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Setting Up a Section Office

The following information is provided as a tool to assist in the process of physically setting up a section office.  

1. Conduct an internal needs assessment identifying:

a. long and short range plans

b. ideal space requirements; sufficient space requirements

c. budget, long and short term

2. Explore various environments that may meet the section’s needs.  ACA section offices have been traditionally located in one of the following environments:

a. owned or leased real estate

b. shared office space with a university; agency; camp; section business member; (leased, donated or exchanged for other services)

c. located in the section executive’s residence (leased, donated)

3. Utilities:

a. owned or leased real estate: need to set up accounts with local gas, electric, telephone; sewer and water; anticipate deposits for establishing accounts; 

b. shared facilities: enter an agreement regarding whether or not utilities are included in rent, free or to share portion of the overall costs

4. Office Equipment: Sections need to assess whether they will be purchasing or leasing office equipment.  Minimum equipment may include:

a. telephone with dedicated line (local and/or toll free); Internet access 

b. answering machine or service;

c. fax capabilities (machine, computer, phone line);

d. Computer with software, Internet and e-mail access, printer; 

e. photo copier;

f. file cabinet(s); 

g. other office furniture; book shelves, desk, chairs

5. Insurance: One of the issues to be considered upon establishing a section office is insurance coverage.  The insurance which national secures for the sections includes liability coverage for a single site per section.  You must inform the national office of a new section office address (or if you have moved an office) so it can be added to the insurance policy. 

If your lease has specific insurance requirements, you should send a copy of the lease to the ACA CFO to be sure that the national policy will cover your needs.

A policy to cover damage or loss (fire, lightning, etc.) of specific assets belonging to the section (building, furniture, equipment) needs to be purchased separately.  The national policy does cover theft of up to $50,000.  You can consult your own agent, or ask national to get coverage with their insurance company, and the section will be billed for the additional coverage. 
