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“I don’t know what your destiny will be, but one thing I do know: the
only ones among you who will be really happy are those who have
sought and found how to serve.”

Dr. Albert Schweitzer (1875-1965)

Philosopher, Physician, and Humanitarian

Nobel Peace Prize Award 1952

Alpha Phi Omega 1958 Fall Pledge Class Namesake







THE TIMELINE

Making National Service Week a Success for Your Chapter

Use this checklist to help plan, conduct, and evaluate your National Service Week project. The timeline is to be

used as a reference—the actual schedule your Chapter follows may vary from this. More time for planning usually

results in a more successful project, but please do not feel that because you can’t meet these dates you can’t
participate in NSW. Do not feel limited to the suggestions in this handbook. The planning of the NSW project

is supposed to be more involved than your regular projects—stretching yourselves to reach some new goals with

your NSW project is part of the way NSW is not “just a project” but a real learning opportunity for you. Ideally,

your chapter should have a special committee to oversee the planning of your NSW project—print a copy of this

handbook for each committee member!

o Early September: Choose Your Project Determine what your service project(s) will be. Big or small, the

service project requires planning. Use the list of project ideas to get you started thinking about what your project

will be. Feel free to contact your Regional Service Chair (see e-mail addresses in the “Frequently Asked

Questions” section of this handbook) and other APO alumni volunteers to help you get started with your

project. Here are some things to think about for your project:

¢ Primary purpose (What is the primary reason you want to conduct
this project?)

¢ What are specific goals to be accomplished by this project?

¢ What are the specific assignments? (List duties and request help from
others in your chapter.)

¢ What materials and supplies are required?

¢ What outside resources will be used?

Ideas
On pages
11-13

¢ What non-APO participants will you invite to participate? (Other organizations on campus, community

groups, your younger siblings, etc.)

¢ How can your chapter advisors help you? (Contacting other organizations, etc.)

¢ List the specific steps to be taken to complete this project successfully.

¢ Complete a proposed budget showing all anticipated income and expenses (see the Service Project Chair
Handbook in the “Leadership Series” which is available on the Chapter Resource CD and on

www.apo.org).

¢ List contingency procedures (if more brothers volunteer, adverse weather, etc.)

o Early October: Make Contacts Send out letters requesting a National
Service Week proclamation to your municipal and state government officials—
in the letters explain what you are doing and who will benefit. *Check if your
Regional Service Chair has started this process at the state level. Begin to draft
news releases. Make appropriate calls to those who may be helping with the
service project especially non-APO participants. Make sure they have enough

Samples

On pages
15,17, & 18

information so that they can promote the project too and confirm assigned duties with the non-APO

participants. Remind chapter members of the date of the project and get brothers to sign up for it.



o Mid October: Publicize. Local publicity efforts for National Service Week should begin. Put information on

the university website, post flyers, and place reminders in university mailboxes. Be pro-active in talking about
the project(s) and National Service Week. The Alpha Phi Omega Public Relations Chair Handbook in the
“Leadership Series” has ideas for pursuing publicity. This is available on the chapter resource CD or at

www.apo.org.

o Late October: Finish Preparations. Final planning stage—NSW begins shortly. Send out final news releases
and solidify the details of the project.

o First full week of November: Perform the project(s) as efficiently and effectively as possible. Have
things for everyone to do at the project. Here are some things to remember to do for the project:

¢ Designate a place for the volunteers to meet prior to the project.
¢ Have a sign-in sheet for all the volunteers.

¢ Take pictures of the project.
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Have Fun!

o After the project: Evaluate. Get reactions from fellow brothers about the project—what went well and
what could be improved; save this information to help plan next year’s project. You may want to submit an
article on your project for the Torch & Trefoil which you can also do online. Follow-up with the appropriate
contacts (media, volunteers, university officials, etc.), making sure to thank them for their support.

o By November 15: Report on your project using the service database on

SAMPLE
REPORT

On page
5

www.apo.org. Include information on any publicity that was generated. Reports are
required for a chapter to remain in good standing with the Fraternity regardless of

whether or not the chapter did a project. Please be prompt. Reporting of a NSW
project is also one of the things required for a chapter to compete for the Fraternity’s
Chapter of Excellence Award.

To report your project: Visit the Fraternity’s website www.apo.org and access the Fraternity’s National Service
Database. Follow instructions on reporting which takes just a few minutes.

SPECIAL NOTE: all chapters should be participating in National Service Week. If for some reason your chapter
does not participate, you are still required to use the database to report “non-participation” by the November 15

deadline.

National Service Week Report & Sample Confirmation E-Mail

Submitting your report involves using a simple online “form” to report the details of the planning, execution, and results of
your NSW project. Some of the areas on the form have “drop down menus” for you to select your answer (ex: project type,
chapter name). It is important to make sure to select National Service Week as the event you are reporting on, and that you
select the correct chapter name.

You can look at the reporting form before completing it to see the questions you will be asked (how many people participated
in the project, how many hours of service were performed, etc.). Some questions will pertain more to some projects than
others; there is an area to include any additional information about your project that isn’t covered elsewhere on the form. The
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RESOURCES

Listed below are some national organizations that you may find useful in the planning of your project. Please

remember this is NOT an exhaustive list, it is only a very small list of possible contacts.

Please note that the listing of any organizations/entities on this list does NOT constitute either an
endorsement by Alpha Phi Omega or any relationship between Alpha Phi Omega and that entity.

US EPA list of state agencies hep.:/fwww.epa.goviepahome/state. htm
ECO-USA Environmental Organizations by State: htzp://www.eco-usa.net/orgs/index.shtml
US Environmental Protection Agency hitp://www.epa.govlepahomelcitizen. htm

US Fish & Wildlife Service:
Endangered Species Lists: http:/fwww.fws.gov/Endangeredfwildlife. html#Species
Volunteering: hetp://www.fws.gov/volunteers/
Management Offices: (includes links to service offices) hetp:/fwww. fws.gov/offices/statelinks. html

The Ecology fund has tons of sponsors who give money to their projects each time people view the websites and
click on the buttons to donate it's FREE: http://www.ecologyfund.com There are lots of other great resources
available on their site for environmental learning.

Clean Ocean Action has tips for making daily activities more environmentally friendly.
http:/fwww.cleanoceanaction.orglindex.php?id=102

American Rivers has a “What You Can Do” page with ideas
http:/fwww.americanrivers.orglsite/PageServer’pagename=AR7_WhatYouCanDo and also provides materials on the
importance of healthy rivers which you can use to raise awareness in your area
http:/fwww.americanrivers.orglsite/ PageServer’pagename=AR7_Ecology101

Association of Wildlife Agencies: htp:/fwww.fishwildlife.org/

The State Wildlife Action Plan site provides information on the wildlife action plans for each state:

http:/fwww.wildlifeactionplans.org/

The Nature Conservancy: http://www.nature.orglwherewework/northamerica/states/ pick your state from the list for
local information.

National Wildlife Federation: hztp://www.nwf-org/ Look at list of regional centers to find an office near you.
National Association of State Conservation Agencies: http.://www.nascanet.org/Index/index.php
Natural Resources Conservation Service: (part of US Dept of Agriculture)

http:/fwww.nres.usda.goviabout/organization/regions. html find your state on the list for local information or
get information on the Earth Team Volunteer program hzp://www.nrcs. usda.gov/feature/volunteers/
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National Audubon Society: list of chapters by state: http:/fwww.audubon.org/states/index.php

America The Beautiful Fund: a non-profit organization which may be able to help you with your environmental
project. http:/lamerica-the-beautiful.org/

Arbor Day Foundation http://www.arborday.orglindex.cfm

Sierra Club: find a local chapter hap:/fwww.sierraclub.org/my_chapter/choose_chapter.asp see what projects they have
going in your area.

National Service Week is a chance to maximize your potential individually and as a chapter! Do the things your

chapter already does well, but also learn new skills by trying new things. Contact one of the organizations above and

learn how to expand your service program! We can’t succeed at something new if we won’t ¢ry something new.
Go for it!
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PUBLICITY

Sample News Release

Use your chapter's APO letterhead to type your own news release on—if you don’t have letterhead, create
some! Fill in the local details (in bold below) and submit the release to your local media. This should include your
campus and community newspapers, television stations, and radio stations. If you have received a proclamation
from your state, university or town, leverage that for publicity. You may be able to get some assistance from your
school's Public Relations Office. Be sure to check them out; they usually have great contacts.

e i TP LIopmn IR 1) 3.5 | ~
2rs through service since 1925

Alpha Preparing campus and community |

Phl ' Chaprer Contact's Name
Omega Address

Phone Number
Date
FOR IMMEDIATE RELEASE

HEADLINE = SOMETHING ABOUT YOUR PROJECT LIKE "FRATERNITY
TO FOCUS ON [THEME] FOR NATIONAL SERVICE WEEK"

Alpha Phi Omega, a co-ed National Service Fraternity active on more than 360 college
campuses nationwide, announced today that [DATES], will be its "National Service
Week.”

"National Service Week" is one of the largest college service efforts throughour the
United States. The National Fraternity's individual Chaprers sponsor campus and
community projects simultaneously throughout the country both to draw greater ar-
tention to a specific cause and to involve as many people as possible in a unified vol-
unteerism effort. This year, Alpha Phi Omega Chaprers nationwide will be working to
provide service in [*THEME."] Beta Beta Gamma, the Fraternity's local Chaprer at
XYZ College, is planning (announce the project you have selected and explain it. Be as
specific as possible and include the time and location of where the project will be held.
If you are working with other organizations be sure to mention them here as well.)

XXX Chapter of (University) was chartered into Alpha Phi Omega Nartional Service
Fraternity on (date of charter). Since thar date, the chapter has maintained a positive
presence throughout the campus and surrounding community with projects such as
(NAME OF PREVIOUS PROJECTS COMPLETED). The chapter has (NUMBER)

members,

Alpha Phi Omega is a National Coeducational Service Fraternity — college students
gathered together in an organization based on fraternalism and founded on the prin-
ciples of the Boy Scouts of America. Its purpose is to develop leadership, promote
friendship and provide service to humanity. Since 1925, more than 367,000 students
have chosen Alpha Phi Omega, making the Fraternity the nation's largest Greek letter
fraternity.

Ha

If you would like more information regarding this topic, please contact (PUBLIC RE-
LATIONS CHAIR’S NAME, E-MAIL, Phone Number
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How To Use the News Release

Tip 1: Realize that some in the media do not necessarily see Alpha Phi Omega the way we do. In other words, they may not
care about what we do, and may not see the need to publish or broadcast our efforts. However, public relations should be
approached like learning a jump shot in basketball: Our idea won't always score with some media types, but keep trying.
Just like a basketball does not go in the hoop every time, so also will our PR efforts not always work. But don't give up. Just
think of it as practicing, like a basketball player must do with his or her jump shot and you can always post your releases on
your chapter website.

Tip 2: Never get irritated with the media. A local newsperson may have told you he/she would be at a project, but he/she was
directed to another location at the last minute when a hospital caught on fire. Remember, there are some things we cannot
control. Be accommodating as possible.

Tip 3: Never contact a media person without all of your facts straight and available. The person with whom you speak also
may want to ask questions rather than listen to you deliver your facts. Always provide more than one contact and phone
number, as well as the best times when each contact person may be reached. This is just in case something changes on their

end.

Step-by-Step:
1) Ifyou do not have contact information for the news organization, simply call its main number and ask for it; you do not
have to explain why it is needed. Many times you can get this information on the organization’s website. See if you can
learn what method the organization prefers to receive press releases in (e-mail, fax, etc.)

2) Send the news release at least two weeks in advance. If possible, address it to a particular person. If you have talked with
that person, you may want to call and make sure he/she has received it.

3) Call two or three days after sending the release and find out who, if anyone, may be attending your project/writing a
story—it may not be the same person you’ve spoken with. Tell that person what to expect and be very, very brief. Always
say, "We would like for you to consider," never say "You've got to come to. . ."

4) Say everything in the shortest possible way. Don't use colloquialisms, like "We're fixing to send you a photograph”.... say,
"Enclosed, is a photograph.” Or, don't say, "We'd like you to put in an appearance,” but instead "Please come to..."

5) Don't repeat yourself, say the same thing over and over or be redundant. (Yes, that was redundant.)

6) Send the release again three or four days before your project. This is to get a foot in the door in case another event the
news media had planned to cover was canceled at the last minute and they are looking for a last minute replacement.

7) Always have more than one person help with the news release. This is to make absolutely sure that all the facts, especially
the phone numbers, are correct.

8) When you have dealt with an editor or reporter several times, try to meet them in person, either at their office or for

lunch. Personal contact is the best way to share Alpha Phi Omega, whether for PR or for gaining new Pledges.

9) Proofread your work and proofread it again. Don’t rely on Spell Check. Editors will often throw away
a release with misspelled words or poor grammar.
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Getting a City or State Proclamation

On the following page is a sample letter you can send to your mayor, and/or governor to request proclamations for
National Service Week. Retype this on chapter letterhead (use the NSW logo, too) and fill in the information as
appropriate. Ensure that you use the proper form of address. Ask your school's public relations office or your
chapter advisors for help with getting contacts in government offices. You can often find them by going to the
state’s website too.

Work with other chapters in the same state in a coordinated effort. (Sectional and regional alumni volunteers can
help here). Remember this process takes time — try to send your requests more than a month in advance and make
sure they’ve been received and are being processed promptly. *Check to see if your section chair or regional service chair

has started this process. This process is often easier if you have a resident of the town or state signing the letter. It may

also help to send sample proclamation wording (below) or a copy of a previous year’s proclamation if you have one.
Use any proclamations you receive to leverage your NSW publicity—that is their purpose; make sure to receive
them soon enough to use them in your publicity efforts. Mention them in your press releases, tell the other groups

you work with and put the information on your posters.

Sample Proclamation

A PROCLAMATION DECLARING DATES/YEAR AS
"APO NATIONAL SERVICE WEEK (YEAR)"

Whereas, Alpha Phi Omega — the nation's largest National Service Fraternity will participate in
National Service Week, an event that the Fraternity has sponsored annually since 1979; and

Whereas, this year's theme for National Service Week is, “[THEME],” and Alpha Phi Omega
Chapters will be working to develop projects which will [THEME], and

Whereas, Alpha Phi Omega members seek to introduce volunteerism to individuals who might not
otherwise become involved in paying tribute to those who gave so much in the past to make our
lives better today; and

Whereas, Alpha Phi Omega Chapters at the [FILL IN SCHOOL NAMES HERE] will all work to
promote these ideals and render service to their communities;

Therefore Be It Resolved, that [DATES] is hereby designated as "Alpha Phi Omega National
Service Week [YEAR]" in the State of [YOUR STATE HERE], and | wish all Alpha Phi Omega
members a very successful week of service to their campuses, communities, and the nation.
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Sample Proclamation Request Letter

Alpha
Phiw
Omega

Preparing campus and community leaders through service since 1925

‘The Honorable Joan Bipartisan
Governor

Ofhcial Address
Date
Dear Governor Bipartisan:

In support of the spirit of volunteerism, we ask that you proclaim [DATES], as “Alpha
Phi Omega National Service Week [YEAR]” in the State of [YOUR STATE HERE].
We hope that you agree to support our efforts in this important cause.

‘Throughout that week, Alpha Phi Omega — the nation’s largest collegiate Service Fra-
ternity — will again promote and perform service through our National Service Week.
Our co-ed organization has sponsored an event like this annually since 1979. This
year’s national theme is “[THEME]." Our Chapters will organize service projects that
will encourage the strengthening of the body through health and education.

Your proclamation would help us to focus attention on the importance of helping oth-
ers and the world around us, specifically through our Service Week efforts. Such arten-
tion will help us also to introduce volunteerism to individuals who might not otherwise
become involved in their communities.

The primary purpose of Alpha Phi Omega, founded in 1925, is service to the campus,
community, and the nation. More than 300,000 men and women over our history
have been members of the Fraternity. We are active on more than 360 college campus-
es nationwide, including the [SCHOOLS IN YOUR STATE HERE]. The service that
the students involved in Alpha Phi Omega render is rewarded only by the satisfaction
they receive in contributing to their colleges and communities, and all but a very few
staff members volunteer both their time and resources in maintaining our organization.

Here at [YOUR SCHOOL HERE], our Chaprer plans to (briefly describe your Chap-
ter’s National Service Week project — multiple Chaprers may combine efforts here).

Should you have any questions, please call me at 000-000-0000 or e-mail me at xxx@
university.edu. 1 will contact your office on [specific date] to coordinate arrangements
for the proclamation. Thank you so much for your assistance in this marter.
Sincerely,

(signature)

Name

Chapter, University
Ofhicer position
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WORKING WITH OTHER ORGANIZATIONS

Learn a little bit about the group before you call, and keep in mind that the person who answers the phone may not be the one
responsible for volunteer activities. Ask questions when you call to understand the group’s goals and level of interest in
National Service Week. Maintain a record with phone numbers of everyone with whom you speak or for whom you leave
messages.

In order to help facilitate and inform those that you are talking with, know the answers to these questions before you begin.
e What is the project you'll be doing?
e What times of day/shifts you expect volunteers to work?
e How many volunteers are expected to work on the project?
e What type of education will be needed previous to activity?
e What other people will you be working with?
e What tools/items will you be working with?
e Will everyone be working on one task?
e  Will some people be working on individual tasks?
e What people will be working on group tasks?

It may be helpful to mention your chapter’s previous experiences working with the group you are contacting, and/or other
similar groups. You may want to have on hand the names of people in the group with whom you have worked in the past.
Have some knowledge about Alpha Phi Omega and your chapter in particular such as:

e  Size of your chapter and some measure of the number of hours of service performed last semester.

e History of National Service Week

e Some service projects that the chapter has done in the community

S0, it is important to be clear about the limitations of your chapter and avoid setting premature or unrealistic expectations o
Also, it tant to be clear about the limitat f your chapter and avoid setting t list tat f
your role. However, present your plans and requests in a confident, positive manner. Remember, you are both interested in
working for the same good cause.

Here is a sample conversation outline to use when telephoning other groups or individuals about National Service Week activities.
You should edit this outline for the specific purpose of your phone call and use this guide to help you compile the right information for

working with other groups. This information can also be put into a letter and sent to service organizations in your area.

Use this as a frame for your conversation:

“Hi, my name is and I'm a student volunteer with Alpha Phi Omega [co-ed] Service Fraternity at

college/university. We are planning our annual APO National Service Week service project for
[DATE]. This year our activities will focus on . We would like to explore with your group the possibility
of:

¢ Conducting/helping with a service project at your organization
¢ Provide more visibility for your group by working with you to publicize the activity/event

¢ Inviting your volunteers to help us in a project we have planned

Part of our goal for National Service Week is to involve more people in our community in service activities, especially those
who might be new to service projects or who have a particular interest in this theme ( or choose other appropriate wording based on
the reason why you chose to contact this particular organization,).

Again, my name is and you can reach me at 555-1212 between [TIMES], or call our office at 555-4343 at
any time and leave a message for me or for . Thank you very much.”
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