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WELCOME TO THE

TREASURER

OFFICER GUIDE
Welcome and congratulations on being elected to serve as a chapter officer of Alpha Phi Omega!
As an officer, you have accepted certain responsibilities to help move your chapter forward through strategic
thinking and diligent efforts. The Fraternity depends on leaders like yourself and could not succeed without
them. It’s important to recognize that your service is a significant step that helps the Fraternity reach its
potential.
Chapter leaders are at the forefront of positive change in Alpha Phi Omega. From educating members-atlarge to participating in legislative procedures, the leaders of this Fraternity are taking groundbreaking steps
that foster growth, overcome adversity and improve shared connections that make the world a better place.
The Fraternity welcomes you as a stakeholder in the development of servant leaders across the world.
The following guide will provide a foundation of knowledge and responsibility for the role in which you serve.
Please utilize it as a supplement to the chapter’s officer transition plan.
Thank you for your willingness to dedicate your time, energy and skills to make the world a better place.
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ABOUT THE

TREASURER
The treasurer oversees chapter finances and is the primary officer handling money in the chapter. Treasurers maintain
transparency, keeping the chapter up to date on where funds are coming from and where they are headed. This
position requires high-level organization, responsibility and foresight to juggle the chapters anticipated expenses,
as well as any unforeseen expenses along the way. Members in this position do not have to be accounting majors,
however, they must be willing to put the time and effort into making the most of member dollars collected,
maintaining clean records and holding the chapter accountable to their budgets.

TRAITS OF BEING A SUCCESSFUL TREASURER

TRANSPARENT

LOGICAL

ORGANIZED

DELEGATION

FINANCIAL MANAGEMENT

WILLINGNESS TO LEARN

FORETHOUGHT

ETHICAL

DELIBERATIVE
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PROBLEM-SOLVER

THE BASICS OF BECOMING THE

TREASURER

The treasurer of the chapter has an array of responsibilities which must be fulfilled for the chapter to be successful
and financially stable, ranging from budgeting and collecting dues to paying chapter invoices and applying for
financial opportunities. All money coming and going should be monitored and recorded by this position, in
addition to overseeing any and all fundraising operations. From dues and invoices to budgeting and donations, the
treasurer has the skills to help the chapter maintain long-term financial wellness.

TOP FIVE ESSENTIAL JOB FUNCTIONS

1.

COLLABORATE WITH THE ENTIRE EXECUTIVE COMMITTEE TO DEVELOP A CHAPTER BUDGET (WITH INPUT FROM ADVISORS, IF NECESSARY)
TO TRACK CHAPTER FUNDING AND EXPENDITURES

2.

MAINTAIN FINANCIAL TRANSPARENCY BY HAVING THE ADVISORY CHAIR AND AT LEAST TWO OFFICERS WITH ACCESS TO THE CHAPTER’S
BANK ACCOUNT

3.

COLLECT NATIONAL DUES AND FEES FROM STUDENTS AND PAY ACTIVE MEMBERSHIP DUES AND INVOICES THROUGH OFFICER PORTAL IN A
TIMELY MANNER TO PROMOTE BEST PRACTICES AND KEEP THE CHAPTER IN GOOD STANDING

4.

MAINTAIN GOOD STANDING WITH THE IRS BY FILING THE CHAPTERS TAXES EACH YEAR

5.

TRACK AND COLLECT CHAPTER DUES FROM MEMBERS TO DEPOSIT INTO THE CHAPTERS ACCOUNT

Development of the chapter’s budget by utilization of a previous budget or development of their own, is a primary
task of this office. Past budgets or budgeting apps can be great places to start. As treasurer, it’s crucial to pay close
attention to the amount of money brought in through chapter revenue such as chapter dues and fundraisers, so when
balanced with expenditures such as Active Membership Dues (AMDs) the chapter remains in a financially healthy
state.
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MEMBERSHIP

DUES & FEES
There are five common types of payments collected by the chapter treasurer throughout the year - Pledge Fees,
Initiation Fees, Insurance Fees, Active Membership Dues and Chapter Dues. With the exception of chapter dues,
the amount for these fees are set by the National Convention and outlined in the National Bylaws. Chapter dues are
typically voted on by the chapter and outlined in the chapter bylaws. It is important for the treasurer to review the
National Bylaws and Chapter Bylaws to better understand these fees and the timeline for payment.
Dues owed to the chapter above what the Fraternity requires in the National Bylaws are often utilized as funds for
chapter programming, regalia and more. Although the portion of dues paid to the chapter may fluctuate depending
on bylaws updates or anticipated expenses, dues paid to the Fraternity will only change as a result of legislation
passed at National Convention. In addition to Active Membership Dues, the treasurer is responsible for overseeing
payment of other fees such as pledge and initiate fees. The National Bylaws indicate chapters are to pay invoices
within 10 business days of receipt of an invoice through the Fraternity’s reporting platform, Officer Portal. Check
out “Reporting in Officer Portal” on page 10 for more details.

SCHEDULE OF FEES
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PLEDGE OR NEW MEMBER FEE

$25 PER STUDENT

(due within 10 days of ceremony)

PLEDGE OR NEW MEMBER INSURANCE

$6 PER STUDENT

(due within 10 days of ceremony)

INITIATION FEES

$35 PER STUDENT

(due within 10 days of ceremony)

ACTIVE MEMBER DUES FEE

$34 PER STUDENT

$17 per student/twice per year
($14.50 national, $1.50 regional, $1 sectional) – Nov. 15 & April 15)

MEMBER INSURANCE FEE

$6 PER STUDENT

$3 per student/per semester
(due each semester following initiation – Nov. 15 & April 15)

FINANCIAL

REVIEW
As many financially responsible organizations do, the Fraternity requires chapters to complete a financial review on
an annual basis, documenting this review in Officer Portal. A financial review, or audit, looks at the finances from the
previous year to look for any inconsistencies. An impartial party, such as a chapter advisor, school administrator or another
faculty member can perform this review. If chapter funding is mostly managed by the college or university, it’s advised a
chapter treasurer connects with the respective office on campus to learn more about how to best conduct a financial review.

FILING CHAPTER TAXES
Each year, all chapters or alumni associations must file a 990-N also known as the e-postcard. All chapters must file the
e-Postcard by the 15th day of the 5th month from the chapter’s year end if the chapter has gross receipts greater than
$50,000. The year-end date as well as the IRS filing date are available in the Dashboard area of the Chapter Officer Portal.
It is important that the 990-N be posted on or after the year-end date or else form will be rejected by the IRS. Once the
e-postcard is submitted to the IRS, a receipt of the submission will need to be uploaded to the Officer Portal using the IRS
Filing Receipt form.

Epsilon Eta Chapter at the University of West Georgia
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PROJECT SUPPORT &

FUNDING

While many duties of a treasurer have a clear and specific process for completion, the need for fundraising and project
management permits room for fun and collaboration. Chapter programming doesn’t often operate without the support
of chapter funds, so it’s important to connect with program-related officers to determine the financial needs of their
program when creating the chapter budget. Since this position has a special awareness to chapter finances and where
money is allocated, they can provide answers and guidance for finance-related questions officers may have as they
develop programming. For example, a vice president of service or secretary may need to request funds for a service
project or advertising expenditure. It is important that the treasurer always keep the members in mind when working
with officers to establish the budget and set chapter dues. High chapter dues can have a negative impact on the
member and ultimately can lead to membership issues for the chapter due to the costliness of being involved.

FUNDRAISING
Fundraising often lies in the duties of the treasurer as part of chapter programming. In addition to dues, grants and
school funding opportunities, fundraising is a way for the chapter to allow their creativity to bring in funds that
support chapter programs, conference attendance and future chapter projects. Fundraising is also a useful tool to have
extra funds to do something out of the ordinary with the chapter or for members. Many restaurants offer opportunities
for benefit nights or profit nights, where organizations get a percentage of that night’s sales, serving the chapter as a
low maintenance but fruitful project. Treasurers should also stay up to date with scholarships, grants and other funding
available on campus, either from student government or program assistance offices. For more information on additional
funding through the campus, ask a faculty advisor and campus administrator for help. As treasurer, take the initiative to
find financial opportunities that can positively impact the state of the chapter.

TRANSPARENCY
Big things happen when transparency is a priority – especially when it comes to finances. Transparency can be
accomplished by providing updates on the chapter budget, allowing more than one responsible officer access to
funds and explaining to members what dues and fees are owed and where they are allocated as part of programming
or chapter benefits. While the treasurer oversees chapter finances, they should not be the only one with access, the
president and advisory chair are two officers who could be included in order to promote transparency. A high level of
accountability is maintained when the treasurer operates with other officers and members in mind. If transparency isn’t
already practiced, assess how the chapter can improve financial practices to maintain transparency.

NEXT LEVEL SUGGESTION
Did you know there are funds available for programming such as Youth Service, Service Innovation and BANC Grants?
These grants provide the opportunity for the Fraternity to support and encourage flourishing chapter programs!
Applications are available through the Officer Portal under the Forms area.
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CHAPTER BUDGET

WORKSHEET
YEAR:
INCOME

QUANTITY

RATE

AMOUNT

QUANTITY

RATE

AMOUNT

Active Membership Dues
Pledge Fees
Initiate Fees
Chapter Fees
School Funding
Fundraising
Other:
TOTAL INCOME
EXPENSES

YEAR:

AMD (including insurance fee)

AMOUNT

Pledge Fees (including insurance fee)

Carry over from previous semester

Initiate Fee

Income

Pledge Pin

Expenses

Service Pin

CARRY OVER TO NEXT
SEMESTER

Program
Service
Fellowship
Leadership
Banquet
Membership
Alumni
Awards
Fundraising
Supplies
Publicity/Communications
Recruitment
Internal Communication
Public Relations Materials
Events
National Convention
Region Conference
Section Conference
Other:
Other:
Other:
Other:
TOTAL EXPENSES
PROFIT (LOSS)
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REPORTING ON

OFFICER PORTAL
All national requirements of the Fraternity are reported through the Chapter Officer Portal (https://op.apo.org),
an online chapter reporting platform, designed to allow chapter officers the ability to provide real-time, ongoing
maintenance of chapter membership, officer rosters and other national reporting requirements. The OP is available to
all officers on record with Alpha Phi Omega.
Every officer with access to the Officer Portal should utilize the platform to best support the chapter and review
forms, information and resources. For the treasurer, the Officer Portal is where invoices are managed and paid. Each
pledge or new member class should be reported and fees paid within 10 business days of the pledge or new member
ceremony. Additionally, spring and fall Active Membership Dues (AMDs) should be paid within 10 business days of
the submission of the form.
The treasurer is responsible for completing the tasks on Officer Portal listed below:
FORMS
• IRS 990 Filing Receipt Submission
OTHER
• Paying membership dues and fees
• Paying additional open invoices
More information on how and what to submit through the Chapter Officer Portal can be found in the Chapter Officer
Portal User Manual, which is available in the OP Library and the Chapter Officer Resource Area of www.apo.org.
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OFFICER GUIDE

CONCLUSION
The treasurer maintains the financial security of the chapter making sure invoices are being paid and the chapter
accounts stay in good standing. Beyond that the treasurer works with those paying dues, being empathetic to
those who need extra time to make payments while also having enough foresight to be able to still pay invoices
on time. In this position, they have the ability to find funding for passion projects in the chapter or cover the
expenses of a chapter-wide fellowship. This ability comes from being current with the chapter’s budget and
knowing what financial opportunities are available to the chapter. Keeping the chapter in line with its expenses
can be a tough job and at the same is one of the treasurer’s finest tasks that rewards the chapter with diverse
programming and fun adventures.

NEXT LEVEL SUGGESTION
As treasurer, recognize and coordinate with outside resources to strengthen chapter financial practices. Reach out to
campus administrators or faculty members to see if there is someone on staff who is able to look over the chapter’s
budget, expenditures, and general processes. Be willing to listen and learn if they offer suggestions about where
improvements can be made.

HELPFUL RESOURCES
Planning for 2019-2020 Academic Year
An Introduction to Alpha Phi Omega

File990.org
Understanding Membership Fees
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