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Dear Chapter Leader, 
 
Welcome to the 2009 CORE Planning Workbook. This workbook is designed to help you gather 
and document CORE-related information throughout the year. It is recommended that chapters 
complete this workbook prior to completing the online CORE submission. The actual submission 
consists of two parts:  
 
 Part 1: Annual Update (providing your chapter’s demographic information) 
 Part 2: CORE Survey (evaluating your chapter’s achievement of the 18 CORE elements) 
 
Using the completed workbook as your guide, it should take less than 20 minutes to enter your 
chapter submission. 
 
One leader from each chapter should complete the online submission. It’s okay if your chapter 
doesn’t operate on a calendar year basis – as long as your chapter has met the CORE 
requirements during the calendar year, you can make your submission based on those 
accomplishments.  
 
The 2010 CORE submission reports on the chapter’s activities during the 2009 calendar year. 
The deadline for completing this survey is January 31, 2010. 
 
Each chapter must complete the online survey by the deadline in order to qualify for 100% 
completion of CORE.  Even if the chapter is 100% in all elements, submission of the online 
survey and submission of required documentation is required by the deadline.   
 
If you need additional information about CORE, visit the CORE website at www.astd.org/CORE 
or contact your chapter coach. 
 
Thank you for your leadership! 
 
ASTD Chapter Services Department 
 

  

http://www.astd.org/CORE
http://www.astd.org/membership/ChapterLeadership/ChapterManagement/Chapter+Coaches.htm
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WHAT IS CORE? 
ASTD Chapter Operating Requirements (CORE) are a set of performance guidelines designed to 
help chapters deliver consistent benefits to members. CORE consists of elements in five key 
areas: administration, financial, membership, professional development, and communication, 
which are necessary for running a chapter like a business.  
 
HOW DOES CORE BENEFIT YOUR CHAPTER? 
ASTD’s Chapter Operating Requirements (CORE) provides a clear set of standards enabling the 
chapter to run like a business. CORE is designed to help chapters promote and support the 
industry, align with the Society, and deliver a consistent set of benefits to members. While 
CORE submissions are mandatory, they take very little time, don’t cost your chapter anything, 
and help your chapter become the best it can be. 
 
By completing the CORE survey, your chapter may also be eligible for recognition. ASTD 
recognizes chapter achievements by awarding designations at three different levels: 100 
percent CORE Achievement, CORE Membership STAR, and CORE Membership SUPERSTAR. 
These chapters receive a recognition logo for the chapter website and recognition in the Leader 
Connection Newsletter. 
 
ASSISTANCE COMPLETING CORE SURVEY 
Many resources exist to assist with completing the CORE survey: 
Á Chapter Coach www.astd.org/chaptercoaches  
Á National Advisors for Chapters www.astd.org/nac  
Á CORE website www.astd.org/core  
Á Sharing Our Success best practices www.astd.org/sos. 

 
 
 
 

 
 

  

http://www.astd.org/chaptercoaches
http://www.astd.org/nac
http://www.astd.org/core
http://www.astd.org/sos


 
 

      
 

2010 ASTD CORE Planning Workbook  - 4 - 
 

PART ONE: Annual Update 
 
Part 1 of the CORE submission is the Annual Update.  This section provides information about 
your chapter such as membership volume, financial performance, and progress towards goals. 
 
You will be asked to provide information and/or answer the following questions when 
completing Part 1 in the online survey. Much of this information will be pre-populated from the 
chapterΩs 2008 responses. 
 
 
Does your chapter pay for any administration help, such as management firm, or other 
administrative service?  Yes      No  
 
Please provide the contact information for your chapter’s administrative help below. 
 
Contact Name: 

Contact Company: 

City: State: Zip: 

Phone Number: Email: 

 
Did your membership numbers increase, decrease, or stay the same in 2009? 
  Increase  Decrease  Stay the same 
 
As of December 31, 2009, how many chapter members does your chapter have?    
 
What percentage of your chapter’s members are members of both national ASTD and your 
chapter?    
Chapters can submit their most current membership roster to their chapter coach by December 
15, 2009, to determine the chapterΩǎ Ƨƻƛƴǘ ƳŜƳōŜǊǎƘƛǇ ǇŜǊŎŜƴǘŀƎŜΦ CƻǊ ŎƘŀǇǘŜǊǎ ǇǊƻǾƛŘƛƴƎ ǘƘŜƛǊ 
roster by December 15, the chapter coach will provide the percentage by January 15. 
 
Is your chapter incorporated?  Yes      No 
 
Did your chapter raise dues in 2009?  Yes      No 
 
Does your chapter plan to raise dues in 2010?  Yes  No 
 
Which of the following dues categories does your chapter have? Please select all that apply. 

¿ Regular member dues 
¿ Student member 
¿ Senior member 
¿ Group/Corporate membership 
¿ Discounted or promotional dues 
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¿ Other 
 
How much are your regular membership dues? $   
 
How much are your student membership dues? $     
 
How much are your senior membership dues? $     
 
How much are your corporate or group member dues per member? $    
 
Please describe your chapter’s offering for group membership. 
             
             
             
             
              
 
How much are your promotional or discounted dues? $     
 
Please describe your chapter’s offering for discount or promotional membership. 
             
             
             
             
              
 
Which of the following are requirements for a student to get the student membership rate? 

¿ Attend an accredited university 
¿ Demonstrate they are taking classes in a workplace learning related field 
¿ Take at least a certain number of credit hours 
 please enter the number of credit hours   
¿ Demonstrate they are in a degree program in a workplace learning related  
 field 
¿ None of the above 

 
Is your student membership offering different from your regular membership offering? 
    Yes   No   Don’t Know 
 
Which of the following about your student membership offering is different from your regular 
membership offering? 

¿ Internship opportunities 
¿ Special student membership rate 
¿ Speaking opportunities 
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¿ Mentoring program 
¿ Student job bank 
¿ None of the above 

 
Please list any ways your student membership offering is different from your regular 
membership offering not mentioned in the previous question. 
             
             
             
             
              
 
Which of the following does your chapter have or do? 

¿ A relationship with faculty at an educational institution in your area 
¿ A director of student outreach 
¿ Include students in professional chapter meetings and programs 
¿ Provide student member assistance to participate in ASTD International 
 Conference & EXPO 
¿ Provide scholarships or awards to college students 
¿ Provide mentoring to students 
¿ Coordinate internships for students 
¿ None of the above 

 
National ASTD would appreciate it if you would be willing to share the contact information of 
your academic contacts. Please use the space below to include their name, institution, and 
contact information. 
 
Contact Name: 

Institution: 

Address: 

City: State: Zip: 

Phone Number: Email: 

 
What is the name and contact information for your student outreach director? 
 
Contact Name: 

Address:: 

City: State: Zip: 

Phone Number: Email: 

 
What is the average number of people at your regular monthly chapter meeting?    
 
What is the approximate cost your chapter spends to put on a typical program? $   
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What is the approximate cost for attendees to attend a typical chapter program? $   
 
When are the majority of your regular programs held? 

¿ Morning 
¿ Lunchtime 
¿ Afternoon 
¿ Evening 
¿ Other 

 
Which of the following did your chapter do in 2009 or is planning for 2010? 

 Did in 2009 and 
planning for 2010 

Did not do in 
2009, but 

planning for 2010 

Did in 2009, but 
not planning for 

2010 

Did not do in 
2009 and not 

planned for 2010 

A conference, 
seminar, or other 
large event 

¿  ¿  ¿  ¿  

A community 
service project 

¿  ¿  ¿  ¿  

A partnership with 
another 
membership 
organization 

¿  ¿  ¿  ¿  

A partnership with 
an educational 
institution 

¿  ¿  ¿  ¿  

A job listing ¿  ¿  ¿  ¿  

A CPLP Interest 
Group 

¿  ¿  ¿  ¿  

Other Special 
Interest Groups 

¿  ¿  ¿  ¿  

Geographic 
Interest Groups 

¿  ¿  ¿  ¿  

Employee 
Learning Week 
events or activities 

¿  ¿  ¿  ¿  

 
What type of conference, seminar, or other large event does your chapter hold? 
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What type of community service events does your chapter participate in? 
             
             
             
             
              
 
What membership organization(s) has your chapter partnered with and how have you 
partnered? 
             
             
             
             
              
 
What educational institution has your chapter partnered with and how have you partnered? 
             
             
             
             
              
 
Approximately how many jobs were listed with your chapter in the past year?    
 
How many people participate in the CPLP study group or special interest group?    
 
What special interest groups (SIGs) does your chapter have? 
             
             
             
             
              
 
What geographic interest group (GIGs) does your chapter have? 
             
             
             
             
              
 
What Employee Learning Week events or activities does your chapter hold? 
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Which of the following does your chapter have? 

¿ A LinkedIn group 
¿ A Facebook group 
¿ A Twitter feed 
¿ Use Second Life 
¿ Yahoo! Group 
¿ None of the above 

 
With regard to the CPLP program, does your chapter… 

¿ Promote the benefits and value of CPLP certification 
¿ Recognize certified chapter members 
¿ Utilize the ASTD Learning System 
¿ Offer a CPLP study group 
¿ None of the above 

 
Please describe your CPLP study group for us. How long is it? What materials are used? How 
much does it cost? 
              

             
             
             
              

 
Does your chapter… 

¿ Conduct a membership drive 
¿ Hold a program on the value of membership 
¿ Conduct new member orientations 
¿ Hold an event to recruit national members to chapter membership 
¿ Publicize the special “Power of 2” membership rate (e.g. $169 for chapter 
 members) 
¿ None of the above 

 
Does your chapter pay for national ASTD membership dues for one or more chapter board 
members?  Yes      No 
 
Does your chapter budget to send board members to the ASTD Chapter Leaders Conference 
(ALC)?   Yes      No 
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How many chapter leaders are budgeted to attend the ASTD Chapter Leaders Conference (ALC) 
in 2010?    
 
When do your incoming board members OFFICIALLY begin their terms? 

¿ 1st Quarter (January – March) 
¿ 2nd Quarter (April – June) 
¿ 3rd Quarter (July – September) 
¿ 4th Quarter (October – December) 

 
What was your chapter’s 2009 gross revenue from all sources (dues, programs, sponsorships, 
etc.)? $   
 
What is your chapter’s Employer Identification Number (EIN)?    
 
Has your chapter signed and submitted an affiliation agreement to national ASTD?   

 Yes      No 
 
PART TWO: CORE Survey 
 
Part 2 of the online submission is the CORE Survey. You will be asked to evaluate your chapter’s 
achievement of the 18 CORE elements. When it is time to complete the survey online, you can 
simply reference this document and determine if your chapter meets the requirements.  
 
Administrative Component True False 

The chapter’s mission, vision, and bylaws align with those of ASTD. 
Additionally, the chapter meets the ASTD brand identity guidelines. 

¿  ¿  

The chapter maintains written position descriptions for elected chapter 
board members. 

¿  ¿  

The chapter members participate in the nomination and election of the 
chapter board. 

¿  ¿  

The chapter creates an operational plan that includes but is not limited 
to: annual goals, communication/marketing strategy, 
recruitment/retention strategy, and succession planning strategy. 
NOTE: Chapter must submit operational plan to CORE@astd.org by 
January 31, 2010. 

¿  ¿  

The chapter submits a current board roster in Excel format with CORE 
submission and updates ASTD Chapter Services as changes occur. 
NOTE: Templates are available at www.astd.org/CORE. Chapter must 
also submit board roster to CORE@astd.org by January 31, 2010. 

¿  ¿  

The chapter submits a current membership roster in Excel format to 
ASTD Chapter Services with CORE submission. 
NOTE: Templates are available at www.astd.org/CORE. Chapter must 
also submit membership roster to CORE@astd.org by January 31, 2010. 

¿  ¿  

mailto:CORE@astd.org
http://www.astd.org/CORE
mailto:CORE@astd.org
http://www.astd.org/CORE
mailto:CORE@astd.org
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Administrative Component (continued) True False 

The chapter board meets at least once per quarter and makes meeting 
minutes available to members. 

¿  ¿  

The chapter board completes a risk management assessment. ¿  ¿  
If any of the above statements are “False” please explain the reason why and the steps your 
chapter is currently taking to make it true. 
              

             
             
             
              

 
Financial Component True False 

The chapter complies with federal and state reporting requirements. ¿  ¿  

The chapter board develops and approves an annual operating budget 
and makes it available to members. 

¿  ¿  

The chapter board ensures an annual internal or external financial review 
is completed by an individual or group not directly responsible for the 
management of the chapter’s finances. 

¿  ¿  

 
If any of the above statements are “False” please explain the reason why and the steps your 
chapter is currently taking to make it true. 
              

             
             
             
              

 
Membership Component True False 

The chapter board assesses its members’ needs and satisfaction levels at 
least once per year. 

¿  ¿  

The chapter achieves minimum joint chapter/national membership levels of 
30 percent or 20 joint members, whichever is greater by December 31, 
2009. 

¿  ¿  

 
If any of the above statements are “False” please explain the reason why and the steps your 
chapter is currently taking to make it true. 
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Professional Development Component True False 

The chapter board members maintain joint chapter/national membership 
and participate in both annual chapter and national leadership 
development opportunities. 

¿  ¿  

The chapter provides at least six (6) professional development activities per 
year for members. 

¿  ¿  

 
If any of the above statements are “False” please explain the reason why and the steps your 
chapter is currently taking to make it true. 
              

             
             
             
              

 
Communication Component True False 

The chapter maintains a current website with up-to-date information. ¿  ¿  

The chapter disseminates a communication piece to members at least once 
per quarter that includes chapter and national programs and initiatives.  

¿  ¿  

The chapter board produces, and shares with members, an annual report 
that includes but is not limited to: membership numbers, financial 
performance, and progress toward annual goals. 

¿  ¿  

 
If any of the above statements are “False” please explain the reason why and the steps your 
chapter is currently taking to make it true. 
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CHAPTER OPERATING REQUIREMENTS (CORE) SURVEY SUBMISSION 
The CORE survey must be submitted online. Only those submitted online will be accepted.  
NOTE: The CORE survey link is emailed to the representative designated by your chapter; 
contact your chapter coach if you have questions. 
 
For your convenience, the online CORE survey includes the capability to upload the required 
documentation (see below) when you submit. If you prefer not to submit the required 
documentation through the upload, please submit it (but not the CORE Planning Workbook) via 
email to the Chapter Services department at CORE@astd.org. 
 
REQUIRED DOCUMENTS 
To be considered complete, your CORE submission must be submitted to ASTD Chapter Services 
on or before January 31, 2010, and must include the following documents: 
 

1. 2010 Chapter Board Roster (in Excel format using the template provided at 
www.astd.org/CORE) 

2. Chapter Membership Roster (in Excel format using the template provided at 
www.astd.org/CORE) 

3. 2009 Chapter Operating Plan 
 
These documents can also be emailed to CORE@astd.org.  
 
AWARD ELIGIBILITY  
ASTD recognizes significant chapter achievement by awarding designations at three different 
levels. To be eligible for any award, the completed 2009 CORE survey submission must be 
submitted, along with required forms, on or before January 31, 2010. The baseline 
requirements for each award level can be found below. 
 
100% CORE ACHIEVED 
To be eligible for 100% CORE achieved, your chapter must: 
Á Complete all of the 18 CORE elements and submit the 2009 operating plan, membership 

roster, and 2010 board roster. 
 
Chapters that achieve this status will receive a 100% CORE logo for the chapter website and 
recognition in the Leader Connection Newsletter. 
 
CORE MEMBERSHIP STAR 
To be eligible for CORE Membership STAR, your chapter must: 
Á Complete all of the 18 CORE elements and submit required documents 
Á Achieve 35-49% joint membership by December 31, 2009. 

 
Chapters that achieve this status will receive a 100% CORE logo and a membership STAR logo 
for the chapter website and recognition in the Leader Connection Newsletter.  

mailto:CORE@astd.org
http://www.astd.org/CORE
http://www.astd.org/CORE
mailto:CORE@astd.org
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CORE MEMBERSHIP SUPERSTAR 
To be eligible for CORE Membership STAR, your chapter must: 
Á Complete all of the 18 CORE elements and submit required documents 
Á Achieve over 50% joint membership by December 31, 2009. 

 
Chapters that achieve this status will receive a 100% CORE logo and a membership SUPERSTAR 
logo for the chapter website and recognition in the Leaders Connection Newsletter. 
 
All chapters awarded recognition in any level will be eligible to receive Chapter of the Month 
(COM) and Chapter Excellence Awards.  
 
Chapter of the Month (COM): 
To achieve COM the chapter must submit a Sharing Our Success (SOS) submission. If the 
submission is approved and the chapter was not recently featured as Chapter of the Month 
(within two years) they become eligible to receive this award. 
 
COM winners receive the following: 
 
Á $500 cash prize  
Á free Learning System  
Á profile on the ASTD homepage, and the COM homepage  
Á letter from the ASTD CEO/president  
Á use of press release banner and press release  
Á public recognition at ALC  
Á listing in the ALC program  
Á use of Chapter of the Month logo  
Á recognition in the LCN, Leader Connection Newsletter.  

 
Chapter Excellence Awards (CEA): 
The CEA recognizes chapters that achieve excellence in strategic partnership, advancement of 
the workplace learning and performance (WLP) profession, and membership growth. 
 
ASTD awards a $1,000 cash prize for each award of excellence in each of the three chapter size 
categories (for a total of nine awards). 
 


