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VICE PRESIDENT OF MEMBERSHIP

OFFICER GUIDE

WELCOME TO THE 

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-at-
large 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

VICE PRESIDENT OF MEMBERSHIP
As many other chapter officers do in their respective program areas, the vice president of membership is an advocate 
for the needs and wants of members. The vice president of membership engages with everyone in the chapter and 
enjoys doing so. As membership ebbs and flows, recruitment and retention are areas of special interest in which this 
officer will become an expert. Strong time management and project management skills are key in this position to 
manage membership programming and requirements with the flexibility to adapt to challenges and circumstances 
that may arise. This officer works to resolve conflict by creating an open and candid environment that fosters 
diversity and encourages members to work through problems, helping the chapter grow through adversity.

TRAITS OF BEING A SUCCESSFUL VICE PRESIDENT OF MEMBERSHIP 

DETAIL-ORIENTED ADAPTABLE

ADVANCED ON-GOING PLANNING TIME MANAGEMENT ORGANIZATIONAL SKILLS BUILDER OF STRATEGIC 
RELATIONSHIPS

PROJECT OVERSIGHT & 
MANAGEMENT

STRONG COMMUNICATOR DELEGATION FORESIGHT
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THE BASICS OF BECOMING THE 

VICE PRESIDENT OF MEMBERSHIP
A vice president of membership is a powerhouse of fellowship within the chapter due to their involvement with all 
audiences - the executive committee, chapter advisors, pledges and new members and their active counterparts. The 
duties included in this position allow for personal development, in addition to opportunities to learn more about 
how to handle people and situations well. This officer is tasked with keeping communication consistent so that 
all members are knowledgeable about who is involved and in what, and have built relationships with many, if not 
all, members. This officer must have a wide scope of operational knowledge when it comes to the chapter – from 
reporting to recruitment and retention – which is why many chapters consider the vice president of membership to 
be the right-hand person to the president. This position is key to creating and implementing a membership program 
that sustains a strong chapter size that allows for a more significant impact through service.

TOP FIVE ESSENTIAL JOB FUNCTIONS

DEVELOP AND IMPLEMENT RECRUITMENT AND RETENTION PROGRAMS THAT STIMULATE MEMBERSHIP GROWTH 

MAINTAIN ACCURATE MEMBERSHIP RECORDS THROUGH CONSISTENT AND TIMELY REPORTING 

COLLABORATE WITH THE PLEDGE OR NEW MEMBER EDUCATOR TO PROVIDE EDUCATION THAT CULTIVATES ENGAGED ACTIVE MEMBERS

BUILD SHARED CONNECTIONS ON A CHAPTER, SECTIONAL, REGIONAL AND NATIONAL LEVEL

RESOLVES CONFLICT BY CREATING AN OPEN AND CANDID ENVIRONMENT THAT FOSTERS DIVERSITY AND INCLUSION 

1.

2.

3.

4.

5.

The National Bylaws and chapter bylaws are critical tools to utilize and understand, along with other methods of 
membership management. Chapter bylaws should describe requirements for each membership type, including pledge 
or new members. Describing those requirements and expectations sets the foundation for involvement and provides 
consistency from year to year unless changes are otherwise made. 

If the chapter doesn’t currently have membership requirements outlined in their bylaws, which is an essential element 
of any set of bylaws, begin working with the chapter president to draw up the appropriate documentation need to 
propose the addition to the chapter. 
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ON-GOING

ENGAGEMENT
As vice president of membership, it’s vital to dedicate the time and energy to develop and implement an on-going 
recruitment plan that promotes chapter growth and strives to improve member diversity and inclusion. Recruitment 
season is a time for the chapter to show off its strengths and expand operations by bringing new ideas into the mix, 
courtesy of incoming new members. An on-going recruitment plan is one where recruitment certainly happens at the 
beginning of each semester, however, it also happens on a regular basis throughout the school year, to broaden the 
chapter’s network on campus and in the community. On-going recruitment events are events hosted by the chapter 
for all students to drop by, learn about the Fraternity and enjoy a communal activity like a local service event or game 
night. Consider the following questions when building the chapter’s ongoing recruitment program:

HOW IS THE CHAPTER CURRENTLY PERCEIVED ON CAMPUS? HOW WOULD THE CHAPTER LIKE TO BE PERCEIVED ON CAMPUS?

ARE THERE ANY RECRUITMENT GUIDELINES ON CAMPUS WHICH THE CHAPTER MUST ADHERE TO SUCH AS WHERE EVENTS CAN TAKE 
PLACE AND WHEN?

WHAT EVENTS CAN BE HOSTED BY THE CHAPTER TO PROMOTE APO AND THE DEVELOPMENT OF CAMPUS AND COMMUNITY LEADERS?

HOW CAN THE CHAPTER SET ITSELF APART FROM OTHER GREEK OR STUDENT ORGANIZATIONS?

WHAT ARE SOME TANGIBLE GOALS THE CHAPTER CAN STRIVE TO ACHIEVE THROUGH MEMBER RECRUITMENT?

?

?

?

?

?

Ensure the entire chapter understands their role in recruitment and how each members’ effort is necessary to continue 
chapter growth. No matter a member’s level of involvement, everyone can play a role in recruitment by participating in 
planning, promoting events and showing the spirit of fellowship that welcomes potential new members! Investment in 
the recruitment process is investment in the sustainability of the chapter for years to come. 

VIEW RECRUITMENT TIPS, TRICKS AND IDEAS ONLINE. 

Membership growth is an important element to chapter development, and it takes preparation and organization to 
be sure membership is consistently growing. Monitoring growth through tracking membership to recognize growth 

spurts, stagnation and declination is essential and can be done through basic spreadsheets or other tracking 
software. Tracking membership requirements alongside membership trends is also useful for members to know 

whether they’re completing the bare minimum or going above and beyond expectations. 
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ON-GOING

ENGAGEMENT
While requirements are being tracked, be mindful and observant of how members are participating in and engaging 
with programs. The observations should be deconstructed and utilized as a tool for building a strong and successful 
retention program. Retention is an ongoing process of keeping members connected and engaged in the chapter 
and Fraternity. The vice president of membership should be leading conversations to address and plan out how 
to improve retention within the chapter – all audiences included. Having a strong retention plan means that the 
chapter will be prepared to help members prioritize APO as part of their everyday lives and work towards total 
involvement with pledges or new members, active members and alumni alike. When building a retention plan, 
consider the evolution of each audience within the chapter:

• PLEDGES OR NEW MEMBERS AS THEY TRANSITION TO ACTIVE MEMBERSHIP
• ACTIVE MEMBERS AS THEY GROW INCREASINGLY BUSY THROUGHOUT THEIR COLLEGE CAREER
• CHAPTER OFFICERS AS THEY NAVIGATE THEIR LEADERSHIP PATH AND THEIR MEMBER EXPERIENCE AFTER THEIR TERM ENDS
• ALUMNI MEMBERS AS THEY CONTINUE THEIR APO JOURNEY BEYOND COLLEGE

To best support the chapter, this officer must advocate for the wants and needs of all chapter members through 
effective programming, efficient chapter operations and an approachable chapter environment. Teamwork is an 
essential for those reasons. From a simple “hello” to a stranger on campus or extensive planning of the next best 
fellowship event, the vice president of membership plays an active role in helping members create more shared 
connections to make the world a better place

SUPPORT

A vice president of membership is one officer on a team of many. Throughout general operations - like establishing a 
recruitment and retention plan - it’s important to keep the team in mind. Although this officer is often credited with 
the establishment of membership programming, they usually have a team of members helping create and achieve 
membership goals. This officer should be comfortable or grow comfortable with assigning tasks to other members 
who are able and willing to serve in the given capacity. Delegation allows more leaders to get involved, and also 
gives  officers more time to focus on the big picture and avoid burnout by taking on all responsibilities. Through 
delegation, officers can capitalize on the leadership abilities of brothers, so take advantage of the best resources a 
chapter can find – members!
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OFFICER

TRANSITION
No matter the program or plan set in place, consistency and longevity of a chapter depends heavily on the effectiveness 
and efficiency of an officer transition program. Whether it be event notes or an officer binder, the ins and outs of an 
officer role should be passed down – including the knowledge that expands beyond a notebook. Consider this guide a 
starting point and check out more in the Officer Transition Plan!

(ADVISORY) COMMITTEE CONNECTIONS: 

Connecting with the faculty/staff advisors is a great utilization of local resources. They’re capable of having progressive 
conversations about diversity and inclusion and can answer or direct questions and comments about recruitment guidelines 
to the right office on campus. A scouting and youth services advisor can serve as a channel to assist with on-boarding pre-

collegiate students as they approach their collegiate career. It’s never too early to spread the word!

Delta Sigma Chapter at the University of Connecticut
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REPORTING IN

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 the 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 Officer Portal should utilize the platform to best support the chapter and review forms, 
information and resources. For the vice president of membership, Officer Portal is where membership management 
takes place. New member classes, initiate classes and general roster changes should be submitted consistently and 
accurately to maintain a true reflection of the chapter’s membership. If there is uncertainty for how submissions can be 
made, Officer Portal is host to an abundance of how-to guides and videos to support officers in their duties. 

The vice president of membership is responsible for completing the tasks on Officer Portal listed below: 

FORMS WITH DEADLINES
• Submit Pledge Program of Excellence (PPOE) checklist
• Upload Annual Chapter Evaluation
• Submit Chapter Assessment and Planning Session report
• Submit Chapter Action Plan/SMART Goal report

OTHER FORMS
• Reporting graduates, associate members, inactive members
• Update chapter information
• Membership Transfer form
• Honorary Membership application
• No Ritual Ceremony report 

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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UNDERSTANDING

MEMBERSHIP DUES
PLEDGE OR NEW MEMBERS

Due within 10 business days of the pledge or new member ceremony
• Total Due: $31 ($25 Pledge Fee and $6 Insurance Fee)

Due within 10 business days of the initiation ceremony
• Total Due: $35 

Fall Semester (Due November 15)
• Total Due: $20 ($14.50 Active Dues, $1.50 Region Dues, $1 Section Dues, $3 Insurance Fee)
Spring Semester (Due April 15)
• Total Due: $20 ($14.50 Active Dues, $1.50 Region Dues, $1 Section Dues, $3 Insurance Fee)

NOTE: Students who pledge and initiate in the fall semester will not be charged for insurance at the time of the spring charter reaffirmation since an 
insurance fee would have already been paid for the year. Per the National Bylaws, the insurance fee is set each year by the Board of Directors on or before 
August 1, not to exceed $7 per year, per student. 

Fall Semester (Due November 15)
• Total Due: $3 Insurance Fee
Spring Semester (Due April 15)
• Total Due: $3 Insurance Fee

• Total Due: $17 ($14.50 Active Dues, $1.50 Region Dues, $1 Section Dues)

• Total Due: $20 ($14.50 Active Dues, $1.50 Region Dues, $1 Section Dues, $3 Insurance Fee)

INITIATES

ACTIVE MEMBERS

ASSOCIATE MEMBERS

RETURNING ASSOCIATES

RETURNING ALUMNI
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OFFICER GUIDE

CONCLUSION
The vice president of membership should find joy in connecting brothers to each other and encouraging brothers 
to take full advantage of their membership within the chapter. By listening to the voices of the brotherhood, a vice 
president of membership can keep the executive committee informed on what the chapter wants and expects, and 
then explain reasoning and logic behind executive committee decisions to the chapter. Through this exchange, the 
chapter can be confident that their interests are being represented properly to the rest of the executive committee. This 
officer knows how to communicate and does it well, creating an environment that lends itself to open conversations 
and honesty. Thinking about the future of the chapter and its success, the vice president of membership can build 
strategic relationships to expand the chapter’s sphere of influence and create and implement programs that may be used 
within the chapter for years to come. Be courageous and lead the charge in consistently promoting Alpha Phi Omega, 
encouraging others to do the same. 

NEXT LEVEL SUGGESTION

It’s important for pledges and new members to feel that their recruitment experiences align with what is expected of them 
during their active membership. If the recruitment plan includes solely service events, the inclusion of fellowship and 

leadership events during active membership may be unexpected or unwelcome. As a chapter officer, work to increase diversity 
across all metrics so that every member feels they are participating in a meaningful way within the chapter. This means 

hosting leadership, fellowship and service events during recruitment season, all of which are mirrored throughout the rest of 
the term. Recruitment diversity shows the chapter recognizes the needs and desires of chapter members, and actively works to 
update programming to match the expectations of members. Often that means getting out of the chapter’s comfort zone, but 

the diversity brought back to the chapter will benefit everyone! 

Chapter and National Bylaws
Planning for 2019-2020 Academic Year

An Introduction to Alpha Phi Omega
Recruitment Tips, Tricks, Ideas, etc. 

HELPFUL RESOURCES


