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Article I: Name 

The name of this chapter shall be Iota Nu Chapter of Alpha Phi International Fraternity Incorporated. 

Article II: Purpose 

The purpose of this chapter is the promotion of growth in character, of unity of feeling, of sisterly affection and of 
social communion among its members. And we who are thus united are under a solemn pledge to lend a helping 
hand to one another. 

Article III: Powers and Responsibilities 

Section 1: Powers 

Providing Iota Nu chapter is in good standing with the Fraternity, it shall have the powers provided in the Alpha Phi 
Constitution and Bylaws and the Policies & Procedures of Alpha Phi International Fraternity, Inc. 

Section 2: Responsibilities 

To remain in good standing with the Fraternity, Iota Nu chapter shall: 

Conduct itself in a manner that contributes to the welfare and good repute of the Fraternity by supporting and 
properly maintaining the standards of conduct befitting a chapter of the Fraternity; Abide by the Constitution and 
Bylaws, Ritual, and Policies & Procedures of Alpha Phi International Fraternity, Inc.; Cooperate with officers of the 
Fraternity; Meet all financial obligations; Remain in good standing with the university. 

Article IV: Bylaw Interpretation 

These bylaws and any future amendments thereof shall be consistent with and no less restrictive than the 
Constitution and Bylaws and Policies & Procedures of the Alpha Phi International Fraternity, Inc. and shall be in 
conformity with all other regulations and policies of the Fraternity. 

In any cases where there may be doubt concerning the meaning or effect of a provision of these bylaws, the question 
shall be referred to the Executive Council. The decision of the Executive Council, after consultation with the Bylaws 
Committee and the Chapter Advisor, shall be final and binding upon all members of this chapter. 

Article V: Amendments 

Section 1: Method of Amending 

Automatic 

 The bylaws shall be brought immediately into conformity with the changes in the Constitution and Bylaws, Policies 
& Procedures of the Alpha Phi International Fraternity, Inc., and directives issued by the International Executive 
Board. Such amendments shall be automatic and do not require a chapter vote. 

Chapter Vote  

The bylaws may be amended by two-thirds affirmative vote of the eligible members present at any chapter meeting, 
provided a quorum is present. 
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Section 2: Procedure for Amending by Chapter Vote 

The Bylaws Committee will follow the following steps annually: 

Proposing Amendments:  

The Bylaws Committee or any member of the chapter who is eligible to vote may propose amendments to the 
bylaws. Amendments proposed by members shall be in writing and sent to the Bylaws Committee. 

Review by Executive Council:  

All proposed amendments shall be presented by the Bylaws Committee to the Executive Council for review. 

Approval of Chapter Advisor:  

All proposed amendments shall be sent to the Chapter Advisor for approval. If a proposed amendment is not 
approved, it will not be considered by the chapter for action. 

Presentation to the Chapter:  

Proposed amendments approved by the Chapter Advisor shall be presented to the chapter by the Chair of the Bylaws 
Committee. This must occur at least one week prior to action by the chapter and a written copy given to the Director 
of Administration. 

Action by Chapter:  

The chapter may adopt, reject, or amend (pending approval of the Chapter Advisor) any proposed amendment. 

Record in Chapter Minutes:  

All adopted amendments shall be recorded in the official minutes by the Director of Administration. 

Corrected Copy of the Bylaws:  

Upon adoption of any amendment(s), the Vice Chair of the Bylaws Committee shall: Correct the official copy in the 
bylaws notebook and all other copies, noting the date of adoption beside each new or amended bylaw. Give a copy 
of adopted amendments to the Chapter Advisor. Distribute the amended bylaws to all members of the chapter. 

Article VI: Voting Requirements and Methods 

Section 1: Eligibility 

All initiated collegiate members not under: automatic suspension (30+ days past due on finances), probation, 
associate status, or otherwise restricted and who have met the scholastic requirements of the chapter during the 
preceding academic period, shall be eligible to vote. 

Members who are ineligible to vote are should still attend chapter meetings; when a vote is taken they will abstain 
from voting. If written ballots are utilized ineligible members will not be given a ballot. 

Section 2: Quorum 

In order to conduct substantive business like vote on motions, elect officers, or amend bylaws a quorum must be 
present. This chapter requires two-thirds of the members who are eligible to vote be present to constitute a quorum. 
If members leave the meeting before it is concluded and another vote is called, the chapter should ensure that 
quorum still exists. 

Section 3: Methods of Voting 

At all meetings, the vote on any question, unless otherwise provided in these bylaws, shall be conducted by: 
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For a vote conducted via voice:  

The Chapter President will say, “Those in favor of the motion say aye” and then says, “Those opposed, say no.” The 
Chapter President will judge whether more people called out “aye” or “no” and announce the result of the vote. 

For a vote conducted by show of hands:  

The Chapter President will say, “Those in favor of the motion raise their right hand. (pause) Lower your hands. 
Those opposed of the motion raise their right hand. (pause) Lower your hands.” Without actually counting, the 
Chapter President will judge whether more people raised their hands for the affirmative or the negative and 
announce the result of the vote. 

For a vote conducted by written secret ballot:  

The Chapter President will ask each member to cast her ballot. Ballots will be distributed by the Chaplain, Director 
of Administration, and Chapter Advisor to all members eligible to vote. The Marshall will collect the ballots from 
each member. The Chaplain, Director of Administration, and Chapter Advisor will count the ballots. If there is a tie 
between candidates, the Chapter President’s ballot will be used for the tie breaker. The Director of Administration 
will hand the Chapter President the outcome of the vote for her to announce. 

The chapter must use written secret ballots for: 

1. Election of officers to each office having more than one candidate; 2. Removal from office; 3. Controversial and 
disciplinary matters; 4. Petition for Visitation Hours in the chapter facility; 5. Other matters as determined by the 
Chapter President or membership. 

Article VII: Members 

Membership in Iota Nu chapter shall be comprised of new and initiated collegiate members in accordance with the 
Members section of the Policies & Procedures of the Alpha Phi International Fraternity, Inc. 

There are two general classifications of membership in Alpha Phi: collegian and alumna. The categories of each 
classification are listed below. Each classification carries with it responsibilities and privileges and is further 
described in the Policies & Procedures of the Alpha Phi International Fraternity, Inc. 

Section 1: Collegiate Member 
New Member: A member who has not yet been initiated into a collegiate chapter.  

Initiated Member: An initiated member who is affiliated with a collegiate chapter.  

Fifth-Year Members: If a full-time student has completed four academic years and wishes to remain affiliated with 
her collegiate chapter, such affiliation must be approved by both a majority vote of the chapter Executive Council 
and by the Chapter Advisor.  

Unaffiliated Member: An initiated member who is attending college but not affiliated with a collegiate chapter. 
Examples include, but are not limited to: 

1. A member who has temporarily left school;  
2. A member who has transferred to a college where there is no collegiate chapter of the Fraternity;  
3. A member who has transferred to a college where there is a chapter of the Fraternity, but has not affiliated 

with that chapter;  
4. A member who falls below full-time student requirements outlined by university or Chapter Bylaws.  

Associate Member: An initiated member who is granted this status is currently unable to actively participate in 
collegiate chapter affairs for extraordinary reasons. Unless otherwise authorized by the Chapter Advisor, only 
members who have completed at least two semesters, two trimesters, or three quarters as initiated collegiate 
members shall be eligible to petition for Associate Membership. Can only be granted by the Chapter Advisor by 
sending a written petition stating the reasons for her request and the areas in which she feels she can no longer 
participate. 
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For further information on Associate Membership, please see the Policies & Procedures of the Alpha Phi 
International Fraternity, Inc. 
Former members, both those who resigned and have had their membership terminated, may not attend social events 
of a collegiate chapter. 

Section 2: Alumna Member 
The Policies & Procedures of the Alpha Phi International Fraternity, Inc. defines an alumna member as: 

1. A member is automatically considered to be an alumna after she has completed four years of college;  
2. Collegiate members of the Fraternity who have permanently left college in good standing with the 
1. Fraternity;  
2. Collegiate members who have been granted alumnae status by the International Executive Board;  
3. Alumnae initiates;  
4. Graduate, married students, or students who have completed four academic years who cannot or do not 

wish to remain affiliated with their chapters;  
5. Alumnae members who return to college continue to be regarded as alumnae members. 

No alumna member has the right to vote in a collegiate chapter meeting. Only collegiate members of the chapter 
may attend the social events of the chapter. Alumnae may attend other collegiate events by invitation only. 

Section 3: Good Standing 

To maintain her position of good standing in Alpha Phi, each initiated and new member must: 

1. Comply with the Constitution and Bylaws and the Policies & Procedures of the Alpha Phi International 
Fraternity, Inc.;  

2. Comply with her chapter’s bylaws and House/Facility Rules;  
3. Maintain a satisfactory scholastic record 2.8 GPA. Members with GPAs below 2.79 for any semester will 

be asked to fulfill an academic program outlined by the Director of Scholarship and VP of Programming 
and Education each year. Members will abide by a Scholarship Contract to be signed at the beginning of 
each semester. This contract will be binding. VP of Programming and Education and Director of 
Scholarship have the right to change the scholarship contract each academic year. Academic contracts will 
be posted to at least one online communication system for the chapter. Members below the minimum 
standard GPA must meet with the Director of Scholarship and/or VP of Programming and Education before 
midterms of the next semester.  

4. Meet Fraternity and chapter financial obligations. 

Section 4: Membership Contracts 

Every year all members of Iota Nu will sign a Membership/Financial Contract and uphold all of its expectations. 

Members are also expected to uphold all expectations in the following chapter contracts: 

1. Anti-Hazing Contract;  
2. Recruitment Contract;  
3. Social Media Contract;  
4. Social Events Contract;  
5. Scholarship Plan.  
6. Occupancy Plan  
7. Points Contract  

Article VIII: Member Discipline 

The chapter will hold members accountable for their actions and behavior. 
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Section 1: Judiciary Boards 

 

The Judiciary Board shall consider allegations of serious disciplinary matters within the chapter and shall follow the 
requirements and guidelines set forth in the Policies & Procedures of Alpha Phi International Fraternity and the 
Judiciary Board Guidebook. The business of the Judiciary Board is confidential. All actions of the Judiciary Board 
require a three-fourths affirmative vote. The decision of the Judiciary Board is final and may not be appealed to the 
collegiate Judiciary Board. 
For further information on Judiciary Boards, please reference the Judiciary Board Guidebook and Chapter 10 of the 
Collegiate Chapter Operations Manual. 
COMPOSITION 
The Chapter President, Vice President of Risk Management, Vice President of Chapter Operations, and the Chapter 
Advisor (or another member of the Advisory Board) comprise the chapter’s Judiciary Board. If one of the above- 
referenced collegiate officers is not available, is the accused member, or is a witness, another officer may substitute. 
The chapter will use the list of officers in elected order to identify an alternate. The alternate must be approved by 
the Chapter Advisor. A Judiciary Board hearing may not take place without a member of the Advisory Board in 
attendance. 
CAUSE 

In accordance with the Policies & Procedures of the Alpha Phi International Fraternity, Inc. a member may be 
disciplined for the following: 

1. Failure to comply with college or Fraternity rules, regulations or standards;  
2. Failure to meet scholastic standards;  
3. Failure to meet Fraternity and/or chapter financial obligations;  
4. Conduct unbecoming a member of the Fraternity;  
5. Disloyalty to the Fraternity, including, but not limited to, the divulging of Ritual related information to any 
1. non-affiliated persons;  
6. Conduct tending to injure the good name of the Fraternity, disturb its well-being, or hamper its work. 

Section 2: Automatic Suspension 

An initiated or uninitiated collegiate member shall be automatically suspended from Fraternity membership when 
her dues or any other financial obligations remain unpaid for a period of 30 days unless excused by three-fourths 
affirmative vote of the chapter and with the approval of both the Chapter Advisor and Finance Advisor. 

An initiated or uninitiated collegiate member who has been automatically suspended shall be notified immediately 
of such action by the Director of Finance, who shall also notify the Chapter Advisor. The badge and certificate of 
membership of an initiated member or the new member pin of an uninitiated member who has been automatically 
suspended shall be held by the Finance Advisor or the chapter Director of Finance until the member is reinstated, 
her membership is terminated, or her uninitiated membership is broken.  

Reinstatement: 
An initiated member who has been automatically suspended shall be reinstated after payment in full of all 

dues, fees and other financial obligations that are owed up to and including the period of automatic suspension, 
providing such payment is made within the current school year and prior to the chapter’s submission of the request 
for termination. An uninitiated member may be similarly reinstated provided such payment is made within the 
current school year or before the end of the calendar year from the date she was pledged, whichever comes first. 
Notification of all reinstatements shall be made by the Director of Finance, who shall also notify the Chapter 
Advisor.  
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Request for Membership Termination: 
If reinstatement does not occur, termination proceedings shall begin immediately in accordance with the 

Policies & Procedures of the Alpha Phi International Fraternity, Inc. 

Section 3: Membership Termination 
UNINITIATED MEMBERSHIP 

An uninitiated membership may be broken by a collegiate chapter through the Judiciary Board process or by a three- 
fourths affirmative vote of the chapter with the approval of the Chapter Advisor. 
COLLEGIATE MEMBERSHIP 

Termination of membership by the International Executive Board for cause maybe requested by a three-fourths 
affirmative vote of the chapter, a three-fourths affirmative vote of the Judiciary Board, the Chapter Advisor, or the 
Director of Collegiate Operations or his/her designee. 

Once the request has been submitted to the Executive Office, termination procedures in the Policies & Procedures of 
the Alpha Phi International Fraternity, Inc. will be followed. During the interim between a request for termination of 
membership and action by the International Executive Board, the badge and certificate of membership of such a 
member will be held by the Chapter President, her membership will be suspended, and she may not attend Alpha Phi 
sponsored functions. 

For additional information on membership termination proceedings please see the Policies & Procedures of the 
Alpha Phi International Fraternity, Inc. 

Article IX: Officers and Delegates 

Section 1: Elected Officers 

The elected officers of this chapter shall be: 

1. Chapter President 2. Vice President of Risk Management 3. Vice President of Chapter Operations 4. Vice 
President of Programming and Education 5. Vice President of Membership Recruitment 6. Vice President of 
Marketing 7. Vice President of Campus Affairs 8. Director of New Member Education 9. Panhellenic Delegate 

 
ELIGIBILITY 

1. Be an initiated member in good standing.  
2. Be a full-time student at the university.  
3. To be elected and to remain in the position, a member must maintain 2.9 GPA. 
4. The member elected to the office of Chapter President shall be at least a junior at the time of installation 

into office unless otherwise approved by the Chapter Advisor. 
5. Required to live in the house if elected for:  

1. Chapter President  
2. Vice President of Risk Management  
3. Vice President of Chapter Operations  
4. Vice President of Programming and Education  
5. Vice President of Membership Recruitment  
6. Vice President of Marketing 
7. Vice President of Campus Affairs  
8. Director of New Member Education  
9. Director of Finance  
10. Director of Administration  
11. Panhellenic Delegate 
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ELECTIONS 
Election of officers shall be held annually at formal chapter meeting during the month of October or November. A 
candidate shall be elected to office by a majority vote of the members who are present and eligible to vote, provided 
a quorum is present. Voting for any office having more than one nominee shall be by written secret ballot, 

For further information on election procedures please see Chapter 14 of the Collegiate Chapter Operations Manual. 

Section 2: Appointed Officers 

The newly elected Executive Council shall fill all appointed offices following elections. Appointments should be 
made as soon as possible and before Officer Transition. For more information on appointing officers please see 
Chapter 14 of the Collegiate Chapter Operations Manual. 
The appointed officers of this chapter shall be: 

1. Director of Watchcare  
2. Director of Chapter Programming  
3. Director of Sisterhood  
4. Director of Academics  
5. Big Sister Program Chairman  
6. Ivy Linker Chairman  
7. Director of Ceremonies  
8. Chaplain  
9. Music Chairman  
10. Historian  
11. Guard  
12. Marshall  
13. Director of Formal Recruitment  
14. Day Chairman  
15. Statistics Chairman  
16. Hospitability Chairman  
17. Director of COB/COR  
18. Director of Target Membership Marketing  
19. Director of Alumnae Relations  
20. Director of Parent Relations  
21. Director of Public Relations and Advertising  
22. Social Media Chairman  
23. Merchandising Chairman  
24. Director of Philanthropy  
25. Red Dress Chairman  
26. RDG Publicity Chair  
27. RDG Silent Auction Chair  
28. RDG Event Operations Chair  
29. RDG Entertainment Chair  
30. Director of External Philanthropy  
31. Director of Community Service  
32. Director of Campus Activities 
33. Director of Chapter Facilities  
34. Assistant to Director of Finance  
35. Assistant to Red Dress Chairman  
36. Spring Philanthropy Chair  
37. Fall Philanthropy 
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ELIGIBILITY 

1. Be an initiated member in good standing.  
2. Be a full-time student at the university.  
3. To be appointed and to remain in the position, a member must maintain 2.8.  
4. Required to live in the house: 

1. Director of Sisterhood  
2. Director of Formal Recruitment 

Section 3: Term of Office 

All officers shall hold office for one year or until their successors are installed, except in cases of resignation, 
academic ineligibility, or removal from office. 

Section 4: Installation of Officers 

All elected and appointed officers shall be installed at the formal collegiate chapter meeting immediately following 
Officer Transition. 

Officer Installation should be held in accordance with the Installation of Collegiate Chapter Officers’ Ceremony 
which can be found in the Ceremonies Manual. The outgoing Chaplain shall be the installing officer. 

Section 5: Officer Transition 

Officers should be transitioned in accordance with the Officer Transition Manual and shall assume all duties upon 
the completion of Officer Transition. 

Section 6: Removal from Office and Vacancies 

Any officer of the chapter may be removed from office upon a three-fourths affirmative vote of the chapter with 
approval from the Chapter Advisor or as necessary by the Director of Collegiate Operations or his/her designee. The 
chapter officer who has been removed may not hold an office until she receives approval from the Chapter Advisor. 

A member must be in good standing to remain an officer. Therefore, if the member receives probation terms she 
becomes ineligible to hold office. 

The Executive Council may fill temporary vacancies by interim appointment. Vacancies of elected positions shall be 
filled by election of the chapter at any regular meeting. Appointed officer vacancies shall be filled by the Executive 
Council. 

Section 7: Payment for Service 

No officer shall receive payment for her service. 

Section 8: Officer Job Descriptions 

Chapter President: Elected Position 

• Leads and directs the Executive Council 
• Leads all chapter meetings 
• Serves as Chairman of Program Council 
• Serves as Chairman of the Judiciary Board 
• Presides over initiation and ceremonies as outlined in the Ceremonies Book and Ritual Responsible for the 

general supervision and health of the chapter 
• Coordinates chapter affairs in accordance with established programs and policies Sets strategy for 

achieving chapter goals and objectives in collaboration with the Chapter Advisor 
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• Establishes and perpetuates the culture of the chapter 
• Represents the chapter at university and Panhellenic meetings 
• Voting Convention delegate 
• Serves on the House Corporation Board or Chapter Property Committee 
• Completes all Alpha Phi International reports in a timely manner 
• Participates in Officer Transition upon taking office and after the completion of her term  

 

CAMPUS AFFAIRS DEPARTMENT 
Vice President of Campus Affairs: Elected Position 

• Leads and directs the Campus Affairs Department and holds regular meetings 

• Serves on the Executive Council 

• Serves on Program Council 

• Implements the marketing plan developed by the Marketing and Membership Recruitment Departments within 
her department and events 

• Oversees and coordinates both community service and campus activities for the chapter 

• Ensures Event Planner Forms are completed and submitted to the Vice President of Risk Management in a timely 
manner 

• Completes all Alpha Phi International reports in a timely manner 

• Participates in Officer Transition upon taking office and after the completion of her term 

Director of External Philanthropy: Appointed Position 

• Reports to the Vice President of Campus Affairs 

• Serves on the Campus Affairs Department 

• Collaborates with other recognized fraternities and sororities to coordinate Alpha Phi participation in their 
philanthropy events 

• Organizes chapter members to attend events 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Campus Affairs 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Community Service: Appointed Position 
• Reports to the Vice President of Campus Affairs 

• Serves on the Campus Affairs Department 

• Develops and directs community service activities for chapter 

• Communicates with chapter membership regarding events 

• Organizes chapter members to attend events 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Campus Affairs 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Campus Activities: Appointed Position 
• Reports to the Vice President of Campus Affairs 
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• Serves on the Campus Affairs Department 

• Develops and plans all campus activities in collaboration with each individual chair of such events 

• Communicates with chapter membership regarding campus events 

• Organizes chapter members to attend campus events 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Campus Affairs 

• Participates in Officer Transition upon taking office and after the completion of her term  

 

CHAPTER OPERATIONS DEPARTMENT 

Vice President of Chapter Operations: Elected Position 
• Leads and directs the Chapter Operations Department and holds regular meetings 
• Serves on Executive Council 

• Serves on the Judiciary Board 

• Serves on Program Council 

• Serves as Chairman of the Bylaws Committee 

• Oversees the financial and administrative operations of the chapter 

• Serves on House Corporation Board or Chapter Property Committee 

• Completes all Alpha Phi International reports in a timely manner 

• Participates in Officer Transition upon taking office and following the completion of her term 

Director of Finance Appointed Position 

• Reports to the Vice President of Chapter Operations 

• Serves on the Chapter Operations Department 

• Serves on Executive Council 

• Serves on Program Council 

• Operates under the supervision of, and in accordance with the direction issued by, the International Executive 
Office 

• Coordinates the budget process in collaboration with the Executive Council and with approval from the Chapter 
Advisor and Operations and/or Finance Advisor 

• Ensures all members are billed accurately and in a timely fashion using Billhighway 

• Works closely with the appropriate housing volunteer to ensure all members are billed appropriately for all 
housing charges and that the House Corporation Board or Chapter Property Committee receive their funds in a 
timely manner 

• Provides weekly financial reports to the Executive Council regarding member accounts receivable and year-to-date 
revenue and expense as compared to the chapter’s budget. 

• Ensures new member information is entered in Officer Portal 

• Ensures all chapter financial obligations, including those to Alpha Phi International, are paid on time 

• Prepares and distributes letters outlining members’ financial obligations to new members, initiated members and 
parents 
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• Prepares, distributes and collects Member Financial Agreements 

• Develops a financial presentation for chapter members at least once per year 

• Completes all Alpha Phi International reports in a timely manner 

• Participates in Officer Transition upon taking office and after the completion of her term  

Assistant to the Director of Finance: Appointed Position 
• Reports to the Director of Finance 

• Serves on the Chapter Operations Department 

• Assists the Director of Finance with the billing and collection of dues and fees and/or check writing and budget 
management 

• Performs other duties assigned by the Director of Finance 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Administration Elected Position 
• Reports to the Vice President of Chapter Operations 

• Serves on the Chapter Operations Department 

• Serves on Executive Council 

• Serves on Program Council 

• Serves as Vice Chairman of the Bylaws Committee 

• Directs and sees that all reports, records, and other information are submitted promptly and accurately, as required 

• Takes minutes at all Executive Council and Chapter Meetings 

• Distributes minutes to Executive Council, Chapter, and Advisors 

• Responsible for all correspondence from chapter 

• Takes charge of the records of the chapter 

• Calls roll at all mandatory meetings and other events 

• Manages the chapter’s Points System 

• Prepares schedule and oversees arrangements for all visitors 

• Participates in Officer Transition upon taking office and after the completion of her term  
Director of Chapter Facilities Appointed Position 
• Reports to the Vice President of Chapter Operations 

• Serves on the Chapter Operations Department 

• Supervises the use and maintenance of the chapter’s housing facility or meeting room 

• Educates members on facility rules and expectations 

• Attends HCB/CPC meetings 

• Acts as the chapter’s day-to-day liaison between the House Director and HCB/CPC 

• Participates in Officer Transition upon taking office and after the completion of her term 
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MARKETING DEPARTMENT  

Vice President of Marketing Elected Position 
• Leads and directs the Marketing Department and holds regular meetings 

• Serves on the Executive Council  

• Serves on Program Council 

• Develops a written strategic marketing plan in collaboration with the Executive Council and Advisory Board 

• Conducts a marketing analysis of the chapter image in collaboration with the Membership Recruitment 
Department 

• Oversees and coordinates public relations, publicity, and philanthropic fundraising for the chapter 

• Ensures Event Planner Forms are completed and submitted to the Vice President of Risk Management in a timely 
manner 

• Completes all Alpha Phi International reports in a timely manner 

• Participates in Officer Transition upon taking office and following the completion of her term  

Director of Alumnae Relations Appointed Position 
• Reports to the Vice President of Marketing 

• Serves on the Marketing Department 

• Develops and directs a comprehensive communication plan that may include newsletters, social media and website 
content 

• Plans and implements alumnae events for local and chapter alumnae including Founders’ Day and Homecoming 
activities 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Marketing 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Parent Relations Appointed Position 
• Reports to the Vice President of Marketing 

• Serves on the Marketing Department 

• Develops and directs comprehensive family communication plan that may include newsletters, social media and 
website content 

• Plans and implements family events including Parents’ Weekend and other related events 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Marketing 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Public Relations and Advertising Appointed Position 
• Reports to the Vice President of Marketing 

• Serves on the Marketing Department 

• Directs the Public Relations and Advertising Team 

• Develops all public relations material and ensures it reflects the brand determined by the Marketing and 
Membership Recruitment Departments 

• Participates in Officer Transition upon taking office and after the completion of her term  
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Public Relations and Advertising Team Social Media Chairman: Appointed Position 
• Reports to the Director of Public Relations and Advertising 

• Member of the Marketing Department 

• Develops and directs the social media plan for the chapter 

• Works with the Director of Watchcare to establish the chapter’s Social Media Policy 

• Participates in Officer Transition upon taking office and after the completion of her term  

Merchandising Chairman: Appointed Position 
• Reports to the Director of Public Relations and Advertising 

• Member of the Marketing Department 
• Designs all Alpha Phi merchandise ensuring the design complies with the brand identified by the Marketing and 
Membership Recruitment Department 

• Places orders for all merchandise with licensed vendors after receiving approval from the Vice President of 
Marketing and Director of Finance 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Philanthropy: Appointed Position 
• Reports to the Vice President of Marketing 

• Serves on the Marketing Department 

• Develops and implements internal philanthropic events for the chapter 

• Educates chapter on the importance of the Alpha Phi Foundation and its mission 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Marketing 

• Participates in Officer Transition upon taking office and after the completion of her term 

Red Dress Chairman: Appointed Position 
• Reports to the Director of Philanthropy 

• Member of the Marketing Department 

• Develops and directs Red Dress event plans 

• Participates in Officer Transition upon taking office and after the completion of her term  

MEMBERSHIP RECRUITMENT DEPARTMENT  

Vice President of Membership Recruitment: Elected Position 

• Leads and directs the Membership Recruitment Department and holds regular meetings 

• Serves on the Executive Council 

• Serves on Program Council 

• Executes the strategic recruitment direction of the chapter 

• Oversees all membership recruitment activities 

• Oversees chapter strategy, planning and implementation of Formal Recruitment 

• In collaboration with the Recruitment Advisor and Director of Formal Recruitment conducts a competitive 
analysis of Formal Recruitment 
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• In collaboration with the Recruitment Advisor and Director of Formal Recruitment appoints all Day Chairs, Stats 
Chair and any other Recruitment Team members 

• Identifies COB/COR opportunities and develops strategy to fill vacancies 

• Oversees planning and implementation of all COB activities 

• Oversees the planning and implementation of all Recruitment Workshops or Polish Week activities 

• Communicates with the Panhellenic Delegate to stay informed as to Panhellenic changes 

• Completes all Alpha Phi International reports in a timely manner 

• Participates in Officer Transition upon taking office and following the completion of her term 

Panhellenic Delegate: Elected Position 

• Reports to the Vice President of Membership Recruitment 

• Serves on the Membership Recruitment Department 

• Serves on the Executive Council 

• Serves on Program Council 

• Represents Alpha Phi at all college Panhellenic meetings 

• Reports weekly to chapter regarding Panhellenic business 

• Casts Alpha Phi’s vote on behalf of the chapter after consultation with the appropriate Executive Council officer, 
Chapter Advisor and/or Recruitment Advisor 

• Contacts the Executive Office if Panhellenic is considering modification to chapter total, average chapter size or 
voting on extension 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Formal Recruitment: Appointed Position 
• Reports to the Vice President of Membership Recruitment 

• Serves on the Membership Recruitment Department 

• Manages the progress and work of the Recruitment Team that includes Day Chairs, Stats Chair, and Hospitality 
Chair 

• Architect of the Formal Recruitment Plan 

• Manages the implementation of all Formal Recruitment activities 

• Participates in the competitive analysis of Formal Recruitment 

• Plans and implements Formal Recruitment activities 

• Manages the implementation of all Polish activities 

• Participates in Officer Transition upon taking office and after the completion of her term  

Formal Recruitment Team Day Chairman: Appointed Position 
• Reports to the Director of Formal Recruitment and Vice President of Member Recruitment 

• Implements Formal Recruitment party plans with the approval of the Director of Formal Recruitment, Vice 
President of Membership Recruitment and Recruitment Advisor 

• Participates in Officer Transition upon taking office and after the completion of her term  
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Stats Chairman: Appointed Position 
• Reports to the Director of Formal Recruitment and the Vice President of Membership Recruitment 

• Responsible for organizing and entering recruitment statistics during parties 

• Organizes all recommendations and legacy introduction forms 

• Sends thank you notes to the authors of recommendations and legacy introduction forms 

• Participates in Officer Transition upon taking office and after the completion of her term  

Hospitality Chairman Appointed Position 
• Responsible for assisting the Director of Formal Recruitment in implementing the logistical plan behind 
recruitment which may involve organizing food and beverages, general housekeeping, or hosting guests 

• Reports to the Director of Formal Recruitment and the Vice President of Membership Recruitment 

!Participates in Officer Transition upon taking office and after the completion of her term  

Director of Continuous Open Bidding/Continuous (COB): Appointed Position 
• Reports to the Vice President of Membership Recruitment 

• Serves on the Membership Recruitment Department 

• Serves on Program Council 

• Develops and directs the COB/COR program for the chapter 

• Identifies membership vacancies in coordination with the Chapter Operations Department and Membership 
Recruitment Department 

• Generates Potential New Member names 

• Orchestrates and directs the COB/COR team in implementing a COB/COR plan to fill all vacancies, including 
identifying target markets, generating names, and making initial contact 

• Plans and organizes COB/COR meetings or events 

• Extends COB/COR bids with approval of the Vice President of Member Recruitment 

• Transitions COB/COR new members to New Member Education Team 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Target Membership Marketing: Appointed Position 
• Reports to the Vice President of Membership Recruitment 

• Serves on the Membership Recruitment Department 

• Drives Alpha Phi’s image through high school targeting, summer public relations, and on campus marketing for 
membership recruitment purposes 

• Develops marketing plan based upon target markets identified by the Marketing and Membership Recruitment 
Departments 

• Participates in Officer Transition upon taking office and after the completion of her term  

 

PROGRAMMING AND EDUCATION DEPARTMENT  

Vice President of Programming and Education: Elected Position 

• Leads and directs the Programming and Education Department and holds regular meetings 
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• Serves on the Executive Council 

• Serves on Program Council 

• Directs the chapter’s Alpha Phi educational programming, as well as non-Alpha Phi programming 

• Collaborates with officers in her department to help plan and execute educational programs and events 

• Ensures Event Planner Forms are completed and submitted to the Vice President of Risk Management in a timely 
manner 

• Completes all Alpha Phi International reports in a timely manner 

• Participates in Officer Transition upon taking office and following the completion of her term 
Director of Chapter Programming: Appointed Position 

• Reports to the Vice President of Programming and Education 

• Serves on the Programming and Education Department 

• Serves on Program Council 

• Plans and executes robust programming portions of chapter meetings 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Education and 
Programming 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Sisterhood: Appointed Position 
• Reports to the Vice President of Programming and Education 

• Serves on the Programming and Education Department 

• Serves on Program Council 

• Plans and executes chapter sisterhood events 

• Charged with developing programs that increase morale and encourage member interaction 

• Plans and executes chapter retreats, working with specific officers for the overall program of the retreat 

• Develops and executes the chapter’s senior engagement programming 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Education and 
Programming 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Academics: Appointed Position 
• Reports to the Vice President of Programming and Education 

• Serves on the Programming and Education Department 

• Develops an engaging program encouraging academic excellence 

• Educates members on chapter’s academic incentive plan 

• Notifies chapter members of scholarship opportunities and campus resources available 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Education and 
Programming 

• Participates in Officer Transition upon taking office and after the completion of her term  
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Director of New Member Education: Elected Position 
• Reports to the Vice President of Programming and Education 

• Serves on the Programming and Education Department 

• Serves on Executive Council 

• Serves on Program Council 

• Directs the New Member Education Team including weekly meetings of the team 

• Implements an engaging New Member Program focused on educating new members and member interaction 
within the chapter 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Education and 
Programming 

! Participates in Officer Transition upon taking office and after the completion of her term  

New Member Education Team Big Sister Program Chairman: Appointed Position 
• Reports to the Director of New Member Education 

• Member of the New Member Education Team 

• Oversees the Big Sister/Little Sister program 

• Educates potential Big Sisters on duties and responsibilities 

• Conducts Big Sister/Little Sister matching with approval from the Director of New Member Education 

• Plans and executes Big Sister/Little Sister revealing 

• Collaborates with the Director of Sisterhood in planning events for new members to become well acquainted with 
initiated members 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Education and 
Programming 

• Participates in Officer Transition upon taking office and after the completion of her term  
Ivy Linker Program Chairman: Appointed Position 
• Reports to the Director of New Member Education 

• Member of the New Member Education Team 

• Oversees the Ivy Linker program 

• Coordinates assignment of Ivy Linkers and new members each week of the New Member Period 

• Participates in Officer Transition upon taking office and after the completion of her term  

Assistant to the New Member Educator: Appointed Position 
• Reports to the Director of New Member Education 

• Member of the New Member Education Team 

• Assists the Director of New Member Education with new member meetings, events & programs 

• May be asked to oversee a smaller group of new members to help with education during new member meetings 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Ceremonies: Appointed Position 
• Reports to the Vice President of Programming and Education 
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• Serves on the Programming and Education Department 

• Directs the Ceremonies Team 

• Oversees the chapter’s Ritual and Ceremonies program 

• In collaboration with the Vice President of Programming and Education creates an educational program that 
includes Alpha Phi history, Ritual, ceremonies, songs, and any other pertinent Alpha Phi specific information 

• Collaborates with the Director of New Member Education to plan the chapter’s new member ceremonies and 
Inspiration Days, ensuring that all activities are free from any and all forms of hazing 

• Participates in Officer Transition upon taking office and after the completion of her term  

Ceremonies Team Chaplain: Appointed Position 
• Reports to the Director of Ceremonies 

• Serves on the Ceremonies Team 

• Conducts all devotional services 

• Executes Alpha Phi ceremonies as outlined in the Ceremonies Book and Ritual 

• Maintains initiation equipment 

• Installs incoming officers in accordance with the Ceremonies Book 

• Trains the Marshall and Guard in their duties 

• Participates in Officer Transition upon taking office and after the completion of her term  

Music Chair: Appointed Position 
• Reports to the Director of Ceremonies 

• Serves on the Ceremonies Team 

• Educates the chapter on Alpha Phi songs 

• Ensures that Alpha Phi songs are incorporated into appropriate chapter events, programs, and activities 

• Participates in Officer Transition upon taking office and after the completion of her term  

Historian: Appointed Position 
• Reports to the Director of Ceremonies 

• Serves on the Ceremonies Team 

• Educates the chapter on chapter-specific history 

• Collects and preserves records and items of current events important to the history of the chapter 

• Creates memorabilia that chronicle the chapter’s year while she is in office 

• Preserves previous years’ memorabilia 

• Participates in Officer Transition upon taking office and after the completion of her term  

Guard: Appointed Position 
• Reports to the Director of Ceremonies 

• Serves on the Ceremonies Team 

• Executes Alpha Phi ceremonies as outlined in the Ceremonies Book and Ritual 

• Participates in Officer Transition upon taking office and after the completion of her term  
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Marshall: Appointed Position 
• Reports to the Director of Ceremonies 
• Serves on the Ceremonies Team 

• Executes Alpha Phi ceremonies as outlined in the Ceremonies Book and Ritual 

• Participates in Officer Transition upon taking office and after the completion of her term 

 

RISK MANAGEMENT DEPARTMENT  

Vice President Risk Management: Elected Position 

• Fulfills the duties of Chapter President if the office is vacant or the Chapter President is absent 

• Leads and directs the Risk Management Department and holds regular meetings 

• Serves on the Executive Council 

• Serves on the Judiciary Board 

• Serves on Program Council 

• Directs the chapter’s risk management program to ensure all chapter events are safe and follow the Policies & 
Procedures of the Alpha Phi International Fraternity, Inc., Standing Rules, and Chapter Bylaws 

• Guides the Director of Chapter Events-External, Director of Chapter Events-Internal, and Director of Watchcare to 
plan and execute events 

• Ensures Event Planner Forms are completed and submitted in a timely manner to the Chapter Advisor 

• Oversees the development of the chapter’s Emergency Procedure Plan 

• Educates the chapter annually on Emergency Procedure Plan, Standing Rules, and Chapter Bylaws, specifically 
focusing on aspects that put the chapter or the individual member at risk 

• Completes all Alpha Phi International reports in a timely manner 

• Participates in Officer Transition upon taking office and after the completion of her term 

Director of Chapter Events-External: Appointed Position 

• Reports to the Vice President of Risk Management 

• Serves on the Risk Management Department 

• Serves on Program Council 

• Plans and executes the social events for the chapter 

• Coordinates and plans events with recognized external groups such as fraternities, sororities, or student 
organizations 

• Collaborates with the Vice President Risk Management and the Risk Management Department to ensure all 
external events are safe and conform to the Policies & Procedures of the Alpha Phi International Fraternity, Inc., 
Standing Rules, and Chapter Bylaws 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Risk Management 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Chapter Events-Internal: Appointed Position 
• Reports to the Vice President of Risk Management 



 24 

• Serves on the Risk Management Department 

• Serves on Program Council 

• Plans and executes the internal social events for the chapter 

• Plans and executes internal social events for chapter and guests that include third party vendors 

• Collaborates with the Vice President Risk Management and the Risk Management Departments to ensure all 
internal events are safe and conform to the Policies & Procedures of the Alpha Phi International Fraternity, Inc., 
Standing Rules, and Chapter Bylaws 

• Completes and submits Event Planner Forms in a timely manner to the Vice President of Risk Management 

• Participates in Officer Transition upon taking office and after the completion of her term  

Director of Watchcare: Appointed Position 
• Reports to the Vice President of Risk Management 

• Serves on the both the Risk Management and the Education and Programming Department 

• Directs the chapter’s Watchcare program 

• Educates chapter annually on Watchcare during a Programming Meeting in coordination with the Director of 
Chapter Programming, based on the risk management department’s evaluation of chapter health and areas of risk 
management 

• Educates the chapter on the Watchcare Support Hotline 

• Educates the chapter annually on Alpha Phi’s anti-hazing policy during a Programming Meeting in coordination 
with the Director of Chapter Programming 
• Assists the Director of New Member Education in the education of new members on Alpha Phi and campus 
policies and protective/preventive services 

• Works with campus resources to educate the chapter on interpersonal skills such as conflict management and 
communication skills 

• Reaches out to chapter members who haven’t been attending meetings and events 

• Works with the Social Media Chairman to establish the chapter’s Social Media Policy 

• Educates the chapter on the Social Media Policy 

• Ensures all social media complies with brand identified by the Marketing and Membership Recruitment 
Departments 

• Advises fellow Risk Management Department officers in planning safe events 

• Participates in Officer Transition upon taking office and after the completion of her term 

Article X: Executive Council 

Section 1: Purpose 

The Executive Council is charged with establishing chapter goals and priorities to strengthen overall health. It is also 
charged with ensuring the chapter abides by Alpha Phi’s Constitution and Bylaws, the Policies & Procedures of the 
Alpha Phi International Fraternity, Inc., and all university policies. 

Section 2: Composition 

The Executive Council shall be composed of the following officers, all of whom shall be entitled to vote in its 
meetings: 
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1. Chapter President 
2. Vice President of Risk Management 
3. Vice President of Chapter Operations  
4. Vice President of Programming and Education  
5. Vice President of Membership Recruitment  
6. Vice President of Marketing  
7. Vice President of Campus Affairs  
8. Director of New Member Education  
9. Director of Finance  
10. Director of Administration  
11. Panhellenic Delegate 

Section 3: Duties and Responsibilities 

1. Maintain the chapter’s position of good standing with the Fraternity and ensure the chapter’s good health.  

2. Conduct discussion of chapter matters and make recommendations for chapter action.  

3. Appoint: 

1. Members to the appointed offices following the annual chapter election;  
2. Members of the Bylaws Committee at the beginning of the academic year;  
3. Other committees as needed. 

Section 4: Meetings 

The purpose of each weekly Executive Council meeting shall be to discuss chapter and Fraternity business, the state 
of the chapter’s finances, upcoming events, roster management, and other issues impacting the chapter. All 
conversations shall be guided by the chapter’s goals and priorities to strengthen its overall health. An agenda should 
be prepared at the conclusion of this meeting by the Chapter President for chapter meeting that week. 

The regular weekly meeting of the Executive Council of the chapter shall be held on the same day of the week 
throughout the academic year except during final examination periods and the week preceding. 

1. The Chapter President shall preside at all meetings.  
2. If she must be absent, the Vice President of Risk Management shall preside.  
3. All members of the Executive Council must be present at each meeting.  
4. A member of the chapter’s Advisory Board should be present at each meeting.  
5. Two-thirds of the Executive Council members eligible to vote shall constitute a quorum for the transaction 

of business.  
6. The Chapter President will share her updates followed by each member of the Executive Council based 

upon election order.  
7. If the Executive Council has invited guests they make their updates at the end of the meeting.  
8. All actions of the Executive Council shall abide by Robert’s Rules of Order, Newly Revised.  
9. Minutes of all Executive Council meetings shall be taken by the Director of Administration and submitted 

electronically to all Executive Council officers and the Advisory Board within 48 hours 

The Chapter Advisor or another member of the Advisory Board shall be present at all meetings of the Executive 
Council. 

Article XI: Chapter Departments and Committees 

Section 1: Chapter Departments 

Chapter departments shall be: 
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1. Risk Management Department  
2. Chapter Operations Department  
3. Programming and Education Department  
4. Membership Recruitment Department  
5. Marketing Department  
6. Campus Affairs Department 

DEPARTMENT MEETINGS 

Each department is required to hold weekly department meetings. The purpose of each weekly department meeting 
shall be to discuss department and chapter business, brainstorm ideas, discuss roadblocks, and update the Vice 
President on the progress of projects. An agenda should be prepared prior to the meeting by the Vice President. 

1. A regular weekly meeting of each department of this chapter shall be held throughout the academic year 
1. except during final examination periods and the week preceding.  
2. The Vice President shall preside at all meetings.  
3. If she must be absent, the Chapter President or department advisor shall preside.  
4. All members of the department must be present at each meeting.  
5. The department advisor should be present at each meeting when possible.  
6. Two-thirds of the department members eligible to vote shall constitute a quorum for the transaction of 
7. business.  
8. The Vice President will share her updates during the meeting to be followed by each member of her 
9. department.  
7. Minutes of all department meetings shall be taken by the Vice President and submitted electronically to the 
10. department officers and the department advisor weekly within 48 hours. 

Section 2: Nominations Review Committee 

The chapter will utilize a Nominations Review Committee (NRC) to obtain applicants for elected positions that no 
one applied for and to ensure that the chapter has enough qualified applicants for each elected position. 
 
COMPOSITION 

One member from each academic class and the Chapter President, Director of Administration, and Chapter Advisor, 
or her designee will serve on the NRC. The Director of Administration will serve as the chair of the committee. 

The class representatives will be elected by their academic class. A simple majority vote is required to be elected to 
the committee. Members must be in good standing to serve on the committee. Non-initiated members may serve on 
this board where the new member class hasn’t been initiated. 

Section 3: Bylaws Committee 

COMPOSITION 

At the beginning of each academic year, the Executive Council appoints one initiated member from each academic 
class to serve on the Bylaws Committee. The committee is chaired by the Vice President of Chapter Operations, and 
the Director of Administration serves as the vice chair. The Director of Administration shall serve as the secretary of 
the committee and update the Chapter Bylaws for distribution once the amendments are passed. 
DUTIES AND RESPONSIBILITIES 

1. To bring the Chapter Bylaws into conformity with any changes in the Constitution and Bylaws adopted at 
the Convention and the Policies & Procedures of the Alpha Phi International Fraternity, Inc. and notify the 
chapter of such changes.  

2. To review these Chapter Bylaws annually and, when deemed necessary and after review by the Executive 
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Council and approval of the Chapter Advisor, submit proposed amendments to the chapter for final action.  
3. To see that these Chapter Bylaws are discussed in chapter meeting at least once per year. 

For further information on updating these Chapter Bylaws, please see Chapter 1, Article II of the Collegiate Chapter 
Operations Manual. 

Section 4: Program Council 
COMPOSITION 

The following officers shall serve on the Program Council: 

1. Chapter President (Chair)  

2. Vice President of Risk Management  

3. Vice President of Chapter Operations  

4. Vice President of Programming and Education  

5. Vice President of Membership Recruitment  

6. Vice President of Marketing  

7. Vice President of Campus Affairs  

8. Director of Administration  

9. Director of Finance  

10. Panhellenic Delegate  

11. Director of New Member Education  

12. Director of Chapter Events – External  

13. Director of Chapter Events – Internal  

14. Director of Chapter Programming  

15. Director of Sisterhood  

16. Director of COB/COR 

DUTIES AND RESPONSIBILITIES 
1. To develop a balanced chapter calendar based on the chapter’s goals and priorities to strengthen overall 

health.  
2. To assure that each member has adequate time for academic achievement and personal commitments.  
3. To review the progress and effectiveness of the various chapter programs and events.  
4. Research the calendars of the sororities and fraternities on campus and ensure that the chapter’s calendar is 

competitive. 

For further information on Program Council, please see Chapter 7, Article I of the Collegiate Chapter Operations 
Manual. 

Section 5: Other Committees 

The Executive Council may appoint any other committee as they are deemed necessary. 

Article XII: Chapter Meetings 

Section 1: Weekly Chapter Meetings 

The purpose of each weekly meeting shall be to conduct chapter business and discuss Fraternity business. 
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1. The regular weekly meeting shall be held on Monday's throughout the academic year except during final 
examination periods and the week preceding.  

2. At least one meeting each month shall be a formal chapter meeting attended only by initiated members. 
a. Formal chapter meeting shall follow the procedure outlined in the Ceremonies Book.  

3. The Chapter President shall preside at all regular and special meetings of this chapter. 
a. In cases when she is absent, the Vice President of Risk Management shall preside.  

4. Attendance: 
a. Initiated members must attend all formal chapter meetings and all members, new and initiated, 

must attend informal meetings of the chapter. A member can only miss 3 unexcused meetings per 
semester.  

b. Only collegiate members of this chapter, Advisory Board members, or International Visitors may 
attend chapter meetings without an invitation.  

5.  Two-thirds of the collegiate members eligible to vote shall constitute a quorum for the transaction of 
business.  

6. Business shall be conducted in accordance with Robert’s Rules of Order, Newly Revised and in conformity 
with the Order of Business outlined in the Ceremonies Book  

a. The Chapter President shall prepare the agenda consistent with prior discussion and 
recommendations made in Executive Council meetings.  

7. Minutes of all chapter meetings shall be taken by the Director of Administration. 
a. She will place a printed copy of the minutes in the official chapter minutes book.  
b. For more information regarding chapter meeting minutes, please see Chapter 5, Article IV of the 

Collegiate Chapter Operations Manual.  
8. Upon posted 24-hour notice, special meetings, (either formal or informal) may be called by the Chapter 

President or at the request of one-third of the voting members, with attendance requirements the same as 
for regular meetings. 

a. Emergency meetings of the chapter may be called without notice by the Chapter Advisor or 
Chapter President.  

9. All business of a personal or private nature transacted in chapter meetings shall be considered confidential. 

 
Section 2: New Member Education 
 

Short meetings (or a one-day retreat may be substituted) of the new members of this chapter may be held by 
Director of New Member Education. The total length of the New Member Program cannot exceed six weeks unless 
the chapter has received permission from the Executive Director of Alpha Phi International Fraternity or her 
designee. 

All activities must be held between the hours of 9 a.m. and 9 p.m. The program must abide by the Constitution and 
Bylaws and the Policies & Procedures of the Alpha Phi International Fraternity, Inc. 

Attendance at these meetings shall be in accordance with the Iota Nu chapter attendance policy for all new members 
unless excused by the Director of New Member Education or her designee. 

Article XIII: Parliamentary Authority 

The rules contained in Robert’s Rules of Order, Newly Revised, shall govern this chapter in all cases to which they 
are applicable and in which they are not inconsistent with the bylaws and other official regulations of the Fraternity. 
Each chapter should own a copy of Robert’s Rules of Order, Newly Revised. Below is an abbreviated summary of 
how to handle a motion: 
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Section 1: Making a Motion 

A motion is a proposal to the members at the meeting to take a certain action. 

A member should raise her hand and wait to be acknowledged by the Chapter President. When the Chapter President 
calls on her, she states: “I move that... (state motion).” She only states the motion, not why she thinks it should be 
passed. 

The motion must be seconded before the chapter may discuss it. Another member, who didn’t make the motion, 
must state: “I second the motion.” 

Section 2: Debating a Motion 

The Chapter President will ask the member who made the motion to start the discussion. Any member who wishes 
to state her opinion may raise her hand and wait to be acknowledged by the Chapter President. 

When called upon, the member must speak to the motion. She should start by saying, “I want to speak in favor of the 
motion because....” or “I want to speak against the motion because...” 

Section 3: Amending Motions 

After a motion has been made, a member can suggest an amendment, or change, to the original motion. 

An amendment can add, delete or change parts of the original motion. The amendment may not go completely 
against the main motion. Members who do not support the original motion may vote against the motion. 

To make changes to the motion the member shall raise her hand and when acknowledged by the Chapter President 
state, “I move to amend the motion to read...” If this motion is seconded, it will be discussed and voted on. Note that 
this vote is only on whether or not to make the amendment, not on the main motion itself. 

Section 4: Postponing and Referring Motions to a Committee 
Any member of the chapter can make a motion to postpone discussion on the main motion until a certain time. For 
example, she can raise her hand and state, “I move to postpone the question to the next meeting.” 

If a member feels a department or committee of the chapter should study the issue and report recommendations back 
to the membership, she can state, “I move to refer the question to a committee.” The department or committee would 
then report back its findings to the chapter at a future meeting and the chapter could then vote on the motion. 

Section 5: Abbreviated Summary of Handling a Main Motion 

Obtaining the floor: 

A member stands and addresses the Chapter President, “Madam President.” The Chapter President recognizes the 
member by announcing her name or by nodding to them. 

Bringing a motion before the chapter: 

1. The member states the motion, “I move that...” and then sits down.  
2. Another member, without standing, seconds the motion by saying, “I second the motion.”  
3. The Chapter President states the question: “It is moved and seconded that...” 

Consideration of the motion: 

1. Members debate the motion if desired. 
a. Before speaking in debate, members must obtain the floor by standing and saying, Madame 

President” and waiting to be recognized by the Chapter President.  
b. The member who made the motion has first right to the floor.  
c. All remarks are addressed to the Chapter President.  
d. Debate is restricted to the merits of the motion.  
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e. Debate can be closed only by order of the assembly (2/3 vote) or by the Chapter President if no 
one seeks the floor for further debate.  

2. The Chapter President puts the question (puts it to a vote). 
a. The Chapter President asks, “Are you ready for the question?” If no one then rises to claim the 

floor, the Chapter President proceeds to put the question.  
b. The Chapter President says, “The question is on the adoption of the motion that...”  
c.  Then proceed with a vote using the desired method.  

3. The Chapter President announces the result of the vote. 
a. “The ayes have it, the motion is adopted, and... (indicate the effect of the vote)” or,  
b. “The noes have it and the motion is lost.” 

Section 6: At a Glance Guide 

Every chapter member has access to Alpha Phi Roberts Rules of Order At a Glance Quick Guide that they can bring 
to all chapter meetings. 

Article XIV: Initiation and Other Fraternity Ceremonies 

Section 1: Initiation 

This chapter shall initiate new members when they meet the following qualifications for initiation: 

1. She accepts the lifetime commitment, responsibilities and obligations of Alpha Phi membership; 
2. She has participated in and successfully completed a program of new member orientation unless otherwise 

authorized by the Chapter Advisor or her designee;  
3. She has paid the full initiation fee, badge fee, new member fee, and chapter dues. 

 

PROCEDURE 

1. Issue a formal summons to initiation to each candidate.  
2. Hold Inspiration Days for all candidates during the days preceding initiation.  
3. Initiate candidates in accordance with the Ritual of Alpha Phi, as approved by the Convention of the 

Fraternity. 

Section 2: Other Ceremonies of the Fraternity 

All other ceremonies shall be conducted in accordance with the Ceremonies Book. 

Article XV: Records and Ritual Equipment 

Section 1: Records 

This chapter’s copy of the Ritual of Alpha Phi, Constitution Book, New Member Book, Permanent Minutes Book, 
Bylaws Book, and such memorabilia deemed appropriate shall be secured in a special strongbox when not in use. 

Please see Chapter 5, Article V of the Collegiate Chapter Operations Manual for further information on chapter 
records and ritual equipment. 

Section 2: Ritual Equipment 
This chapter’s insignia, ritual and ceremonial equipment shall be kept in readiness between each use and secured in 
a place inaccessible to non-members. 

Section 3: Removal of Records or Ritual Equipment 
No records or ritual equipment shall be taken to the rooms or homes of members or away from their habitual place 
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of safekeeping without the consent of the Chapter President and Chapter Advisor. 

Article XVI: Finances 

Section 1: Financial System 

1. This chapter’s financial system shall be under the general supervision of the Executive Director of Alpha 
Phi International Fraternity. 

a. Collegiate chapters are not permitted to invest funds outside of the approved financial system 
accounts without permission of the Executive Director or her designee.  

2. The fiscal year shall be the same as that of the International Fraternity and shall begin on July 1 and end the 
following June 30.  

3. IRS Tax Filings: 
a. The chapter ensures that its information is provided to the Alpha Phi International Tax Preparer 

for its 990 tax form so that it can be filed on time each year.  
4. Before each fiscal year, chapter members must sign an annual financial contract that outlines the dues and 

fees and payment due dates for the year. 
a. Contracts should be for the academic year and not on a semester/quarterly basis, with the 

exception of new members who join in winter or spring term.  
5. No reimbursements for this chapter shall be made for any expenditure without a receipt. 
6. All member billing and collection of payments will be done through the chapter’s Billhighway account 

unless special permission has been granted by the Executive Director of Alpha Phi International Fraternity. 
a. The due date for chapter payments shall by the 15th of the month in which they are due unless 

other arrangements have been approved by the appropriate advisor or chapter officer. 

Section 2: International Fees 

The amount, collection and remittance of International fees shall be in accordance with the Constitution and Bylaws. 

Section 3: Chapter Dues 

Regular chapter dues shall be determined in accordance with the annual budget for the next fiscal year. 

Section 4: Fines 

A chapter is only permitted to levy fines when members are absent from the following events: 

1. Recruitment Workshops and Polish Week activities;  
2. Formal Recruitment events;  
3. Court of Ivy;  
4. Initiation. 

Section 5: Delinquency Policy 

All members shall follow the Alpha Phi International Fraternity 15/30/45 day delinquency policy as outlined below: 

1. 15 Days Delinquent: 
a. Member and/or guarantor(s) are notified via email from Alpha Phi International Fraternity.  
b. A 3% late fee is automatically assessed by Billhighway (Note: The chapter may charge an 

additional late fee at its discretion).  
c. Member is no longer in good standing and may not attend chapter social events.  
d. Member may not order any activity items (t-shirts, favors, etc.).  
e. Member is not eligible to be matched with a Little Sister.  

2. 30 Days Delinquent: 
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a. Member and/or guarantor(s) are notified via e-mail from Alpha Phi International Fraternity.  
b. Additional late fees may be added to the member statement.  
c. Director of Finance holds delinquent member’s badge and membership certificate.  
d. Member is prohibited from holding office or running for a position.  
e. Member may not order activity items (t-shirts, favors, etc.) and is not eligible to be matched with a 

Little Sister.  
f. Member may not vote in meetings.  
g. A Judiciary Board hearing may be held at the chapter’s discretion.  

3. 45 Days Delinquent: 
a. Member and/or Guarantor(s) are notified via email from Alpha Phi International Fraternity. 
b. Additional late fees may be added to the member’s statement.  
c. A request for termination of membership is submitted to the Alpha Phi Executive Office and 

submitted for approval to the International Executive Board.  
d. Account may be sent to a collection agency.  
e. Eviction proceedings may begin for members living in an Alpha Phi owned/leased facility in 

accordance with the member’s housing contract. 

Section 6: Budget 
The Director of Finance of this chapter shall prepare the annual chapter budget with the assistance of the Executive 
Council and Finance Advisor and with input from a member of the House Corporation Board or Chapter Property 
Committee (if applicable), following the outline in the Chapter Operations Department Manual. The budget shall 
then be presented to the chapter and posted to the chapter’s Billhighway account by May 1 of each fiscal year for the 
following fiscal year. 

After the budget is adopted by the chapter, the chapter is expected to operate within its budget. If changes are 
needed to the budget, they should be discussed at an Executive Council meeting and approved by an advisor. 

In addition to the usual budgetary items, there shall be funds budgeted for the chapter delegate(s) and advisor(s) to 
attend Convention and Leadership Conference every year. 

Section 7: Housing Charges 

Rent, board, parlor fees and other charges to be paid by each new member and initiated member shall be prorated in 
accordance with the annual budget requirements. 

The annual Collegiate Chapter/House Corporation Agreement, specifying the housing charges that the House 
Corporation Board shall receive from the chapter, shall be signed by the Chapter President on behalf of the chapter. 

Section 8: House/Chapter Bond 

This chapter shall have a House/Chapter Bond as determined by the House Corporation Board or the Chapter 
Property Committee. In the case of a colony, bond will be determined by the Executive Office staff. This fund is 
reserved for building, purchasing, maintaining, or furnishing a chapter house, lodge, suite, room or for the future 
benefit of the chapter. 

1. Full payment shall be made by each member to her original chapter within one year from the date of her 
bid acceptance unless special permission has been granted by the Executive Director or her designee. To 
request permission, the chapter must submit a Special Permission Request Form which can be located on 
Alpha Phi’s website.  

2. All House/Chapter Bond monies shall be turned over to the House Corporation Board or Chapter Property 
Committee (or Chapter Advisor as appropriate) as specified in the Collegiate Chapter/House Corporation 
Agreement. 
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a. This fund is not part of the operating accounts of the chapter and is not to be used to pay any 
current chapter expenses.  

3. No affiliated transfer member shall be required to pay a House/Chapter Bond to this chapter. 

Article XVII: Housing 

This chapter shall: 

Establish Facility Rules and an Occupancy Plan for their housing facility; Participate in and maintain a relationship 
with the local House Corporation Board; Respect and work with the House Director. 

Section 1: Facility Rules 
Iota Nu Chapter of Alpha Phi, University of Kentucky  
House Rules  
Established August 2012 
The following rules have been set forth by the Iota Nu House Corporation of Alpha Phi International Fraternity, Inc. 
(aka House Corporation Board/HCB) to create an enjoyable living experience for the members of Iota Nu Chapter of 
Alpha Phi, and to protect the members, guests and staff, as well as our home at 417 Columbia Avenue. The intention 
is to protect the health, safety and welfare of the residents, to provide efficient management of the facility and to 
preserve the capital investment in the property. All rules are designed to be in accordance with the policies and 
standing rules of Alpha Phi International Fraternity, Inc. and the University of Kentucky. Members are expected to 
adhere to the spirit and intent of these rules as specified in your member and housing contracts and the official 
constitution and policies of Alpha Phi International Fraternity, Inc.  
It is the Duty of each Member to:  
Report any problems pertaining to maintenance, repair, equipment, utilities, or staff to the House Director and the 
Director of Chapter Facilities. Report any emergency, medical or otherwise, to the House Director. Treat the facility 
with care as if it were her home and utilize the facility and its furnishings in a manner consistent with her treatment 
of her personal residence. Keep her room in order, as well as remove all personal items from the public areas when 
the items are not in use. Items remaining in public areas will be collected and donated or disposed.  
In the event of fire, sound the alarm and notify the House Director and the Director of Chapter Facilities, who will 
notify the proper authorities. Any time the alarm sounds, evacuate the facility in accordance with the Chapter’s 
emergency procedures. Fire and/or tornado drills will be conducted throughout the school year. The University of 
Kentucky Fire Marshall requires access to all areas of our building for surprise inspections several times each year. 
Each resident is required to cooperate with the inspection and adhere to any instructions given as a result. Give 
courtesy and respect to the House Director and her authority. All employees are employed by the House Corporation 
Board and report to the House Director. All instructions or orders are to be given only by her. Her authority to 
supervise employees is supported by the House Corporation Board and the International Governor/Team 
Lead/Advisory Board as per HCB procedures and by-laws. 
 
Alcohol/Drugs: No alcohol or illegal substances, containers or paraphernalia will be kept, used, or permitted on the 
premises at any time. This rule applies to everyone, even those who are 21 and over.  

Use of Premises: Members will not use (or permit the use of) the premises for any unlawful purpose that may injure 
the safety, legal standing or reputation of Alpha Phi.  

Smoking: Our Alpha Phi home is located on UK property and we are required to adhere to UK’s smoke-free 
campus policy; therefore, smoking is prohibited in all areas of our building and outdoor spaces.  

Weapons: Possession and/or use of weapons on Alpha Phi property are prohibited, including any firearms, 
explosives or any blade or other item considered an implement of offense.  

Fire Safety: Candles may NOT be burned or stored in any area of the property. 
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Members may not cook anywhere in the house except with the microwaves, toasters or other small 
appliances provided by the House Corp in the breakfast kitchen and/or snack kitchen areas. Hot plates and in-room 
coffee pots are prohibited. Due to fire hazard, the follow items are also prohibited, except under direct supervision or 
with written consent from HCB: space heaters, hot plates, Christmas or decorative string lights, tart or wax warmers, 
halogen lamps and incense burners. Extreme care should be taken with irons and hair implements. Kentucky fire 
codes prohibit the use of extension cords; surge protector strips may be used in their place. Any fine issued by the 
city or any alarm company fees caused by a member’s use of any of the above items will be charged to that member. 
Items considered fire hazards will be confiscated and returned to the member at the end of the semester. All 
bedroom doors in the house are equipped with automatic closers intended to contain fire and smoke in the event of a 
fire. The doors are constructed of a special fire-rated material. Because of this, no nail holes or screws can be made 
in the doors and the doors must not be propped open at any time. Fire Sprinkler heads are located throughout the 
house. Do not tamper with, block or hang items from these devices. Designated fire exits (signified by a lighted 
EXIT light) may not be blocked at any time. 

Keys and Entry/Exit Procedures: All facility doors must remain closed and locked at all times. Members are to 
enter the facility using the finger scan units located at the front door or rear parking area door. All other doors are to 
be used only in case of emergency or under the coordination of the House Director for special events. Do not prop 
doors open; make sure all doors are shut securely behind you. 

Propping doors is a serious offense because of the security risk and concerns it creates for chapter members and our 
staff.  
Each member will be issued a key to her room.  
Pets: No pets of any kind are allowed in the chapter property.  
Quiet and Visitation Hours: In a large facility with many residents, care must be taken to respect the study and 
sleep needs of others. Quiet Hours are from 9 pm to 9 am Sunday through Thursday, and midnight to 9am Friday 
and Saturday. Voices, music and TV sound should be kept at controlled levels during these hours. Quiet hours will 
be established for the chapter room and posted by Exec. During those specified times, that space will be used as a 
study area and members should respect the educational pursuits of their sisters.  
Male Visitors: Male guests are allowed on the first floor when escorted by their hostess between the hours of 9am 
and 12pm Sunday through Thursday, and 9am and 2am on Friday and Saturday. Appropriate conduct is expected at 
all times. Males are not allowed on the 2nd or 3rd floor except for specially designated events (including Move in 
Days, Family Day and Parent’s Days from 10am to 6pm) with prior announcement by Chapter Executive Committee 
with the prior approval of HCB). On these occasions, male visitation is allowed only for the purpose of helping carry 
items, giving family members room tours, etc. Social visitation should be restricted to the public spaces of the 
house.  
Occasionally, males may be needed on the upper floors for maintenance or repair purposes. In such circumstances, 
the visitor will be announced prior to going upstairs and accompanied by either the House Director, Director of 
Chapter Facilities or their authorized designate. Except for special occasions approved by the Chapter Advisor and 
House Corporation, males may not visit the basement.Such occasions may include some sporting events, occasional 
movie nights, etc. Any such events will have a strict start and end time.  
Overnight Guests/Guest Room: Notice should be given to the House Director whenever a member has an 
overnight visitor in her room. As per Alpha Phi Standing Rules, no male may be in the house overnight at any time. 
Courtesy: 

Please be respectful and appreciative of our staff and alumnae. Introduce guests to the House Director. 
Allow all staff members to perform their duties during their working hours without interruption. Requests and 
communications with all junior staff should be made through the House Director.  

Front Door: Please answer the door promptly. If you are expecting a visitor, answer the door yourself. When 
answering the door for one of your sisters, do not yell for her, either accompany the guest to the member’s room 
(except males – escort to living area on first floor) or go find the sister to announce her guest. It is not the staff’s 
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responsibility to answer door.  

Decorum: All members and staff should be dressed appropriately at all times in the public common areas of the 
facility. While the house serves as your home, the first floor area is also a business and reception area for outside 
guests. No pajamas or skimpy attire are to be worn downstairs and proper attire, including undergarments, should be 
worn (including bras or sports bras) anytime the house is open to guests. Staff is expected to dress neatly and 
professionally at all times.  

Elevator: The chapter house is equipped with an elevator for ADA code compliance. The House Corporation will 
allow its use during moving days and at other times when heavy use is anticipated. However, the equipment is very 
expensive to operate and maintain. To help control your housing fees, use of the elevator may be prohibited or 
suspended at other times or restricted to those with a physical limitation requiring its need.  

Dining and Food Rules: Resident Members are entitled to full dining privileges. Out-of-house members (initiated 
and new) are entitled to one meal per week according to the announced chapter calendar. Meal plans are available 
for out-of-house members who wish to eat additional meals at the house on a regular basis; please see the House 
Director and follow her directions and policies for meal sign ups. If you expect a guest at mealtime, please give the 
House Director 24 hours notice so that food quantities can be planned appropriately. All routine, non-event guest 
meals are $6 per person and are the responsibility of the member. Due to the popularity of certain menu items, 
advance guest ticket purchases may be required on certain days at the discretion of the House Director (policies will 
be announced in advance.)  

Food on the Main Floor: House provided meals may only be taken in the dining room, basement rec area tables or 
the back patio. Dishes from the kitchen will not be allowed outside of the dining area. This means NO CUPS, 
PLATES, BOWLS, and SILVERWARE are to leave the dining room/patio areas. Food is not allowed in the chapter 
room. Do not take glasses, cups, plates, bowls or silverware out of the dining room. If you choose to eat your own 
food outside of the dining room, please use paper products or your own cups/mugs (we will make an exception for 
overflow for chapter meals when the dining room is full). Clean up and report any spills to House Director or House 
Manager immediately. Food and beverages are not allowed in the Formal Living Room except for official Alpha Phi 
chapter events approved by HCB. All liquids must be emptied (poured into a sink) before disposing in a trash can. 
Clean up your own messes and leave all areas neat for your sisters and chapter guests. Food in Other Areas: You 
may have food in your own room; however, you cannot have open bags of food or dirty dishes in your rooms. 
Damage and cleaning fees may be deducted from your deposits for spills or stains. Any food stored must be kept in 
sealed containers to keep from attracting bugs. Microwaves and other kitchen appliances are not allowed in 
member’s rooms and a $300 fine per day will be enforced if found. Small dorm size refrigerators may be kept in 
rooms if a $50.00 fee is paid to HCB in advance. All room refrigerators must be CLEAN, empty and unplugged 
during all school breaks or during any extended absence by the member. The snack kitchen will be stocked with 
light snacks on a limited basis. Please label (and remove on a timely basis) any personal food items stored in the 
snack kitchen refrigerator. Unmarked or old items will be thrown away. The snack fridge kitchen is shared space; do 
not store cases of beverages there. You must wash, dry and properly store any personal dishes, glassware, etc. Do 
not leave unwashed dishes or glassware in the snack kitchen or sitting in your room. It is the chapter members’ 
responsibility to keep the basement snack room clean at all times. This area is a privilege that may be removed at 
any time if the area is not used and cared for properly.  

Cleanliness: All public areas of the house must be kept free of personal belongings. Any items left will be disposed 
of or donated. Hallways are to be kept clear. Do not place personal belongings or area rugs in any common or 
hallway area. Personal items are not to be left in the bathrooms in any area but the storage cubbies. Vacuums and 
cleaning supplies are available - ask the House Director or Director of Chapter Facilities for their location. Paints 
and craft materials are to be used in the basement rec room or outdoors only. Please protect all surfaces (including 
outdoor patio surfaces) with a plastic tarp if using any paints or materials that could damage flooring, etc. The 
chapter or the responsible individual will be charged for any damages caused by crafts. 
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A housekeeper is employed to clean all common areas of the house, but members are expected to dispose 
of their own trash properly (no liquids in trash cans!), clean up their own messes and clean their own bedrooms. 
Personal room trash or large items such as pizza boxes should be taken to the dumpster located in the parking lot. 
Do not overstuff the trash cans – if it is full, remove the bag and take to the dumpster. 

Furniture may NOT be moved, removed or added to the house without approval of the HCB. When prior 
approval is given for moving furnishings, it is to be done under the direct supervision of an HCB member, the House 
Director, or their assigned representative. NEVER “scoot” furniture – it can damage the floor or the furniture legs. 
Lift only! If items are moved by chapter members or guests, the chapter member is responsible for any damage. 
Bedrooms: Painting, wallpaper or any type of redecorating is prohibited. If you wish to change your bedroom 
furniture configuration, follow the instructions on the furniture company website at www.uloft.com. All furniture 
must remain in the room assigned. A $300 fine will be enforced if furniture is moved or removed without written 
permission. A waterproof mattress cover is provided for each mattress – do not remove it, it is there because of 
Health Department requirements. Deductions to your security deposit will be made for missing mattress covers or 
mattress damage. Place your own mattress pad or cover over the one provided if desired for extra comfort. When 
securing items to the walls, each member is limited to 3 small finishing nails. (Hint: Sewing needles work well and 
leave an almost invisible hole.) Certain adhesive products will be allowed to hang light pictures and posters, but 
must be removed carefully according to manufacturer’s instruction. See the House Director for approved products. 
The member will be responsible for any damage to the walls and for repairing any nail holes ($20 each). Tension 
rods may be used to curtain your closet openings. Do not use screws or nails to hang a permanent rod. No nails or 
adhesive items may be used on doors, walls, closet doors or wood trim. Blind valances may not be removed from 
windows; any curtains hung must be lined in white fabric. Deductions will be made from your security deposit for 
any damage to your room, furniture or common area. Windows in all bedrooms are to remain closed except in 
emergency. The house is equipped with central heat and air; for safety reasons windows should remain closed and 
locked at all times. If you have a ventilation / temperature issue in your room, please inform the Director of Chapter 
Facilities or the House Director.  

Parking and Personal Property: Parking in the Alpha Phi lot is controlled by the University of Kentucky. Do not 
park in spaces to which you have not been assigned and never park in or block staff spaces. Alpha Phi and Pi Beta 
Phi have made an agreement to share driveways, with Alpha Phi’s driveway being designated for entry and Pi Beta 
Phi’s designated for exit. 

DO NOT BLOCK EITHER DRIVEWAY AT ANY TIME. Please instruct your dates and friends to park curbside – 
not in the driveway – when picking you up. Bikes may be secured to the bike rack at your own risk. Bicycles may 
not be stored inside the house. Do not chain or lock bikes to any other house structure other than the designated bike 
rack. The Iota Nu House Corporation is not responsible for any member’s personal property. Please be sure your 
own homeowner, renter or vehicle insurance gives you adequate coverage for your personal items and vehicles; 
Alpha Phi policies do NOT cover personal property. Personal items are to be stored exclusively member’s rooms 
with the exception of bicycles, which are to be stored in the provided rack outside. Items left in other areas or in 
members’ rooms after checkout, in the basement, or unauthorized areas without prior written arrangements with 
HCB will be discarded or donated.  
Meals (times subject to change):  
Meals are available during UK academic periods only. If a holiday or school break falls on a weekday, there will be 
no meals that day. Example: Labor Day falls on Monday and there are no classes that day; therefore, there will be no 
meals served. For extended breaks, meals will always resume on the first day of classes.  
Breakfast: Self-service continental breakfast is served from 7:30 am to 9:00 am. for in-house members only.  
Lunch: Lunch is served buffet style between 11:30 am and 1:30 pm. If you are unable to attend lunch during this 
time please sign up for a sack lunch (sack lunch items are available during breakfast for you to pack your own 
lunch).  
Dinner: Dinner begins at 5:00 pm and ends at 6:00 pm.  
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Late Meals: Because of limited storage space and kitchen staffing, late plates are only allowed with permission of 
the House Director for members with documented class or employment conflicts. 
If a chapter event requires a number of members to miss meal time, please give the House Director ample advance 
notice so that meals and staffing can be planned accordingly. Shoes or slippers must be worn in the dining room, 
breakfast kitchen and snack kitchen at all times and in all downstairs areas when it is expected that guests will be 
present.  

General Facility Care and Use: 

General Appearance: All furnishings of the chapter house, including kitchen utensils, flatware, china, furniture, 
lamps, etc. are property of the Iota Nu House Corporation (aka HCB) and may not be removed from the Alpha Phi 
house for any reason. Furniture is not to be taken outside. Please turn off lights when you leave a room. The 
thermostats are set and controlled by the House Director; do not tamper with them or adjust them.  

Bathroom Etiquette: Remember, the bathrooms are shared. Please clean up after yourself and leave it clean for the 
next person. Feminine products should be wrapped in toilet paper before putting them in the receptacles. Never flush 
feminine products (including tampons or applicators), food or foreign items in the toilets. Hair dye may not be used 
or applied in the Alpha Phi showers or sinks. All shower caddies in the provided wire-shelved “cubbies” located in 
each bathroom or dried and taken to your room.  

Laundry: Laundry machines are provided for resident use in the laundry room in the basement. Remove your 
clothes promptly, allowing space for others to utilize the machines. If you find a load of dry laundry in a needed 
dryer, place neatly on the counter and then utilize the dryer. Do not use others’ detergent, etc. without permission. 
Fabric dye may not be used in the washing machines. Do not leave clothing to soak in the hand sink unattended. Be 
respectful of your sisters and clean up after yourself. Machines may be used between 9 am and 9:30pm. Any iron 
used in the house must be unplugged when not in use.  

Maintenance: Please use the Maintenance Request Form for any routine maintenance or repair items. Light bulbs 
are available from the House Director – all other items should be brought to the attention of the House Director or 
House Manager according to the priority stipulations on the form.  

Safety: In the event of an emergency, remain calm and follow the Iota Nu Chapter Emergency Procedures. If 
necessary, exit the house in an orderly manner – no running or shoving – and meet your sisters at the designated 
area. If the house must be evacuated, please make sure your roommates leave with you.  

Video Cameras: Video cameras may be used to monitor our property. The cameras will be strategically placed to 
balance the goals of safety, security and the enforcement of house rules against reasonable expectations of privacy in 
our shared home. Any tampering with the security cameras, monitors, wiring or other equipment is a serious offense, 
and will be subject to HCB fines and/or chapter disciplinary measures, as appropriate. Similarly, a member who is 
determined to have violated house or chapter rules will also be subject to fines and/or discipline.  

Check In/Check Out Procedures: All members must move out within 24 hours of their last final exam each 
semester, with the exception of 2nd semester seniors during the second semester of the academic year who MAY be 
allowed to stay through the day of graduation. The House Corporation Board has the right to determine whether 
house occupancy will be extended to graduating seniors following spring semester finals. The Board’s determination 
is final. Any items left at the end of a semester without permission from the House Corporation Board may be given 
to charity or discarded. A removal fee and/or cleaning fee may be charged. All residents must complete the 
following tasks as they move out each semester: Complete all items on the Check Out Sheet Remove all belongings 
from room Dust/clean all furniture, windowsills, drawers, and bed frames. Clear off and clean room, bathroom 
doors, and walls. Clean all closets, drawers’, shelves, and mirrors COMPLETELY. All trash and books should be 
thrown away in the dumpster located outside. DO NOT LEAVE TRASH OR BOOKS IN THE HALLWAYS, 
SLEEPING ROOMS, STUDY ROOMS, SUITES, STAIRWELLS, OR LANDINGS. Make sure the hallway near 
room is clear and clean. Failure to clean any part of the room and/or bathroom will result in a minimum $50.00 per 
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person fee. Set up a time with the HCB designee to check out of room. Each resident must check out. Failure to 
check out at the appointed time may result in a loss of your security deposit. 

Description of Damage Fees (changes and additions may be implemented depending on actual costs incurred to 
make repairs):  

Repair small nail holes       $20.00 per occurrence  

Replace and Install Blinds       $400.00 per room  

Remove Plastic Hooks and Repair Drywall     $20.00 per occurrence  

Remove Dry Erase Board, etc. and Repair Drywall    $20.00 per occurrence  

Damage to Drywall and Re-paint      $50.00 and up  

Stains on Carpet        at cost, up to cost of replacement  

Stains on Mattress       $200.00  

Broken or Damaged Furniture      at cost, up to cost of replacement  

Missing or damaged Mattress Cover     $25.00  

Damage to window or window locks     $750.00 and up, depending on costs  

Release/repair of windows due to unauthorized opening   $200.00  

Cleaning fee if room left dirty      $100.00 minimum  

Damage to Bedroom Door (any holes, etc.)     $1000.00 minimum 

***Depending on the extent of the damage these fines may be increased. Fines for damage or rules violations, other 
than set forth above, will be based on the severity and circumstances of each situation, including but not limited to 
the cost to repair or replace the damage or loss, the urgency of needed repairs, and/or the seriousness of the rule 
violation. 

Respect the House: We have a beautiful home and want it to stay that way for many years. Please treat the house and 
furnishings with the care you would your own home – it is! Report any problems to the House Director or Director 
of Chapter Facilities immediately – corrective action can keep a problem from growing. Conserve energy by 
unplugging all appliances when not in use. Please turn off lights and televisions when a room is vacant.  

These rules are subject to revision at any time and are to be acknowledged by the signature of each member. 
OBSERVANCE OF HOUSE RULES 
The Director of Chapter Facilities shall be responsible for advising all members and guests about the House Rules. 
The House Rules of this chapter shall apply to and be observed by all new and initiated members, alumnae, and 
guests. 
ENFORCEMENT 

The Director of Chapter Facilities shall be responsible for seeing that all House Rules not under the jurisdiction of 
another authority are enforced and that violations are brought to the attention of the proper committee or board. 

Housing Related Meetings 

The chapter shall have at least one meeting per year to discuss the chapter’s House Rules. When matters concerning 
the use and maintenance of this chapter’s housing facility need to be discussed a meeting shall be called by the 
Director of Chapter Facilities. 

House Room Picks 

The order of picking rooms in the house is decided by the following: 
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1. Members of the Executive board will pick rooms first based on seniority then by highest number of points.  
2. After the Executive board it will go by seniority.  
3. After the members are ranked by seniority they will be placed by highest number of points. The oldest 

member with the highest number of points will pick their room first.  
4. If there is a tie between the members on total points the member who has the most credit hours will pick 

first. 
5. If there is still a tie after number 4 the members will be placed alphabetically. 

Parking Passes 

Parking passes behind the house will be assigned by the following: 

1. Passes will be given out on seniority and need and safety bases. The member in the highest-grade level will 
be the next on the list and it will work its way down.  

Parking passes in other lots will be given based on need, the President and VPCO will decided the members who 
receive these passes. The passes will be given in the following order: 

1. If there is a medical reason for the pass- a doctor’s note may need to shown  
2. Class Schedule- If a member has a night class after 8:00 pm- will need to show class schedule  
3. Work Schedule-If a member works late evenings- will need to present work schedule 

House Occupancy Plan 

If there are fewer volunteers than spaces available in the house, the remaining spaces will be filled as using 
the chapter's occupancy plan. 

Section 2: Collegiate Members of the House Corporation Board 

Two collegiate members of this chapter shall be elected annually by this chapter to serve on the House Corporation 
Board as Directors, with first considerations being given to the Chapter President, Vice President of Chapter 
Operations or Director of Chapter Facilities whenever possible. These two members shall attend all House 
Corporation meetings and vote on all matters before the House Corporation Board except specific employees’ 
salaries. 

Section 3: House Director 
A House Director shall be employed by the House Corporation Board or Alpha Phi International Fraternity or its 
designee and live in residence at this chapter’s housing facility. 

Article XVIII: Points System 
The Iota Nu chapter will use the following points system: 

The number of points needed in each category will change according to the date of the social events. For 
example, if there is a longer period of time between two social events, more points will be needed in each category. 

The following category will be the outline of the points system: 

1. Sisterhood  
2. Philanthropy  
3. Campus Involvement  
4. Loyalty 

Sisterhood: 

1. Members will receive one point per sisterhood event they attend. 
a. Movie nights, cookie decorating, craft nights, ect.  

2. If a member attends sisterhood retreat they will receive two points.  
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3. If a member takes part in a philanthropy event for another Greek organization they will receive one 
sisterhood point. 

Philanthropy: 

1. If a member takes part in a philanthropy event for another Greek organization they will receive one point. 
2. Volunteering in the community- 2 hours  
3. If a member attends another Greek organizations event, they will receive a point, 

a. Restaurant nights, buy ticket to the event, purchase the event's t-shirt, 5K run  

Campus Involvement: 
1. Attend an official UK sponsored event  

a. Guest Lecture  
b. Sporting event- not basketball or football c. Informational meetings  
c. Campus Fairs- ex: career fair, study abroad fair, ect.  

2. Be involved in another organization on campus 
a. Clubs- ex: food science club, Pre-law club, ect.  

Loyalty: 
1. Members must attend 75% of the meetings before the social event  
2. Must attend all ceremonies unless the member is excused  
3. Must attend all Alpha Phi philanthropy events within specified time period 

 

**Any of the below options can be used as a substitute within any category for one point if total points were not 
met: 

• Taking more than 15 hours in school 
• Having a regular, paying job (Part-time or Full-time) 
• Being a member in more than one (2+) organization outside of Alpha Phi 
• Holding an officer position in another organization, outside of Alpha Phi 


