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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 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 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 
Articles 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 3, 2010
May 2, 2011 

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 accountant@apo.org 

 

November 15 

CHAPTER OFFICERS LIST 
Complete the form twice a year (or when there is an officer change) and send it to the National Office. 

October 1 
January 31 

GRADUATING SENIOR LIST 
Submit a list of graduating seniors for the fall and spring semesters to the National Office. 

June 1 

 
ANNUAL CHAPTER EVALUATION & H. ROE BARTLE AWARD 
Submit completed forms to the National Office. 

 
November 15 
 

 
CHAPTER ASSESSMENT AND PLANNING SESSSION 
Submit completed forms online at www.apo.org

 
Immediately after the  
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 Torch & 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 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 
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NATIONAL OFFICERS & PROGRAM DIRECTORS 
Please forward all mail for the following national officers, to the following address: 

 
Attention: ___________ 

Alpha Phi Omega National Office 
14901 East 42nd Street 

Independence, MO 64055 
 
NATIONAL OFFICERS   
Maggie Katz 
 

National President Cell:     734-320-0025  
e-mail:  president@apo.org  
 

Mark A. Stratton 
 

National Vice President Home:  317-773-8223 
Cell:     317-979-5631 
e-mail:  vice.president@apo.org 
 

PROGRAM DIRECTORS   
Jeffrey L. Cantor 
 

Alumni/Volunteer 
Development 
 

Home:  609-406-1238 
Cell:     609-577-8469 
e-mail:  alumni.director@apo.org 
 

Keith D. Roots 
 

Finance/Operations Home:  540-967-1136 
Cell:     434-962-2067  
e-mail:  finance.director@apo.org 

Carla K. Moran 
 

External Relations Home:  617-479-5870  
Cell:     617-512-0084 
e-mail: external.relations@apo.org  
 

Hon. John K. Ottenad, J.D. 
 

Membership/Extension 
 
 

Home:  636-227-2247  
Cell:     314-609-9002 
e-mail:  membership.director@apo.org 
 

Ed Richter 
 

Leadership Development 
 

Cell:     513-594-5546 
e-mail:  leadership.director@apo.org 

Adam Bolain 
 

Service Home:  412-732-0146 
Cell:     214-668-3131 
e-mail:  service.director@apo.org   
 

CONTACT INFORMATION 
Region and Section Contacts 
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National Office Staff – Who Should I Talk To? 
 
 

Administrative Assistant ext. 10 admin@apo.org  
Directories, Chapter Bulletins, APO LEADS Tracking, Board Minutes, Mack Scholarships, Summer Leadership Workshops, 
Supports NED and Leadership Programs  
 
Chapter Services Assistant ext.17 chapter.admin@apo.org  
Charter Reaffirmations, Scanlon awards, Extension, Chapter of Excellence Awards, Advisor Registration, Service Programs & 
Reporting  
 
Director of Annual Giving ext.18 development.director@apo.org  
Annual Fund, Torchbearer Status, Alumni Receptions, Annual Report, Life Membership  
 
Director of Chapter Services ext. 13 chapter.services.dir@apo.org  
Chapter Support, Extension (new & existing), Chartering, Charter Reaffirmations, Convent 
ion Registration, Membership Issues, Chapter Reporting, BANC Program  
 
Director of Educational Programs ext. 22 heather@apo.org  
Coordinates field staff travel, logisitics for APO LEADS, membership Academies, APO IMPACT program and oversees field 
staff training 
 
Director of Finance ext. 12 accountant@apo.org  
Finances, Chapter Billing, Chapter Receivables, Chapter Suspense, BANC Program, National Budgets, Chapter and Alumni 
requests for Federal ID numbers, Convention Support  
 
Executive Director ext.11 executive.director@apo.org  
National Goals, National Office Support, T&T, Convention, Board of Directors, Affinity Programs, Publications, Vendors, 
Partnerships, Fraternity Finances, Spirit & Standards  
 
Director of Communications ext.20 director.communications@apo.org  
Torch & Trefoil, Publication Updates, Graphic and Publication Style Standards, Press Releases, Calendar Maintenance, Design  
 
Finance and Development Assistant ext. 21 development.admin@apo.org  
Finances, Chapter Membership, Chapter Suspense, Credit Card Issues, Annual Fund Mailings  
 
Field Representative ext. 22 teresa.radomski@apo.org  
Chapter Support, Extension Support, Recruitment Training, Membership Issues, Travels to Work with Chapters  
 
Mail Clerk ext. 16 supplies@apo.org  
Chapter Supplies, Merchandise Orders, Tracking Packages, Copying of Workshop Materials  
 
Registrar ext.14 registrar@apo.org  
Database Entry, Processing: Membership Certificates, ID Cards, Life Membership, Honorary Membership, Advisor 
Membership, Chapter Rosters  
 
Webmaster/Publications Assistant ext. 15 webmaster@apo.org  
Website content, Website updates, supports Alumni & Internal Volunteer Programs, Alumni Associations, Alumni lists, 
National Volunteer Conference, Graduating Seniors, Convention Registration 
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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 are_______________________. 
 
   Date of Chapter Elections for next semester are________________________. 

 
   Last meeting of semester is________________________________________. 
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Notes… 
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Notes… 
 

 
  
 

 
 
 



 

SUPPLIES LISTING 
 

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

 

Applications 
Weight 

(oz) 
Limited 

Qty Qty Needed 

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 Enrollment 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 

In Search of an Advisor Handbook   Web Only 

Leadership Series   Web Only 

Life Membership Brochure  Limit 25  

National Bylaws & Standard Articles of Association  Limit 10  

NSW Handbook   Web Only 

Pledge Manual (# requested should match # Pledges)    

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) 

4   

Regional Certificate of Appreciation (Alumni Staff ONLY) 2   

Scouting Certificate 2 Limit 10  

Sectional Certificate of Appreciation (Alumni Staff ONLY) 2   

 

Supplies are free, but you are responsible 
for shipping as well as any expedited 

shipping charges incurred. 
 

Shipping is determined by weight*. 
 

*See chart on front page. 



Dates to Remember 2009-2010 
 

August 2009 
1        Beginning of Fiscal Year  

September 2009 
 
 
 

October 2009 
1        Chapter Officer List Due 

November 2009 
1-7        National Service Week 
15         NSW Report Due 
15         Annual Charter                             
             Reaffirmation Due 
15         AAMD & Annual 
………Insurance Fee Due 

December 2009 
 
 

January 2010 
31        Youth Service Grant Application Due 
31        Chapter Officer List Due   
 

February 2010 
6          Board Meeting 
           (Kansas City, MO) 
 
 
 

March 2010 
18        Campfire USA 
            “Absolutely Incredible 
            Kid Day” 
 

April 2010 
23-25    Spring Youth Service Day 

May 2010 
3       SYSD Report Due 
1        John Mack Scholarship 
         Application Due 
1       Pledge Class Namesake 
         Nominations Due   
 

June 2010 
1        Graduating Senior List Due  
 

July 2010 
10           Board Meeting – Atlanta 
31           Final Paperwork for “Chapter of 
………...Excellence” and “Pledge Program of 
………...Excellence” Due 
31           End of Fiscal Year 

 

Dates to Remember 2010-2011 
 

August 2010 
1        Beginning of Fiscal Year 

September 2010 
30        Deadline to Submit 
            Legislative Proposals 
            For National Convention 

October 2010 
1        Chapter Officer List Due 
10      Legislation Mailed to Chapters 

November 2010 
7-13   National Service Week 
15      NSW Report Due 
15       Annual Charter  
          Reaffirmation Due 
15       AAMD & Annual   
………Insurance Fee Due 
15       Deadline for Early   
           Convention Registration 

December 2010 
27-30    2010 National Convention 
……….(Atlanta, GA) 
30         Board Meeting  
             (Atlanta, GA) 

January 2011 
31       Youth Service Grant Application  
           Due 
31       Chapter Officer List Due 

February 2011 
5        Board Meeting (TBA) 
 

March 2011 
17       Campfire USA 
           “Absolutely Incredible Kid Day” 

April 2011 
21-23  Spring Youth Service Days 

May 2011 
2        SYSD Report Due 
1        John Mack Scholarship 
         Application Due 
1       Pledge Class Namesake 
         Nominations Due 
 

June 2011 
1         Graduating Senior List Due 

July 2011 
10        Board Meeting (TBA)  
28-31   National Volunteer Conference (TBA) 
31        Final Paperwork for 
             “Chapter of Excellence” and “Pledge 
……… Program of Excellence” Due 
31         End of Fiscal Year 

 




