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. Ifthere 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. Ifall officer roles are fulfilled, Step 2 will appear.

Figure 2

Figure 1

Fall Charter Reaffirmation Form (Step 1)

SECTION &, CHARTER REAFFIRMATION. Each chapter shall biannually reaffirm its charter by November 15th
and by April 15th by submitting & roster of the active members, a roster of the advisory members, payment
of &ctive Membership Dues, a copy of the current chapter bylaws, standing policies, membership policies, and
other policies that are specific to the chapter's operation and management, and certifications that the chapter
i in compliance with the Membership and Risk Management Policies of the Fraternity and is in compliance
with the Standard Chapter Articles of Assgoiation.

* indicates required fields

Chapter Name: TEST:Alpha Phi Omega

Address 1: 1441 E 104th 5t *
Address 2:

City: Kansas City *
State: MO ¥ | =

Zip G4131-4635 =

Chapter Website:

Begin school date: mmfddiyyyy
End school date: mm/ddiyyyy

# of members expecting to graduate this schosol year

Fall Charter Reaffirmation & Active Membership Dues

ALERT!!! Missing Officers!

TEST:Alpha Phi Omega Chapter does not have the required number of advisors and/or chapter officers
according to the Fraternity's National Bylaws (Article X, Section 8) and Standard Chapter Articles of
Association (Arbicle IY - Officers). The absence of any of these offices impacts the chapter’s ability to operate
effectively, and potentially the chapter’s good standing status with the Fratemnity.

The following offices are vacant according to the chapter’s Officer Listing and need to be filled as soon as
possible:

Membership WP

Once the chapter fills the vacancy(s) above, the new officer needs to be reported to the Fraternity within 10
business days of their election via the Officers icon in the OP

Mote: Faculty Advisor 1 and 2 must both be filled to properly account for the two required officers. If you have
two officers in Faculty Advisor 1, please move one of the officers to the 2nd slot and vice versa.

If vou have questions or run into issues while you are updating the chapter's Officer Listing, there is an Officer
Portal Manual in the OP Library icon with step-by-step instruction.

Please reach out to the Nabtional Office at 815-373-8657 with additional questions or concerns regarding the
information above.

Update/Edit Officers Mext ==
Go to the officers icon. Your responses will be saved.  Continue to step 2 (8MD)

Finance Requirements

According to the Mational Bylaws & Standard Articles of Association (Article I¥, Section 18) each chapter must conduct an
annual inspection of the chapter's financial records to be in good standing with the Fratzrnity. The financial review doesn't
have to be completed by November 15 to respond, but it must be reported no later than July 31 in order to remain in good
standing.

Does your school pay the chapters expenses by a school check? Mo O Yes #

Were your chapters finandal recerds inspected this fiscal year (August 1-July No

3172 Yes =

Policy Compliance

According to the National Bylaws & Standard Articles of Assodiation (Article I¥, Section 18) each chapter must conduct an
annual inspection of the chapter's financial records to be in good standing with the Fraternity. The finandial review doesn't
have to be completed by Movember 15 to respond, but it must be reported no later than July 31 in order to remain in good
standing.

Is the chapter in compliance with the Standard Chapter Articles of Association of

Alpha Phi Omeaga Mational Service Fraternity? Ne @Yes

M A
Is your chapter in compliance with the Risk Management Policies of Alpha Phi ° &

(Omega Mational Service Fraternity?

Ifyou do not affirm the chapter's compliance with the Standard Folicy of Risk Management. the chapfer will NOT be
considered in good standing with the Fraternity. The chapter advisery chair and the executive committes must work with the
chapter to getin compliance according to the National Bylaws. (The Standard Chapter Articles of Association and the
Standard Policy of Risk Management are both available in the Alpha Phi Omega National Byiws in the OF Library)

Pleass attach a current copy of the chapter bylaws. xChou@e filcy| No fe chosen

Other

Please submit the chapters annual service hours completed during the previcus school year.

Cancel Submit Charter Reaffirmation




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. Toremove 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.

Figure 3

Fall Active Membership Dues (AMD Step 2)

TEST:Alpha Phi Omega Fall Active Membership Dues (AMD)
Article IX - Finance
SECTION 5. ACTIVE MEMBERSHIP DUES.

Biannually by November 15 and April 15, each chapter shall submit to the National
Office a roster of active members, together with the Active Membership Dues of
seventeen ($17) dollars per active member regardless of Society of Life Member status.
The minimum dues per chapter shall be equal to the sum of the Active Membership
Dues for three (3) active members. A chapter, to remain active and in good standing,
must meet the above requirements by paying all dues.

Of the Active Membership Dues, each region shall receive one dollar and fifty cents
($1.50) per active brother twice per year in that region. Of the Active Membership Dues,
each section shall receive one dellar ($1.00) per active brother twice per year in that
section.

SECTION 14. BIANNUAL INSURANCE FEE

Biannually by November 15 and April 15, each chapter shall submit an insurance fee not
to exceed seven ($7) dollars per year per member. Payment for the insurance fee shall
be sent for each pledge or new member not later than ten (10) business days after the
Pledge or New Member Ritual is conducted. Payment for the insurance fee shall be sent
for each petitioning member at the time when the petitioning member fee is due. The
amount of the 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.

1. REVIEW ACTIVE ROSTER. Roster provides a current listing of initiated members
who were active on or before 8/1/2019, as well as members currently marked
associate, and should be reviewed and modified as needed.

. UPDATE ACTIVE ROSTER. Update roster to include any missing members who are
active on or before 8/1/2019, or who hold associate status. To do so, exit this
form (your changes will be saved up through this point) and make roster changes
by clicking on the Members link to "Roster Changes”. Roster changes will not
automatically appear in the list and could take up to 24 hours (during business
days) and will appear as pending until approval by the Manager of the Officer
Portal in the National Office.

]

NOTE: It is preferred that all roster changes are approved by the National Office
so that all active members are included in the AMD roster prior to submitting so
that the chapter will be invoiced at $20.00/member/semester ($14.50 AMD +
%$1.50 Regional Dues + $1.00 Sectional Dues + $3 Insurance fee). If the chapter
returns additional members to the roster after the AMD roster is finalized and
submitted - an additional invoice will be generated.

w

. SUBMIT ACTIVE MEMBERSHIP DUES (AMD) FORM. To remain in good standing,
submit the roster no later than November 15 in the fall) and April 15 in the spring.
The fall and spring charter reaffirmations will be made available for completion in
September and January so this requirement can be completed on or before the
due date.

. PAY ACTIVE MEMBERSHIP DUES (AMD). Invoices should be paid upon submission
of the CHARTER REAFFIRMATION- ACTIVE MEMBERSHIP DUES (AMD) FORM using
a credit card or school check. You may print an invoice at this time or return to the
"Chapter Dashboard’ for information on mailing a check or money order to the
National Office. Remember to submit dues no later than November 15 in the fall
and April 15 in the spring.

. THE CHARTER REAFFIRMATION MUST BE APPROVED BY THE ADVISORY CHAIR
Upon the chapter presidents submission of the Charter Reaffirmation - Active
Membership Dues (AMD) form, the chapter advisory chair must review and
approve the form prior to the fall (11/15) and spring (04/15) deadline. The
chapter advisory chair must confirm that the chapter is in compliance with all
procedures, policies and regulations of Alpha Phi Omega and the educational
institution, as well as local, county, state and federal laws. It is the responsibility
of the chapter president to make sure the advisory chair reviews and approves the
form via the Officer Portal by the form deadline to remain in good standing.

I

w

At the time of submission officers may immediately pay the invoice using a credit card,
mailing a check/cashier's check or by calling the National Office at 816-373-8667.
Submit without roster changes | Submit Roster and Review Changes
# Member Name Status Reason for Removal
1) Acquisto, Bri.an Active Initiate v




