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PMI COMPONENT BOARD TRANSITION CHECKLISTS 
 
Welcome to the component leadership community of PMI!  To assist you in your role, 
below is a standard listing of component board positions and important 
documents/information. 
 
Please note: 
 
� Board positions and specific responsibilities vary for each PMI Component. 

Therefore, there may be additional responsibilities/items that will need to be 
transitioned within your particular component.   

 
� If any items are missing, please contact the previous board member. If you have 

any questions or need assistance, please contact the PMI Worldwide 
Component Affairs Department.    

 
(Please Move Cursor Over Position To Reference Checklist) 

 
Finance Vice President/Treasurer 

Secretary 
Membership Vice President 

Communications Vice President 
Programs Vice President 

Professional Development Vice President 
Webmaster 
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COMPONENT VICE PRESIDENT OF FINANCE/TREASURER TRANSITION CHECKLIST 

 
� Copy of component’s strategic plan, policies/ procedures, and job descriptions for all officers.  

 
� Access to the PMI Component Leadership Online Community on a weekly basis: 

http://componentleadership.pmi.bluestep.net/home.jsp 
 

� Receive weekly editions of PMI Headquarters’ FRIDAY FACTS via e-mail. 
 

� Access the component’s “Transaction Report” via the component’s monthly Data Exchange Program 
(DEP). This report details all component dues processed by PMI HQ within a specific month. 
� Ensure you have access to the component’s monthly Data Exchange Program (DEP). Access the DEP by 

logging onto your PMI membership record at the “Members’ Log-In” at www.pmi.org.  
 

� Read information on how to use the DEP (DEP FAQ, User’s Manual).  
 

� Reviewed and understand the “Membership and Prospect Database Information” policy. This policy governs 
the use of the membership information contained within the DEP. 

 
Component’s Bank Account Administration 
 

� Copies of all component’s bank statements, account information, etc. 
 

� Check signature card(s) 
 

� Check book and transaction log 
 

� Documents/statements of other investments 
 

� Coordinate components monthly ACH (US Based components) or quarterly international wire transfer (Non-US 
based components)  transactions from PMI Headquarters 

 
Component’s Budget and Financial Records 
 

� Budget for past and upcoming year 
 

� Income statement and other financial records for the past several years 
 

� Audited financial statements 
 
Component Tax Filing 
 

� Employer Identification Number (EIN) or Tax identification number 
 

� Request to participate in PMI HQ Group Tax Exemption Program or separate determination letter of tax-exempt 
status for the component. (US based components only) 

 
� Documentation/records on state tax exemption (US based components only) 

 
� Copies of all past tax returns 
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COMPONENT SECRETARY TRANSITION CHECKLIST 
 

� Copy of component’s strategic plan, policies/ procedures, and job descriptions for all officers.  
 

� Access to the PMI Component Leadership Online Community on a weekly basis: 
http://componentleadership.pmi.bluestep.net/home.jsp 

 
� Receive weekly editions of PMI Headquarters’ FRIDAY FACTS via e-mail 

 
� All records and files from the component that are required to be kept on file 

 
� Familiar with Component incorporation/registration renewal deadline and the required filing procedures. 

 
� Copies of all official component communications (letters, newsletters, flyers, publications, minutes, etc.) 

 
� Copies of all component governing documents current and past: 

 
• Articles of Incorporation or global equivalent 
• Component’s Charter Agreement with PMI (original signed copy) 
• Components Governing documents (By-laws and/or Constitution) 
• Policies and Procedures 
• Governing and Annual Business Meetings for past two years 
• Component’s Annual Charter Renewal from the past three years. 
• Copies of any component agreements/contracts made with other organizations 
• Copies of Component’s insurance policies. 
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COMPONENT MEMBERSHIP VICE PRESIDENT TRANSITION CHECKLIST 

 
� Copy of component’s strategic plan, policies/ procedures, and job descriptions for all officers.  

 
� Access to the PMI Component Leadership Online Community on a weekly basis: 

http://componentleadership.pmi.bluestep.net/home.jsp 
 

� Receive weekly editions of PMI Headquarters’ FRIDAY FACTS via e-mail. 
 
PMI Component Membership Reports/Information 
 

� Ensure you have access to the component’s monthly Data Exchange Program (DEP). Access the DEP by logging 
onto your PMI membership record at the “Members’ Log-In” at www.pmi.org.  

 
� Read information on how to use the DEP (DEP FAQ, User’s Manual). Understand how to use the DEP in order to 

communicate effectively with members and prospective members 
 

� Reviewed and understand the “Membership and Prospect Database Information” policy. This policy governs the 
use of the membership information contained within the DEP. 

 
� Access the DEP User Online Community on a monthly basis: http://dep.pmi.bluestep.net/home.jsp 

 
� Access the component’s “Real Time” reports, in order to receive an up to date listing of the component’s 

membership (access the “real time” reports at the same place where you access the monthly DEP). 
 

� Access monthly component statistics at the “communications” section of the Component Leadership Online 
Community. 
 

 
Component Membership Recruitment/Retention 
 

� Copies of component’s communications to new members, renewing members, prospective and past members. 
 
� Copies of any component membership surveys 

 
� Order PMI Information Kits and other marketing collateral materials via the Component Leadership Online 

Community’s “PMI Marketing Materials Order Form”. 
 

� Copy of component member retention and recruitment plan 
 

� Copy of component’s brochures. 
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COMPONENT COMMUNICATIONS VICE PRESIDENT TRANSITION CHECKLIST 
 

� Copy of component’s strategic plan, policies/ procedures, and job descriptions for all officers.  
 

� Access to the PMI Component Leadership Online Community on a weekly basis: 
http://componentleadership.pmi.bluestep.net/home.jsp 

 
� Receive weekly editions of PMI Headquarters’ FRIDAY FACTS via e-mail. 

 
Component Membership Information 
 

� Ensure you have access to the component’s monthly Data Exchange Program (DEP). Access the DEP by 
logging onto your PMI membership record at the “Members’ Log-In” at www.pmi.org.  

 
� Read information on how to use the DEP (DEP FAQ, User’s Manual). Understand how to use the DEP in 

order to communicate effectively with members and prospective members 
 

� Reviewed and understand the “Membership and Prospect Database Information” policy. This policy governs 
the use of the membership information contained within the DEP. 

 
� Copy of component’s communication plan for the past and upcoming year. 

 
� Editorial plan for newsletter and other communications 

 
� Read and understand  “Use of PMI Intellectual Property” policy, located in the PMI Component Policies Manual 

(download at Component Leadership Online Community). 
 

� Access Information about how to submit articles for PMI Today. 
 

� Access PMI Graphic Standards Kit. 
 

� Access Component Branding Kit, located at the “resources for marketing officers” at the Component Leadership 
Online Community.  
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COMPONENT VICE PRESIDENT OF PROGRAMS TRANSITION CHECKLIST 
 

� Copy of component’s strategic plan, policies/ procedures, and job descriptions for all officers.  
 

� Access to the PMI Component Leadership Online Community on a weekly basis: 
http://componentleadership.pmi.bluestep.net/home.jsp 

 
� Receive weekly editions of PMI Headquarters’ FRIDAY FACTS via e-mail 

 
� Copy of component program plan for past year and upcoming year 

 
� Copy of program checklists 

 
� Information regarding events/meetings (locations, points of contact, contracts, costs, ordering audio-visual, etc.) 

 
� Certificate of Insurance application form from PMI HQ (this form can be downloaded from the Component 

Leadership Online Community, at the “policies” section) 
 

� Information on speakers and other seminar leaders (points of contact, contracts, costs, any special points of 
consideration). 

 
� Access the Component Speaker’s Clearinghouse. Located at the “services” section of the Component Leadership 

Online Community. 
 

� Access the “Component Meeting Online Request Form” located on the homepage of the Component Leadership 
Online Community. Form enables the component to invite key PMI staff members to attend component meetings 
and events. 

 
� Access the PMI Corporate Presentation. Located at the “resources for marketing officers” section of the 

Component Leadership Online Community. 
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COMPONENT PROFESSIONAL DEVELOPMENT VICE PRESIDENT TRANSITION CHECKLIST 
 

� Copy of component’s strategic plan, policies/ procedures, and job descriptions for all officers.  
 

� Access to the PMI Component Leadership Online Community on a weekly basis: 
http://componentleadership.pmi.bluestep.net/home.jsp 

 
� Receive weekly editions of PMI Headquarters’ FRIDAY FACTS via e-mail. 

 
� Refer to the Component Policies Manual, “Components and the PMI Registered Education Provider (REP) 

Program”. Information on the PMI Registered Education Provider (REP) Program, located at the PMI Web site 
www.pmi.org.  

 
� Proceedings of professional development events, seminars, workshops or PMP examination preparation 

classes conducted by the component.  
 

� Copy of component’s professional development plan for the past and upcoming year. 
 

� Network with other Vice Presidents of Professional Development in order share best practices. 
 
 
Access the PMI Knowledge and Wisdom Center, located at the PMI Web site, www.pmi.org. 
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COMPONENT WEBMASTER TRANSITION CHECKLIST 

 
� Copy of component’s strategic plan, policies/ procedures, and job descriptions for all officers.  

 
� Access to the PMI Component Leadership Online Community on a weekly basis: 

http://componentleadership.pmi.bluestep.net/home.jsp 
 
� Receive weekly editions of PMI Headquarters’ FRIDAY FACTS via e-mail 
 
� Knowledge of where component’s Website is housed (PMI Headquarters, Internet Service Provider (ISP), etc.) 

 
� Copy of procedures necessary to update Web site 

 
� If revising the component’s Web site, consider utilizing the “Component Web site templates”, which can be 

downloaded at the Component Leadership Online Community.  
 

� Read and understand the following policies in the Component Policies Manual regarding PMI Component Web 
sites (download at the Component Leadership Online Community: 
• “Component Web site Hosting and Designing Policy” 
• “Component Web sites: Linking to the PMI Web site”. 
• “Use of PMI Intellectual Property”  
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