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ASSOCIATION FOR TALENT DEVELOPMENT (ATD) INTRODUCTION 

Objective 

Through this brief toolkit, ATD chapter services aims to support your efforts in establishing an ATD chapter in 

your area. The information that follows will provide you with an overview of the national organization and 

strategies to help your grow your local talent development community to meet ATD’s chapter formation 

requirements.  

Association for Talent Development (ATD)  

The Association for Talent Development (ATD), formerly ASTD, is the world’s largest association dedicated to 

those who develop talent in organizations. ATD has approximately 30,000 members from more than 120 

countries and nearly 100 ATD chapters throughout the United States. In 2014, ATD changed its name to reflect 

its commitment to the worldwide community of talent development professionals and established its first 

international office in Shanghai, China. ATD also has offices in Beijing and Shenzhen.  As an organization, ATD 

provides different resources, such as research, analysis, benchmarking, online information, and publishing.  

Who We Serve 

ATD is the world’s largest association dedicated to talent development professionals. Our members and 

customers are professionals who help others achieve their full potential by improving their knowledge, skills, 

and abilities in the workplace. They go by many titles: talent development managers, trainers, instructional 

designers, performance consultants, frontline managers, workplace learning professionals, and more. ATD’s 

members come from across the globe and work in organizations of all sizes and in all industry sectors.  

Vision 

Create a World That Works Better 

Mission  

Empower Professionals to Develop Talent in the Workplace 

ATD Code of Ethics  

The Code of Ethics provides guidance to individuals to be self-managed talent development professionals. 

Clients and employers should expect the highest possible standards of personal integrity, professional 

competence, sound judgment, and discretion. Developed by the profession for the profession, the Code of 

Ethics is the public declaration of talent development professionals’ obligations to themselves, their profession, 

and association. 

I strive to: 

• Recognize the rights and dignities of individuals. 

• Develop human potential. 

• Provide my employer, clients, and learners with the highest-level quality education, training, and 

development. 
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• Comply with all copyright laws and the laws and regulations governing my position. 

• Keep informed of pertinent knowledge and competence in the workplace learning and talent development 

field. 

• Maintain confidentiality and integrity in the practice of my profession. 

• Support my peers and avoid conduct which impedes their practicing their profession. 

• Conduct myself in an ethical and honest manner. 

• Improve the public understanding of workplace learning and talent development. 

• Fairly and accurately represent my professional credentials, qualifications, experience, and ability. 

• Contribute to the continuing growth of the profession. 

Purpose of ATD Chapters  

The purpose of ATD chapters is to provide local networking and professional development opportunities for 

training, talent development, and performance improvement professionals across the United States. ATD 

chapters are on the forefront of the talent development industry in its local area. The leadership structure of 

these chapters varies widely and allows for numerous involvement opportunities.  

CHAPTER FORMATION OVERVIEW  

Chapter Formation Process   

Below is a brief outline of the milestones included in the chapter formation process. Completion of all steps is 

required before a charter will be granted. However, this toolkit will provide an overview of steps one through 

three. Additional information to guide you through the remaining three steps will be provided by the chapter 

relations manager (CRM) working with you throughout this process.  
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Step One: Determine Feasibility and Service Area 
This is a critical initial step in determining the scope of your new chapter. Distance and ease of travel to 

meetings and other functions must be considered, as should proximity to other chapters.  This stage also 

accounts for the business case for your chapter, the pool of talent development professionals in the area, and 

additional volunteer interest in the effort.  

Step Two: Form a Steering Committee 
Most chapters are formed through the inspiration and determination of a small group of individuals and often 
through the energy of a single individual. The long-term success of the chapter will depend entirely on having 
the next generation of leaders ready to take over when the founding leaders have completed their terms.  
 
While these positions may not be formalized just yet, chapter officers typically serve terms of one or two years 
in any one position. Succession planning is important. As the chapter matures, an effective president will 
generally have served at several levels within the chapter so that he or she knows what is expected of each 
position. For this reason, the ideal leadership candidate should be willing to commit several years of volunteer 
time in order to “learn the ropes.” Identifying and fostering new talent may be an ongoing challenge throughout 
the life of the chapter; hence, recruitment of fellow professionals to spearhead the effort is necessary.   
 
The process of determining the business case for a chapter and identifying leaders and members often occurs 
through networking and one-on-one discussions. Those more comfortable with a more formalized and analytical 
method may wish to adapt forms like the following documents for their use. Additionally, your chapter relations 
manager can be instrumental in assisting throughout this process.  
 
Step Three: Identify and Recruit Potential Members 
Again, your insight into the talent development landscape in your area will be critical to this stage. Membership 
is essential to sustaining a chapter long term. Due to the number of members needed to start a chapter, having 
an ongoing potential membership list is recommended. To start, your chapter relations manager will reach out 
to ATD members in the area to determine interest. Current ATD members have already made some 
commitment to ATD and are an obvious choice to form the core of the chapter. Additional sources of potential 
members include:  
 

• Local chambers of commerce or civic organizations 
• Related associations and societies 

• Area professional and trade publications 
• Referrals from existing ATD members 

 
Step Four: Hold a Formation Meeting 
Step Five: File a Petition for Chapter Charter With ATD  
Step Six: Hold a Charter Meeting 

Volunteers should be prepared to commit to periods of intense planning and execution over six to nine months. 

In the case of chapter formation, this process may take up to a year.  

Chapter formation additionally requires that the member leading the formation effort to live or work in the area 

of the proposed chapter at least 11 months of the calendar year.  

Chapter Formation Requirements  
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The goal of ATD chapter services is to create and maintain a sustainable, engaging, and enriching community for 

local talent development professionals. As a result, the following requirements must be met before a chapter 

charter application will be approved. A chapter-in-formation must:  

a. Have a minimum of 50 chapter members, of which a minimum of 20 chapter members must 
also be national members.  

b. Maintain a joint national-chapter membership rate of 35 percent. 
c. Have all elected officers and the membership chairperson be national members. 
d. Be 100 percent compliant with the Chapter Affiliation Requirements (CARE) at the time of the 

CARE deadline following the chapter-in-formation’s one-year anniversary.  

STEP ONE: DETERMINE FEASIBILITY  

Chapter Formation Application  

It is important to determine whether there is a business case for an ATD chapter in your area. There must be an 

adequate pool of talent development professionals to sustain an active chapter. There must also be evidence of 

individuals who are willing and able to provide management and leadership in both the start-up phase and in 

ongoing chapter operations.  

The first step in the process is to share your interest in forming a chapter in your area through the completion of 

the chapter formation application. Before starting the application, chapter services recommends that you review 

the checklist below to ensure that you have the information you need to begin this process:  

• Conduct some basic research on the talent development environment in the geographic area in which 

you are looking to form a new chapter. Who are the major stakeholders? Is this a new or growing area 

for talent development? Is the area underserved or unserved by existing ATD chapters? 

• Identify other members who would support your efforts to form a new chapter. Chapters must have at 

least 50 members and a minimum of 20 ATD national members as well as meet a 35 percent joint 

membership rate to be chartered by ATD. This toolkit and the chapter relations manager assigned to 

work with you will provide you with some strategies to assist you in recruiting professionals in the area 

to join your effort.  

• Prepare your preliminary business case:  

o What needs will the chapter address? 

o How will this chapter enhance the ability of ATD to meet these needs? 

• Chapter formation is a committed process, requiring a dedicated steering team of volunteers to create a 

business plan for ATD approval. The approval of a business plan ensures that the proposed chapter has a 

sustainable vision and the resources to support future growth and maturity.  

Once you have reviewed the information and determined the information asked above, please submit a chapter 

formation application. Applications will be reviewed by chapter services staff and volunteers to assess the 

request against identified member needs, alignment to ATD strategy, and potential effects on existing ATD 

chapters. Please note: The completion and submission of an application does not guarantee that ATD will form 

the requested chapter. The receipt of your request will be acknowledged in two business days.  

Initial Evaluation of Interest  

http://www.td.org/care
https://atdorg.formstack.com/forms/new_chapter_interest_form
https://atdorg.formstack.com/forms/new_chapter_interest_form
https://atdorg.formstack.com/forms/new_chapter_interest_form
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Upon receipt of the formation application, ATD chapter services will evaluate how many existing ATD national 

members and prospects are within a radius of approximately 40 miles to determine the potential interest in the 

effort. If your locale has a sufficient number of talent development professionals in the area and is not served by 

another ATD chapter, a chapter relations manager (CRM) will work with you to explore ways to complete the 

steps listed below.  

STEP TWO: FORM A STEERING COMMITTEE 
The steering committee comprises a fundamental group interested in seeing the chapter formation process 

through to a successful conclusion. Your chapter relations manager at ATD will be a source of advice and support 

and should be kept regularly advised of your progress. At minimum, a quarterly phone call with your chapter 

relations manager is highly recommended. Your ultimate success, however, will hinge on your efforts and those 

of your fellow committee members. 

These individuals should be familiar with the mission and vision of ATD and the rules governing ATD. Once the 

chapter is formally chartered, leaders are required to be national ATD members so that they are knowledgeable 

about the value of membership and can serve as ambassadors for the organization in the community. Members 

of your steering committee are highly encouraged to join the national organization to meet the prior goals and 

to also support the group in meeting the chapter formation requirements. Ideally, the steering committee 

should be composed of enough individuals to serve as chairperson and committee chairs responsible for key 

areas like membership, programs, communication/marketing, and finance.  Members of the steering committee 

are often the individuals who step up or are elected to office. 

When establishing your steering committee, choose members for their interest in the project, familiarity with 

the local professional community, desire become more proficient in a skill or topic area, and ability to work with 

others. Do not hesitate to ask members to participate; personal invitations can be effective when you recruit 

volunteers. 

If you have the luxury of a number of interested steering committee members, try to assign each to only one 

committee. Even the most energetic individuals will have their effectiveness diluted if they are given too many 

tasks. Time is also an issue of concern. Forming a chapter can take up to a year if not more, so make sure that 

your fellow leaders understand the commitment. 

The chairperson is an ex officio member of all committees. The chairperson should clearly convey their 

expectations to committee members, define their responsibilities, and allow them to get to work. As new 

individuals step forward, assign small, easily accomplishable tasks first followed by increasingly difficult ones. 

This method introduces people to the process without overwhelming them and will foster future leaders. Do not 

be afraid to set deadlines and expect results. But remember, they are volunteers and the success of the new 

chapter depends upon their success, so recognize and appreciate their efforts.  

The steering committee will become the board of directors once the chapter-in-formation is chartered. To help 

facilitate effective management, the steering committee should prepare chapter bylaws that reflect the ATD 

bylaws and submit them to their chapter relations manager for review. In most cases, the committee elects to 

use the ATD model chapter bylaws (Word document or PDF). Any variations should reflect local needs. 

The final bylaws should be clear and concise yet not so detailed that changing circumstances require it to be 

amended often because changes must be approved by the members of the chapter. The process of amending 

http://files.astd.org/ChapterServices/%21CLC%20New%20Website/Chapter%20Branding/Model%20Bylaws%20for%20ATD%20Chapters_Updated%20September%202014.docx?_ga=2.262360335.2001010308.1496673851-46014797.1490035870
http://files.astd.org/ChapterServices/%21CLC%20New%20Website/Chapter%20Branding/Model%20Bylaws%20for%20ATD%20Chapters_Updated%20September%202014.pdf?_ga=2.262360335.2001010308.1496673851-46014797.1490035870
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chapter bylaws is a fairly time- and labor-intensive process that should be undertaken only when needs arise. 

Please refer to the model chapter bylaws for guidance on bylaws versus chapter policies.  

STEP THREE: IDENTIFY AND RECRUIT POTENTIAL MEMBERS 

Once you have a steering committee set and have the support needed to divide and conquer tasks, now is the 

time to focus on potential member recruitment. Potential members will be professionals in the local talent 

development community who are looking to further their network and knowledge. Recruiting members can be 

done in a multitude of ways, and it is important to remember there is no one way to do so. Potential member 

recruitment can be done through various outlets including, but not limited to, email, social media, personal 

connections, and corporate outreach. It is a best practice to use the steering committee as a resource for 

recruitment. Meet with the steering committee to divide outreach efforts and create a marketing and 

recruitment strategy.  

Some prospect gathering methods include:  

▪ Keeping a running list of potential members (a template can be provided by ATD chapter services); 

consider leveraging a collaboration platform so that other chapter-in-formation participants can add to 

the list  

▪ Reaching out personally via email and phone with a specific ask 

▪ Holding one-on-one meetings with potential members to discuss the goal and vision of the chapter  

▪ Using social media (such as LinkedIn) to stay connected and share updates on progress  

▪ Connecting with corporations in the area  

▪ Hosting interest meetings and networking events  

▪ Leveraging pre-existing networks 

 

ATD chapter services will contact the ATD national members in the group’s area with a brief survey to determine 

their interest in participating in the effort and gather their initial feedback. The feedback from this outreach will 

most likely start as the foundation for your effort given their familiarity with ATD.  

 

Additionally, your chapter relations manager can provide template messages for you to share on LinkedIn or via 

email to industry contacts in the area and host a virtual kick-off meeting with those interested to learn more 

about the process and recruit support for the initiative.  

Based on the responses received from outreach, ATD chapter services will work with you more closely to 

determine next steps and provide support. Assistance includes (but is not limited to):  

• Attending calls and meetings to explain the goals of chapter formation, an overview of annual chapter 

requirements, and the support provided to chapters and their volunteer leaders by ATD national  

• Sharing best practices and template messaging for community outreach and best practices  

• Hosting, at minimum, quarterly conversations with you and your team to keep chapter services up-to-

date on your efforts and identify opportunities for support  

• Facilitating connections to existing chapter leaders and national volunteers    

• Offering training and support around the development of a new entity, volunteer recruitment, and 

association management 

• Assisting in the steering committee’s strategy as you work to recruit potential members  
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We appreciate your interest in forming an ATD chapter in your area! For questions or additional assistance, 

please contact chapters@td.org.  

 

  

mailto:chapters@td.org


Association for Talent Development (ATD) 

 

Page 9 

APPENDIX A: OUTREACH  
 

General Email 

Dear [First Name],  

Thank you for your interest in forming an ATD chapter in the [city] area. A chapter in our area would allow us to 

provide local networking and professional development opportunities for training, talent development, and 

performance improvement professionals in our backyard. Recruiting the support and buy-in of local talent 

development professionals is the first step to making this goal a reality. As a result, I hope you will not only 

participate in the effort but help spread the word.  

To get started, we encourage you to join our meeting on [date and time] as we discuss the needs of 

professionals in the area, determine the group’s goals, and identify those interested in serving in leadership 

positions.  

You are encouraged to forward this invite to those in your network, and please feel free to spread the word on 

social media.  

Should you have any questions, please do not hesitate to reach out.  

Best,  

[Name] 
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APPENDIX B: MEETING TEMPLATES  

 

Meeting Invitation With Sample Agenda 

 

Hello [first name], 

 

Please join us for the first official [virtual/in-person] meeting of the ATD chapter interest group. A local talent 

development professional will share their work with the group. An Association for Talent Development 

representative will share ideas and support for interest groups, such as ours. There will also be plenty of time to 

meet everyone and share ideas and insights.  The agenda and meeting information are below.  

 

Agenda 

 
Welcome—Group Leader] 
Introductions—[All participants] 
Review Purpose and Goals—[Group Leader]  
Talent Spotlight—[Invite a local talent development professional to talk about their work] 
ATD Representative 
Q&A With ATD Representative  
Socialization and Networking—[All participants] 
Wrap-Up—[Group Leader] 
 
I hope to see you online! Please feel free to contact me if you have any questions or concerns. 
 

LinkedIn Meeting Reminder 

Hello [first name],  

 

If you have not joined us for a monthly [virtual/in-person] meeting, please be sure to add our meeting to 

your calendar.  

 
Date and time:  
Zoom link/meeting location: 
Short agenda: 

 

Also, feel free to share this invitation with others. Looking forward to seeing you on the [meeting date].  

 

Meeting Reminder Email 

 

Hello [first name], 
 
This is a friendly reminder of our first official meeting of the ATD chapter interest group. I hope to see you online 
tomorrow evening. The link and agenda to the meeting are below. Please feel free to contact me if you have any 
questions or concerns. 
 



Association for Talent Development (ATD) 

 

Page 11 

Thanks,  

[Name] 

Post-Meeting Email 

 
Hello [first name], 
 
Thank you for attending the first meeting of the ATD chapter interest group. Here’s a quick summary of the 
meeting. 
 
Local talent development member presentation: 
 
ATD representative:  
 
Attendees present:  
 
Goals discussed:  
 
Mark your calendars:   
 
Action item: Help us grow our membership by inviting two to three colleagues to join in the effort to form an 
ATD chapter. Send me their names, titles, and email addresses, and I will send them a formal welcome email.  
 
Please do not hesitate to reach out should you have any suggestions or questions.  
 
Sincerely,  
[first name] 
 

 

 

 

 

 

 

 


