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Alpha Phi Omega
CHAPTER CHECKLIST

ACTIVITIES CONDUCTED

DATE DUE

PLEDGES
Submit an Application for Pledge Membership for each new pledge with $30 ($25 pledge fee and $5

insurance fee).

Submitted within 10
business days of the
ceremony

INITIATES

Submit an Application for Active Membership for each new brother with $35.

Insure that each application is accurately completed, including the exact date of the activation
ceremony and write names legibly.

Submitted within 10
business days of the
ceremony

CHARTER REAFFIRMATION & AAMD

Review and complete the Charter Reaffirmation form (sent to chapters the first week in September)
and return it to the National Office. Add the name of each active member and advisor not listed on the
Membership Roster, delete inactive members, and submit payment of Annual Active Membership
Dues (AAMD)—$30 ($25 AAMD & $5 insurance fees for each active member - minimum of $75
per chapter). Obtain signatures of the chapter president and advisory chair, certifying the chapter’s
compliance with the Fraternity’s Membership and Risk Management Policies and Standard Chapter
Atticles of Association.

November 15

NATIONAL SERVICE WEEK REPORT

Submit the report for your National Service Week project(s).

November 15

SPRING YOUTH SERVICE DAY REPORT

Submit the report for your Spring Youth Service Day project.

May 1

OUTSTANDING DEBTS
Chapters are required to pay any outstanding debts to the National Office. Chapters can determine if
they have any debts by contacting the National Office at acconntan{@apo.org

November 15

CHAPTER OFFICERS LIST October 1
Submit a list of officers twice a year (or when there is an officer change) online at wwsw.apo.org January 31
GRADUATING SENIOR LIST

Submit a list of graduating seniors for the fall and spring semesters online at wwsw.apo.org June 1

ANNUAL CHAPTER EVALUATION & H. ROE BARTLE AWARD

Submit completed forms to the National Office.

November 15

CHAPTER ASSESSMENT AND PLANNING SESSSION

Immediately after the

Complete online form at wwmw.apo.org Conference
CONTACT YOUR SECTIONAL CHAIR & REGIONAL DIRECTOR
Inform your sectional chair and regional director of chapter events. Regularly

ARTICLES FOR TORCH & TREFOIL
Send information and photograph(s) of chapter projects for publication in Toreh & Trefoil.

Following completion of
activity

ANNUAL FINANCIAL REVIEW

Submit verification of review of previous year’s financial records.

July 31

CHAPTER BYLAWS

Submit copy of revised chapter bylaws to the National Office.

Immediately after revision

ARTICLE IX, SECTION 8. CHAPTERS IN GOOD STANDING. A chapter in good standing is one which yearly meets its financial,

administrative, and Annual Charter Reaffirmation obligations to the National Fraternity; is not more than 90 days delinquent in its financial accounts
with the National Office; has confirmation of submission of a Spring Youth Service Day report and a National Service Week report; has at least one
active member; and which has not been declared inactive or suspended, or had its charter revoked, or has not otherwise been deemed in violation of

the policies or National Bylaws of Alpha Phi Omega; or of the rules, regulations, or policies of its school.
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CHAPTER/MEMBER GRANT AND
RECOGNITION OPPORTUNITIES

YOUTH SERVICE GRANT

Submit application to the National Office no later than February 1

JOHN MACK SCHOLARSHIP

Submit application to the National Office no later than May 1

FALL PLEDGE CLASS NAMESAKE HONOREE

Submit nominations to the National Office no later than May 1

BANC (Build a New Chapter) GRANT

Submit application to the Director of Chapter Services for activities to promote membership development and
recruitment for extension groups and “at-risk” chapters



* Pledges:

Submit pledge applications and $30* fee per
person to the National Office (submitted
within 10 business days of pledge ceremony)
*$25 pledge fee and $5 insurance fee

Forms can be ordered online at:
www.apo.orq/markel/show detail/146/71

Fall - Sent to National Office on:

Spring - Sent to National Office on:

Alpha Phi Omega

APPLICATION FOR PLEDGE MEMBERSHIP
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Initiates:

Submit active applications and $35 fee per
person to the National Office (submitted within
10 business days of initiation ceremony)

Forms can be ordered online at:
www.apo.orq/market/show detail/146/72

Fall - Sent to National Office on:
Spring - Sent to National Office on:

Membership Transfer:

Submit membership transfer forms as necessary
(no fee is required)

Forms can be ordered online at:
www.apo.orq/markel/show detail/146,/155

ﬁ Alpha bi ®mega

NATIONAL STRVICE FRATL

MEMBERSHIP TRANSFER

INFORMATION FOR THE NATIONAL OFFICE

"k(cman(c by New Chapter

V0T E 40T STREET
- Qlpha Phi Omega POEPENDENGE. MO 64055
REGISTRATION FOR CHAPTER ADVISORS OR HONORARY MEMBERS

INFORMATION FOR THE NATIONAL OFFICE
(TYPE OR PRINT LEGIALY)

To be filed i by the Chaster

Chapter Advisors and Honorary
Members:

Submit chapter advisor registration form as soon
as advisor is chosen (no fee is required)

Submit honorary member registration form as
necessary with $25 fee

Forms available at:
www.apo.orq/show detail/146/159

WHY IS THIS IMPORTANT? No one is a pledge, or new brother, or advisor or honorary member, or transfer member until the proper
paperwork is submitted. All members receive membership credentials after their forms and fees are received and processed.

* WATCH WWW.APO.ORG FOR ANNOUNCEMENTS REGARDING THESE FORMS MOVING TO AN ELECTRONIC PROCESS.



http://www.apo.org/market/show_detail/146

* Charter Reaffirmation:

= Submit completed signed form to the
National Office (due November 15)
(Each chapter must list at least four
advisors — two faculty/administration/
staff, one scouting/youth services, and one
community)

»  Charter reaffirmations are mailed to
chapters the first week of September

Sent to National Office on: _

National Bylaws

ARTICLE IX, SECTION 6. ANNUAL CHARTER
REAFFIRMATION. Each chapter shall annually reaffirm its charter by
November 15 by submitting a roster of the active members, a roster of
the advisory members, payment of Annual Active Membership Dues,
and certifications that the chapter is in compliance with the
Membership and Risk Management Policies of the Fraternity and is in
compliance with the Standard Chapter Articles of Association.

Hipha P Smega e 1
Natmnal I Servace ¥ raternies - __' : _' |

CHARTER REAFFIRMATION

T

WHY IS THIS IMPORTANT? The Fraternity needs current contact information for all chapters and to confirm that they are in compliance with
Fraternity policies, as well as which members are active and how to contact chapter advisors. This is a requirement for a chapter to remain

in “good standing.”

Aunal A AAMD) & Fees

Nusmber of Active Memnbers @ $32.00 each (525.00 AAMD & $7.00 Insurince Fee)

(Minizmurm smount due per chapteris $75.00)

Total Amount Due 'S _

iount is being paid;

B vk enciones B Schoutwill e check, Chock B CredieCare
O reguetedon . OR @MC @ VA B Discomr

Payable st schea:

ANNUAL AUDIT: O chapters frmcisl
scsoring % he ed O

(Optional) CHAPTER BYLAWS:

chote, he Srsemey
14501 st 420d S, ndepen e
iz 7 uetions essesontact My Miscball, Dirctoe of Chapte Secvices, at (816) 373.8657 o
NOTE: i the bt 12 mot

because of the sbove requestfr chapler byhws.

Annual Active Membership Dues

(AAMD):

= Submit payment of $30* for each active member
after the list is updated on the charter
reaffirmation form (due November 15)

*$25 AAMD and $5 insurance fee

= Charter reaffirmations are mailed to chapters
the second week of September (Last page of
charter reaffirmation is shown)

Sent to National Office on: _

National Bylaws
ARTICLE VIII, SECTION 6. ANNUAL ACTIVE MEMBERSHIP DUES.

Annually by November 15, each chapter shall submit to the National Office a
roster of active members, together with the Annual Active Membership Dues
of twenty-five ($25) dollars per active member regardless of Society of Life
Member status. The minimum annual dues per chapter shall be equal to the
sum of the Annual Active Membership Dues for three (3) active members. A
chapter, to remain active and in good standing, must meet the above
requirements by yeatly paying all dues.

ARTICLE VIII, SECTION 14. ANNUAL INSURANCE FEE. Annually by
November 15, each chapter shall submit to the National Office a roster of
active members, together with an annual insurance fee not to exceed seven
($7) dollars per active member. Payment for the annual insurance fee shall be
sent for each pledge member not later than ten (10) business days after the
Pledge Ritual is conducted. The amount of the annual insurance fee shall be
set each year by the National Board of Directors on or before August 1. A
chapter, to remain active and in good standing, must meet the above
requirements by paying the fee when due.

WHY IS THIS IMPORTANT?2 Annual Active Membership Dues (AAMD) provides about 45 percent of the Fraternity’s operating budget. These
revenues cover the costs of many of the national services and programs provided to assist chapters. This is a requirement for a chapter to

remain in “good standing”.

* WATCH WWW.APO.ORG FOR ANNOUNCEMENTS REGARDING THESE FORMS MOVING TO AN ELECTRONIC PROCESS.
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Annual Chapter Evaluation &
H. Roe Bartle Award:

=  Submit completed form to National Office
(due November 15)

Alpha Phi Omega

National Service Fraternity

=  Forms available at:
www.apo.orqg/site/site_files/h_roe bartle

award.pdf ANNUAL CHAPTER
. EVALUATION
* And from chapter mailings from the &

' ; H. ROE BARTLE
National Office. CHAPTER AWARD

*h

= Sent to National Office on: _

WHY IS THIS IMPORTANT? The Annual Chapter Evaluation is to be used for evaluating a chapter’s past performance and helping fo plan
for the coming year. Completion of the evaluation enables a chapter to determine if it has earned the H. Roe Bartle Award.

Chapter Assessment and
Planning Session (CAPS):

Alpha »  Submit completed form online (due immediately
. after the conference
0 hiw )
mega *  Available at:
www.apo.orq/show,/National Programs
Chapter Aﬂsusst;l;]t:\l({.::;i){"lmmng Session [eaalefshlb CAPS
Submit on:

WHY IS THIS IMPORTANT? The Chapter Assessment and Planning Session (CAPS) allows a chapter fo review its current program and
identify possible areas of improvement to strengthen and expand their programs.



http://www.apo.org/site/site_files/h_roe_bartle_
http://www.apo.org/show/National_Programs

National Service Week Report:

= Submit report to National Office (due
November 15)

* Report online at:
www. apo.org/show,/National Programs
Service/Project Database/Service Project

Report Form

» Report “ No Project” online at:
www.apo.orq,/show,/National Programs,
Service/Project Database/No Project Repo
rt_Form

Submitted on:

Contact lame:
{Caorcinatar)

Contact Email:

Project Type: aelect the type of projest v

Projeet Title:

Project Date: ¥ ¥ ¥

Project Location:
Project Deseription:
Project Results:

Areaof Service: | Senice to the Nation ¥

Contact Hame;
{Coorcinatar)

Contact Email:

Project Type: oelect the type of project v

Project Title:

Project Date: v v ¥

Project Location:
Projest Deseription:
Project Results:

Areaof Service: | Senice tothe Nation ¥

Spring Youth Service Day Report:

Submit report to National Office (due May 1)

Report project online at:
www.apo.org/show,/National Programs/Service

Project Database/Service Project Report Form

Report “no project” online at:
www.apo.orq,/show,/National Programs/Servic

e/Project Database/INo Project Report Form

Submitted on:

WHY IS THIS IMPORTANT? The Fraternity needs to know how many chapters are participating in these key national service events. By
knowing the level of participation, the types of projects being performed, and how many participated, it allows the National Service
Committee to gauge its effectiveness and identify possible areas of improvement. It also enables our membership, external and marketing
efforts to promote the great things our chapters are doing, fo those outside of APO. If a chapter was not able to participate in these events it
must still file a report stating so and the reason why since this information is important for those planning the events. These are a

requirement for a chapter to remain in “good standing.”



http://www.apo.org/show/National_Programs/
http://www.apo.org/show/National_Programs/
http://www.apo.org/show/National_Programs/Service/Project_Database/Service_Project_Report_Form
http://www.apo.org/show/National_Programs/Service/Project_Database/Service_Project_Report_Form
http://www.apo.org/show/National_Programs/Service/Project_Database/No_Project_Report_Form
http://www.apo.org/show/National_Programs/Service/Project_Database/No_Project_Report_Form

List O.I: C ha pter O.I:ﬁce rs: Alpha Phi Omega: National Service Fraternity | Report New Officers Page 10f4

= Complete online form (by October 1 and
January 31 or immediately after elections) i THROUGH SERVICE

PREPARING LEADERS

Home Contacts or Submitinfo  Site Map.

. . . —
= Online form available at: -
Howto Starta Chapte
www.apo.orq/show,/Chapter Resources/Re s el
port New Officers b e i e Ml
Chipter Respurces ‘Semester. The form should be completed by eitherthe Chapter P resident or Recording
‘Chapter Information Secretary.
R
b . d f I I ff . . To complete the form, fill in the details for all of the officer positions listed belowthat your
Submitted fall officers on: i i S,

youmayleave & blank
Pledging Resources.

Report Graduating At aminimum, the form requires that the Chapter President, Membership Vice President,
Submitted spring offi s A ————
ubmitted spring ofticers on: N
Contact Hame: I I
SS— s sy
ot s R ————
Submit Alumi List Contact Emait: |
s
ChapterPGAG:
smamoncones | o |
e
Update Chapter Address:
s
city: I

Alumni Resources state:

Publications and Forms Zip Code: (format: 12345-0000)

WHY IS THIS IMPORTANT? By submitting a current listing of officers each semester it enables the National Office to provide information to
chapters in a timely manner and to reach specific officers when the need arises. Be sure to also include your chapter’s email address.

List of Graduating Seniors:

Alpha : e . gE
lPh PREPARING LEA g gﬁ

LAl = Complete online form (by June 1)

= Available at:

www.apo.org/show,Chapter_Resources/Report
_Graduating_Seniors

Submitted on:

WHY IS THIS IMPORTANT? This enables the National Office to officially change graduating senior’s status to alumni when their collegiate
career is over. It also allows the Fraternity fo send each alumnus a small token of appreciation.



http://www.apo.org/show/Chapter_Resources/

Youth Service Grant:

= Submit application to the National Office no
later than February 1 (report due within two
weeks of completed project or no later than
November 15, whichever comes first)

* PLEASE READ INSTRUCTIONS BEFORE COMPLETING THIS APPLICATION *
Plaase type or prnt appiication and keep  copy for you records.

s e ey e g

= Information and application available at:
www.apo.orq,/download,/forms/youth
service application.pdf

Cinger iing Adiress Gy, e & 72y G O Tekgaine

= — S 2o R SRR —
Nare of Saber ey Subiter's Tophen

Sent to National Office on: _

APPLICATION CONTINUES>>>

Youth Service Grant - Grants are awarded to qualifying Alpha Phi Omega chapters to conduct a service project that relates to socially
positive programs for pre-college-age youth.

John Mack Scholarship Application:

MACK SCHOLARSHIP APPLICATION

= If applicable, submit application to the National
Applicant’s Name O'H:lce (by M(Jy ])

Permanent Address

(
City/State/Zip Telephone

E-mail Address

= Requirements and application available at:
Frmmeore www.apo.orq/download,/forms/john _mack

Sana s Summer E-mail Address ar Zé Z/ICOflon QOI/

Socul Secunty Number

Name of your School

Sent to National Office on: _

Chapter Initiation Date
Degree program goal

Community /Volunteer activitics {current & prior)
(Use acditionn] page s appeogrite.)

Lettes of Recommendation from chapter Advisor or othes volunteer leades(s) (attach).

Statement of Purpose (attach one sheet of paper outlining your carcer plans /goals and
why you should receive a John Mack Scholarship.

John Mack Scholarship - Grants are awarded and paid directly to the school, to enrolled college students who are members of Alpha Phi
Omega who exhibit volunteerism and unselfish service to others and significant participation and leadership in extracurricular activities to
benefit individuals in need and/or charitable and/or humanitarian organizations.



http://www.apo.org/download/forms/youth_
http://www.apo.org/download/forms/john_mack_

Fall Pledge Class Namesake
Honoree:

»  Submit nominations to the National Office
(due May 1)

* Information available at:
htto://www.apo.orq/articles/show,/ 106

Sent to National Office on: _

Pledge Class Honoree - Chapters have the opportunity to submit nominations for the Fall Pledge Class Namesake Honoree for someone they
feel are/have been special and important to the Fraternity.

Build a New Chapter (BANC) Grant
BANC Grant Application:

Request for Funds

Alph
i
Omega

— . = If applicable, submit application to the National
5 e e o e g o Office (describe in detail the activities planned)

s — S —— O = Application available at:
www.apo.orq/site/site_files/BANC

Application. pdf

e »  Email: chapter.services.dir@apo.org

Sent to National Office on: _

Adpdea P Omegn
Attre Judy Mischell, Director of (haptes Services
10 1. 42 %

Endependence, MO 63055

BANC (Build a New Chapter) - BANC funds can be used for activities promoting membership development and recruitment for APO
extension groups or “at risk” chapters. If you feel your chapter qualifies as an “at-risk” chapter you can contact your regional director
and/or sectional chair fo see if you are eligible for these funds.

10
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Alpha Phi Omega

CHAPTER OF EXCELLENCE AWARD (COE)
&
PLEDGE PROGRAM OF EXCELLENCE AWARD (PPOE)

The purpose of the Chapter of Excellence (COE) and Pledge Program of Excellence (PPOE)
awards is to recognize those chapters whose programs of Leadership, Friendship and Service
promote growth, retention and stability for the active chapter, while providing a positive, inviting
and educational environment for prospective and new members. These awards are also designed to
promote better communication between chapter, sectional, regional and national leadership through
regular and timely reporting of chapter activities.

Each award has three levels of achievement (BLUE, , and DIAMOND) which have a
corresponding number of requirements that must be met in order to achieve each level of
excellence.

In each award, there are a certain number of required and optional elements that every chapter
must meet in order to qualify for a given level of excellence. The purpose of the specific categories
in the COE is to ensure that a chapter has a well-rounded program that includes not only the
required (mostly reporting) elements, but also good chapter programs in the areas of development
and service. The purpose of the required elements in the PPOE is to ensure chapter compliance and
familiarity with the National Pledging Standards.

The requirements for each award must be completed during the annual reporting period of August 1
through July 31, which corresponds to the Fraternity’s fiscal year. A chapter may only achieve one
level of excellence in each award per year (the highest level based on the number of requirements
completed), but may qualify for both awards in the same fiscal year.

COE and PPOE recipients will be recognized at the National Convention in even-numbered years
and at regional conferences in odd-numbered years.

Requirements need to be signed off by the sectional chair, regional director, or other designated
alumni volunteer. The chapter president should be in contact regularly with the sectional chair and
regional director (and their alumni volunteers) to monitor the progress of the chapter during the
reporting period of August 1 through July 31 each year.

All chapters in good standing are eligible for these awards. See the Chapter Checklist on page 2 for
the definition of “good standing.”

These programs have been created, and will be administered, by the Membership & Extension
Committee in partnership with the Board of Directors and sectional chairs.

11



Alpha Phi Omega

REGION: SECTION:

SCHOOL:

CHAPTER OF EXCELLENCE AWARD CHECKLIST

LEVELS OF EXCELLENCE:

BLUE Level - must complete all 8 numbered items in Required category, plus an additional 3 items, one from

(Proof of check request from school is acceptable)

> | cach of the other three categories (Development, Reporting, Service)
Q
8 - must complete all 8 numbered items in Required category, plus an additional 6 items, two
8 from each of the other three categories (Development, Reporting, Service)
- must complete all 8 numbered items in Required category, plus an additional 9 items,
three from each of the other three categories (Development, Reporting, Service)
ACTIVITIES CONDUCTED DATE DATE
Each numbered item represents one of four categories: DUE COMPLETED
Required, Development, Reporting, Service
1. Required annual paperwork submitted complete and on time*
o Submitted Annual Charter Reaffirmation Form (including roster | November 15
of members and signed compliance of Fraternity policies)
AND
_g o0 Submitted payment of Annual Active Membership Dues November 15
S (AAMD) of $25 per active member (minimum $75 per chapter)
o AND
Q
o o Submitted payment of insurance fee of $5 per active member
listed on roster November 15
(Proof of check request from school is acceptable)
2. Annual service projects completed and reports submitted on
— | time*
o : et : - : November 15
= o Conducted a service project in conjunction with
o e  National Service Week
o2 AND
e  Spring Youth Service Day May 1
3. Pledge and active applications and fees* _
o Submitted pledge applications, pledge fee of $25 per pledge and Su.bn.ntted
e insurance fee of $5 per pledge within 10
= AND business days of
o o Submitted active applications and active fee of $35 for each new | each respective
o member ceremony

12




4. Officer Transition
o Held an orientation/training session for all new chapter officers

(submit a short description of the results of the CAPS in writing to the
sectional chair, regional director or designated alumni volunteer)

R AND No later than
-5 o Held an annual otientation/training for advisors July 31
O
Q
@ | (submit a short description of the orientation/training in writing to the
sectional chair, regional director or designated alumni volunteer)
5. Alumni
o Hosted a chapter alumni event
o OR No later than
-5 o Published an alumni newsletter July 31
on
Q
8 | (submit a short description of the event or a copy of the newsletter to
the sectional chair, regional director or designated alumni volunteer)
6. Conferences
o Hosted or attended (by at least one active voting delegate):
-g) e annual sectional conference No later than
g_ AND July 31
K e regional conference or National Convention
(contact regional director/sectional chair for dates)
7. Chapter Assessment and Planning Session (CAPS) and Annual CAPS:
Chapter Evaluation & H. Roe Bartle Award Immediately
o Conducted a CAPS or other planning activity following
- AND conference
o o Submitted Annual Chapter Evaluation & H. Roe Bartle Award
& form (chapter does not have to qualify for H. Roe Bartle Award | Annual Cbapter
2 to submit form) Evaluation:

November 15

Required

8. Annual Financial Review
o Verified review of chapter’s previous year’s financial records

No later than
July 31

Development

9. Leadership Development
o Attended or hosted at least two leadership development events
or activities, at least one of which must be fraternity affiliated
(such as an APO LEADS course or a chapter or section
leadership day)

No later than
July 31

13




10. Retention
o Performed a survey at start of each semester to determine the
needs of the chapter
- OR No later than
& o Developed a plan of action to achieve retention and recruitment July 31
E goals established during the chapter CAPS
e OR
:% o Achieved membership retention rate of at least 75 percent
(a) (National Fraternity’s goal) for the year
(submit a short description of the survey/plan in writing to the sectional
chair, regional director or designated alumni volunteer)
.. | 11. Pledge Program
& o Conducted a pledge program in which pledges are educated in
§_ fraternity history and functions No later than
% AND July 31
> o Both actives and pledges participated in a pledge-planned
& project
- | 12. Interchapter Relations (Friendship)
o o Attended at least one fellowship activity with another chapter,
§_ not to include sectional, regional, or national events. No later than
% July 31
&
13. Community Publicity
o o Maintained chapter website, Facebook, or MySpace
._E OR No later than
Q o Obtained local media coverage about a chapter service project July 31
2 or activity (notified sectional chair about local media coverage)
14. Fraternal Publicity
o)) o Submitted an article/photo for Torch & Trefoil
-_g OR No later than
e o Submitted an article/photo to national, regional, ot sectional July 31
2 website
o | 15. Chapter Officer List*
-_g o Submitted once per year (if elections are annual) Submitted
o) OR within 10 days
‘28' o Submitted twice per year if (elections are biannual) after taking
office
o | 16. Graduating Seniors*
£ o Submitted list of graduating seniors to the National Office. No later than
8 June 1
o2

14




17. Youth Service Grant Application*
o Submitted Youth Service Grant Application for a pre-college- February 1
age based service project

Service

18. Letter of recommendation from chapter advisory chair
o Submitted letter from the chair outlining the chapter’s service on No later than

Service

campus during the year July 31

19. Alpha Phi Omega’s National Partners

o Involved in a project or program with one of the following:
e America’s Promise
e Boy Scouts of America

1
Campfire USA No later than

July 31

Service
[ ] [ ]

Girl Scouts of the United States of America
President’s Student Service Awards

USA FreedomCorps

e Youth Service America

20. Four Fields of Service

o Conducted at least 4 different projects in each of the four fields
of service No later than

e Fraternity July 31

e College

Service

e Community
e Nation

Requirements need to be signed off by the sectional chair, regional director, or other designated alumni
volunteer. The chapter president should be in contact regularly with the sectional chair and regional director
(and their alumni volunteers) to monitor the progress of the chapter during the reporting period (August 1
through July 31 of each year).

All chapters in good standing are eligible for this award. See the Chapter Checklist on page 2 for the definition
of “good standing”.

Chapters will be allowed to miss one of the timed deadlines in Requirements 1,2,3 and 7 and still qualify for
the BLUE level if they eventually fulfill that requirement by July 31.

Chapters must meet all of the timed deadlines in Requirements 1,2,3 and 7 in order to qualify for the
and DIAMOND levels.

Verified by:
Date:

15




Alpha Phi Omega SCHOOL

REGION:

SECTION:

PLEDGE PROGRAM OF EXCELLENCE AWARD CHECKLIST

o Pledges participate in at least 1 leadership development
experience

LEVELS OF EXCELLENCE:
BLUE Level -must complete all 12 of the Required category, plus an additional 2 items, from the Optional
o category
Q
8 - must complete all 12 of the Required category, plus an additional 4 items, from the Optional
8 category
- must complete all 12 of the Required category, plus an additional 6 items, from the
Optional category
ACTIVITIES CONDUCTED DATE DATE
The award is given annually based on the chapter meeting these DUE COMPLETED
requirements for each pledge class within that school year.
Each numbered item falls into one of two categories:
Required and Optional
1. Pledge and Active Applications and Fees Submitted on time
o Submitted pledge applications, pledge fee of $25 per pledge Within 10
_g and insurance fee of $5 per pledge business days of
‘5 AND each respective
S o Submitted active applications and active fees of $35 per new ceremony
o member
(Proof of check request from school is acceptable.)
2. Instruction in APO Heritage
o Pledges are educated on...
e  Purpose of Alpha Phi Omega
-g e  National History (Bylaws, Articles of Association, No later than
g_ National, Regional and Sectional Officers) July 31
& e  Chapter History (Bylaws, Officers, Advisors, Key
Campus Officials)
e  Chapter’s program of Leadership, Friendship and
Service
3. Big Brother / Little Brother
9 o Big Brother/Little Brother Program or other mentoring
3 program No later than
T AND July 31
o o Developed requirements for the Big Brother/Mentor to
fulfill, including attending pledge meetings/activities
4. Development of Leadership
- o Election of pledge officers
o OR No later than
E’.}_ Pledges participatzliln chapter planning functions July 31
oL
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5. Rituals/Wearing of Insignia
o Pledge Ritual performed for pledges

o Completion of pledge-planned fellowship event

-
o AND No later than
a o Initiation Ritual performed for new members July 31
&J AND
o Pledges are encouraged to wear the official pledge pin at all
appropriate times
3 | 6. Pledge Program Length
5 o Pledge period lasts between 6 and 10 weeks (unless No later than
E otherwise specified by university/school policy) July 31
7. Service Requirements
3 o Pledge service requirements are equivalent to that of active No later than
-5 members July 31
g AND
oc o Completion of pledge-planned service project under the
leadership of the pledge class
— | 8. Pledge Program Review/Evaluation
= o Atleast 1 opportunity at the conclusion of the pledge No later than
o program for constructive evaluation of the program (could July 31
o be done during CAPS)
— | 9. Pledges in Chapter Meeting
L o Pledges must attend 1 or more (enough to allow pledges the | No later than
8— direct observation of the decision making process) active July 31
o2 chapter meetings
10. Pledge Requirements
- o Pledge requirements are developed in advance of each
£ pledge period No later than
o AND July 31
o2 o Pledge requirements are written and provided to each
interested individual at informational meetings
11. Promote Friendship/Interchapter Relations
o) o Pledges participate in at least one chapter fellowship event
2 AND No later than
& o Atleast 10 percent of pledges participate in interchapter July 31
o2 relations such as conferences, interchapter APO LEADS
courses, visiting another chapter, or similar activities
B | 12. Pledge Books
-5 o FEach pledge maintains a permanent record which No later than
g docqments successful completion of the pledge program July 31
o requirements
g | 13. Pledge Planned Events
.0 | o Completion of pledge-planned fundraising project No later than
g. OR July 31
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— | 14. Pledge Trainer/Educator Handbook
5 o Pledge Trainer/Educator creates (updates already existing) No later than
5 supplemental handbook for future pledge July 31
o Trainers/Educators that is passed on to successor
< | 15. Retention
5 o Atleast 85 percent of pledges become active members No later than
- July 31
O
16. Four Fields of Service
o Pledges are required to perform at least 1 hour of service
Tci (and/or 1 project) in each of the four fields of setvice No later than
2 e  Fraternity July 31
Q.
(@) e College
e  Community
e  Nation
< | 17. Pledge Handbook
5 o Chapter or pledge trainer/educator developed Pledge No later than
5 Handbook to supplement the National Pledge Book to July 31
®) assist pledges in their APO education
18. Diversity
o o Diversity of pledge class is consistent with that of the
.5 university No later than
joi OR July 31
O o Actively recruiting and working towards obtaining a diverse
pledge class consistent with that of the university
19. Recruitment Program
o Recruitment period includes at least 2 meetings at different
Tc’ times and days No later than
Ke) AND July 31
j o A service project
o AND
o A fellowship event
o | 20. Publicity for Recruitment
O | o Chapter uses at least 4 different methods for publicizing No later than
g- recruitment to the campus/community July 31

Required items are in accordance with the National Pledging Standards.

Requirements need to be signed off by the sectional chair, regional director, or other designated alumni volunteer. The chapter president
should be in contact regularly with the sectional chair and regional director (and their alumni volunteers) to monitor the progress of the
chapter during the reporting period (August 1 through July 31 of each year).

Chapters will be allowed to miss one of the timed deadlines in Requirement 1 and still quality for the BLUE level if they
eventually fulfill that requirement by July 31.

Chapters must meet all of the timed deadlines in Requirement 1 in order to qualify for the and the DIAMOND levels

Verified by:
Date:
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PUBLICATIONS/RESOURCES

The following publications and resources can be found on the Fraternity’s website at www.apo.ory.

ALPHA PHI OMEGA
www.apo.org

NATIONAL BYLAWS AND STANDARD ARTICLES OF ASSOCIATION
www.apo.org/ site/ site_files/ bylaws.pdf

PLEDGE MANUAL (LEADERSHIP, FRIENDSHIP, SERVICE)
www.apo.org/ site/ site_files/ pledgemannal.pdf

ADVISOR GUIDE

www.apo.org/ site/ site_files/ advisorsguide.pdf

APO IMPACT GUIDES
www.apo.org/ show/ National Programs/ I eadership/ APO IMPACT

OFFICER TRANSITION PROGRAM

www.apo.org/ site/ site_files/ leadership [ officer_transition_program.pdf

IN SEARCH OF AN ADVISOR

www.apo.org/ site/ site_files/ advisor _search.pdf

OTHER LINKS

The Service Committee website is available for chapter service reporting and information, contacts, and ideas
relating to APO’s service programs.
www.apo.org/ show/ National Programs/ Service

The Leadership Development Program website provides information on LEADS and other leadership programs
that are available to active members.
www.apo.org/ show/National Programs/ 1 eadership/

**Please note: Links subject to change as these Web pages are updated.
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NATIONAL OFFICERS& PROGRAM DIRECTORS

Please forward all mail for the following national officers, to the following address:

NATIONAL OFFICERS

Mark Stratton

John Ottenad

PROGRAM DIRECTORS
John Strada

Carla Moran

Ed Richter

Marilyn Mims

Rob Coop

Glen Kinder

Attention:

Alpha Phi Omega National Office
14901 East 42™ Street
Independence, MO 64055

National President

National Vice President

Alumni & Internal Volunteer

Finance & Operations

Leadership Director

Membership & Extension

Risk Management

Service

Home: 317-773-8223
Cell: 317-979-5631
email: president@apo.org

Home: 636-227-2247
Cell: 314-609-9002
email: vice president@apo.org

Home: 859-396-3790
email: alummni.director@apo.org

Home: 617-479-5870
Cell: 617-512-0084
email: finance.director@apo.org

Cell: 513-594-5546
email: Jeadership.director@apo.org

Home: 603-292-6438
Cell: 508-243-8419
email: membership.director@apo.org

Home: 317-867-5651
Cell: 317-370-1805
email: risk.management.director@apo.org

Cell: 618-521-3988
email: service.director@apo.org

REGION AND SECTION CONTACTS
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NATIONAL OFFICE STAFF — WHO SHOULD | TALK TO?

ADMINISTRATIVE ASSISTANT EXT. 10 admin@apo.org
National Office Receptionist, APO LEADS Tracking, Supports Executive Director, Alumni Support

ANNUAL GIVING ASSISTANT EXT. 24 development.admin@apo.org
Gift Entry & Mailings, Tax Letters, Donor & Annual Fund Support

CHAPTER SERVICES ASSISTANT EXT.17 chapter.admin@apo.orqg

Charter Reaffirmations, Chapter Requirements, Awards, Extension, Chapter Updates

DIRECTOR OF CHAPTER SERVICES EXT. 13 chapfer.services.dir@apo.org
Chapter Chartering & Extension (new & existing), Membership Issues, Chapter Reporting, BANC Program

DIRECTOR OF COMMUNICATIONS EXT. 20 diirector.communications@apo.orq
Internal/External Publication Development & Updates, Graphic/Style Standards, Trademarks, Social Media

DIRECTOR OF EDUCATIONAL PROGRAMS EXT. 22 heather@apo.org
Coordinates Field Staff Travel & Training, APO LEADS, Membership Academies, APO IMPACT program

DIRECTOR OF FINANCE EXT. 12 accountant@apo.org
Finances, Chapter Billing, Chapter Receivables, Chapter Suspense, BANC Program, National Budgets, Federal ID
Number Requests, Convention Support

DIRECTOR OF TECHNOLOGY EXT. 15 webmaster@apo.org

Website Content and Design Administrator, Technology & Database Administration, Liaison to the Web and
Database Providers, Online Calendar, National Convention and National Volunteer Conference Website & Support

EXECUTIVE DIRECTOR EXT. 11 executive.director@apo.orq

National Goals, National Office Support, T&T, Convention, Board of Directors, Affinity Programs, Publications,
Vendors, Partnerships, Fraternity Finances, Spirit & Standards, Annual Fund, Torchbearer Status, Alumni
Receptions, Annual Report, Society of Life Members

FINANCE ASSISTANT EXT. 21 development.admin@apo.org
Finances, Chapter Membership, Chapter Suspense, Credit Card Issues

FIELD REPRESENTATIVE EXT.19 field.rep@apo.org

Chapters Support, Recruitment Training for Chapters, Membership Issues, Officer Transitions, Chapter Consultations

FIELD REPRESENTATIVE EXT. 18 extension@apo.org

Extension Group Support, Extension Sponsor Training, Start New Extension Efforts, Recruitment Training for
Extension Groups, After Care for Recently Chartered Chapters.

REGISTRAR EXT. 14 registrar@apo.org
Membership Database Entry & Processing, Membership Certificates & Cards, Life Membership Certificates &
Cards, Honorary Membership Certificates & Cards, Advisory Membership & Cards, Chapter Rosters

STORE & MAIL CLERK EXT. 16 supplies@apo.org
Chapter Supplies & Merchandise Orders, Shipment Tracking, Workshop Materials, Online Store, Mail Clerk
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IMPORTANT CHAPTER DATES

Fall rush week is

Fall pledging ceremony is

Date of fall active initiation ceremony is

Date of fall sectional conference/events are

Dates of other special fall chapter events are

Dates of fall chapter alumni event is

Fall APO LEADS courses in Section/Region ____ are

Date of chapter elections for next semester are

Last meeting of semester is

Spring rush week is

Spring pledging week is

Date of spring active initiation is

Date of spring sectional conference/event is

Dates of other special spring chapter events are

Date of spring chapter alumni event is

Spring APO LEADS courses in Section/Region

Date of Chapter Elections for next semester are

Last meeting of semester is
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SUPPLIES LISTING

Weight Limited

Applications (02) Qty  QtyNeeded

Active Application Pad (comes 20 apps/pad) 3.9

Chapter Advisor Member Application (come in ones) 1

Honorary Member Application (come in ones) 1

Life Membership Enroliment Application (come in ones) 1

Pledge Application Pad (comes 20 apps/pad) 3.8

Transfer Application (come in ones) 1

Guides/Brochures

APO LEADS Guide Web Only

Advisor Guide 8 Limit 25

Alumni Service Brochure 1 Limit 25

Annual Chapter Evaluation Web Only

An Opportunity For You Brochure 8

Growing Pains Web Only

How to Start an Alumni Association Web Only
Web Only

In Search of an Advisor Handbook
Leadership Series Web Only Supplies are free, but you are responsible
for shipping as well as any expedited

Life Membership Brochure Limit 25 PITIE |
i ) . - shipping charges incurred.
National Bylaws & Standard Articles of Association Limit 10
NSW Handbook Web Only Shipping is determined by weight*.
Pledge Manual (# requested should match # Pledges) *See chart on front page.
Q&A Booklet 8 Limit 10
Ritual Book 1.9 Limit 9
Same Page Booklet Web Only
Scouting Brochure 1 Limit 100
Spring Youth Service Day Handbook Web Only
Survival Guide for Small Chapters Web Only
Promotional Materials
Chartering Requirements 3
Clip Art Page 1 Limit 2
Coat of Arms Card 2
In the Beginning Booklet 7 Limit 50
Key Card 2
Rush Materials
Census Card 1 Limit 100
Leave College w/ More Than A Degree Pamphlet 1 Limit 100
Make College Life More Enjoyable 1 Limit 100
Rush Poster 6 Limit 100
Schedule Card 1 Limit 100
Ugly Man Wants Your Vote Poster 1 Limit 50
Ugly Man on Campus is Coming Poster 1 Limit 50
Certificates
Chapter Outstanding Service Certificate 2 Limit 10
DSK Certificate ONLY (Chapter, Section, Region)
(Certificate goes along with award found on Merchandise list)
Regional Certificate of Appreciation (Alumni Staff ONLY) 2
Scouting Certificate 2 Limit 10
Sectional Certificate of Appreciation (Alumni Staff ONLY) 2

Many of the frequently used Publications and Forms are available on our website at:
http://www.apo.org/pages/show/Publications_and_Forms




DATES TO REMEMBER 2011-12

AUGUST 2011

1 Beginning of Fiscal Year

NOVEMBER 2011

6-12  National Service Week

15 NSW Report Due

15 Annual Charter
Reaffirmation due

15 AAMD & Annual
Insurance Fee Due

FEBRUARY 2012

MAY 2012

1 SYSD Report Due

1 John Mack Scholarship
Application Due

1 Pledge Class Namesake
Nominations Due

1 Beginning of Fiscal Year

4-10 National Service Week

15 NSW Report Due

15 Annual Charter
Reaffirmation due

15 AAMD & Annual
Insurance Fee Due

15 Deadline for Early
Convention Registration

1 SYSD Report Due
1 John Mack Scholarship
Application Due

1 Pledge Class Namesake
Nominations Due

SEPTEMBER 2011

DECEMBER 2011

MARCH 2012
15 Absolutely Incredible
Kid Day

JUNE 2012

1 Graduating Senior
List Due

22-24 Board Meeting
Anaheim, California

30 Deadline to Submit
Legislative Proposals
for National Convention

27-30 National Convention
Anaheim, California

30 Board Meeting
Anaheim, California
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Kid Day

1 Graduating Senior
List Due

28-30 Board Meeting
(tentative)

OCTOBER 2011
1 Chapter Officer List Due

JANUARY 2012
27-29 Board Meeting
Charlotte, North Carolina

APRIL 2012
20-22 Spring Youth Service Day

JULY 2012
31 Final Paperwork for
“Chapter of Excellence”

and “Pledge Program of
Excellence” Due
31 End of Fiscal Year

1 Chapter Officer List Due

25-27 Board Meeting
(tentative)

19-21 Spring Youth Service Day

25-28 National Volunteer
Conference

31 Final Paperwork for
“Chapter of Excellence”
and “Pledge Program of
Excellence” Due

31 End of Fiscal Year





