
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Omega Delta Phi 
Alumni Association 

Constitution and By Laws 
 

 

    



 

-i- 

 

Contents 
Statement of Intent .............................................................................................................. 1 
Article I: Name and Objectives ........................................................................................... 1 

Section 1: Name ................................................................................................................ 1 
Section 2: Objectives ......................................................................................................... 1 

Article II: Membership ....................................................................................................... 1 
Section 1: Eligibility for Membership ............................................................................... 1 

Article III: Fees ................................................................................................................... 1 

Article IV: Management and Duties of Officers ................................................................. 1 
Section 1: Elected Officers ................................................................................................ 1 

A. Alumni Association President .......................................................................... 1 

B. First Vice-President .......................................................................................... 2 
C. Vice President – Development and Fundraising .............................................. 2 
D. Vice President – Membership and Recruitment ............................................... 2 
E. Secretary/Board of Trustees Administrative Director ...................................... 2 
F. Chief Financial Officer ..................................................................................... 2 
G. Legacy Representative ...................................................................................... 2 

Section 2: Appointed Officers ........................................................................................... 3 
A. Alumni Advisor to Omega Delta Phi, Inc. ....................................................... 3 
B. Alumni Representative to SUNY Potsdam College ......................................... 3 

C. Alumni Representative to Clarkson University ................................................ 3 

D. At-Large Legacy Representative ...................................................................... 3 
E. Database Manager ............................................................................................ 3 
F. Fundraising Event Director .............................................................................. 3 

G. Historian ........................................................................................................... 3 
H. House Advisor .................................................................................................. 4 

I. Newsletter Manager .......................................................................................... 4 
J. Property Advisor/Manager ............................................................................... 4 
K. Social Event Director ........................................................................................ 4 

L. Social Media Manager ...................................................................................... 4 
M. Voting Coordinator ........................................................................................... 4 

N. Website Manager .............................................................................................. 4 
Section 3: Board of Trustees ............................................................................................. 4 

Article V – Elections ........................................................................................................... 5 
Section 1: Officers ............................................................................................................. 5 

Section 2: Nominations ..................................................................................................... 5 
Article VI – Supporting Active Membership...................................................................... 5 
Article VII – Meetings and Attendance .............................................................................. 5 
Section 1: Annual Association Meeting ............................................................................ 5 
Section 2: Board of Trustees Meeting ............................................................................... 5 

Section 3: Attendance ........................................................................................................ 5 

Section 4: Quorum ............................................................................................................. 5 

Section 5: Order of Business ............................................................................................. 5 
Article VIII: Procedures ...................................................................................................... 6 
Section 1: Fiscal Year ........................................................................................................ 6 
Section 2: By-Laws ........................................................................................................... 6 
Section 3: Amendments ..................................................................................................... 6 



 

-ii- 

 

Section 4: Procedure .......................................................................................................... 6 

Article IX – Privileges of Membership ............................................................................... 6 
Article X – Discrimination.................................................................................................. 6 

Article XI – Hazing ............................................................................................................. 6 
Omega Delta Phi Alumni Association By-Laws ................................................................ 7 
APPENDIX 1:  Elected Officers - Roles and Responsibilities .......................................... 14 
APPENDIX 2: Appointed Officers - Roles and Responsibilities ..................................... 22 
APPENDIX 3: Board of Trustees ..................................................................................... 37 

APPENDIX 4: Terms of Service, Term Limits and Board of Trustees Participants ........ 39 
APPENDIX 5: History of Constitution Revisions ............................................................ 40 
 

Omega Delta Phi Sorority, Alpha Chapter 

 

 

 

 

  



 

-1- 
 

Alumni Association Constitution and By-Laws 
 

Statement of Intent 

We, the Alumni of Omega Delta Phi Sorority Alpha Chapter do hereby establish the 

Omega Delta Phi Alumni Association (ODPAA) for the purpose of creating a unified 

body of present and past members of Omega Delta Phi Sorority.  The intent of this 

Association is to further communications amongst members, and to provide continuous 

information to such members.  It is also the intent of this Association to provide support 

for Omega Delta Phi Sorority Alpha Chapter but not to interfere in the decision-making 

processes of the active membership. 

 

Article I: Name and Objectives 

 

Section 1: Name 

The name of this organization is the Alumni Association of Omega Delta Phi Sorority 

Alpha Chapter at Potsdam College and Clarkson University. 

 

Section 2: Objectives 

The objectives of this Association are to promote the interests of Omega Delta Phi Alpha 

Sorority at Potsdam College and Clarkson University and to establish mutually beneficial 

relations between the Colleges, Sorority, and its Alumni. 

 

Article II: Membership 

 

Section 1: Eligibility for Membership 

Any former student at Potsdam College or Clarkson University who was a member of 

Omega Delta Phi Sorority is eligible for membership 

 

Section 2: Active Membership 

Active Membership is held by those who are eligible for membership and who have paid 

the current membership fees. 

 

Article III: Fees 

 

The Board of Trustees shall set dues and other fees for membership. 

 

Article IV: Management and Duties of Officers 

Refer to Appendices for detailed descriptions of officers’ duties, Board of Trustees’ duties 

and organizational structure. 

 

Section 1: Elected Officers 

 

A. Alumni Association President 

The Alumni Association President will be the official spokesperson of the Alumni 

Association, under the direction of the Alumni Association’s Board of Trustees.  She will 

lead and organize the day-to-day operations of the Association. She will maintain 

communications between Omega Delta Phi, Inc., their faculty advisor(s).  In addition, 

working with the Clarkson University and Potsdam University ODP Alumni 

Representatives, she will represent the Alumni Association at both institutions. 
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B. First Vice-President 

The First Vice President will perform all duties of the President in absence of, or at the 

request of the president.  She will serve as an advisor to the President; lead the Events 

Committee; make recommendations of activities, projects and programs that are 

commensurate with the aims, purpose and resources of the Alumni Association.   

 

C. Vice President – Development and Fundraising 

The Vice President, Development / Fundraising, serves as a key leadership team member 

and as an active participant in making strategic decisions affecting the operation of the 

Omega Delta Phi Sorority Alumni Association.  In partnership with the Board or Trustees 

and President, this position is responsible for all Association’s development and 

fundraising activities of the Association.   

 

D. Vice President – Membership and Recruitment 

Alumni Association membership recruitment and retention is the most important activity 

for the ODP Alumni Association. Membership recruitment and retention is the way we 

perpetuate the ideals of the Sorority and ensures the Association’s future success. 

Without alumni members, there will be no Omega Delta Phi Alumni Association. This 

position is responsible for Alumni Association’s membership proactive recruitment and 

retention programs.  Every member is responsible for making Alumni membership 

recruitment a success, but the position of Vice President of Membership Recruitment & 

Retention is accountable for organizing, monitoring and leading these efforts, and making 

sure programs/activities are in place to increase membership retention rates. 

 

E. Secretary/Board of Trustees Administrative Director 

In addition to the President of the Association, this role serves as a liaison and 

administrative lead for the Board of Trustees in addition to duties as the Secretary of the 

Association. This position plays a dual role in performing duties of the Association’s 

Secretary but also functioning as the Administrative Director for the Board of Trustees. 

She will interact with both the officers of the Association and members of the Board of 

Trustees. 

 

F. Chief Financial Officer 

The Chief Financial Officer (CFO) is responsible for the financial security of the Alumni 

Association.  When it comes to finances, the Association is truly a business.  Using 

business procedures in the Association’s financial operations will allow the Association 

to prosper and utilize its funds for the good of the Alumni, the Sorority, the Universities 

and the local communities. The Chief Financial Officer, working with a Finance 

Committee, will spearhead these activities.  

 

G. Legacy Representative 

A representative from each decade will be part of the Board of Trustees.  The decade can 

be determined by either the Pledge Class Year of Year of Graduation, but the intent is to 

include expertise, experience and opinions of alumni from past eras.  
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Section 2: Appointed Officers 

 

A. Alumni Advisor to Omega Delta Phi, Inc. 

The Alumni Advisor will guide, advise and support Omega Delta Phi, Inc. and its 

officers, and monitor their progress. The Alumni Advisor will work closely with the 

Board of Trustees, Alumni Association President, and the Alumni Association Property 

Advisor.  It is through committed alumni/ support that the sorority, and future alumni, 

will achieve their greatest success. 

 

B. Alumni Representative to SUNY Potsdam College 

The SUNY Potsdam Omega Delta Phi Alumni Representative, working in conjunction 

with the Association’s Board of Trustees and President, represents the needs of our 

alumni and other Greeks as dynamic affinity groups to the SUNY Potsdam college 

community.  This position significantly contributes to the success of the Greek 

communities at SUNY Potsdam and Clarkson University.  This position will serve as the 

Omega Delta Phi Alumni representative for any SUNY Potsdam Greek Life related 

organization.  This position will work closely with the Omega Delta Phi Alumni 

representative for Clarkson University.   The President of the Alumni Association will 

also serve in this capacity. 

 

C. Alumni Representative to Clarkson University 

The Clarkson University Omega Delta Phi Alumni Representative, working in 

conjunction with the Association’s Board of Trustees and President, represents the needs 

of our alumni and other Greeks as dynamic affinity groups to the Clarkson University 

college community. This position significantly contributes to the success of the Greek 

communities at SUNY Potsdam and Clarkson University. 

 

D. At-Large Legacy Representative 

An "At-Large Legacy Representative" may be appointed at the discretion of the President 

and First Vice Presidents when an individual, from a decade already represented by a 

Legacy Representative, is deemed able to supply valuable expertise and experience.  This 

is an optional position that may or may not be utilized. 

 

E. Database Manager 

The Alumni Membership database is one of the most valuable tangible assets of the 

Alumni Association.  This role is entrusted with developing and/or maintaining this 

resource.  This role has primary responsibility for Alumni membership database: new 

entries, changes, maintenance, queries, reports, records, hard files and output. IT 

responsibilities include general troubleshooting, system backup and system training as 

necessary. This position is part of the Recruitment and Membership Committee.  

 

F. Fundraising Event Director 

 

G. Historian 

The purpose of the Historian position is to collect and maintain, in context, our member 

experience through the years.  In addition, to facilitate for current and future member, 

their understanding of the sorority and Alumni Association’s people, culture, past 

triumphs, and tragedies over time.  The Historian is the primary organizer and overseer of 

the Alumni Association history.  The Historian will work with closely VP of 
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Recruitment, VP of Development and the Historian of Omega Delta Phi, Inc.  The 

Historian will be a member of the Membership and Recruitment Standing Committee. 

 

H. House Advisor 

The House Advisor shall be a faculty/staff member of SUNY Potsdam.  He/She shall 

work with the Alumni Advisor in providing advice and support to the active membership.  

He/She will submit a short report to the Newsletter Manager for publication in the Key 

Connection.  He/She shall be invited to the annual Alumni Association meeting.  This 

will be a voluntary appointment.  The term shall be decided on an individual basis. 

 

I. Newsletter Manager 

The Newsletter Manager shall coordinate the authoring, publication, and mailing of the 

Key Connection in the spring.  She will be in charge of mailing reunion reminder post 

cards in the fall. 

 

J. Property Advisor/Manager 

The Property Advisor/Manager positively promotes the Potsdam sorority experience by 

monitoring the ongoing maintenance and appearance of the properties owned or used by 

Omega Delta Phi, Inc. and/or the Alumni Association. The Property Advisor/Manager 

monitors and oversees, in conjunction with organization officers, the property owned by 

Omega Delta Phi, Inc. and/or the Alumni Association.  

 

K. Social Event Director 

 

L. Social Media Manager  

The Social Media Manager will oversee social media applications and content used for 

official Alumni Association communication and marketing. Using a variety of social 

media tools, this position will build a culture of engagement for our alumni, expand our 

network outreach, boost our recognition, and build an engaged network of alumni with 

sustained connectivity to the Association and other alumni. 

 

M. Voting Coordinator 

The Voting Coordinator role is responsible for the execution of the Association Voting 

By-Laws.  The Officers will designate a Voting Coordinator for each voting session. The 

designated Voting Coordinator cannot be a candidate during the voting period.  There is 

no term limit for this role, unless the Officers or 60% of those eligible to vote request a 

new Voting Coordinator be designated. 

 

N. Website Manager 

The Website Manager will be responsible for maintaining the Alumni Association’s 

internet presence, including the Association’s webpages and email addresses.   

 

Section 3: Board of Trustees 

 

The Board of Trustees will work with the Officers to set the strategic direction of the 

organization. When necessary, they will provide oversight for the organization.  The 

Board of Trustees members will serve as the institutional memory of the Alumni 

Association.  They will provide appropriate high-level guidance and leadership. This 
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approach will provide input and various points of view and/or interest from the multiple 

generations of ODP Alumni.   This will also help to increase membership participation. 

 

Article V – Elections 

 

Section 1: Officers 

Officers are elected by a majority vote of the members attending the annual Alumni 

Association meeting.  All elected officers serve for three years or until their successor is 

duly elected. 

 

Section 2: Nominations 

The Secretary will post a call for nominations in the Newsletter and compile a slate of 

officers to be posted on the website at least six months prior to the annual Alumni 

Association meeting. 

 

Article VI – Supporting Active Membership 

The Active House President must contact the Alumni Advisor and obtain estimates for 

work needed for house projects.  When a viable option has been found, the Alumni 

Advisor shall alert the Alumni President as to the level of support needed by the house.  

The Board of Trustees shall vote on what the Association can afford to provide and 

organize the Association’s efforts accordingly. 

 

Article VII – Meetings and Attendance 

Section 1: Annual Association Meeting   

A regular meeting of the Association will be held annually on the Saturday of Alumni 

weekend at the house.  The Newsletter Manager will mail postcard notices at least one 

month prior to the meeting.  At the Association meeting, the Board of Trustees shall give 

a status report to the members on its activities since the previous meeting, the President 

shall conduct election of officers in an election year, and other business as necessary.  All 

active Alumni Association members are eligible to attend.    

 

Section 2: Board of Trustees Meeting 

The Board will meet with the Executive Committee of the active membership 

immediately prior to the Annual Association Meeting.  A Board of Trustees meeting will 

also be held in the semester opposite the Annual Association Meeting.  Only members of 

the Board of Trustees shall be eligible to attend these meetings.  This meeting may be 

held in a location convenient for all Board Members. 

 

Section 3: Attendance 

Attendance for meetings is required by all Board of Trustee members.  A Board member 

who is absent from two successive meetings is deemed to have resigned her membership 

on the Board.   

 

Section 4: Quorum 

At any regularly called meeting of the Association, those present represent a quorum. 

 

Section 5: Order of Business 

1. Call to Order by the President 

2. Roll Call 
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3. Distribution of Minutes by Secretary 

4. Officer Reports 

5. Committee Reports 

6. Old Business 

7. New Business 

8. Elections in an Election Year 

9. Announcements 

10. Adjourn 

 

Article VIII: Procedures   

Section 1: Fiscal Year 

The fiscal year shall end June 30
th

 

 

Section 2: By-Laws 

By-laws may be established to meet temporary conditions as they arise.  By-laws may be 

adopted / amended at any regularly called meeting of the Association by a majority vote. 

 

Section 3: Amendments 

This constitution may be amended by a two-thirds vote of the members in good standing 

who are present at any regularly called meeting of the Association, provided that the 

substance of the proposed amendment has been submitted with the post card meeting 

notice. 

 

Section 4: Procedure 

Robert’s Rules of Order govern. 

 

Article IX – Privileges of Membership 

Privileges of membership include, but are not limited to: a copy of all Association 

publications, attending and voting at Association meetings, access to website and 

database, a Welcome Packet, networking opportunities.  When an alumnus fails to renew 

her membership for up to six months, the Board of Trustees may suspend these privileges 

upon reasonable notice. 

 

Article X – Discrimination 

The Association expressly prohibits discrimination by any component part of the 

Association, e.g. Officers, Board of Trustees, membership, or by any other person acting 

on behalf of the Association, based on race, national origin, gender, gender identity, 

religion, disability, age, sexual orientation, marital status, or veteran status. 

 

Article XI – Hazing 

No Omega Delta Phi alumna shall conduct or participate in hazing activities related to the 

Omega Delta Phi Alumni Association, Omega Delta Phi Inc. or any other organization. 

 

Hazing is defined as an action taken or situation created, intentionally, whether on or off 

Sorority premises or at any location, to produce mental or physical discomfort, 

embarrassment, harassment, or ridicule. 

 

Membership may be revoked for violation of this Article. 
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Omega Delta Phi Alumni Association By-Laws 

 

I. There is a $25 annual fee for active membership in the Association billed by the 

Chief Financial Officer. 

 

II. In the event the Association dissolves, all proceeds shall be donated to Omega Delta 

Phi Sorority Alpha Chapter. 

 

III. Contributions may be accepted. 

 

IV. Omega Delta Phi Alumni Association Financial Support By-Law (Approved July 

2012) 

 

The following Financial Support by-laws outline the terms and requirements for 

giving Omega Delta Phi Alumni Association (ODPAA) funds to Omega Delta Phi, 

Inc. (ODP). “Eligible Voting Membership” is defined as all alumni who have paid 

dues in the election year; the “Executive Board” is the “Board of Trustees”  

 

The Omega Delta Phi Alumni Association does not have any legal relationship with 

Omega Delta Phi, Inc. and nor does it have any rights of ownership to the assets 

owned and managed by Omega Delta Phi, Inc. (e.g. 51 Elm Street Potsdam NY or 

any other assets.) 

 

Scholarship awards would typically be given directly to their recipient(s) and not to 

Omega Delta Phi, Inc. and would not be covered by these by-laws.   

 

Funds given directly to Omega Delta Phi, Inc. by any alumna would not be covered 

by theses by-laws. 

 

Process: 

a. Omega Delta Phi, Inc. may request a gift for any purpose.  All requests for 

funding must come from the President and one other Omega Delta Phi Sorority, 

Inc. officer, and must be requested through the Alumni Advisor. 

 

b. The Alumni Advisor will present all requests to the Alumni Board of Trustees.  

The Alumni Board of Trustees will exercise fiduciary responsibility to the Alumni 

and determine if the request is reasonable and if it should be presented to the 

active Membership for a vote.  

 

c. Approval of the gift cannot be made until all prerequisite conditions are satisfied 

or overridden by the Board of Trustees due to an emergency situation. 

 

d. The Board of Trustees and/or the Executive Board may stipulate that Omega 

Delta Phi, Inc. match all, a dollar amount, or a percentage of funds being 

disbursed by the Alumni Association. 

 

e. The Board of Trustees may temporarily override these prerequisites for 

emergency situations, with the exception of Contractor's Certification, Worker's 

Compensation status and Liability Insurance certificate and references, if the 
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other prerequisites are known to be in compliance and are in the process of being 

compiled.   

 

f. The Alumni Association may conduct a fund raising drive designated for an 

Omega Delta Phi, Inc. project.  Fund raising drives shall typically relate to Known 

/ Pending Capital Projects. 

 

g. The Board of Trustees cannot distribute designated fund raising funds until the 

previously stated prerequisites are satisfied or are designated an emergency 

request (e. above).  If prerequisites are not satisfied or are not waived, the funds 

raised cannot be distributed and the Board of Trustees will determine the 

disposition of the funds collected. 

 

h. The Alumni Association Chief Financial Officer will be responsible for 

maintaining a record of all gifts given to Omega Delta Phi, Inc.  Records will 

include copies of receipts, pictures, inspection results in paper and/or electronic 

form.   

 

i. The Alumni Association Chief Financial Officer will prepare and present to the 

Board of Trustees and Membership bi-annual written reports detailing all gifts, in 

addition to any from the current reporting period. 

 

j. The Alumni Association will not be named as a contracting party for any work 

being done related to ODP, Inc. property.  All contracts will be negotiated, 

approved, signed and executed by Omega Delta Phi, Inc.  Representative(s) from 

the Alumni Association may be represented during the negotiation process. 

Omega Delta Phi, Inc. will produce signed contracts before the Alumni 

Association will release funds.  

 

Giving Tiers: 

The following annual tiers will determine the approval process for alumni giving. As 

each tier is reached based on an annual tally of total giving, the approval and 

prerequisite requirements shift to the next tier. 

 

Tier Total Annual Range* 

Prerequisites 

(See detail 

below) 

Must Be Approved By 

1 $999.99 or less B Board of Trustees 

2 $1,000.00 to $ 5,000.00 A Board of Trustees 

3 $5,000.01 to $ 10,000.00 A 
Majority vote of Eligible 

Voting Membership 

4 $10,000.00 or greater A 
2/3 vote of Eligible Voting 

Membership 

*Based on calendar year 
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Prerequisite A: 

 

Omega Delta Phi, Inc. must agree to supply the following information: 

1. Certification that Omega Delta Phi, Inc. properties are in full compliance with 

New York State and Village of Potsdam Building Codes and/or copies non-

compliance documents.  

2. A review of Omega Delta Phi, Inc.’s financial books, budgets, bank balances and 

maintenance logs and records by a party designated by the Alumni Board of 

Trustees. 

3. Copies of current Omega Delta Phi, Inc.’s insurance policies. 

4. Certification of Omega Delta Phi, Inc.’s compliance with SUNY Potsdam and/or 

Clarkson University’s Sorority and/or Off-campus housing regulations and/or 

copies of non-compliance documents at the discretion of the Board of Trustees. 

5. Copies of a current Known / Pending Capital Projects scheduled (Five year 

projections) 

6. Three work quotes/bids, copies of Contractor's Certification, Worker's 

Compensation status and Liability Insurance certificate and references. All 

contracts must include appropriate permitting and copies of the permits must be 

provided to the Alumni Association throughout the project.  

7. The Board of Trustees and/or the Executive Board may additionally stipulate that 

Omega Delta Phi, Inc. matches all or a percentage of funds being disbursed by the 

Alumni Association. 

8. Unless otherwise approved by the Board of Trustees, disbursement of funds will 

occur as follows:  25% at the start of a project; 25% when the project’s progress 

has been reviewed, approved by the Executive Board and the work is 

approximately 25% to 50% complete; then the remaining balance due will be 

distributed when the project work has been completed and the completed work 

has been approved by the Executive Board.   

9. Validation of work progress and completion may be evidenced through 

photographs, receipts, and/or walkthroughs by an Omega Delta Phi Alumni 

Officer or any individual designated by the Officers. 

Prerequisite B: 

 

Omega Delta Phi, Inc. must supply or certify the following information: 

 

1. Certification that Omega Delta Phi, Inc. properties are in full compliance with 

New York State and Village of Potsdam Building Codes and/or copies non-

compliance documents.  

2. Copies of current Omega Delta Phi, Inc.’s insurance policies. 

3. Certification of Omega Delta Phi, Inc.’s compliance with SUNY Potsdam and/or 

Clarkson University’s Sorority and/or Off-campus housing regulations and/or 

copies of non-compliance documents at the discretion of the Board of Trustees. 

4. Copies of a current Known / Pending Capital Projects schedule (5 year 

projections) 

5. The Board of Trustees and/or the Executive Board may additionally stipulate that 

Omega Delta Phi, Inc. match all, a dollar amount or a percentage of funds being 

disbursed by the Alumni Association. 
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V. Association Voting By-Laws 

 

 These by-laws apply to the Omega Delta Phi Sorority Alumni Association’s resolution 

and officer voting process. Association votes may be called at the discretion of the 

majority of the Board of Trustees, or majority of Association Officers, or as stipulated 

in the Constitution.  

 

These by-laws supersede the Association’s voting provisions stated in Article IV: 

Management and Duties of Officers of the Constitution.  Board of Directors and/or 

Executive Officer meeting voting is not covered by these by- laws. 

 

1. Voting Restrictions/Regulations 

1.1. No Eligible Member will be disenfranchised from voting.  

1.2. All voting shall be guided by the principles of impartiality, transparency and 

accuracy. 

1.3. Only one vote per Eligible Voting Member is allowed.  

1.4. Secret balloting must be used.  Each person's choice is secret to all but the 

Voting Coordinator, but voting results are public. 

1.5. Resolution ballots must permit each voter to choose "yes", "no" or "abstain" 

for each resolution.  Election ballots will allow for candidate selection. 

1.6. All votes must be submitted and received by the end of the voting period, as 

set by the Voting Coordinator. 

1.7. Overall voting results must be published to the Membership.  Tabulated vote 

counts must be available to any Eligible Voting Member upon request. 

1.8. Tied votes will require a recount. If the recount results do not change, a new 

voting period will be opened for a revote.  

1.9. The Voting Coordinator will resolve voting discrepancies on a case-by-case 

basis, with escalation to the Executive Officers as deemed necessary. 

 

2. Voting Coordinator 

The Officers will designate a ‘Voting Coordinator for each voting session. The 

designated Voting Coordinator cannot be a candidate during the voting period.  

There is no term limit for this role, unless the Officers or 60% of those eligible to 

vote request a new Voting Coordinator be designated.  

The person designated as the ‘Voting Coordinator’ shall be responsible for 

1.1. Maintaining impartiality throughout the voting period 

1.2. Organizing the electoral process, including ballot preparation 

1.3. Designating the length and dates of the Voting Periods 

1.4. Maintaining all voting systems utilized  

1.5. Tabulating votes  

1.6. Publishing voting results 

1.7. Not divulging voting results until all votes are tabulated, the voting period 

is closed, and results are published to the Membership. 

 

3. Voting Eligibility 

An Association Member will be considered an Eligible Voting Member if her 

membership is current as defined by the Constitution. 
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4. Methods of Voting 

Eligible Voting Members may participate in Association voting by using one of 

the following voting methods: 

 

On-Site Voting  

On-site voting includes being present at an Association meeting during the 

voting period and submitting a paper ballot, with their name included, to the 

Voting Coordinator or her designated representative.  

 

Electronic Voting 

Electronic Voting includes any electronic means of casting a vote and/or any 

electronic means of counting votes as determined by the Voting Coordinator 

and approved by the officers. 

 

Absentee Voting 

An Absentee/Paper /Ballot, submitted as instructed by the Voting Coordinator 

during the voting period.  Absentee ballots will be tabulated if received during 

the period from the first notification of the voting/ballot to the last day of 

Electronic Voting period. 

 

4. Voting Period 

The Initial Voting Period will be open for at least two consecutive weeks.  The 

initial voting period may be open for a longer period at the discretion of the 

Voting Coordinator and the approval of the Officers.  

 

Tied votes will be recounted.  If the recount does not change the result, a new 

voting period will be opened for a revote. 

 

5. Advanced Notification of Voting Periods and Distribution of Absentee Ballots 

(non-electronic voting) 

 

All Eligible Voting Members must be notified at least two weeks prior to an 

upcoming vote and voting period. Voting Coordinator contact information must be 

provided. 

 

Eligible Voting Members who elect to vote via absentee ballot must notify the 

Voting Coordinator no later than the first day of the voting period.  

 

The Voting Coordinator will distribute absentee ballots for non-electronic voting.  

 

If an Eligible Voting Member does not contact the Voting Coordinator requesting 

an absentee ballot, it will be assumed the member will vote electronically or will 

abstain from voting. 
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6. Quorum 

When a vote is brought before the Association Membership, at least 20% of those 

eligible to vote, will be considered a quorum.  A quorum is the number of Eligible 

Voting Members represented in person, electronically or via paper ballot, required 

to legally transact Association business.  

 

The Association Secretary will report the total number of Eligible Voters Members 

at the beginning and at the end of a voting period. This information will be used to 

determine the quorum required to legally transact business. 

 

If the total number of votes recorded is lower than 20% of those eligible to vote, the 

voting period may be extended by one week (twice) at the discretion of the Voting 

Coordinator.   If after two extensions, a quorum is still not satisfied, the Officers 

can elect to accept the vote and must publish the ‘non-quorum’ results to the 

Membership or restart the voting process. 
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APPENDIX 1:  Elected Officers - Roles and Responsibilities 

A. Alumni Association President 

The Alumni Association President will be the official spokesperson of the Alumni Association, under the 

direction of the Alumni Association’s Board of Trustees.  She will lead and organize the day-to-day 

operations of the Association. She will maintain communications between Omega Delta Phi, Inc., their 

faculty advisor(s).  In addition, working with the Clarkson University and Potsdam University ODP 

Alumni Representatives, she will represent the Alumni Association at both institutions. 

Goals 

The President is the point person to connect alumnae and potential alumna to the Alumni Association.  She 

will maintain an open line of communication with members to ensure that the wants and needs of the 

members are being met and that Alumni events, expenditures, and activities are supported and executed. 

She will serve as a role model for Omega Delta Phi, Inc. sisters. 

Responsibilities / Tasks 

 Represents the Alumni Association on all occasions unless an alternate representative is designated. 

 Serve as a member of the Board of Trustees. 

 Note opportunities for participation in Potsdam community activities and in the communities where 

alumni reside. 

 Designate, in association with other elected officers, individuals to hold appointed positions (non-

elected) as stated in the constitution. 

 Appoint chairs, members of committees, as designated in the constitution. 

 Prepare the agenda for Annual Membership meetings, working in conjunction with the Board of 

Trustees. 

 Plan and preside over Association meetings in an organized manner, being mindful of timeframes and 

agenda items. 

 Monitor the fiduciary and programmatic activities of the Chief Financial Officer and Finance 

Committee members.  

 Review all financial documents, including operating budgets, with the Chief Financial Officer and 

Finance Committee documents before presenting them to the Board of Trustees for approval. 

 Sign official documents and financial contracts, approved by the Board of Trustee, in behalf of the 

Alumni Association.   

 Initiate correspondence on behalf of the Alumni Association. 

 Present to the Board of Trustees the names of any elected officer who fails to perform the duties of her 

position. 

 Recommend to the Board of Trustees the removal of any appointed officer, committee chair or 

committee member who fails to perform the duties of her position. 

 Represent the Alumni Association and participate in Greek / Pan-Hellenic Councils at both 

Universities, working with the Clarkson University and the Potsdam University ODP Alumni 

Representatives. 

 Serve as an ex officio member on all committees except those related to Nominations and Elections. 

 Present to the Board of Trustees, quarterly and prior to the annual meeting, a “President’s Report’ 

which will include information regarding Alumni Association programs, financial operations and 

budget,  membership/retention status reports and any other information requested by the Board. 

 Oversee the transfer of all officers, committee reports, and other documents to Officers and Committee 

Chairs. 

 

Completion of Position 

Serve as Immediate Past President for the duration of her successor’s term to provide for continuity for the 

organization.  Review position with the new President and provide a written note to successor and any 

other materials developed during your tenure as President, including a uniform President’s handbook with 

guidelines, ideas, and suggestions for future President.  In addition, the President will transfer all 

documents, memorabilia, and photos/videos/written account to the new president. 
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B. First Vice President 

The First Vice President will perform all duties of the President in absence of, or at the request of the 

president.  She will serve as an advisor to the President; lead the Events Committee; make 

recommendations of activities, projects and programs that are commensurate with the aims, purpose and 

resources of the Alumni Association.   

Goals 

The role of First Vice President is to insure continuity in the absence of the President.  She will lead the 

social activities of the organization, selecting and working with all Social Event Directors.  Working with 

the Vice President – Development/ Fundraising she will work with Fundraising Event Directors as needed. 

Responsibilities  

 Perform all of the duties of the President in the absence of, or at the request of the president. 

 Serves as the Association’s Parliamentarian; advises, upon request the president, other officers, 

committees, and members, on matters of parliamentary procedures according to Association’s 

Constitution and Bylaws, and Robert’s Rules of Order, Newly Revised.  

 Lead the Events Committee that is responsible for all Social and Community Service events of the 

Alumni Association. 

 Work with the Vice President of Development/Fundraising to plan social, community service and 

fundraising events that are commensurate with the aims, purpose and resources of the Alumni 

Association. 

 Create opportunities for members to participate in events and activities. 

 Ensure that there is a balance of activities provided to meet members’ needs and wants. 

 Prepare and submit to the Finance Committee and Chief Financial Officer for approval, an annual and 

per event budget. 

 Recruit / designate Social Event Directors for each event.  The Social Event Director will lead the 

operation of the event, reporting to the First Vice President.  In the absence of a Social Event Director, 

the First Vice President will be responsible for the event and will assemble a team from the general 

membership. 

 Determine if multiple Social Event Directors are required for a specific event, due to size, complexity, 

or need to represent multiple generation of alumni. 

 Monitor event spending in accordance with approved event budgets. 

 Prepare event proposals, plans and timelines to the officers for approval by the officers. The Board of 

Trustees will review / approve the activities planned for the annual meeting. 

 Present, plan, execute Alumni Association events, and increase membership participation.  Present 

results to the membership, officers and/or Board of Trustees. 

Completion of Position 

Review position with the new First Vice President and provide a written note to successor and any other 

materials developed during your tenure as First Vice President, including a uniform 1
st
 Vice President’s 

handbook with guidelines, ideas, and suggestions for future First Vice Presidents.  In addition, the First 

Vice President will transfer all documents, memorabilia, and photos/videos/written account to the new First 

Vice President. 
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C. Vice President – Development and Fundraising 

The Vice President, Development / Fundraising, serves as a key leadership team member and as an active 

participant in making strategic decisions affecting the operation of the Omega Delta Phi Sorority Alumni 

Association.  In partnership with the Board or Trustees and President, this position is responsible for all 

Association’s development and fundraising activities of the Association.   

Goals 

The  Vice President, Development / Fundraising will forge relationships and develop programs to build the 

Association’s visibility, impact and financial resources, recognizing that development activities goes 

beyond raising financial resources but also includes the Association’s visibility and impact.  

 

Responsibilities / Tasks 

 Leads all Fundraising Committees  

 Design and implement the infrastructure needed to grow the Alumni Association budget through the 

solicitation of individual gifts, major gifts, and special events. 

 Oversees all fundraising events, working with Fundraising Event Directors.  

 Work closely with the Chief Financial Officer, Vice President Membership Recruitment / Retention, 

Social Networking Manager, and Database Manager in order to fulfil the goals of this position. 

 Work to expand and diversify our donor base/pipeline and work closely with other team members to 

secure funding for new initiatives or fundraising efforts. 

 Define fundraising initiatives for scholarships, alumni awards, and building funds. 

 Work closely with the Trustees and other teams to secure funding of new initiatives, encouraging their 

active participation. 

 Collaborate with the Chief Financial Officer and Finance Committee to develop and implement an 

Association financial strategy. 

 Work with the Database Manager to record donor information and to extract donor analysis 

information. 

 Record and monitor all donor information. Provide and present statistical analysis to the Board of 

Trustees and senior leaders, e.g. average donation, donor demographics, etc. 

 Identify, develop and mentor a Development team Fundraising Event Managers. 

 Create and/or maintain a uniform Development handbook including guidelines, ideas, and suggestions 

for future Development leaders. 

 Prepare a Year End Summary of Development/Fundraising activity; present it at the Annual Alumni 

meeting and published it thereafter for the entire membership. 

  Vice President – Development / Fundraising shall assume all of the duties of the President upon the 

absence, resignation or disqualification of the President, Vice President and Vice President – 

Membership Recruitment and Retention. 

Completion of Position 

Review position responsibilities with the new Vice President, Development / Fundraising.  Provide a 

written note to successor and any other materials developed during their tenure, including a uniform 

Development / Fundraising handbook with guidelines, ideas, and suggestions for future Vice President, 

Developments. In addition, the Vice President, Development / Fundraising will transfer all documents, 

records and written accounts to the new Vice President, Development. 
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D. Vice President – Membership and Recruitment 

Alumni Association membership recruitment and retention is the most important activity for the ODP 

Alumni Association. Membership recruitment and retention is the way we perpetuate the ideals of the 

Sorority and ensures the Association’s future success. Without alumni members, there will be no Omega 

Delta Phi Alumni Association. This position is responsible for Alumni Association’s membership proactive 

recruitment and retention programs.  Every member is responsible for making Alumni membership 

recruitment a success, but the position of Vice President of Membership Recruitment & Retention is 

accountable for organizing, monitoring and leading these efforts, and making sure programs/activities are 

in place to increase membership retention rates. 

 

Goals 

To identify and recruit Alumni Association members, improve alumni membership retention, reduce 

member disengagements, and to recognize that the varied profiles and demographics of the alumni 

membership to assure programs satisfy these differences and interests. 

 

Responsibilities / Tasks 

 Lead the Membership and Recruitment Standing Committee. 

 Establish a formal recruiting and retention strategy and set realistic annual active membership goals. 

Publish goals and report to this metric to the membership semi-annually.  

 Examine program strengths and weakness, barriers and opportunities, collect data on recruitment 

outcomes and retention statistics.  

 Report quarterly to the Board of Trustees on current and planned membership recruitment and 

retention programs.  

 Report semi-annually to the membership on current and planned membership recruitment and retention 

programs.  

 Recognize that effective recruiting and retention requires continual aggressive action and a collective, 

Association-wide effort.  

 Establish an annual recruitment and retention program-operating budget.  

 Work with the Web Manager and Social Networking to insure that the Alumni Association maintains 

an appealing, functional and substantive webpage, including current news, Alumni achievements, 

upcoming events, membership inquiries, online applications. 

 Maintain Alumni contacts and develop long-term membership relationships. 

 Monitor attrition and lack of participation.   

 Monitor dues payment trends. 

 Respond rapidly & personally to membership inquiries. Immediately follow up all inquiries.  

 Provide to the Database Manager, in a timely manner, collected membership information. 

 Target Sorority past officers to be involved in recruitment networking activities. 

 To coordinate and share the Alumni Association’s membership information with both University’s 

Alumni Offices. 

 To augment the Alumni Association’s membership information with information obtained from both 

University’s Alumni Offices. 

 Investigate membership and/or officer resignations to mitigate avoidable problems or concerns. 

 Utilize the membership databases, and send personal invitation to non-member alumni.  

 Establish effective alumni recruitment networks; engage alumni and current students as recruiters.  

 Send Welcome Packets to all new Association members including member datasheets, the constitution, 

list of officers etc.  She will request website access and access to any related social networks.  

 

Completion of Position 

Review the position activities with the new Vice President – Membership Recruitment and Retention 

within 30 dates of their election or appointment.  Provide a written turnover report to successor, including 

the status for current or planned programs as well as any other materials developed during your tenure.  In 

addition, the Vice President – Membership Recruitment and Retention will transfer all documents, 

membership information and related media to their successor within 30 days of their election or 

appointment. 
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E. Secretary/Board of Trustees Administrative Director 

In addition to the President of the Association, this role serves as a liaison and administrative lead for the 

Board of Trustees in addition to duties as the Secretary of the Association. This position plays a dual role in 

performing duties of the Association’s Secretary but also functioning as the Administrative Director for the 

Board of Trustees. She will interact with both the officers of the Association and Members of the Board of 

Trustees. 

Goals 

Insure for consistency and transparency related to proceedings and correspondence of the Association. 

Provide a primary point person for the Board of Trustees and provide a mechanism for oversight for the 

Association’s operations.  

Responsibilities / Tasks 

 Act as the Administrative Director of the Board of Trustees. 

 Organize, lead and convene meetings of the Board of Trustees. 

 Accept fiduciary responsibility to convene the Board of Trustees when she feel a significant decision 

or pending action requires oversight and/or direction from the Board of Trustees. 

 Receive requests from the membership regarding plans, issues or actions to be brought to the Board of 

Trustees.  Present these requests to the Board of Trustees for their determination if they should be 

acted upon. 

 Serve as a non-voting member of the Board of Trustees except in the occasion of a tied vote among 

Board members. In that situation, she will be responsible to cast the deciding vote. 

 Keep minutes of meetings of the Association and Board of Trustees. 

 Submit minutes for electronic distribution and/or social media updating. 

 Handle Association correspondence as required. 

 Solicit ‘Call for Nomination’ requests in accordance with the Constitution. 

 She will work with the Database Manager and Vice President Membership and Retention to insure that 

membership contact information is current. 

 Work with the Vice President - Membership and Retention, and Vice President- Development and 

Fundraising to craft and review communications being distributed in the name of the Association. 

Completion of Position 

Review the position with the new Secretary / Administrative Director of the Board of Trustees and provide 

a written note to successor and any other materials developed during her tenure, including a uniform 

Secretary / Administrative Director of the Board of Trustees handbook with guidelines, ideas, and 

suggestions for future Secretary / Administrative Director of the Board of Trustees.  In addition, the 

Secretary / Administrative Director of the Board of Trustees will transfer all documents, memorabilia, and 

photos/videos/written account to the new Secretary / Administrative Director of the Board of Trustees. 
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F. Chief Financial Officer 

The Chief Financial Officer is responsible for the financial security of the Alumni Association.  When it 

comes to finances, the Association is truly a business.  Using business procedures in the Association’s 

financial operations will allow the Association to prosper and utilize its funds for the good of the Alumni, 

the Sorority, the Universities and the local communities. The Chief Financial Officer, working with a 

Finance Committee, will spearhead these activities.  

This position will take the lead in safeguarding the Association’s assets, data and personal information. The 

Chief Financial Officer has the fiduciary responsibility for the financial security and integrity of the Alumni 

Association.  The Chief Financial Officer is influential in proper financial management of the Association 

and thus greatly affects the public’s perception, trust, and assurance in the organization management. This 

accountability is also shared with the Board of Trustees of the Association, but it is executed by the Chief 

Financial Officer and the Finance Committee. 

Requirements: 

 Integrity, respect and communication skills (verbal and written) 

 Basic math and time management skills 

 Personal commitment to devote the time necessary to perform the responsibilities of the Chief 

Financial Officer. 

 Understanding of, or willingness to learn, the financial accounting techniques for nonprofit 

organizations. 

 

Responsibilities / Tasks 

 Serve on the Board of Trustees. 

 Oversee the management of all financial records and accounts.  

 Manage the payment of all expenses incurred by the Association. 

 Divide responsibility for the receipt and reconciliation of fundraising contributions. These should be 

handled by a member of the Finance committee and reconciled by the Chief Financial Officer. 

 Serve as a signer on all Association accounts; co-sign all checks over $5000 along with Alumni 

Association President.  

 Manage any governmental filings, and regulatory requirements for permits or licenses. 

 Use automated accounting software to manage the Alumni Association’s financial affairs. 

 Send membership dues invoices and track payments and donations. 

 Present quarterly financial reports, including Balance Sheet and Profit/Loss Statement, to the Board of 

Trustees with budget comparative, and on an ad hoc basis as requested. 

 Document unexplained variances between budgeted and actual line items of expense or revenue to 

facilitate t future budgeting processes. 

 Work with President and other officers to prepare annual budget to be approved by the Board of 

Trustees. 

 Confirm that all contributions are confirmed and a thank you letter is sent. 

 Confirm that all volunteer time is tracked to reflect the value of volunteers in budgets and grant 

proposals. 

 Recommend changes to fee structure and budgetary line items as needed.  

 Approve all non-budgeted expenditures.  

 Serve as Finance Committee Chair. 

 Review Annual Financial Statements and Budget. 

 Review existing and new investments on a quarterly basis and allocate excess money accordingly each 

year. 

 Research fundraising opportunities with the Vice President – Development / Fundraising. 

 Review / investigate other support materials for chapter fundraising purposes.  

 Review, revise and recommend new policies that will improve the Association’s financial 

management, accounting systems and reporting, and overall financial growth. 

 Create and maintain Chief Financial Officer’s Manual and recruit the next Chief Financial Officer. 

 Assist in the completion and submission of a Year End Summary to be documented and presented at 

the Annual Alumni meeting and published thereafter for the entire membership. 
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Chief Financial Officer (continued) 

Completion of Position 

Arrange for the transition to a new Chief Financial Officer.  Complete paperwork for authorization of new 

signature. Share passwords for online banking. Review position with the new Chief Financial Officer and 

provide a written note to successor and any other materials developed during your tenure as Chief Financial 

Officer, including a Chief Financial Officer handbook with guidelines, ideas, and suggestions for future 

Chief Financial Officer.  In addition, the Chief Financial Officer will transfer all documents, memorabilia, 

and photos/videos/written account to the new historian. 
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G. Legacy Representative 

A representative from each decade will be part of the Board of Trustees.  The decade can be determined by 

either the Pledge Class Year of Year of Graduation, but the intent is to include expertise, experience and 

opinions of alumni from past eras.
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APPENDIX 2: Appointed Officers - Roles and Responsibilities 

A. Alumni Advisor to Omega Delta Phi, Inc. 

The Alumni Advisor will guide, advise and support Omega Delta Phi, Inc. and its officers, and monitor 

their progress. The Alumni Advisor will work closely with the Board of Trustees, Alumni Association 

President, and the Alumni Association Property Advisor.  It is through committed alumni/ support that the 

sorority, and future alumni, will achieve their greatest success. 

In partnership with the Board or Trustees and President, this position is responsible for serving as 

a role model and providing sorority members with hands-on advice and guidance.  The Alumni Advisor 

needs to be willing to devote significant time to the sorority, be skilled in organizational and leadership 

development, and be proficient with Alumni Association, Sorority and University’ policies related to Greek 

Life and their interpretation. 

Goals 

As an experienced professional, the Alumni Advisor, working together with the Board of Trustees and the 

Alumni Association President, will give advice, provide guidance, make recommendations and maintain 

good communication between the Alumni, Universities and Omega Delta Phi, Inc.  

 

Responsibilities / Tasks 

 Working with the Sorority officers to integrate sorority mission and goals. 

 Representing the Sorority in legal and/or professional matters when requested by the Sorority. 

 Supervising the Sorority’s affairs as they relate to the organization, the campus, and the community to 

maintain the name and reputation of the organization. 

 Maintaining visibility in the residential community by regularly visiting the Sorority, interacting with 

members and attending Sorority programs and meetings when invited. 

 Meeting regularly with the Sorority leadership and being available to meet with members upon 

request.   

 Ensure that effective and timely officer transitions occurs. 

 Obtain accurate and complete list of members and provide this information to the database manager, 

and Vice President Membership and Retention. 

 Working with other alumni members, serving as a resource person(s) for planning events and 

programs, resolving issues confronting the group and being involved in the education of new 

members. 

 Educating the Sorority about University regulations, state and local laws, and the Sorority code of 

conduct. 

 Working with Sorority officers to insure that a residential environment exists that supports academic 

success. 

 Provide assistance for effectively marketing the chapter on the campus.  

 Provide knowledge and guidance to help the sorority create a consistent bookkeeping system, learn 

financial accountability, and keep the sorority out of debt.  

 Assist the chapter formulating written annual goals, the annual report, etc.  

 Ensuring that individual behavior is addressed through a Sorority standards board that empowers 

members to hold each other accountable for their actions consistent with the values of the organization 

and University. 

 Being involved in any situations that involve allegations of sexual misconduct or other egregious 

behavior.  

 Attending meetings of the Alumni Association Board of Trustees when requested to. 

 Working with the sorority to foster a positive Greek Life experience for the undergraduate members. 

 Assisting the Sorority officers in developing a membership recruitment and retention plan with the 

goal of total house occupancy. 
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Alumni Advisor to Omega Delta Phi, Inc. (continued) 

Completion of Position 

Review position responsibilities with the new Alumni Advisor.  Provide a written note to successor and any 

other materials developed during their tenure, including ideas, and suggestions for future Alumni Advisors. 

In addition, the Alumni Advisor will transfer all documents, records and written accounts to the new 

Alumni Advisor. 
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B. Alumni Representative to SUNY Potsdam College 

The SUNY Potsdam Omega Delta Phi Alumni Representative, working in conjunction with the 

Association’s Board of Trustees and President, represents the needs of our alumni and other Greeks as 

dynamic affinity groups to the SUNY Potsdam College community.  This position significantly contributes 

to the success of the Greek communities at SUNY Potsdam and Clarkson University.  This position will 

serve as the Omega Delta Phi Alumni representative for any SUNY Potsdam Greek Life related 

organization.  This position will work closely with the Omega Delta Phi Alumni representative for 

Clarkson University.   The President of the Alumni Association will also serve in this capacity. 

Goals 

This role will participate in the important work of building the future of fraternity and sorority life at 

SUNY Potsdam.  Its goal is to insure the opinions and needs of the Omega Delta Phi Alumni are 

represented at SUNY Potsdam and to serve as a representative of the Potsdam Greek communities at both 

SUNY Potsdam and Clarkson University.   

Responsibilities / Tasks 

 Serve as the Omega Delta Phi Alumni representative on any SUNY Potsdam advisory body regarding 

for all rules, regulations, and standards affecting the recognition of fraternity and sorority 

organizations.  

 Work to maintain or initiate Omega Delta Phi as a recognized Greek organization within the 

University.  

 Represent the best interests of the fraternity and sorority system before decision-making bodies of the 

University. 

 Promote the Greek program at SUNY Potsdam and Clarkson University. 

 Improve the Greek organization’s image to the educational and local Potsdam communities. 

 Stimulate a continuing interest in PanHellenic or Greek organization activities and affairs in the 

educational and local Potsdam communities.  

 Participate in University sponsored Greek related organizations requiring an alumni representative. 

 Increase the importance of Greek organizations as part of the Potsdam educational experience. 

 Forge a working partnership and awareness at SUNY Potsdam, placing Omega as a leading player and 

exemplar of what Greek life should look like from an alumni and active membership perspective. 

 Preserve Greek life on the SUNY Potsdam campus, exploring ways to eliminate problems that may 

plagued the system. 

 Suggest proposal that will ensure deviant behavior such as abusive hazing and alcohol practices are 

removed from Greek program and activities.  

 Prepare and submit to the Finance Committee an annual budget that relates to the activities and items 

required to perform this position. 

 Provide updates to the Officers and Board of Trustees as requested. 

 Work with the active sorority membership to ensure that these goals and responsibilities are realized. 

 

Completion of Position 

Review the position with the new SUNY Potsdam ODP Alumni Representative and provide a written note 

to successor and any other materials developed during her tenure, including a uniform SUNY Potsdam 

ODP Alumni Representative handbook with guidelines, ideas, and suggestions for SUNY Potsdam ODP 

Alumni Representative.  In addition, the SUNY Potsdam ODP Alumni Representative will transfer all 

documents, memorabilia, and photos/videos/written account to the new SUNY Potsdam ODP Alumni 

Representative. 
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C. Alumni Representative to Clarkson University 

The Clarkson University Omega Delta Phi Alumni Representative, working in conjunction with the 

Association’s Board of Trustees and President, represents the needs of our alumni and other Greeks as 

dynamic affinity groups to the Clarkson University college community. This position significantly 

contributes to the success of the Greek communities at SUNY Potsdam and Clarkson University. 

 

Job Description 

This position will serve as the Omega Delta Phi Alumni representative for any Clarkson University 

Greek Life related organization. This position will work closely with the Omega Delta Phi Alumni 

representative for SUNY Potsdam.  The President of the Alumni Association will also serve in this 

capacity. 

 

Goals 

This role will participate in the important work of building the future of fraternity and sorority life at 

Clarkson University. Its goal is to insure the opinions and needs of the Omega Delta Phi Alumni are 

represented at Clarkson University and to serve as a representative of the Potsdam Greek communities at 

both SUNY Potsdam and Clarkson University. 

 

Responsibilities / Tasks 

 Serve as the Omega Delta Phi Alumni representative on any at Clarkson University advisory 

body regarding for all rules, regulations, and standards affecting the recognition of fraternity and 

sorority organizations. 

 Work to maintain or initiate Omega Delta Phi as a recognized Greek organization within 

the University. 

 Represent the best interests of the fraternity and sorority system before decision-making bodies of 

the University. 

 Promote the Greek program at SUNY Potsdam and Clarkson University. 

 Improve the Greek organization’s image to the educational and local Potsdam communities. 

 Stimulate a continuing interest in PanHellenic or Greek organization activities and affairs in 

the educational and local Potsdam communities. 

 Participate in University sponsored Greek related organizations requiring an alumni representative. 

 Increase the importance of Greek organizations as part of the Potsdam educational experience. 

 Forge a working partnership and awareness at Clarkson University, placing Omega as a leading 

player and exemplar of what Greek life should look like from an alumni and active membership 

perspective. 

 Preserve Greek life on the at Clarkson University campus, exploring ways to eliminate problems 

that may plagued the system. 

 Suggest proposal that will ensure deviant behavior such as abusive hazing and alcohol practices 

are removed from Greek program and activities. 

 Prepare and submit to the Finance Committee an annual budget that relates to the activities and 

items required to perform this position. 

 Provide updates to the Officers and Board of Trustees as requested. 

 Work with the active sorority membership to ensure that these goals and responsibilities are realized. 

 

Completion of Position 

Review the position with the new at Clarkson University ODP Alumni Representative and provide a 

written note to successor and any other materials developed during her tenure, including a uniform at 

Clarkson University ODP Alumni Representative handbook with guidelines, ideas, and suggestions for 

at Clarkson University ODP Alumni Representative. In addition, the Clarkson University ODP Alumni 

Representative will transfer all documents, memorabilia, and photos/videos/written account to the new 

at Clarkson University ODP Alumni Representative. 
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D. At-Large Legacy Representative 

An "At-Large Legacy Representative" may be appointed at the discretion of the President and First Vice 

Presidents when an individual, from a decade already represented by a Legacy Representative, is deemed 

able to supply valuable expertise and experience.  This is an optional position that may or may not be 

utilized. 
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E. Database Manager 

The Alumni Membership database is one of the most valuable tangible assets of the Alumni Association.  

This role is entrusted with developing and/or maintaining this resource.   

This role has primary responsibility for Alumni membership database: new entries, changes, maintenance, 

queries, reports, records, hard files and output. IT responsibilities include general troubleshooting, system 

backup and system training as necessary. This position is part of the Recruitment and Membership 

Committee.  

 

Goals 

To maintain Alumni Association’s system of record regarding information related to Alumni Members and 

Active Sorority Membership. 

Responsibilities / Tasks 

 Manage Alumni membership database records, utilizing current automated tools, updating those tools 

at least every two years. 

 Back up the database after each update and maintain an off-premise copy of the membership database, 

e.g. cloud storage. 

 Provide recovery and access information for the Alumni membership database to the Vice President 

Membership and Retention. 

 Recognize that membership information is private and must not distributed for non-Alumni related 

purposes. 

 Satisfy mail and reference queries and report requests. 

 Maintain a complete record or alumni information in membership records. 

 Include information for all current Sorority member, updating this information, including the status of 

her membership, converting this to Alumni status when it is appropriate. 

 Confirm new alumni information and update database records. 

 Enter Dues payment status information as provided by the Chief Financial Officer or Finance 

Committee to determine Active and Non-Active members. 

 Prepare Quarterly membership number reports for the Board of Trustees. 

 Process submitted membership information changes. 

 Provide monthly and/or ad hoc  electronic updates to the Vice President Membership and Retention  

 Participate in the Membership Recruitment and Retention Committee. 

 Work closely with the Vice President Recruitment and Retention in analyzing membership 

demographics, dues payment trends and retention information. 

 Work closely with the Vice President Development / Fundraising in analyzing membership 

contributions and dues payment trends and retention information. 

 Prepare an annual budget request, to be given to the Chief Financial Officer and Finance Committee, 

for the tools, supplies and resources required to successfully perform the responsibilities of this 

position.    

Completion of Position 

Review the position with the new Database Manager and provide a written note to successor and any other 

materials developed during her tenure, including a uniform Database Manager handbook with guidelines, 

ideas, and suggestions for the new Database Manager.  In addition, the Database Manager will transfer all 

documents, memorabilia, and photos/videos/written account to the new Database Manger. 
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F. Fundraising Event Director 

The Fundraising Event Director… 
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G. Historian 

The purpose of the Historian position is to collect and maintain, in context, our member experience through 

the years.  In addition, to facilitate for current and future member, their understanding of the sorority and 

Alumni Association’s people, culture, past triumphs, and tragedies over time.  The Historian is the primary 

organizer and overseer of the Alumni Association history.  The Historian will work with closely VP of 

Recruitment, VP of Development and the Historian of Omega Delta Phi, Inc.  The Historian will be a 

member of the Membership and Recruitment Standing Committee. 

Goals 

Ensure that a consistent account of the member experience is documented and compiled through different 

forms of multimedia.   

Responsibilities / Tasks 

 Work to fulfill goals related to Historian 

 To work closely with the current Omega Delta Phi. Inc.’s historian to create a unified historical record. 

In addition, to reach out to prior Omega Delta Phi. Inc. Historians for input. 

 Develop and manage the Historian budget. 

 Continually attend or recruit an attendee to take or collect photos/video/written accounts of events. 

 Maintains the Association’s Constitution documents; keeping all prior versions and maintaining 

official current version of the Constitution including recording a timeline with a synopsis of changes 

made. 

 Maintain a history of all officers of the Alumni Association and Omega Delta Phi, Inc. 

 Work with the Membership Database Manager to provide collected membership information. 

 Work with the Events Committee, with the Social Networking and Newsletter Managers to collect and 

provide information. 

 Continually maintain an index of documents and memorabilia and perform an inventory at least once 

during her term of service.   

 Continually store and organize photos/video/written accounts of events 

 Review storage and organization of photos/video/written accounts of events 

 Create and maintain a uniform Historian handbook including guidelines, ideas, and suggestions for 

future Historian chairman 

 Assist in the completion and submission of a Year End Summary to be documented and presented at 

the Annual Alumni meeting and published thereafter for the entire membership. 

Completion of Position 

Review position with the new Historian and provide a written note to successor and any other materials 

developed during your tenure as Historian, including a uniform Historian handbook with guidelines, ideas, 

and suggestions for future Historian.  In addition, the Historian will transfer all documents, memorabilia, 

and photos/videos/written account to the new historian. 
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H. House Advisor 

The House Advisor… 
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I. Newsletter Manager 

The Newsletter Manager shall coordinate the authoring, publication, and mailing of the Key Connection in 

the spring.  She will be in charge of mailing reunion reminder post cards in the fall. 
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J. Property Advisor/Manager 

The Property Advisor/Manager positively promotes the Potsdam sorority experience by monitoring the 

ongoing maintenance and appearance of the properties owned or used by Omega Delta Phi, Inc. and/or the 

Alumni Association. The Property Advisor / Manager monitors and oversees, in conjunction with 

organization officers, the property owned by Omega Delta Phi, Inc. and/or the Alumni Association.  

 

Goals 

As an experienced professional, the Alumni Property Advisor /Manager, working together with the Board 

of Trustees and the Alumni Association President, will give advice, provide guidance and make 

recommendations regarding property that is owned by Omega Delta Phi, Inc. and/or the Alumni 

Association. 

 

Responsibilities / Tasks 

 Interacts with the Omega Delta Phi, Inc. president, house manager, financial officer and risk manager in 

matters related to property owned and or used by Omega Delta Phi, Inc.  

 Advise the Alumni Association and Omega Delta Phi Inc. in the area of property management and 

liability issues, including housing and fire safety, housing occupancy rules and University, local and 

state ordinances. 

 Coordinate an annual assessment of the physical property owned by ODP, Inc. and/or used by the 

Alumni Association.  Present this assessment to the Board of Trustees annually. 

 Develop and modify annually, a 5-year property maintenance plan with high level cost estimates. 

 Solicit input and opinions from other property professionals as needed. 

 Make recommendations for house maintenance projects that should be undertaken by the sorority 

and/or funded through donations from our alumni. 

 Prepare an annual budget request to cover costs of the annual assessment, tools, supplies, consultant 

costs, etc. Submit this request to the Finance Committee for approval. 

 Ensure that ODP Inc. complies with requirements / prerequisites regarding funds being donated by the 

Alumni Association.  

 Insure that Omega Delta Phi complies with State, Local and University housing policies and laws. 

 Work with the ODP Inc. Officers to maintain a clean and healthy environment in the house and to 

maintain a positive appearance of the building property from the outside. 

 Ensure that all risk management policies with regard to building and grounds work on properties owned 

or used by the Alumni Association and/or Omega Delta Phi, Inc. are being followed. 

 Review proposals and/or meet with individuals or companies that the ODP, Inc. or the Alumni 

Association is considering to employee prior to selection and/or contract signing.  

 Consult on managing the day-to-day operations of the properties owned or used by the Alumni 

Association and/or Omega Delta Phi, Inc. 

 Assist, as requested, in supervising staff, contractors, vendors, gardeners, and maintenance personnel 

working on properties owned or used by the Alumni Association and/or Omega Delta Phi, Inc. 

 Assist, as requested, with establishing property budgets, and reviewing contractor bids for work on 

properties owned or used by the Alumni Association and/or Omega Delta Phi, Inc. 

 Assist, as requested, in overseeing property related renovations and repairs for work on properties 

owned or used by the Alumni Association and/or Omega Delta Phi, Inc. 

 

Completion of Position 

Review position responsibilities with the new Property Advisor / Manager.  Provide a written note to 

successor and any other materials developed during their tenure, including ideas, and suggestions for future 

Property Advisor / Managers. In addition, the Property Advisor / Manager will transfer all documents, 

records and written accounts to the new Property Advisor / Manager. 
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K. Social Event Director 

The Social Event Director… 
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L. Social Media Manager 

The Social Media Manager will oversee social media applications and content used for official Alumni 

Association communication and marketing. Using a variety of social media tools, this position will build a 

culture of engagement for our alumni, expand our network outreach, boost our recognition, and build an 

engaged network of alumni with sustained connectivity to the Association and other alumni. 

 

Responsibilities / Tasks 

 Provide daily oversight, maintenance and management of official Alumni Association social 

media platforms including but not limited to Facebook, Twitter, YouTube, and Wikipedia 

 Provide regular and relevant posts to these social media platforms 

 Ensure proper messaging and image of Alumni Association and Omega Delta Phi, Inc. is being 

communicated and executed through social media platforms and is relevant to organizational goals 

 Establish consistency of message across multiple platforms. 

 Insure that they we do not oversaturate members with social media content. 

 Provide instruction / tutorials on use of social media by members as is necessary. 

 Research and recommend social media strategies that can be implemented. 

 Optimize the power of nostalgia. 

 Recognize donors/contributions of time, money or expertize 

 Measure traffic, views, etc. 

 Poll members for input and ideas, share member news, share photos. 

 Publish alumni research, news and community participation.  

 Publish births, deaths, marriages  

 Generate revenue and donations via content 

 Promote and socially activate alumni events 

 Report milestones 

 Invite membership participation 

 Monitor other related media, submitting input when appropriate. 

 Work closely with Vice President Recruitment & Retention, Vice President Development & 

Fundraising. 

 Member of  Recruitment & Retention Standing Committee 

 

Completion of Position 

Review the position with the new Social Media Manager and provide a written note to successor and any 

other materials developed during her tenure, including a uniform Social Media Manager handbook with 

guidelines, ideas, and suggestions for the new Social Media Manager.  In addition, the Social Media 

Manager will transfer all documents, memorabilia, and photos/videos/written account to the new Social 

Media Manager. 
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M. Voting Coordinator 

The Voting Coordinator role is responsible for the execution of the Association Voting By-Laws.  The 

Officers will designate a Voting Coordinator for each voting session. The designated Voting Coordinator 

cannot be a candidate during the voting period.  There is no term limit for this role, unless the Officers or 

60% of those eligible to vote request a new Voting Coordinator be designated.  

 

Goals 

The Voting Coordinator has fiduciary responsibility to ensure that all Alumni Association voting shall be 

guided by the principles of impartiality, transparency and accuracy. 

Responsibilities / Tasks 

 Follow all the on-line and on premise voting procedures designated in the Association Voting By-

Laws. 

 Maintaining impartiality throughout the voting period. 

 Insure that Non-Active members have been advised of their membership status prior to any 

Association wide voting session. 

 Insure that non-Active members have the opportunity to pay current dues to allow them to vote in any 

Association wide voting session. 

 Organizing the electoral process, including ballot preparation. 

 Designating the length and dates of the Voting Periods. 

 Utilize automated voting tools, which allow for electronic on-line voting, and update those tools as 

necessary. 

 Prepare and submit to the Finance Committee an annual budget that relates to the activities and items 

required to perform this position. 

 Maintaining all voting systems utilized. 

 Tabulating votes.  

 Publishing voting results. 

 Not divulging voting results until all votes are tabulated, the voting period is closed, and results are 

published to the Membership. 

 Publish results to the membership. 

 

Completion of Position 

Review the position with the new Voting Coordinator and provide a written note to successor and any other 

materials developed during her tenure, including a uniform Voting Coordinator handbook with guidelines, 

ideas, and suggestions for the new Voting Coordinator.  In addition, the Voting Coordinator will transfer all 

documents, memorabilia, and photos/videos/written account to the new Voting Coordinator. 
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N. Website Manager 

The Website Manager will be responsible for maintaining the Alumni Association’s internet presence, 

including the Association’s webpages and email addresses.   

 

Goals 

The Website Manager maintains the Association’s Web environment by identifying system requirements, 

working with service providers, installing upgrades, and monitoring system performance. 

 

Responsibilities / Tasks 

 Design, manage and update the content of the Alumni Association website as requested and/or 

approved by the Officers, Board of Trustees. 

 Find a hosting service and maintains a current agreement with that service provider or an alternate 

provider. 

 Ensure Web content is relevant, timely and promotes the Association’s primary mission and message.  

 Ensure the website's format is user-friendly, marketable, and professional. 

 Co-ordinate with content creators from across the organization. 

 Prepare and submit to the Finance Committee an annual budget that relates to the activities and items 

required to perform this position. 

 Identify, recommend, and prioritize new Web features and applications in conjunction with 

organization leaders and department managers. 

 Prepare a long-term plan for Website development and presence, including standards and guidelines 

for content, based on organization goals and input from stakeholders. 

 Liaise with systems experts on hardware and software issues that affect the Website and its 

availability. 

 Assess competing Websites as regards to content, look and feel, and functionality, and make 

improvement recommendations to our organization's site. 

 Track and evaluate new standards, technologies and trends in Website development, design, and 

delivery. 

 Set and enforce compatibility and interoperability standards that ensure site accessibility for all users. 

 Ensure a consistent look and feel across the Website by promoting uniform fonts, formatting, icons, 

images, and layout, and creating appropriate templates to assist content authors. 

 Find, diagnose, and fix Website problems, including broken links (both internal and external), 

typographical errors, and formatting inconsistencies. 

 Create and maintain an archive for Website templates and images. 

 Participate in the development and integration of graphical and multimedia components into the 

Website, including audio and video 

 

Completion of Position 

Review the position with the new Website Manager and provide a written note to successor and any other 

materials developed during her tenure, including a uniform Website Manager handbook with guidelines, 

ideas, and suggestions for the new Website Manager.  In addition, the Website Manager will transfer all 

documents, memorabilia, and photos/videos/written account to the new Website Manager. 
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APPENDIX 3: Board of Trustees 

Board of Trustees  

The Board of Trustees will work with the Officers to set the strategic direction of the organization. When 

necessary, they will provide oversight for the organization.  The Board of Trustees members will serve as 

the institutional memory of the Alumni Association.  They will provide appropriate high-level guidance 

and leadership. This approach will provide input and various points of view and/or interest from the 

multiple generations of ODP Alumni.   This will also help to increase membership participation.   

Membership 

 The Alumni Association Secretary acts as the Administrative Director for the Board.  She will 

organize, convene and lead meetings but will not have regular voting rights. 

 The Legacy Representative from each decade will be part of the Board of Trustees.  The decade can 

be determined by either the Pledge Class Year or Year of Graduation, but the intent is to include 

expertise, experience and opinions of alumni from past eras. 

 The appointed SUNY Potsdam and Clarkson University Alumni Association Representatives will 

also serve as Board of Trustee members. 

 The Chief Financial Officer will also serve as a Board of Trustee Member. 

 The current and immediate past Alumni Association Presidents will be part of the Board of Trustees. 

 The First Vice President, Vice President of Development and Fundraising, and Vice President of 

Membership and Recruitment will be part of the Board of Trustees. 

 If utilized, the At-Large Legacy Representative will be a member of the Board of Trustees.    

 Should a Board Member, Officer, Committee Chair or Members not fulfill their duties or should they 

commit an act unbecoming of a sister, the officer or committee chair may be removed from office by 

a 2/3 majority vote of the Board of Trustees. 

 

Responsibilities / Tasks 

The Board of Trustees will work with the Officers to set strategy, priorities and direction for the 

organization. When necessary, they will provide oversight for the Alumni Association.  The operation of 

the Association will continue to be responsibility of the Officers, but they will act based on the 

organization’s strategy, priorities and direction defined by the Board of Trustees. 

 Ensure legal and ethical integrity and maintain accountability. 

 Ensure effective organizational planning; determine how the Association carries out its mission 

through long and short-range planning and regular review.  

 Ensure adequate resources (funds, time, volunteers, staff, technology, etc.) by approving an annual 

budget.  

 Provide fiscal oversight.  Ensure that appropriate financial, legal, tax and accounting systems are in 

place.  

 Promote the Alumni Association and Sorority’s image.  

 Work with the Alumni Association officers to integrate Association’s mission and goals. 

 Represent the Association in legal and/or professional matters. 

 Supervising the Alumni Association affairs as they relate to the organization, the campuses, and the 

community to maintain the name and reputation of the organization. 

 Review the Financial Status of the Association, approve the annual budget, and expenditures over 

limits as stated in the Financial By-laws. 

 Be involved in any situations that involve allegations of sexual misconduct or other egregious 

behavior by a member of the Alumni Association and or Omega Delta Phi, Inc. 

 Approve selection for appointed positions and removal of Board Member, Officer, Committee Chair 

or Members, as stated in the constitution. 

 

Operations and Voting 

 The ODPAA Secretary will lead the Board of Trustees and act as the Administrative Director for the 

Board.  She will organize, convene and lead meetings. 
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 The Board of Trustees Administrative Director will have the fiduciary responsibility to convene the 

Board when she feels that a significant decision or pending action requires oversight and or direction 

from the Board of Trustees.   

 Each Board member will have one vote with the exception of the Administrative Director. 

 The Administrative Director of the Board of Trustees will only cast a vote on Board decisions when 

the vote among the Board members is tied.  Then she will be responsible to cast the deciding vote. 

 Any members of the Board of Trustees may also convene the Board when she feels that a significant 

decision requires concurrence, oversight and direction from the Board of Trustees.  

 The Board of Trustees should minimally meet quarterly and prior to the annual meeting.  

 The Current President and Vice President of Membership and Recruitment may jointly appoint Legacy 

Representatives, from the same era, if an elected Representative can no longer serve.  The appointment 

will be effective until the next election cycle. 

 An ad hoc At-Large Representative may be nominated for appointment by the Officers and/or Board 

of Trustees.   This may be done when an individual is deemed able to supply valuable expertise and 

experience to the Board. 

Completion of Position 

Review position responsibilities with the new Board Members.  Provide a written note to successor and any 

other materials developed during their tenure, including ideas, and suggestions for future Board Members. 

In addition, the current Board Members will transfer all documents, records and written accounts to the 

new Board Members. 
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APPENDIX 4: Terms of Service, Term Limits and Board of Trustees Participants 

 

Appointed Officers 
Elected  

(Y / N) 

Board of 

Trustees 

Member? 

Reappointment 

after 

Term 

Limits 

Potsdam College Alumni Representative * N Y 3 Years None 

Clarkson University Alumni Representative * N Y 3 Years None 

Voting Coordinator N N 2 Year None 

Alumni Advisor to Omega Delta Phi, Inc.  N N 2 Year None 

Property Advisor/Manager N N 2 Year None 

Historian  N N 2 Year None 

Social Networking Manager  N N 2 Year None 

Database Manager N N 2 Year None 

Newsletter Manager N N as necessary None 

Website Manager N N as necessary None 

Fundraising Event Director(s) N N as necessary None 

Social Event Director(s)  N N as necessary None 

At Large Legacy Representative  N N 2 Year None 
* This position may be held by a sister who also holds another office.  For example, the President may also serve as a 

College Alumni Rep.  If multiple voting positions are held, the Officer is restricted to one vote. 

 

Board of Trustees Members Voting Board Member? 

Secretary/Board of Trustees Administrative Director  N* 

Immediate Past President Y 

Current President  Y 

First Vice President Y 

Vice President – Development and Fundraising Y 

Vice President - Membership and Recruitment Y 

Potsdam College Alumni Representative Y 

Clarkson University Alumni Representative  Y 

Chief Financial Officer Y 

Legacy Representative 1965 - 1969 Y 

Legacy Representative 1970s Y 

Legacy Representative 1980s Y 

Legacy Representative 1990s Y 

Legacy Representative 2000s Y 

Legacy Representative 2010s Y 

Legacy Representative 2020s Y 

Legacy Representative …each decade forward Y 

* The Administrative Director of the Board of Directors will only have a vote on Board decision when 

the vote among the Board members is tied.  Then she will be responsible to cast the deciding vote. 

 

Elected  Officers 

Elected  

(Y / N) 

Board of 

Trustees 

Member? 

Term 
Term 

Limits 

President  Y Y 3 Years None 

First Vice President Y Y 3 Years None 

Vice President – Development and Fundraising Y Y 3 Years None 

Vice President - Membership and Recruitment Y Y 3 Years None 

Secretary/Board of Trustees Admin Director Y Y 3 Years None 

Chief Financial Officer Y Y 3 Years None 

Legacy Representatives (Board of Trustees) Y Y 3 Years None 
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APPENDIX 5: History of Constitution Revisions 

This constitution replaces all previous versions of the Association constitution.    This 

section summarizes Constitution document changes made since 2010. 

 

April 24, 2010 

????? 

 

July 2012 

Financial Bylaws and procedures added 

Electronic voting allowed 

Electronic voting procedures and role of Voting Coordinator added. 

 

November 2014 

Discrimination statement added. 

Hazing statement added. 

Order of Succession added 

Removal / Impeachment procedures added 

Officer positions, terms of service and officer descriptions restructured 

Board of Trustees expanded 

 

January 2015 

Document updated to incorporate prior approved changes and additions.   

 

 


