in order by the National Executive Officer, he will seek the Operating Committee (OCOM) approval for the provisional squadron.  The squadron will be assigned to a District.

	
	

	15
	Hold Provisional Squadron Organizational meeting and elect officers; Commander, Educational Officer, Secretary/Treasure, and 3 at-large members to serve on the Executive committee.
	
	

	16
	Discuss and vote on a name for the squadron.
	
	

	17
	Approve the model bylaws.
	
	

	18
	Produce a set of complete minutes. Send minutes and bylaws to Chair of the Committee on Rules for approval.
	
	

	19
	Develop Burgee.
	
	

	20
	Obtain Tax ID Number.
	
	

	21
	Write letter to USPS Headquarters requesting the provisional squadron be included in the list of tax exempt squadrons.


	
	

	22
	It is now time to grow the squadron to a minimum 25 active members. The squadron has three (3) years to reach that goal.
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