The Southwestern Province
Kappa Alpha Psi Fraternity, Incorporated
2011-2012 Chapter Certification Criteria



	DATE:
	
	            PROVINCE:
	SOUTHWESTERN

	CHAPTER:
	
	UNIVERSITY (IF APPLICABLE):
	

	CHAPTER ADDRESS:
	

	CITY:
	
	STATE:
	
	ZIP:
	

	POLEMARCH:
	
	PHONE:
	



NOTES:   
All certification packets be FULLY APPROVED by the Southwestern Province by October 31, 2011.  Packets should be submitted early enough to allow sufficient time for the packet to be reviewed, corrections made (if necessary), resubmitted (if necessary), and finally approved. 

***The Certification deadline for chapters participating in the Fall 2011 Membership Orientation Initiation Program (MOIP / Intake) is October 2, 2011.***

The official method to submit the certification packet is electronically. Chapters needing help with this method should contact a SWP Executive Board Member to receive guidance. 

Remember that the certification process requires your chapter to FIRST submit the packet to the Administrative Assistant in your area for review.  The Administrative Assistant will then forward the completed packet with any corrections to Theron Hightower (SWP Executive Operating Assistant) for final certification approval.

Failure to complete the packets by the deadline may result in the following:

· The chapter status being changed to “Not in Good Standing”
· The chapter not being allowed to participate in the MOIP through August 31 of the next year.
· The chapter being fined an amount not to exceed $500.

If you have any questions concerning the following, direct them to the Province Polemarch or Southwestern Province Certification Team.

The Southwestern Province will verify that the chapter:
· Registered at least one delegate to the last Grand Chapter Meeting (80th GCM / Indianapolis). 
· Registered at least one delegate to the previous 75th (Hot Spring) AND UPCOMING 76th (New Orleans) Southwestern Province Council Meetings.
· The Chapter Polemarch, Vice Polemarch, Keeper of Records, Keeper of Exchequer, Membership Intake Orientation Program Chairman and Undergraduate Chapter Advisor attended the previous 32nd (Houston) C. Rodger Wilson Leadership Conference (CRWLC).  Also, the chapter must register all of the required officers for the upcoming 33rd CRWLC (Conway AR).
· Is not currently subject to disciplinary action by Grand Chapter or the Southwestern Province.

A. THE CHAPTER MUST HAVE:

1. A Physical Address or Post Office Box and an email address to receive correspondence. Home addresses are not acceptable for Undergraduate Chapters. 

2. If applicable, the Chapter must submit its Website Link and the names, emails and phone numbers of the primary and secondary web masters. If there is a third party vendor responsible for the website and its content, the same contact information for the vendor should be submitted as well.  If the chapter has a Kappa League with its own website, the same contact information must be submitted for the person and/or company responsible for its contents. Documentation must be included, signed by the Polemarch, Vice Polemarch, KOR, KOE of the Chapter, all Webmasters and where applicable, the Advisor, stating that each member of the Chapter understands that:

a. The “bunny rabbit” is not to be used on any web site, flyer, or correspondence that is related to Kappa Alpha Psi Fraternity.  The Chapter must acknowledge that the website also does not contain any sexually explicit songs or images i.e. “Diamonds”, “Girls of the Month Club” or any resemblance to such.  There are to be NO alcoholic imagery or drug paraphernalia.  If the website is later found exhibiting any suspect content, the website must be immediately shut down, within 48 hours of notification, until the issue has been corrected.  If these guidelines are not followed, that chapter will face disciplinary action at the discretion of the Province Polemarch.

b. The Chapter does not endorse or hold joint activities with any little sister organizations or affiliation such as Kourts, Kittens, Kreams, Sweethearts, etc.

3. Paid all International dues and assessments for the 2011-2012 Fiscal Year. This includes but not limited to the following:

A. Annual Insurance Premium (Alumni chapter ($600), Undergraduate chapter ($400))
B. Annual Membership Dues - (Alumni ($150) and Undergraduates ($75) per non-life or non-subscribing life member)
· NOTE: Both Alumni and Undergraduate chapters must submit a Chapter Membership Listing documenting who the Annual Membership Dues are for.  Include each member’s respective Fraternal ID number in the list.
C. 	Kappa Alpha Psi Foundation contribution ($50 per Undergraduate Chapter and $100 per Alumni Chapter)  
	Make check payable to the Kappa Alpha Psi Foundation.

4. Paid all Province dues and assessments for the 2011-2012 Fiscal Year. This includes, but not limited to the following:

A. SWP Alumni Chapter Dues => $150 for the Chapter plus $15 for each active member that is not a Life Member or a Subscribing Life Member of the Southwestern Province
B. SWP Undergraduate Chapter Dues => $75 for the Chapter plus $10 for each active member that is not a Life Member or a Subscribing Life Member of the Southwestern Province
· NOTE: Both Alumni and Undergraduate chapters must submit a Chapter Membership Listing documenting who the Annual Membership Dues are for.  Include each member’s respective Fraternal ID number in the list.
C. SOUTHWESTERN EDUCATION AND LEADERSHIP TRAINING FOUNDATION contribution of ($100) 
	Make check payable to the SELTF.

5. Completed and submitted the following reports to the appropriate entities (the International Headquarters and the Southwestern Province).  Simply include a copy of each required document within the packet. 

A. Chapter Officer Report (must have the actual signatures --- electronic signature is not accepted)
· Mail to IHQ, to the SWP Polemarch and to the SWP KOR
· All officers must be financial and in good standing at all levels of the fraternity by October1, 2011 to hold an office.
B. Chapter’s Membership Listing (All active, financial members) 
· Mail to IHQ, to the SWP Polemarch and to the SWP KOR
C. Chapter Program Documentation 
· Complete and email to the SWP Sr. Vice Polemarch
D. The Chapter must complete at least one Southwestern Province Committee Assignment Form. 
· Complete and email to the Chairman at the bottom of the form 
E. Personal Liability, Responsibility and Compliance Form 
· Each member of the Undergraduate Chapter, the Officers of the Alumni Chapters and the Undergraduate Advisor must annually complete this form and return a copy to the Province Polemarch.  
F. The chapter must develop an Intake Fee Structure Document 
· This document will display what each perspective initiate will be charged by the chapter including a breakdown of how the funds will be distributed (IHQ, SWP & Local Chapter)
G. Tax Reports  (NOT Optional)
· Go to IRS Website, www.irs.gov , download and complete the form, the 990EZ or 990-postcard, whichever applies, then email it to the IRS. The IRS will provide an acceptance email.
· A Schedule A Form must be completed and sent to IHQ (Director of Finance at: Director_of_Finance@kappaalphapsi1911.com)

B. THE CHAPTER MUST SUPPLY:

6. Chapters that have been notified that they are delinquent of IHQ assessments or required documents, must provide an email from IHQ stating the delinquencies have been resolved, thus “In Good Standing” with IHQ.

7. The Chapter must submit a document that lists the items in their Archives.  The Constitution & Statutes of the Fraternity provides a complete list of the contents of a Chapter’s Archives.  
· NOTE:  UNDERGRADUATE CHAPTERS:  The Undergraduate Chapter Advisor must sign the document.

8. Proof that they meet at least once a month in accordance with the Constitution and Statutes of Kappa Alpha Psi Fraternity. Please provide the day, time, and location of your meetings.

9. ALUMNI ONLY: Evidence the Chapter provided Membership Orientation Intake Program training, protocol discussions and other leadership activities to members of the Chapter.

10. ALUMNI ONLY: Evidence the Alumni Chapter has provided physical, inter-active, cooperative, and (if necessary) financial support to its Undergraduate Chapter(s) The Letter of support is to come from the Polemarch of the Undergraduate Chapter.          An Alumni representative, in addition to the Chapter Advisor, must attend and report on the Alumni activities at one Undergraduate Chapter Meeting per month.

11. UNDERGRADUATE ONLY: An Alumni Chapter is adequately present and gives ample support to the Undergraduate Chapter.  The Letter of support is to come from the Polemarch of the Alumni Chapter. An Undergraduate representative must attend and report on the Undergraduate activities once per month at Alumni Chapter Meeting and perform a joint Guide Right project with the Alumni Chapter once per year.

12. UNDERGRADUATE ONLY: Proof the Chapter Advisor is active, trained, effective and financial on all levels of the Fraternity. Documentation is to come from the Polemarch of the Alumni Chapter.  The documentation must include the Advisor’s name, address, phone(s), email, and fax numbers. The Chapter Advisor must have been certified at the most recent applicable Chapter Advisors’ Workshop. 

C. COLLEGES AND/OR UNIVERSITIES MUST SUPPLY:

13. UNDERGRADUATE ONLY: Proof of the presence of a Campus Greek Life Advisor or other Institutional Official  responsible for advising the Chapter (i.e. Director of Student Activities, National Pan-Hellenic Council Advisor).

14. UNDERGRADUATE ONLY: The "Statement of Collaboration" or other documentation signed by an Institutional Official (e.g., Dean of Students, Greek Affairs Advisor) endorsing the presence of the Chapter. The Statement of Collaboration has been developed to recognize that Kappa Alpha Psi Fraternity's existence on the campus is at the decree of the host institution, and that the Chapter must abide by the institution's rules and regulations. Additionally, the document attempts to set forth: 1) how the local Chapter can further the stated educational objectives of the institution and 2) ways to help enhance the partnership among the Grand Chapter of Kappa Alpha Psi, the local Undergraduate Chapter, and the host institution by articulating reasonable expectations for each constituent group.

15. UNDERGRADUATE ONLY: Documentation from an Institutional Official (i.e., Dean of Students, Greek Affairs Advisor) stating that the Chapter abides by the host institutions rules and regulations.

Kappa Alpha Psi Fraternity insists its Undergraduate Chapters comply with its host institution's rules and regulations. In the event the local Chapter has not complied with any provision of the institution's rules and regulations (e.g., academic requirements, reporting of members, and involvement in the Greek Governing Council). A document articulating the Chapter’s non-compliance of the rules and regulations will result in non-certification.

16. UNDERGRADUATE ONLY: Proof of sufficient presence of a critical mass of qualified (e.g., 2.5/4.0) African American and other undergraduate students to sustain a chapter of at least seven men.

17. UNDERGRADUATE ONLY: Proof that the cumulative grade point average of the Chapter and each of its members is 2.5 or better. The document must be signed by an Institutional Official, on the school’s official stationary, which list the cumulative GPA for the Chapter AND for each respective chapter’s members.  

18. UNDERGRADUATE ONLY: The chapter must complete the Kappa Scholar/Kampus Leader Form.  The form requires a picture and write-up of all Kappa Scholars (3.5+ GPA) and all Kampus Leaders (3.0+ GPA and Student Government, Program Council or Pan Hellenic Presidents).  The Kappa Scholar/Kampus Leader Form is on the Southwestern Province web site: (www.southwesternprovince.org). 
· NOTE:  Submit a completed form for each chapter member that has a 3.0+ GPA, even if he does not hold an office.

19. UNDERGRADUATE ONLY: Documentation that the Chapter’s Advisor and Officers have met with the Campus Greek Life Advisor or other Institutional Official responsible for advising the Chapter to discuss the School’s and Fraternity’s Policy and Procedures, Executive Order 1, 2, and 3, and the Membership Intake Schedule for the school year. This document must be signed by the attending Institutional Official. 
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