
How to Complete the Charter Reaffirmation 
The Charter Reaffirmation must be completed by each chapter via the 
officer portal by the chapter president and electronically approved by 
the chapter advisory chair on or before November 15 and April 15 to 
remain in good standing with the Fraternity. Submission of this form 
certifies compliance with the Fraternity’s Risk Management and 
Membership Policies. 
 

FALL/SPRING CHARTER REAFFIRMATION FORM (STEP 1) 

1. Complete all required fields in Step 1 (Figure 1) as indicated by 
the asterisk (*) and then click “Submit Charter Reaffirmation” to 
proceed to Step 2. 

a. If there are any active officer placeholders, a missing 
officer alert (Figure 2) will appear before proceeding to 
Step 2 of the Charter Reaffirmation.  

i. Allow for updates now by clicking “Update/Edit 
Officers” or click “Next” to proceed and update 
officers at a different time.  

b. If all officer roles are fulfilled, Step 2 will appear. 
 

Figure 1 

Figure 2 



 
 
FALL/SPRING ACTIVE MEMBERSHIP DUES (AMD STEP 2) 
The second step of the Charter Reaffirmation (Figure 3) provides a current listing 
of initiate and associate members at the bottom of the page and should be reviewed 
and/or modified as necessary. 
 
For easy reference, Article IX – Finance has been included which outlines Active 
Membership Dues (AMD) and insurance fees associated with the completion of the 
Charter Reaffirmation.  
 

1. View the roster to identify any changes. To continue without making any 
changes, select “Submit without roster changes” and proceed to step #6. 

a. Proceed to the next step if roster changes need to be made. 
2. View and update the active roster where needed (Please note: Members may 

be removed in this step, however members missing from the roster must be 
added through the Members tab.). 

a. To remove member(s): Locate the member and select the 
appropriate reason for removal from the drop-down menu. 

b. To add member(s): Go to the Members tab, select the appropriate 
roster change link and submit changes to add member(s) to the 
AMD roster. 

3. Once updates are made, click “Submit Roster and Review Changes.” 
4. Review the final roster for accuracy. 

a. If additional changes need to be made, repeat steps #3 and 4 by 
clicking “Make additional changes” until the roster is accurate. 

5. Select “Submit AMD Roster” to submit the Charter Reaffirmation for 
approval by the advisory chair and to generate the AMD invoice. 

6. View and print the submitted roster to keep in chapter records by clicking 
“View/Print Submitted Roster.” 

7. Click “Pay My AMD Invoice Balance” to submit payment for membership 
fees.  

8. Notify the advisory chair that the Charter Reaffirmation is available for 
review in their officer portal account.  

a. Please note: The Charter Reaffirmation will not be considered 
complete until the advisory chair has approved the submission.  
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