	Alumni Advisory Blueprint
	[AAB Chairman]



Job Description: Serves as a liaison to the alumni advisory board and chapter executives. 
Responsibility: Organize and lead monthly communication of the Advisory Board via phone and email. Also, organize and lead quarterly meetings of the Advisory Board.
· Estimated time requirement – 1 weekend per semester (goal setting) and monthly communication
Alumni Advisory Board: Recommended composition:
· Chapter Advisor
· Operations Advisor
· Finance Advisor
· Recruitment Advisor
· Education Advisor
· Health & Safety Advisor
Recommended Monthly Tasks:
· Attend/Call-in to an executive board meeting
· Communicate with board members via phone or email; sample agenda:
· Review of goals/strategic priorities

· Each member gives an update
· Resolution/progress on specific problems since last call
· Goals & tasks to be completed before next call
· Review of next call time & date
· Send recap of monthly AAB communication 
· Target alumni for board vacancies
· Review of position goals
Recommended Quarterly Tasks:
· Assist with officer/chairman transitioning
· Organize and lead quarterly face-to-face meetings with AAB; sample agenda:
· Review AAB & Chapter goals/strategic priorities
· Progress report from each AAB member (around the horn)
· Progress report from chapter members (around the horn)
· Assess any redirection needed based on progress reports
· Any large campus issues (university, fraternity & sorority life, campus recruitment)
· House corporation & alumni association updates (invite representative from each to attend)
· Next meeting date & time
· Create a rotation schedule for AAB members to attend chapter/executive meetings
Recommended Bi-annual Tasks:
· Facilitate chapter goal setting (retreat)
Recommended Annual Task:

· Facilitate goal setting for AAB
· Attend Pike University Leadership Summit 

Checklists for best practices within the external cabinet (gathered from AAB Report and www.pikes.org):
AAB Communication                                                                                                                                                                            

1. Is there a designated AAB Chairman?






Yes/No

2. Is there a model of communication set between board members?



Yes/No

3. Is there a model of communication set between the chapter and the board?


Yes/No

AAB Involvement                                                                                                                                                       

1. Does AAB host yearly transition and goal setting retreats with the chapter?


Yes /No

2. Do the members of the AAB attend chapter meetings?




Yes /No

3. Have any AAB members attended the PIKE Volunteer sessions at Pike U?


Yes /No

AAB Chairman                                                                                                                                                          

1. Does the AAB Chairman organize and lead quarterly meetings?



Yes/No

2. Does the AAB Chairman record and distribute meeting minutes?



Yes/No

3. Does the AAB have strategic goals planned and in line with chapter’s priorities?

Yes/No

Once the chapter has satisfied these best practices, it is recommended to use the 3 Chapter Performance Checklists – which can be found by following the instructions below:
· Go to www.pikes.org
· Click the Resources drop-down menu

· Select Officer Resources
· Scroll down and select the General Resources and Sample Information tab

· You will find 

· Chapter Performance Checklist I

· Chapter Performance Checklist II

· Chapter Performance Checklist III

These documents are designed to be completed in order, whereas Checklist I serves to create a foundation with basic strategies and Checklist III includes highly advanced operational practices.
Contacts

	Position
	Name
	Phone
	Email

	Chapter Advisor
	
	
	

	Operations Advisor
	
	
	

	Finance Advisor
	
	
	

	Recruitment Advisor
	
	
	

	Education Advisor
	
	
	

	Health & Safety Advisor
	
	
	


Alumni & Volunteer Department
The Pi Kappa Alpha Fraternity

8347 West Range Cove

Memphis, TN 38125

901-748-1868

The above is intended to provide the chapter and volunteers with general information and suggestions for improvement.  It is not a directive and is not intended to direct the chapter or volunteer in any manner.  A chapter or volunteer is not required to use or implement this information or suggestions.  The decision on whether or how to use this information is solely that of the chapter or volunteer.


