________________________________________________

ALUMNAE CHAPTER OFFICER MANUAL

_____________________

TABLE OF CONTENTS

INTRODUCTION

SECTION I: ORGANIZATION AND OFFICER STRUCTURE
1. Becoming an Effective Leader
2.  Keys to Success

3.
Alpha Chi Omega Governing Documents

5. Chapter By-laws

6. Officer Structure

SECTION II: PLANNING AN ALUMNAE YEAR

    1.  Goal Setting

2. Managing Your Finances

3. Keeping in Touch with your Members

4. Time Management

5. Tips for Meeting Success

6. Identifying Members

SECTION III: FORMS


1. Listing and description of forms used

SECTION IV: SUPPLIES AND MATERIALS
1. Alumnae Chapter Supplies

2.  Materials
SECTION V: IMPORTANT CONTACTS

1. ((( Headquarters Staff

2. Lifetime Engagement Volunteers
3. Province Alumnae Chairs

4. National Council

SECTION VI: ALUMNAE CHAPTER AWARDS

1. Chapter Awards

2. Carnation Criteria
3. Individual Awards
SECTION VII: FOUNDATION
1. ((( Foundation 

SECTION VIII: ALUMNA INITIATE PROGRAM
1. Alumna initiate program

SECTION IX: LIFE LOYAL ALPHA CHI OMEGA
1. Life Loyal Alpha Chi Omega

INTRODUCTION  
The Alpha Chi Omega Mission Statement: 

“Alpha Chi Omega is a national women’s organization that enriches the lives of both its collegiate and alumnae members through lifetime opportunities for friendship, leadership, learning and service.”
As a leading women’s organization, Alpha Chi Omega inspires and encourages its members to achieve the highest moral, cultural and intellectual level in the art of daily living.

As a new officer of an alumnae chapter, Alpha Chi Omega wants and needs you, your talents and your special skills.  Your active participation as a volunteer for Alpha Chi Omega ensures the continued innovation, progress and success of our Fraternity.

As an officer, it is your privilege to provide the leadership that will help your chapter and its members develop.  Through regular meetings and programs, altruistic and social activities, and support of collegiate chapters, alumnae in your area will have the opportunity to connect with each other and (((.

This manual is to be used as a tool for your alumnae chapter. Take the information and adapt it to the needs of your chapter.  If you need additional ideas or information, please contact the Lifetime Engagement Department.  

Alumnae make up the largest part of the total membership of Alpha Chi Omega.  Your membership is for a lifetime.  As a volunteer, you need no specific area of expertise.  Loyalty, caring and a desire to share yourself are the only prerequisites.  

Thank you for serving Alpha Chi Omega and the alumnae in your area. 

SECTION I

__________________________________

BECOMING AN EFFECTIVE LEADER
The mission for alumnae chapters is:

“To provide alumnae members a means to continue a meaningful connection with Alpha Chi Omega.” 

You have accepted the challenge to use your skills and experience for the benefit of (((.  As an officer you have the support of not only the Lifetime Engagement Department at Headquarters, but also your Province Alumnae Chair, the Lifetime Engagement Specialist Volunteer Teams, the Director of Province Alumnae Chairs and the Director of Lifetime Engagement Volunteers.  

Throughout your term of office, ask these resource people for help when you need it.  They were elected or hired for their skills and experience.  They will support you in your endeavor to succeed as an alumnae officer.  

___________________
KEYS TO SUCCESS
· Be a positive leader.  By definition, a leader should lead, not do.  Be willing to delegate responsibilities and trust those to whom you have given responsibility.  By sharing responsibility, you foster greater commitment in others and allow more of your members to reap personal rewards from the group’s success.
· Study the Fraternity policies. The Policies Manual, along with the chapter bylaws provides important guidelines, which your chapter should follow.  If you need interpretation, do not hesitate to contact your Province Alumnae Chair or the Lifetime Engagement Staff. 
· Set group goals.  Allow all members the opportunity to contribute to the goal setting process. A strong, healthy chapter is composed of officers and members who share a vision and work together to accomplish it.  When members feel they have helped formulate a plan, they’ll feel responsible for seeing it through.
· Check your calendar regularly.  Due dates and deadlines are important parts of our Fraternity.  Each report is read and used by an officer of the Fraternity or by Headquarters staff to assess the strengths and needs of our chapters.  Please diligently turn forms in on time.  All reports are due into Headquarters for a chapter to be considered in “good standing.”
· Officer Elections- It is important to communicate the current officers to the Lifetime Engagement department. This can be done via e-mail or by using the Form A68.  It is imperative we have that listing current to relay information to the officers. 
Remember, anything can be accomplished through careful planning and hard work.  You have the opportunity to guide and challenge your sisters to be the best they can be.  This is the privilege you have been given – to influence and enhance the lives of your sisters. 
Alpha Chi Omega Governing Documents

Alpha Chi Omega’s Governing documents include:

· Heritage Document

· Articles of Incorporation

· Bylaws

· Policies and Procedures

Please refer to our Governing Documents for Alpha Chi Omega’s policies for alumnae chapters as well as policies for all members.  You can find the Governing Documents on our web site, alphachiomega.org, within the Resource Center.  You must be logged in to view the documents.

From Alpha Chi Omega’s Policies and Procedures regarding Alumnae Chapter status:

· A7
Good Standing
An alumnae chapter is considered in good standing if it meets the following criteria:  

[1]
Has a name. 

[2]
Holds one meeting per year. 

[3]
Adopts bylaws and submits a current copy to Alpha Chi Omega Headquarters. 

[4]
Elects officers as set forth in its bylaws. 

[5]
Has no financial indebtedness to the National Fraternity on May 1 prior to a National Convention. 

[6]
Submits the annual financial report to Alpha Chi Omega Headquarters by the deadline.

[7]    Fulfills the proper IRS filling requirements by submitting a 990 e-postcard each year
CHAPTER BYLAWS

An organization has bylaws to help define the group’s purpose and to describe how it functions.  Bylaws help an organization operate smoothly and efficiently by providing guidelines and emphasizing the unique aspects of the chapter.   

Suggested topics to include in the bylaws include:

· Name 

· Purpose

· Meetings

· Dues

· Officers and elections
· Committees
· Financial Management

· Voting processes
· Amendments

Your chapter must agree, through the process of a vote, to any changes in the chapter’s bylaws.  You will need to discuss and vote on proposed changes and amendments to bylaws from time to time.

A copy of your bylaws must be on file at Headquarters in order to be qualified as a chapter in good standing.  

_____________________
OFFICER STRUCTURE   

Each alumnae chapter must determine the best format for its officer structure.  The following lists are only suggestions and should be adapted to suit your chapter needs.

Keep in mind that each “job” must be evaluated for its relevance to the chapter.  The benefits for filling a larger roster of officers include sharing the workload and training future executive officers.  

Headquarters requires at least two officers: President and Treasurer. These must be listed in the Headquarters database. These two officers will receive communication via e-mail and/or mail from Headquarters throughout the year and are responsible for reporting and distributing the information to appropriate officers and members. Following are suggested job descriptions. 

Required Officers

· President

· Treasurer 

Recommended Officers

· Secretary

· Alumnae Recruitment Information Chair 
Additional Officers
· Welcome Chair
· Communications Chair
· Event Chair

· Vice President
· Alumnae PACE Chair
· Collegiate Relations Chair
· Care & Concern Chair
______________________________________

STARTING A NEW ALUMNAE CHAPTER

When a group of interested members in an area decides they would like to establish an Alpha Chi Omega alumnae chapter, the Lifetime Engagement Department at Headquarters should be contacted. Members of the chapter can request a directory listing all Alpha Chi Omega’s in their area in good standing.
A petition, Form A37, must be signed by at least ten dues paying members.  It is then submitted to the Province Alumnae Chair (PAC) for her signature. Headquarters receives a copy and verifies that all members are in good standing.  A copy of the petition is then forwarded to the National Council for approval. The date of approval by the National Council becomes the Charter Date for the new chapter, and a Greek name is assigned to the chapter at that time.   

To start an alumnae chapter you must first call Headquarters and request a Form A37, Instructions and Petition To Become An Alumnae Chapter and the New Chapter Toolkit. This will begin your process.
______________________________

CLOSING AN ALUMNAE CHAPTER

Various circumstances occur that cause members of a chapter to question whether they should continue functioning. A contact by phone or mail must be made to the Province Alumnae Chair and the Assistant Director of Lifetime Engagement to alert them to the difficulties and discuss options.  It may be a good idea to conduct a survey of members in the area to determine interest and identify new leaders. The Lifetime Engagement Department will assist with a mailing to see if new members can be identified.   

When a chapter decides to close, the PAC and the Assistant Director of Lifetime Engagement at headquarters must be notified. All efforts will be made to revitalize the chapter. The chapter will first be placed on an inactive status.  The PAC will be listed as the contact for that area. At which time all efforts have been exhausted to re-organize the chapter, a final Form A105, Annual Financial Report of Alumnae Chapters, will be sent to the treasurer of that particular chapter.  All remaining monies should be donated to a collegiate chapter or to the Alpha Chi Omega Foundation.  This should be indicated on the Form A105 and returned to Headquarters indicating a zero balance.  
SECTION II

_______________

GOAL SETTING

Strong, successful and excellent are just a few of the words to describe chapters that have reached their full potential.  To do that, an alumnae chapter must provide for its members while meeting the expectations of the Fraternity.  Your success and that of your alumnae chapter depends on the ability of your team of officers to set goals and create a plan to achieve them.  

Here are some simple thoughts on goal setting and planning:

· Evaluate your Chapter.  Find out what your members want and need from the alumnae chapter experience by sending a survey with your newsletter. Then compile the responses during the summer and use them to plan for the coming year. It is important to plan events around the needs of all age groups. To implement meetings for different ages, separate meetings may need to be planned. Meet the needs of all age groups with various activities. 

· Use Award Criteria as a guide. Suggest that each officer create individual goals that will contribute to the chapters designated goals.  If you achieve the goals set forth in the awards criteria you will have an alumnae chapter that is healthy and active.

· Be Smart.  Goals should be specific, measurable, attainable and realistic.  Create a timeline and action plan for each goal and then assign duties.  Be sure to evaluate each goal from time to time, revising the goals or timetables if necessary.

· Re-evaluate.  At the end of the year, evaluate the chapter’s status.  Ask for feedback from members and make suggestions for future planning. You must adjust schedules to the working and family schedules of the women in your chapter. 

____________________________

MANAGING YOUR FINANCES

Proper financial management is a must for any alumnae chapter. While managing the finances is primarily the treasurer’s responsibility, each officer must adhere to her budget and keep accurate records of her expenditures.  Sound financial management begins with written policies.  The alumnae chapter should address the following points:

Income:  What are the sources?  Examples are dues, interest from   bank accounts, and money from fundraising.


Fiscal Year:  The fiscal year runs from August 1 to July 31. 

Budget:  Are funds allocated for all anticipated expenses?  The budget should state the purposes and programs for which the funds will be used, such as operational expenses for officers, operational expenses for programs and activities, travel expenses for state or national meetings and miscellaneous expenses. Money should also be budgeted for convention costs.   

Authorization:  
· Who is allowed to collect or disburse funds?  A procedure for depositing and writing checks should be outlined. 

Alpha Chi Omega policy requires two signatures appear on all checks. If two signers on a check is inconvenient due to geography (virtual chapters; chapters covering large geographic areas) than we recommend that one non-signer review the bank account and check register on a regular basis.

· How many people are authorized to sign on the account?  We recommend that the chapter has two or three signers on an account.  Three is preferable.  Having more than one authorized signer ensures that in the unfortunate event that one of the signers becomes incapable of signing, there are still others who have access to the account.
Bookkeeping:  How will expenses be recorded and will they be itemized?  By organizing income according to sources and expenses, and officer or program area, you’ll develop an idea of where money should be allocated and whether expenses must be minimized. 

Transparency: What is the money being spent on?  The treasurer should provide a report of income and expenses at monthly meetings, in written communications to members, or as otherwise determined by the chapter.  Regular reporting of expenses will ensure that everyone knows how the chapter’s money is being spent.
__________________________________________

KEEPING IN TOUCH WITH YOUR MEMBERS

NEWSLETTERS

Whether you send by mail or electronically, a one-page list of announcements or a full newsletter, this resource is a key link between your alumnae chapter and its members.  It provides a forum for announcing activities, acknowledging members’ contributions and keeping members informed.  A newsletter can also serve as a recruitment tool. Try sending mailings to all local alumnae at least once a year.  An eye-catching newsletter can help convince an inactive alumna to participate. 

Tips:

· Create a format and use it to inform about activities and programs.

· Include a section on collegiate chapter news.

· Include a “personals” section for news about members.

· Create a chapter web site.

· Send or e-mail a copy of your newsletter to your Province Alumnae Chair and the Lifetime Engagement Department.

TELEPHONING
A calling committee is an effective communication tool. Callers can be used simply to remind members of upcoming activities and to reach inactive alumnae. A personal call can be very persuasive.

Tips:  

· Assign callers to contact members of their own chapters.

· Match callers and alumnae by age or geographic location.

· Place calls to remind members of upcoming events approximately two weeks prior.

MEMBERSHIP DIRECTORIES
A directory or yearbook can be more than just a list of names and addresses.  Use the directory to publicize your calendar, officers and budget, provide members job information for networking purposes and educate members on the ((( Foundation, Fraternity officers and history. 
Tips:

‑
Include a “yellow pages” section so alumnae can advertise their 
professional service for a small fee.

‑
Identify dues-paying members with an asterisk if the book includes all alumnae in the area.

E-MAIL 

E-mail is the easiest mode of communication!  Preparing a database of e-mail addresses for your members allows you easy access to all information and announcements for your members. This is an important resource, especially for the younger members of your chapter. Please be sure to update all e-mail addresses to headquarters so that we can keep our database current.  

WEB SITES

Some alumnae chapters have also created web sites offering easy access for their members.  The Lifetime Engagement Technology Specialist team has created a free website template for you to use on Weebly. Weebly is a free website building tool that allows you to create pages, embed video, post photos, gather information, upload documents, collect event reservations, and so much more.  
Remember that there are privacy concerns on websites.  Be wary of putting certain sensitive information on your website, such as personal telephone numbers and directions to women’s homes.
FACEBOOK

This free social networking site can be a great way of reaching out and staying connected.  You can use Facebook to make contact with a woman who may or may not have a valid email address listed with Headquarters. Best of all, it is FREE!
Tips:

· Your first step on Facebook should be to join the official Alpha Chi Omega Facebook page at http://www.facebook.com/alphachiomegahq 

· Facebook might also help you to find updated contact information for women who have bad or outdated information. You can typically search for someone by name.  

· Once you find someone, you can send a message through Facebook to the woman.  Ask if she is an Alpha Chi Omega from _____ College/University, and let her know why you are trying to contact her. 
LinkedIn: 

Tens of millions of people use LinkedIn to reconnect with friends and colleagues, discover job opportunities and talk with experts in any industry. Becoming a member of Alpha Chi Omega's LinkedIn page is a great way to keep in touch with Alpha Chi Omega, establish new relationships with members and take part in relevant discussions.
Contact us if your chapter has a web site. We will link you to the 

Headquarters web site, www.alphachiomega.org.
____________________________

TIME MANAGEMENT

The Fraternity realizes that alumnae officers are generally involved in multiple activities.  Whatever you as an officer can contribute is greatly appreciated.  The following tips are meant to help you fit Alpha Chi Omega responsibilities into your busy schedule.

Learning to manage time is sometimes difficult but it is a critical aspect of good planning and organization.  Once you have set alumnae chapter goals and determined what must be done to accomplish them, you then can fit each task into your schedule.  

To keep yourself enthusiastic and on target consider the following:

· Set priorities and deadlines.  Review the alumnae chapter president monthly calendar and decide what must be done by you or delegated to others.  

· Write it down.  Create a “to do” list each week and rank the tasks in order of importance.  

· Delegate. It is important to get help from other members of your chapter. Sharing responsibilities includes letting others represent the chapter.  

· Just say no.  Be selective about each project your chapter takes on.  Will it contribute to reaching your chapters goals? If not, you may find the time could be put to better use.  

_____________________________

TIPS FOR MEETING SUCCESS

((( sisters appreciate efficiently conducted meetings.  The following are suggestions that might help your meeting progress smoothly. Once again, you must adjust to the needs of your chapter. 

· Plan ahead. Schedule meetings in advance at a convenient time. Take into account the women working in the home and outside of the home.

· Use “Roberts Rules of Order” - This is a good tool for parliamentary procedure.  

· Keep it short and sweet.  Everyone appreciates a short, informative and concise meeting.  

· Set an agenda.  The basic format should be the same for each meeting

· Call to order

· Opening ritual 

· Information from president

· Reading of minutes from previous meeting

· Treasurer’s report

· Correspondence and announcements

· Other officer reports

· Reports of committees

· Unfinished business

· Adjournment 

· Program (if any)

· Take minutes. This is an excellent tool to keep track of the events of your chapter.  Use your minutes to keep your PAC informed also. It would be a good idea to send her a copy of your minutes.    

________________________

IDENTIFYING MEMBERS

The main ingredient of a successful alumnae chapter is an active body of members. To keep the interest of current members and attract new ones, an alumnae chapter must develop activities and programs to meet all members’ needs. Accomplishing this takes planning since members will vary in age, geographic location, level of interest and working situation.  Consider the various stages through which each Alpha Chi member passes and plan events accordingly.   

Future Alumna

The future alumna, or collegian, may first be exposed to alumnae chapter membership through her hometown or through the chapter that supports her university.  It is important for the collegians to see an active alumnae chapter and what it has to offer so that when she moves she can seek out a chapter of her own. 

New Alumna

Each year approximately 3,000 collegians become alumnae.  The graduating seniors are given packets with information on contacting alumnae chapters in an area where they may be locating. Attending the local collegiate chapter’s Hall of Commitment is a great way of networking.

Newly Relocated Alumna

For each alumna that leaves your area, another will move in. Contact Headquarters for an updated listing of alumnae in your area. This can be mailed to you or e-mailed via excel spreadsheet.   

Employed Alumna

Many working women join alumnae chapters to form friendships that are non-work related. Although her time is limited, a working alumna may be willing to use her business and organization skills for the chapter’s benefit. 

At Home Alumna
Those at home are juggling schedules that include many volunteer activities. It is important to make our events appealing so that they will make ((( a priority. 

Long-time Alumna
Senior members are an important part of your chapter. They provide continuity, history and commitment. Reduced dues or transportation to meetings and events are thoughtful benefits for these members.   

SECTION III
__________

FORMS
Alpha Chi Omega Forms*
Form A/C5-R
Request for Reinstatement 
Form A37
Petition to Become an Alumnae Chapter with Instructions

Form A38-B
Alumna Initiate Application
Form A39……………Alumna Initiate Verification Form

Form A55
Dues/Fees Invoice due in March
Form A/C62
Recruitment Information Form

Form A68
Report of Alumnae Chapter Officers 
Form A84
75 Year Member Verification Form

Form A85
50 Year Pin Order Form

Form A87……………25 Year Pin Order Form  

Form A88
60 Year Pin Order Form

Form A86
Alumnae Geographic Directory Request Form 
Form F96
Chapter Contributions to ((( Foundation

Form A105
Annual Financial Report of Alumnae Chapters
Form AC 120
Supply Order Form – use to order supplies from Headquarters

Form A129
Information Update for Membership Records

Form A165
Alumnae Chapter Annual Report ‑ President's Questionnaire-due Aug 31
SECTION IV

___________________________
SUPPLIES AND MATERIALS
You may obtain supplies by completing Form AC120, Supply Order Form and returning it to Headquarters via fax, email, or mail.  This form can be found online at www.alphachiomega.org or you may request a form by contacting Gina Fox by email at gfox@alphachiomega.org.  An invoice is submitted to the treasurer for the amount of the items requested and payment is expected within 30 days.
The following resources are available from Headquarters:
· Manuals
· Ceremonies of (((
· Songbook
· Ritual

· Jewelry
· 25, 50, 60, and 75- year pins
· Lyre charm for past president of alumnae chapter
· General Supplies
· Bond (wallet sized)
· The Symphony (5 x 7 suitable for framing)
· Music
· Let Us Sing to Alpha Chi Omega
· Music for The Ritual
SECTION V

________________________
HEADQUARTERS STAFF
A full time professional staff is responsible for operations at ((( Headquarters. 

Lifetime Engagement

Alumnae services are coordinated through the Lifetime Engagement Department.  The Lifetime Engagement Department is staffed by the Director of Lifetime Engagement, the Assistant Director of Lifetime Engagement, the Lifetime Engagement Coordinator and the Ritual Coordinator/Archivist.  The Assistant Director is the Headquarters contact for alumnae chapters and Province Alumnae Chairs.  Services coordinated by the Department include: member anniversary recognition (50-year, 60-year and 75-year members); alumnae and alumnae chapter awards processes; alumnae communication; alumna initiate program; province officer elections and training; volunteer appreciation, placement and training; ritual assistance, and questions regarding the history of Alpha Chi Omega.  The Department also coordinates the Life Loyal program and other member engagement programs.
Collegiate Experience
The Collegiate Experience Department works with the collegiate chapters.  Contact the Collegiate Experience Department for questions pertaining to recruitment; chapter advisors and advisory boards; Province Collegiate Chairs; and any collegiate chapter related question.

Marketing

Submissions for the Lyre are directed to our Marketing Department.  Contact Whitney Reuschling with your Lyre submissions at wreuschling@alphachiomega.org.  Submissions for our web site may be made to Courtenay Bogers, cbogers@alphachiomega.org.
______________________________________
LIFETIME ENGAGEMENT VOLUNTEERS
The Lifetime Engagement department has a full team of excited volunteers who are ready to help with your alumnae chapter needs. Below is a listing of Lifetime Engagement specialty volunteer teams. 
Director of Lifetime Engagement Volunteers

This volunteer position oversees all the Lifetime Engagement specialty volunteer teams and members. 

Alumnae Resource Specialists

This volunteer group specializes in brainstorming programming ideas, researching recruitment and retention techniques, and creating new resources to offer to our alumnae members. 

Alumnae Technology Specialists

This volunteer group can assist alumnae chapters with creating websites, setting up PayPal accounts, and increasing social networking. 

Alumnae Ritual Specialists
This volunteer group can assist alumnae chapters in incorporating ritual into alumnae chapter activities, planning ceremonies, and helping chapters understand the history and traditions of Alpha Chi Omega. 
Additional Lifetime Engagement Volunteers

· Volunteer Management Team: Assist the Lifetime Engagement Staff with the placement, on going training, and evaluation of Alpha Chi Omega volunteers. This team includes a Volunteer Placement Coordinator and a Volunteer Education and Appreciation Coordinator. 
· National Alumnae Initiate Panel Members: a volunteer team who accesses all potential new alumnae members interested in obtaining membership in Alpha Chi Omega
· Alumnae Educators: a group of volunteers who guide all alumnae initiate candidates through a thorough education on the history and values of Alpha Chi Omega. 

___________________________________________________________

DIRECTOR OF PROVINCE ALUMNAE CHAIRS (DPACs) and PAC

The Director of Province Alumnae Chair oversees and manages the Province Alumnae Chair (PAC) and works closely with the Lifetime Engagement Department.  All PAC's are divided among regions of the country. Each PAC has a specific state or states that she is responsible for. The state may have several alumnae chapters. 

The Province Alumnae Chair (PAC) is a direct connection to the National Fraternity and your number one resource.  She is responsible for guiding your chapter’s progress by offering support and inspiration, programming ideas, answering questions regarding Fraternity policy and procedure and providing assistance as needed. 

Good communication with your PAC is important. She must be informed of your chapter events and progress. Ask her for guidance when needed. Any correspondence should be copied for the PAC as well as the Assistant Director of Lifetime Engagement at headquarters.  If you have questions about Alpha Chi Omega policy, your PAC can help you interpret information in all of our governing documents.  

The Province Collegiate Chair (PCC), the PAC’s counterpart, fulfills a similar role for the collegiate chapters. 

If you need additional assistance you may also contact the Lifetime Engagement Department at Headquarters.  
____________________
NATIONAL COUNCIL

The National Council, composed of six elected members, is responsible for guiding the activities of the National Fraternity. Council members gather periodically each year to set Fraternity policy, monitor progress of collegiate and alumnae chapters and set goals and plans to provide for long term growth.  The council must address myriad issues that affect not only Alpha Chi Omega, but all fraternal organizations.
SECTION VI

_________

AWARDS

Chapter Awards:

Awards recognizing alumnae chapters are presented by the National Council upon recommendation of an awards committee. Nomination forms are mailed to alumnae chapter presidents from Headquarters during CONVENTION YEARS ONLY.  Due dates for awards will be listed for that particular year.  Chapters may submit nominations for as many awards for which they qualify. In order to apply, every chapter must first meet the criteria of the Carnation Criteria Award. This is the basic criteria for every chapter to be considered in “good standing.”

According to Alpha Chi Omega’s Policies and Procedures:

A7
Good Standing

An alumnae chapter is considered in good standing if it meets the following criteria:  

[1]
Has a name. 

[2]
Holds one meeting per year. 

[3]
Adopts bylaws and submits a current copy to Alpha Chi Omega Headquarters. 

[4]
Elects officers as set forth in its bylaws. 

[5]
Has no financial indebtedness to the National Fraternity on May 1 prior to a National Convention. 

[6]
Submits the annual financial report to Alpha Chi Omega Headquarters by the deadline.

[7]    Fulfills the proper IRS filling requirements by submitting a 990 e-postcard each year
National Council may authorize new recognition or may change certain criteria with an award.  Changes or corrections will be sent to the president.   

Carnation Criteria Certificate: 
1.
Chapter has a current Form A68, Report of Alumnae Chapter Officers, on file 


at Headquarters 

2.
Chapter has a current Form A105, Annual Financial Report of Alumnae Chapters, on file at Headquarters and received by due date, October 31.

3.
Chapter has submitted, Form A55, Annual Report of National Convention Fees & 

Administration Fees, for the current fiscal year 
4.
Chapter has a current set of bylaws on file. (Keep updated)

5.
Chapter maintains good communication with Province Alumnae Chair by visits, newsletters, state days, reports etc.  Headquarters will request this information from the PAC.

6.
Chapter has held one meeting per year. Headquarters will request this information from the PAC.

Individual Awards

Each year Alpha Chi Omega awards a Young Alumnae Appreciation Award and an Alumnae Appreciation Award to an outstanding Alpha Chi Omega alumnae member who has shared their time and talents with Alpha Chi Omega.  

· Young Alumna Appreciation Award: This award recognizes an alumna for outstanding service to Alpha Chi Omega by a young woman who has been initiated in the past 12 years. Nominees should have given outstanding service to Alpha Chi Omega on the local level, in several of the following areas: member of a collegiate chapter advisory board, member of a collegiate chapter house corporation or property management team, officer of an alumnae chapter, actively involved in support of a collegiate chapter, altruistic project, and/or in community activities in the name of Alpha Chi Omega, submits recruitment information for prospective members, and participates  in  the  alumnae  Panhellenic.

· Alumnae Appreciation Award: This award recognizes an alumna who has given many volunteer hours to Alpha Chi Omega faithfully and unselfishly through the years. Nominees should have provided sustained outstanding service to Alpha Chi Omega in areas such as collegiate house corporation or property management team, advisory board, recruitment assistance, alumnae chapter leadership and participation, or community involvement in the name of Alpha Chi Omega.

SECTION VII

____________________________
Alpha Chi Omega Foundation

What is the Alpha Chi Omega Foundation?

The Alpha Chi Omega Foundation, Inc. is the Fraternity’s primary philanthropy and is a tax-exempt 501(c)(3) organization.  Its objective is to support the Fraternity’s mission of providing lifetime opportunities for friendship, leadership, learning and service for Alpha Chi Omegas by raising and distributing funds for charitable and educational grants.  Twelve Alpha Chi Omegas comprise the Foundation’s Board of Trustees—they work to further the Foundation’s mission by increasing its resources and managing its assets.

How and when was the Foundation created?

The Foundation was created by a vote of the delegates at the 1978 National Convention, then incorporated as a separate organization in early 1979.

How does the Foundation raise money?

The Foundation receives gifts from Alpha Chi Omegas, their families and friends, collegiate and alumnae chapters, and friends of the Fraternity.  Gifts, immediate or planned, may be directed to the annual fund, specific endowed funds, or the general endowment

Should my alumnae chapter donate to the Foundation?

Yes and it is strongly encouraged that each alumnae chapter make a yearly contribution to the Alpha Chi Omega Foundation. 

What is the Local Philanthropic Initiative Fund (LPI)?

The LPI Fund provides individuals and collegiate and alumnae chapters the opportunity to make gifts to local non-profit organizations, including local domestic violence awareness programs, via the Alpha Chi Omega Foundation. Gifts to the LPI Fund provide a unique way to support both our national philanthropy and other worthy causes in communities around the country, while also helping to enhance the Alpha Chi Omega experience for future generations.

What is the Olive Ribbon Club?

The Olive Ribbon Club recognizes alumnae through age 30 who gift at least $100 to the Foundation during the course of the fiscal year.  Because such a gift is a significant contribution at this time of life, members of the Olive Ribbon Club are considered major donors. 

Are gifts to the Foundation tax deductible?

Absolutely!  Gifts to the Alpha Chi Omega Foundation are tax deductible to the extent allowable by law. 
Who benefits from the Foundation?

Grants are made to the Alpha Chi Omega Fraternity for education and training programs for collegiate and alumnae members.  Scholarships, fellowships, and other education-related grants are awarded annually to members.  Member assistance and Love & Loyalty grants are awarded on an as-needed basis.  

Did you know the Alpha Chi Omega Foundation currently supports the following programs?

Alpha Chi Omega Leadership Academy

Alpha Chi Omega’s Global Service Initiative 

Alpha Chi Omega InTune

Alcohol Skills Training Prevention 

Kristin’s Story

MacDowell Colony

Support of Educational Leadership Consultant Program 

Volunteer training

MyJourney education and life-skills program

Support for victims of Domestic Violence

Support of Alpha Chi Omega’s in need

Scholarships and educational grants for members

SECTION VIII

______________________

Alumna Initiate Program

An alumna initiate is a woman who did not have a Greek experience as a collegian, but wishes to become a member of Alpha Chi Omega as an alumna.   An Alumna initiate is often a woman who has served Alpha Chi Omega or knows Alpha Chi Omega members, even though she isn’t a member.  She may be a house director with a long tenure of service or a beloved faculty advisor or administrator.  She is a woman who embraces the mission of Alpha Chi Omega and is representative of the values for which our organization stands.

Alpha Chi Omega’s Policies – Alumna Initiation

According to Alpha Chi Omega’s Heritage Document:

The Heritage of Alpha Chi Omega Fraternity states:  “A woman of good educational background and well respected in her community may be elected to membership in the Fraternity; by a two-thirds [2/3] vote of a collegiate chapter, OR  approval of the alumnae chapter, if any, in her community;  OR approval of a group of alumnae as defined/ sanctioned by the National Council AND by the National Alumna Initiate Panel. Candidates who are elected to membership as an alumna meet the membership standards of the National Fraternity.”
Approval Process

When a potential alumnae member (PAM) is identified for alumna initiate status, contact the Lifetime Engagement Department at Headquarters.  Every PAM must have a sponsor, who is a member of Alpha Chi Omega in good standing.  The PAM will be asked to submit the Alumna Initiate Application.  The sponsor will be asked to provide documentation of the approval of either the collegiate or the alumnae chapter or group supporting the PAM’s candidacy for initiation.  Once the application and the documentation of approval are received, Headquarters will notify the National Alumna Initiate Panel (NAIP) of the PAM.  The NAIP will contact the PAM for an interview.  The NAIP approves the PAM for initiation and notifies Headquarters of the approval.  Once approved, Headquarters will send the PAM an invitation to membership, which will include the benefits and responsibility of membership and the financial responsibility of membership, including the National Alumna Initiate Fee.  The PAM will return a signed Membership Acceptance form along with the Initiation fee and badge order to Headquarters.  Once those materials are received, the PAM will participate in the education process. 

If the PAM is not approved by the NAIP, the candidate will be notified by letter.

Education Process – 

The potential alumna members (PAM) will receive educational materials from Headquarters.  The educational materials, or Alumna Initiate Education Packet, includes a new member book, Alpha Chi song CD, current copy of The Lyre, a welcome letter, and Foundation materials.  The NAIP will contact an alumna educator and provide her with contact information for the candidate.  The alumna educator will contact the PAM to introduce herself and schedule times for upcoming education sessions.  The sessions will include a review of the new member book as well as Alpha Chi history and personal stories from the educator and guest speakers.  Once the materials in the new member book have been covered, the alumna educator will let the NAIP know that the PAM is ready for the Initiation Exam.  The PAM is then ready for initiation!  The length of the education process may take anywhere from 2- 4 months, depending on the availability of the PAM for the education sessions.

Expenses

The PAM pays the alumna initiate fee of $100 and orders and pays for her badge when she accepts the offer of membership.  Badge costs start at $130.
After Initiation

Once the PAM has been initiated, the alumna verification form must be returned by the sponsor to Headquarters so that the bond number can be assigned to the new initiate. 

The local alumnae and collegiate chapters should take every opportunity to include the new alumna initiate in alumnae activities or to utilize her talents for support of the collegiate chapter. 

FAQs

What is the National Alumna Initiate Panel?

The NAIP is composed of five members, including a chair.  The chair is chosen by the members of the panel.  NAIP members serve a term of two years and may serve two consecutive terms.  The Panel is appointed by the National Council. The NAIP reviews and interviews PAMs. The Panel also will ensure that the educational process is completed by each PAM. 

If you have any questions regarding the Alumna Initiate Program, please feel free to contact the Lifetime Engagement Department by email at kkissinger@alphachiomega.org or by phone at 317-579-5050.


SECTION IX

LIFE LOYAL ALPHA CHI OMEGA

Life Loyal  is a program that was developed to provide enhanced services to members and to recognize Alpha Chi Omegas who support the Fraternity financially. Alpha Chi Omega wants to preserve our competitive edge and always be able to meet the financial needs of the fraternity.  The Life Loyal program is designed, now and forever, to be able to address the most critical need as determined by our leadership and meet that need—now and into perpetuity.  The Lyre is the most critical need now—to enhance our communication vehicle and reach the people most interested in receiving this communication piece.  A large portion of the money received for membership will go into an account to fund the future of The Lyre. Alpha Chi Omega plans to add extra pages and do more feature stories that will educate, entertain and inspire readers. We know it will be worth the investment to enhance our publication creating a communication vehicle more in tune with the needs of our members in today’s world.

There are many benefits to being a Life Loyal Alpha Chi Omega.  The most important benefit of all is that members will forever stay connected to the events and activities of Alpha Chi Omega. Also, members will receive: 

· An artfully crafted Life Loyal  lapel pin.

· A wallet card to identify them as a Life Loyal AXO member.

· Lifetime subscription to The Lyre. 

· Free gift upon joining Life Loyal Alpha Chi Omega

· Discounts from a variety of partners (rental cars, travel packages, flowers, hotels, etc.) We are building partnerships at this time and will add to them in the future. 

· Pride in knowing they are supporting the ideals, values and growth of Alpha Chi Omega. 

Learn more about the Life Loyal program by visiting the Alpha Chi Omega web site or contact the Lifetime Engagement Department at Headquarters at 317-579-5050.
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