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[bookmark: _Toc215578416]Quick Guide
[bookmark: _heading=h.3xh6ruyjcllm]
[bookmark: _heading=h.d15hykbwgfkb]Checklist for a Complete Application
Before submitting, ensure you have all required documents and information ready. A completed application includes:
☐  Officer Roster: A list of your chapter’s core officers with contact details. This information will be entered in the application form.
☐  Chapter Bylaws: Your chapter's bylaws document.
☐ Activity Plan: An outline of your chapter’s goals, planned events, and activities.
☐  Signed Confidentiality Agreements: Separate agreements signed by each officer to ensure responsible data management.
[bookmark: _heading=h.9i8iel7vdaum]How to Submit Your Application
Submit your completed application through the AAWD Local Chapter Application Submission Form, which allows you to upload each required document directly. The form is accessible online at AAWD Local Chapter Application Form.
If you encounter any issues or need assistance during the submission process, contact the AAWD National Office at chapters@aawd.org or call 1-800-920-2293 for support.


[bookmark: _Toc215578417]Introduction
[bookmark: _Toc215578418]About AAWD
The American Association of Women Dentists (AAWD) is a national organization dedicated to advancing, connecting, and enriching the lives of women dentists through professional development, networking, mentorship, and promoting wellness. Our mission is to provide a nurturing community that supports the personal and professional development of women in dentistry. We promote excellence in the field, encourage a collaborative environment, and celebrate the achievements of our members.
[bookmark: _heading=h.m5kmujwsihc3]AAWD’s vision is to create a world where every dental professional will have equitable access to opportunities and resources to reach their personal and professional goals from pre-dental school through retirement.
For more info on benefits as a national member, visit: https://www.aawd.org/aawd-membership/ 
[bookmark: _Toc215578419]The Role of AAWD Local Chapters
Local AAWD chapters play a crucial role in fostering a supportive, professional community at the regional level. By establishing local chapters, AAWD aims to bring the values of our national association directly to members in their own cities and states, allowing for meaningful in-person networking, mentorship, and collaboration among women dentists. Local chapters enable members to build stronger connections within the profession, share knowledge, and participate in activities that support professional growth.
[bookmark: _Toc215578420]Why Establish a Local Chapter?
Starting a local chapter of AAWD offers the opportunity to:
· Connect Locally: Meet, network, and collaborate with women dentists in your region, creating a community of support and shared experiences.
· Develop Leadership Skills: Engage in leadership roles within your chapter, develop organizational skills, and gain valuable experience in managing events.
· Expand Professional Opportunities: Host and participate in local events, CE sessions, mentorship programs, and community outreach initiatives.
· Support AAWD’s Mission: As a local chapter, you become part of AAWD’s commitment to championing the growth of women in dentistry and creating a collaborative space for current and future leaders in the field.
[bookmark: _Toc215578421]Gauging Interest and Building Your Network
[bookmark: _Toc215578422]Use the AAWD Membership Directory 
If you are interested in leading a local chapter near you, you might already have in mind a few dentists who would be willing to join. You can connect with more dentists in your area through our AAWD Member Directory, which is available to all active members. 
1. Access the Directory: Log in to the AAWD Membership Portal at https://members.aawd.org.
2. Click “Active Member Directory” from the left menu
3. Use the directory’s “Customize Results” feature to search for members by city or state. This helps you identify women dentists who are already part of AAWD and may be interested in joining a local chapter.
4. Reach out to potential chapter members via email or phone. Share your vision for starting a local chapter and invite them to attend an interest event.

Note: In order to utilize this directory, you will need your AAWD member log in info for the website. If you have forgotten this info, please contact us via e-mail at info@aawd.org. Be sure to follow AAWD’s confidentiality and privacy policies when reaching out. Only contact members for official chapter purposes and keep member information secure.
[bookmark: _Toc215578423]Host an Interest Event
An initial interest event is a great way to bring potential members together, introduce AAWD’s mission, and discuss plans for the new chapter. Here’s how to get started: 
1. Plan the event format: Choose an event format that fits your goals and the preferences of your potential members. Some popular ideas include:
a. Networking Mixer: A casual meet-and-greet event with refreshments, allowing attendees to connect and learn about the chapter’s purpose.
b. Informational Meeting: A meeting where you outline AAWD’s mission, the benefits of local chapters, and your plans for the new chapter.
c. Virtual Interest Meeting: If in-person events aren’t feasible, consider hosting an online event through Zoom or another platform to reach a wider audience.
2. Invite Potential Members: Send invitations via email and consider using social media or community boards to promote the event. The AAWD National Office can also help you share event details with current AAWD members in your area. Use the AAWD Content Submission Form to submit upcoming events for publication.
3. Prepare a brief presentation: At the event, share a short presentation that covers AAWD’s mission and member benefits, local chapter start-up info, opportunities for members to get involved, Q&A. Make sure to include the AAWD Member Application link and encourage all nonmembers to join AAWD.
4. Collect Contact Information: Gather contact details from attendees interested in joining the chapter. This initial list will be useful as you build your membership and complete the chapter application.
5. Identify Potential Chapter Officers: You must identify four core officers to submit your local chapter application. The interest event is a great opportunity to identify candidates for the chapter leadership team.
6. Follow Up: After the event, follow up with attendees to thank them for their interest, share any next steps (including leadership opportunities), and provide updates on the chapter’s progress. This helps maintain enthusiasm and encourages early involvement.
If you need help, the AAWD National Office can help you send out online invitations for your interest event. Please note that after the interest event, any members who join your chapter must pay national dues by joining as an AAWD member. 
[bookmark: _Toc215578424]Local Chapter Application Process
With a foundation of interested members and potential leaders, you’re ready to begin the official application process to establish your AAWD local chapter. 
Each local chapter of AAWD follows a structured application process to ensure a smooth and consistent experience for all new chapters. 
[bookmark: _Toc215578425]Step 1: Choose your chapter officers
A strong leadership team is essential for the success of your AAWD local chapter. The chartering members must elect at least four core officers: President, Vice-President, Secretary, and Treasurer. All officers must be active AAWD national members and licensed dentists. Non-dentists are not permitted to serve as chapter officers, though they are welcome to join AAWD as student or affiliate members and participate in chapter activities. 
These core roles ensure your chapter has a solid foundation and that all essential functions are covered. You will submit your officer roster as part of your Chapter Application. You can consider adding additional officers initially or as you grow.
Core Officer Roles and Responsibilities
1. President: The President serves as the chapter’s leader, overseeing all chapter activities and representing the chapter in communications with AAWD’s National Office. Key responsibilities include:
a. Setting the vision and goals for the chapter.
b. Organizing and leading chapter meetings and events.
c. Ensuring chapter activities align with AAWD’s mission.
d. Acting as the primary contact for the AAWD National Office and other chapters.
e. Appointing committee chairs and delegating responsibilities as needed.
2. Vice President: The Vice-President assists the President and often takes the lead in membership recruitment, public relations, and member engagement. Key responsibilities include:
a. Supporting the President in chapter operations and events.
b. Leading member recruitment and retention efforts.
c. Ensuring chapter members maintain AAWD National membership.
d. Assisting with communications and public relations, including social media.
e. Stepping in as acting President if the President is unavailable.
3. Secretary: The Secretary manages chapter records, maintains meeting minutes, and coordinates communication among chapter members. Key responsibilities include:
a. Recording and distributing minutes for all chapter meetings.
b. Maintaining up-to-date contact information for chapter members.
c. Sending meeting reminders, event notices, and other chapter communications.
d. Submitting officer updates to AAWD National annually.
e. Keeping an organized record of chapter documents, including bylaws and confidentiality agreements.
4. Treasurer: The Treasurer manages the chapter’s finances, overseeing dues collection (if applicable) and budgeting. Key responsibilities include:
a. Collecting and managing chapter dues or event fees, if applicable.
b. Maintaining accurate financial records and receipts for all transactions.
c. Creating and presenting financial reports at chapter meetings.
d. Preparing an annual budget to plan for events, meetings, and other chapter expenses.
e. Coordinating with AAWD National on charitable contributions to the Smiles for Success Foundation, the Gillette Hayden Memorial Foundation, or other foundations as applicable.
Note: All officers must be active AAWD national members and licensed dentists. Non-dentists are not permitted to serve as chapter officers.
[bookmark: _Toc215578426]Step 2: Develop Chapter Bylaws
Bylaws are a foundational document that establishes the structure and rules of your chapter’s operations. They provide a clear framework for leadership, decision-making, membership guidelines, and other essential aspects of your chapter. Developing strong bylaws will help ensure your chapter’s activities align with AAWD’s mission while allowing for local needs and flexibility.
Bylaws serve several important functions, including:
· Defining Roles and Responsibilities: Bylaws clarify the duties of officers, members, and committees, helping to establish accountability.
· Guiding Decision-Making: Bylaws outline procedures for voting, elections, and meetings, ensuring transparent and consistent governance.
· Establishing Membership Requirements: They define eligibility, dues, and member expectations, setting standards for chapter involvement.
· Ensuring Continuity: Bylaws create a foundation that future chapter leaders can follow, supporting long-term stability and success.
To make this process easy, AAWD provides a Chapter Bylaws Template. This template includes the essential sections you’ll need, with customizable fields for chapter-specific details. Simply fill in your chapter’s information, review with your officers, and make any adjustments to fit your local needs. You will submit your Chapter Bylaws with your application. 
[bookmark: _Toc215578427]Step 3: Create Your Activity Plan
A well-organized activity plan helps your chapter maintain momentum, engage members, and create meaningful experiences.  To create an effective activity plan, start by outlining your chapter’s primary goals, then planning events that align with those goals. Your activity plan will likely grow and evolve as your chapter grows, so use this as an initial brainstorm and update it as you grow. AAWD provides an Activity Plan Template to help you organize your plan. 
Creating a well-rounded, engaging activity plan sets your chapter up for a successful start. You will submit your completed activity plan with your application. Don’t forget to adjust as needed to accommodate member feedback and evolving interests.
[bookmark: _Toc215578428]Step 4: Determine Dues and Financial Guidelines
Setting up a basic financial structure for your chapter ensures that you can support chapter activities and manage funds responsibly. While AAWD requires all members to pay national dues, chapters may also set local dues to cover expenses specific to their events and operations. This section provides guidance on determining local dues, managing funds, and establishing financial practices that promote transparency and accountability.
National vs. Local Dues
National Dues: All AAWD chapter members must pay annual national dues, which provide access to AAWD’s resources, events, and programs. AAWD offers several membership types – Early Career Dentist, Practicing Dentist, Faculty, Federal Service, International, Retired, and Affiliate – each with tailored benefits and rates to ensure affordability. These dues are collected by AAWD National as part of the membership application on the AAWD website and are separate from any local chapter dues.
Local Chapter Dues: Chapters may set their own dues based on anticipated expenses and member needs. Local dues can help fund chapter activities, such as events, meeting supplies, and community outreach projects.
Setting Local Dues
When setting local dues, consider your chapter’s specific needs and the types of events or activities you plan to organize. Here are a few guidelines to keep in mind:
· Choose a dues amount that is affordable for members while allowing the chapter to cover basic costs. For most chapters, this may range between $25–$50 per year.
· If fixed annual dues aren’t feasible, consider charging small fees per event or fundraising to cover expenses.
· Clearly communicate what local dues will support, such as event costs, community projects, or operational supplies.
Financial Management and Bank Account Setup
If your chapter collects local dues or raises funds, setting up a chapter bank account can help streamline financial management and ensure accountability.
· Bank Account Setup: To open a bank account in the chapter’s name, you’ll need to apply for a Federal Employer Identification Number (EIN) through the IRS (Form SS-4). The account should be titled in this format: “American Association of Women Dentists, [Your Location] Chapter.”
· Record-Keeping: Maintain clear records of all income and expenses. Save receipts for transactions and document any expenses, dues, or fees collected.
· Annual Budget: Draft a simple budget that outlines projected income (dues, fundraising) and planned expenses for the year. This helps guide spending and ensures your chapter has resources for upcoming events.
Reporting and Financial Accountability
· Periodic Financial Reports: At each chapter meeting, the Treasurer should provide an update on the chapter’s finances, including dues collected, expenses, and current balance.
· Annual Financial Summary: At the end of each year, prepare a summary of income and expenses to share with members and file with AAWD. This promotes accountability and helps the chapter prepare for future planning.
Chapters are required to submit information about chapter dues to AAWD National. We are here to support should questions arise. If you would like assistance, please email chapters@aawd.org. 
[bookmark: _Toc215578429]Step 5: Complete and Sign the Confidentiality Agreement
To protect the privacy of AAWD members and ensure responsible use of information, each chapter officer is required to sign a Confidentiality Agreement. This agreement reinforces AAWD’s commitment to safeguarding member data and maintaining trust within our community.
The Confidentiality Agreement outlines each officer’s responsibility to:
· Handle member information securely and only for official chapter purposes.
· Refrain from sharing confidential data with unauthorized individuals or outside parties.
· Comply with AAWD’s privacy policies and standards.
Each officer should review, complete, and sign a separate Confidentiality Agreement form. The completed forms must be submitted with your chapter application.
[bookmark: _Toc215578430]Step 6: Submit Your Application
Once you’ve completed the necessary steps, you’re ready to submit your chapter application to AAWD’s National Office. This final step officially recognizes your chapter and connects you with resources to help your chapter succeed.
Checklist for a Complete Application
Before submitting, ensure you have all required documents and information ready. A completed application includes:
☐  Officer Roster: A list of your chapter’s core officers with contact details. This information will be entered in the application form.
☐  Chapter Bylaws: Your chapter's bylaws document.
☐ Activity Plan: An outline of your chapter’s goals, planned events, and activities.
☐  Signed Confidentiality Agreements: Separate agreements signed by each officer to ensure responsible data management.
How to Submit Your Application
Submit your completed application through the AAWD Local Chapter Application Submission Form, which allows you to upload each required document directly. The form is accessible online at AAWD Local Chapter Application Form.
If you encounter any issues or need assistance during the submission process, contact the AAWD National Office at chapters@aawd.org or call 1-800-920-2293 for support.
What to Expect After Submission
Once your application is received, the AAWD National Office will review all materials to ensure they meet chapter requirements. You can expect:
· Confirmation of Receipt: You’ll receive an email confirming that your application has been successfully submitted.
· Review and Feedback: If any additional information is needed or adjustments are recommended, AAWD will reach out to your chapter’s primary contact.
· Approval Notification: Upon approval, AAWD will officially recognize your chapter, granting access to chapter resources and support.
· Addition to the AAWD Local & International Chapter Directory: Approved chapters will be listed in the AAWD Local & International Chapter Directory in the Member Portal. Each chapter can customize its directory listing to highlight key information, upcoming events, or unique offerings. Through the directory, chapter leaders will also be able to view and connect with all active chapter members.
With your application submitted, your chapter will be ready to make an impact, connect with members, and grow as part of the AAWD community!
[bookmark: _Toc215578431]FAQs
General Chapter Questions
Q: How many members do we need to start a local chapter?
A: There are no minimum membership requirements beyond the four officers. Chapters can start small and grow over time, so even a small group can begin the process.
Q: Can men or non-dentists join a local chapter?
A: Yes, AAWD welcomes male dentists and all non-dentists as affiliate members. Affiliate members have all the privileges and responsibilities of an Active Member, except those of voting and holding office.
Q: Can international dentists join AAWD?
A: Absolutely. International dentists are welcome to join AAWD as international members. International members primarily practice dentistry outside of the United States or Canada OR earned their dental degree outside of the United States or Canada and currently reside in the U.S. or Canada.
Membership and Dues
Q: What’s the difference between national and local chapter dues?
A: All chapter members must pay national dues to access AAWD resources. Local chapters may set their own dues to support chapter-specific events and activities.
Q: How often should our chapter meet?
A: There’s no set rule. Regular meetings—monthly or bi-monthly—are encouraged for consistent engagement, but chapters have flexibility to choose what works best.
Financial and Legal Guidelines
Q: Does our chapter need a bank account?
A: It’s optional. If your chapter plans to collect dues or fundraise, having a bank account can help with financial management. You’ll need an EIN to open an account.
Q: What are the guidelines for fundraising?
A: Chapters are encouraged to seek local sponsorships or host fundraisers to support chapter activities. Funds raised should be used for chapter events, operations, or charitable contributions.
Chapter Operations and Leadership
Q: How does taking a leadership role benefit me?
A: Chapter leaders gain valuable experience, receive recognition in AAWD’s publications, and have the opportunity to connect with the national board and network with leaders nationwide.
Q: Who can I contact if I need support or have additional questions?
A: For assistance, reach out to the AAWD National Office at chapters@aawd.org or call 1-800-920-2293.


If you are interested in leading a local chapter in your area, please contact AAWD at the following e-mail address: chapters@aawd.org or call the AAWD National Office at 1-800-920-2293.
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