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CHAPTER HANDBOOK

AOG CHAPTER TIPS

TIPS ON MANAGING A SUCCESSFUL USAFA AOG CHAPTER
1. Conduct regular meetings of the officers (quarterly minimum).
2. Create an activities schedule, planned and announced to the membership
early in the year and share with the AOG so we can support your events.
3. Promote and publicize your activities via the AOG Events Calendar, your
chapter website, Facebook page, and Twitter account.
4. Develop interesting and varied programs to engage as
many grads as possible.
5. Keep an up-to-date alumni listing; notify AOG of changes to ensure the
AOG has current listing.
6. Develop a broad base of leadership and involve as many alumni as possible.
7. Assist ALOs in your area.
8. Work with local USAFA Parents Clubs.
9. Encourage a chapter representative to attend the annual Chapter
Presidents Conference.
10. Evaluate each event immediately. Identify reasons for success
or lack of success.
11. Report chapter activities to the AOG on a regular basis; we want to share
good work!
12. Share your successes with other chapters. Utilize the forum
for “best practices.”
13. Be creative. Chapters that develop the most innovative programs
are the most successful.
14. Conduct at least two annual events, to include a Founders Day event.
15. Don’t judge the success of your program purely on the number of alumni
and friends attending one event. It’s the whole program that counts.
16. Recognize members for their hard work and dedication.
17. Keep your chapter financially sound.
18. Make sure everyone who attends an event is greeted personally by a chapter
officer. Make them want to return!
19. Like the AOG Facebook page to stay connected and see what’s going on at
the Academy or in your area.
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ALUMNI SUPPORT

AOG Alumni Support
SUMMARY LISTING OF AOG SERVICES TO GRADUATES
The AOG provides a rapidly expanding array of services to graduates. These
services range from career transition assistance for graduates to support for AOG
Chapter programs and activities. All members of the AOG are invited to take
advantage of the services listed below:
• Class and Chapter support
• Discounts at the AOG Gift Shop
(including orders by mail, on-line, or phone)
• Cadet Area Tour
• The AOG Homepage (www.usafa.org)
• Association of Graduates membership cards
• Discounts through USAA
• Special Travel and Vacation Packages
• AOG USAA VISA (subject to approval)
• Discounts to select AOG events
• Discounts on Doolittle Hall building rental
• Chapter start-up and revitalization support
• AOG event online registration service
• Online job listing network
• Career Advisory Website
• Joint Service Academy Jobs Electronically (JSAJE)
• Service Academy Career Conferences (SACCs)
• ZoomiEnews Electronic Newsletter
• 7258’ Electronic Newsletter
• AOG Mobile App
• Graduate locator service
• Class Reunion support
• Class Ring Display
• Class Ring Recovery Program
• Checkpoints alumni magazine (hard copy & online)
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Support for Chapters

Upon adoption of the AOG Chapter Program, the USAFA Association
of Graduates is pleased to provide services to Chapters that include,
but are not limited to, the following:

• Disseminating information about
events on the Master Event
Calendar at www.usafa.org.

• Providing, when requested and
pending availability, AOG speakers
for chapter programs.

• Providing a networking opportunity
and the exchange of ideas
and information through the
Chapter Presidents Conference,
held annually at Doolittle Hall.
Maintaining an online forum for
chapter leadership to exchange
ideas and share best practices.

• Providing, when requested and
available, AOG financial assistance
to offset cost incurred for social
networking with fellow
graduate members.

• Maintaining current files on AOG
Chapters, including membership
rosters and the names and addresses
of Chapter Officers.
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• Providing updated list of
graduates in each chapter’s
geographic area of interest
upon request.
• Targeted email support and online
event registration.

SUPPORT FOR CHAPTERS

WHEN TO ORGANIZE AN AOG CHAPTER
Many AOG Chapters have been organized in towns, cities, and at military
installations throughout the United States. Additionally, there are three chapters
overseas. The number of chapters is gradually increasing, but there are still
geographical areas where no chapter convenient to alumni exists.
A graduate, former cadet, widow of a graduate, or anyone else who wishes to
belong to an AOG Chapter should first determine if there is a chapter in his or her
area. If so, and if that chapter’s rules permit that individual’s membership, it is best
to join the existing chapter. AOG Chapters are listed on the AOG’s webpage at
www.usafa.org, under the Connect section.
If no chapter exists within convenient traveling distance, any group of graduates
may form a new geographical chapter and are encouraged to do so.
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HOW TO ORGANIZE AN AOG CHAPTER
Although the procedures below have been developed for the convenience of
people trying to establish a chapter, they are not mandatory. However, the
experiences of those who have recently established a chapter indicates that the
following facts, tips, and suggestions may be useful:
A. Graduates who wish to form a new AOG Chapter are urged to write or call
the Constituent Engagement Manager at chapter.support@aogusafa.org or
(719)472-0300, to identify currently existing AOG Chapters and to discuss
the possibility of forming a new chapter. The Constituent Engagement
Manager will also describe the support the AOG can provide.
B. It is not necessary to have a large group of alumni to start an AOG
Chapter but, because of the initial work involved, it is best to have 5–8
dedicated people.
C. Organizers should contact the presidents or secretaries of existing AOG
Chapters to learn how those chapters are organized, what they do for
their members, and what additional advice and assistance they may offer.
The Constituent Engagement Manager will be happy to provide contact
information, or interested grads can look up the chapter president email or
website information located on our website www.usafa.org under Connect.
D. As mentioned previously, the AOG can support a chapter in a number of
ways, and if there is an expense involved, the AOG will consider providing
the support in question (i.e., mailers, giveaway prizes) at cost. However,
the AOG recognizes that new chapters rarely have operating accounts, so
we will provide the following start-up services, information, and materials
without charge:
1. Definition of an “area of interest” is a driving time to the city in which the
chapter wants to be centered, or a zip-code specific area in which the chapter
will be focused (i.e. 30-minute or 60-minute drive).
2. A roster of names and addresses of graduates within the chapter’s area of
interest and, should the chapter desire to consider for membership persons
other than graduates, the names and addresses of former cadets, widows of
graduates, parents of cadets, and other friends of the Air Force Academy.
3. An email blast announcing the new chapter and information regarding the
kick off event.
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4. An online survey sent to the graduates in the focus area used to
determine the level of interest, possible chapter leaders, and the most
likely attended events.

SUPPORT FOR CHAPTERS

CONSTITUTIONS AND BYLAWS
Constitutions and bylaws governing AOG Chapters vary with the purpose of the
chapter and with the wishes of its members. Experience shows that a successful
chapter needs the formal structure that an organizational document provides.
An example set of bylaws is included on the following pages. With a few additions
or changes, these may be used by any new AOG chapter. The sample closely
follows the wording and features of similar documents used by chapters already
in existence. The sample serves as a reliable guide in matters of organization and
activities.
Caution: Organizers should be aware that clubs and similar
organizations are often subject to state law, and some states
mandate specific requirements for organizational documents.
At some time a new chapter may wish to establish itself as a taxexempt organization. See Page 10, “Tax Exempt Status” for a
discussion of how to achieve that status.
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Date:

Sample By-Laws

SAMPLE BY-LAWS (You may tailor these to fit your needs)
(STATE or CITY) CHAPTER of the ASSOCIATION OF GRADUATES
ARTICLE I — NAME
The name shall be the (STATE or CITY) Chapter of the ASSOCIATION OF
GRADUATES
ARTICLE II — PURPOSE
The chapter shall be dedicated to furthering the principles and welfare of the
United States Air Force Academy and Association of Graduates primarily via
networking. In accomplishing its purpose, this chapter endeavors to serve its
community, its country, and the graduates of the Air Force Academy.
ARTICLE III — MEMBERSHIP
§3.1. Classification — Membership shall be Honorary, Regular, Affiliate, and
Special.
§3.2. Honorary
3.2.a. Honorary Members shall consist of those individuals of distinction who
are elected unanimously by the Board of Directors because of outstanding
and noteworthy service to their community, country, or to the U.S. Air Force
Academy. Honorary Members shall not be required to be graduates or former cadets of the Air Force Academy and shall not be required to pay dues.
3.2.b. Any surviving spouse of a deceased member or deceased graduate is
automatically an Honorary Member.
§3.3. Regular – Any graduate of the United States Air Force Academy shall
be eligible for Regular Membership.
§3.4. Affiliate – Individuals in the following capacities are eligible for Affiliate
Membership:
3.4.a. Any former cadet who was honorably discharged from the United
States Air Force Academy after serving at least until the close of the academic
half-year immediately following his or her admission.
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3.4.b. Spouse, widow, or widower, of a person eligible for Regular Membership.

3.4.c. Parent or sibling of a cadet.
3.4.d. Parent, sibling, or child of a person eligible for Regular Membership.
3.4.e. Senator or Member of Congress.
3.4.f. Any individual appointed by the USAFA Admissions Office as District
Representative, Liaison Officer, Admissions Representative, or whatever title
he or she may be given by that office.
3.4.g. Any person who has a member of his/her immediate family on the staff
and faculty.
§3.5. Special — Individuals in the following capacities are eligible for Special
Membership. Dues for this classification are waived.
3.5.a. Cadets from the local area.
3.5.b. Other cadets who have distinguished themselves by outstanding service to the United States Air Force Academy and who are in their First Class
year at the Academy.
3.5.c. Any individual who, by his or her efforts or contributions of time and
ser¬vice, assists the Air Force Academy Chapter of in fulfilling its purpose.
§3.6. Regular and Affiliate Members shall renew their membership by paying
in advance the dues for that year as fixed by the Board of Directors.
§3.7. Only Regular Members shall have voting rights.
§3.8. Resignation and Expulsion
3.8.a. Resignation — Any member may resign at any time by giving written
notice to the Board of Directors. Such resignation shall take effect at the time
specified therein or, if no time be specified, upon receipt. Resignation shall
not entitle a member to return of any dues paid by him or her.
3.8.b. Expulsion — At a meeting duly called in accordance with the By-laws,
a member may be expelled for cause by a two-thirds vote of a quorum of
all Regular Members. An expelled member may be reinstated by a vote of a
majority of a quorum of Regular Members at a meeting duly called in accordance with the By-laws.
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ARTICLE IV — BOARD OF DIRECTORS
§4.1. The governance and management of the chapter is recommended to
be vested in an executive body of ten of its Regular Members known as the
Board of Directors. On all questions of interpretation of the By-laws or other
rules of the chapter, the decision of the Board of Directors shall be final unless
rescinded by the chapter at the Annual Business Meeting or at a special
meeting called for the purpose. The Board of Directors shall have the authority to invest the chapter’s treasury in whole or in part in the manner it deems
prudent to achieve maximum growth with reasonable safety.
§4.2. In the event of dissolution of the (STATE) Chapter of the ASSOCIATION
OF GRADUATES, all funds and property remaining clear and unencumbered
following final receipts and disbursements will be authorized by the chapter
or by the Board of Directors.
§4.3. Members of the Board shall be elected for a period of three years,
one-third being elected each year at the Annual Business Meeting of the
chapter by a majority vote. In the case of a tie, bal¬loting shall continue until
all vacancies have been filled.
§4.4. Board Members are eligible for re-election.
§4.5. Each year those Members of the Board serving their second year shall
comprise a nomi-nating committee and shall nominate one candidate for
each of the outgoing Board Mem¬bers’ vacancies. Other nominations may
be made from the floor at the Annual Business Meeting.
§4.6. If a vacancy occurs during the fiscal year, it shall be filled by a majority vote of a quorum of the Board for the unexpired term. Failure to attend
two consecutive Board Meetings without justifiable reason shall be deemed
equivalent to tender of resignation therefore.
§4.7. A regular meeting of the Board shall be held once a quarter at the call
of the President.
§4.8. Special meetings may be held at any time upon call of the President,
the Secretary, or any two members of the Board. At such meetings, business
will be confined to that specified in the call for the meeting.
§4.9. A quorum of the Board shall consist of five members.
§4.10. The Board shall have the power to remit or waive the dues of any
member for such period as in their judgment shall be advisable and proper.
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§4.11. The Board shall establish operating committees as it deems necessary.
§4.12. The Board shall submit a report of the affairs of the chapter, with the
expenditures of the past year and an estimate of the expenses for the coming
year, at each Annual Business Meeting. It shall report at other times if called
upon to do so by eight or more members in writing.
§4.13. The Board shall elect the Chairman of the Board, who shall preside
over Board Meetings.
ARTICLE V — OFFICERS
§5.1. The officers of the chapter shall be a President, a Vice President, a Secretary, a Treasurer, a Networking coordinator, and such other officer or officers
as the Board may from time to time determine.
§5.2. All officers shall be elected by the Board at its first meeting following
each Annual Business Meeting of the chapter.
§5.3. The term of office of each officer shall commence at the beginning
of the fiscal year following his or her election. The term of office is one year.
Officers may be re-elected.
§5.4. Resignations shall not be effective until accepted by the Board.
§5.5. The President shall normally preside at meetings and dinners of the
chapter and shall be a member of the Board of Directors. He shall sign
all written contracts and obligations of the chapter. He shall nominate the
chairmen of committees established by the Board and shall provide for the
appointment of other committee members. He shall perform such other
duties as the Board of Directors may assign him.
§5.6. The Vice President shall have such powers and duties as prescribed by
the President and will discharge the duties of the President in his absence.
§5.7. The Secretary shall be responsible for the following:
5.7.a. Keeping the minutes of the chapter and of the Board of Directors.
5.7.b. Notifying members of the affairs of the chapter, as determined by the
Board.
5.7.c. Notifying members of the Board of their election.
5.7.d. Conducting the correspondence, keeping the records, preparing
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necessary reports, including the annual report, and keeping the seal of the
chapter in the event that it is incorporated.
5.7.e. Collecting dues and dinner assessments.
5.7.f. Turning over to the Treasurer as promptly as possible all funds collected, with a statement as to the individuals from whom collected and for what
purpose.
5.7.g. Publishing the list of officers of the chapter, the Board of Directors, the
By-laws, the roster of members, and other items.
§5.8. The Treasurer shall be the custodian of the funds of the chapter and
shall be responsible for the following:
5.8.a. Disbursing the funds to defray expenses authorized by the chapter or
the Board of Directors.
5.8.b. Reporting the status of the funds at each meeting of the Board.
5.8.c. Having his accounts audited under the direction of the Board in advance of the Annual Business Meeting and at such other times as the Board
may direct.
5.8.d. Presenting an annual financial report to the Board of incorporation in
the report of the Annual Business Meeting.
§5.9. In the event of the temporary absence of the Secretary or Treasurer, his
duties may be performed by another member of the chapter appointed by
the President.
§5.10. The Networking Coordinator shall be responsible for the following:
§5.10a. Maintain liaison with the Constituent Relations Specialist, AOG, to
ensure that the chapter remains up-to-date on matters related to the Academy and disseminate that information as appropriate to chapter members and
to the general public through the chapter’s networking program.
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§5.10b. Maintain a current membership roster and provide a copy to the
Constituent Relations Specialist, AOG, showing all names and addresses of
members of the Chapter. (In turn, the Constituent Relations Specialist shall
provide to the Chapter Presidents a roster of graduates, ex-cadets, widows,
and friends of Air Force Academy residing in the chapter’s area of interest
whenever requested. Further, bi-annually, the Constituent Relations Specialist
shall provide to the President a roster of graduates recently moved into and

out of the chapter’s area of interest.)
§5.10c. Maintain a library of current information about Air Force Academy for
use by the chapter and its members.
§5.10d. Assist the Constituent Relations Specialist by providing possible
resources/points of contact that the AOG can use in soliciting sponsorships
from corporations or foundations for Chapter programs.
ARTICLE VI — MEETINGS
§6.1. The Annual Business Meeting of the chapter for election to the Board
of Directors, and other business as prescribed in the By-laws, shall be held annually during the fourth quarter or on such date as determined by the Board.
§6.2. Special meetings of the chapter may be called by the President or
upon the written request of ten Regular Members. At least seven days’ notice
thereof shall be given to members by the Secretary.
§6.3. Meetings are normally held monthly. Except for the Founders Day
dinner in April and the Annual Business Meeting, meetings will normally be
luncheon affairs. They will be primarily networking functions in nature and
may include prominent guest speakers. Insofar as possible, chapter business
will be confined to the Annual Business Meeting.
§6.4. A quorum at any meeting of the chapter shall consist of 10 percent
of the Regular Membership. If any meeting of the chapter does not reach a
quorum, another meeting shall be called within 30 days.
§6.5. A Founders Day dinner in celebration of the founding of the Air Force
Academy on April 1, 1954, is held annually, normally on the Saturday nearest
April 1.
§6.6. Business may be transacted as follows:
6.6.a. At the Annual Business Meeting, or
6.6.b. At any special meeting, but such business shall be limited to that specified in the call for the meeting, or
6.6.c. At any other meeting by unanimous consent of the members present.
§6.7. The order of business at the Annual Business Meeting of the chapter
shall be as follows:
11

6.7.a. Ascertainment of the presence of a quorum.
6.7.b. Financial Report.
6.7.c. Reading of the minutes of the previous meeting.
6.7.d. Annual report of the preceding year’s activities and suggestions by the
retiring officers.
6.7.e. Unfinished business.
6.7.f. Election of the Board of Directors.
6.7.g. New business.
6.7.h. Adjournment.
§6.8. The order of business at special meetings shall be the same except the
financial and annual reports and the election of the Board of Directors are not
included.
ARTICLE VII — COMMITTEES
§7.1. At the organizational meeting of the Board of Directors, the President
may appoint the suggested follow¬ing Committee Chairmen:
7.1.a. Financial and Budget Committee.
7.1.b. Membership Committee.
7.1.c. Program Committee.
7.1.d. Networking Committee.
§7.2. Duties of the Committees shall include the following:
7.2.a. The Financial and Budget Committee shall prepare a financial program
for the chapter at the beginning of each fiscal year and shall work with the
4
Treasurer in obtaining the necessary funds for the chapter.
7.2.b. The Membership Committee shall promote membership in the chapter and shall stimulate attendance at all meetings. Each year, before the Annual Business Meeting, the Committee will prepare and distribute a directory
of the members.
7.2.c. The Program Committee will prepare and recommend to the Board

12

a program of activities for the coming year to include dates and places for
these activities. It will serve as the Committee for the Founders Day dinner
and for the Annual Business Meeting.
7.2.d. The Networking Committee shall assist the Constituent Relations Specialist by providing possible resources/points of contact that the AOG can use
in soliciting grants and/or sponsorships from corporations or foundations for
USAFA programs and projects.
ARTICLE VIII — DUES
§8.1. Under the direction of the Board of Directors, dues shall be assessed
as stipulated in the By-laws and funds shall be used to defray the expenses
made necessary in the proper conduct of the affairs of the chapter.
§8.2. Regular and Affiliate membership dues shall be determined annually by
the Board of Direc-tors.
§8.3. The fiscal year begins July 1 and ends on June 30 of the following year.
Annual dues for the coming fiscal year are payable in advance.
ARTICLE IX — AMENDMENTS
Amendments to or changes in By-laws may be made at any meeting of the
chapter by a two-thirds vote of a quorum or members represented by proxy.
Such proposed amendments and changes shall, however, be considered only
when the Secretary shall have distributed copies of the same to the members
at least seven days prior to the meeting.
ARTICLE X — ADDITIONAL DUTIES OF THE PRESIDENT Upon
election of his successor, the immediate past President of the chapter
shall become an ex-officio member of the Board of Directors with full
voting rights of a director for a term of one year unless such past President is already a duly elected director. From time to time the Board may
designate any one or more of the officers of the chapter to be ex-officio
members of the Board of Directors with full voting rights of directors
for the term of their office as officers. Ex-officio members with voting
rights of a director shall be counted for the purposes of a quorum of the
Board, but shall not be counted in determining the number of directors
to be elected by the Regular members of the chapter at the Annual
Business Meeting of the chapter.

OTHER EXAMPLES OF BY-LAWS
ARE AVAILABLE UPON REQUEST
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LIFE AND BUSINESS NETWORKING
Each chapter should have a networking coordinator to foster
life and business networking collaborations with grads,
cadets, Parents Clubs, community leaders, etc., and provide
the AOG influential contacts. Possible chapter networking
activities include:
1. Providing meetings which foster life and business
networking opportunities for graduates, alumni, cadets,
and friends of the USAF Academy.
2. Encouraging outstanding young people to seek
appointments to the Academy and, during their cadet
years, encouraging them to take full advantage of the
AOG and Academy programs.
3. Increase community relationships with local
entrepreneurs, congresspersons, and senators to help
grads make a positive influence on American society.
4. Sponsoring or otherwise supporting visits by athletic
teams, clubs, or other groups. Such support might
entail an array of things, ranging from simply cheering
for cadets, to hosting an away game football tailgate, to
sponsoring a visit by the cadets.
5. Seeking out opportunities for graduates to address
audiences in local schools, clubs (i.e., Rotary, Kiwanis,
and Lions), and other organizations.
6. Foster activities and services that encourage local
graduate philanthropy.
7. Assisting the Constituent Engagement Manager by
providing possible resources/points of contact that
the AOG can use in soliciting sponsorships from
corporations or foundations for USAFA programs,
events and projects.
8. Encouraging chapter members to support the USAFA
Endowment’s annual fundraising appeal.
9. Increasing chapter and AOG membership.
14

SUPPORT FOR CHAPTERS

USAFA ADMISSIONS/ADMISSIONS LIAISON OFFICERS (ALO)/
PARENTS CLUB SUPPORT
Chapter support of Academy Admissions, ALOs, and Parents Clubs is highly
encouraged. The AOG recommends chapters do so in the following areas:
• Hosting by-invitation luncheons or dinners for prospective candidates who
have been identified by USAFA Admissions officials.
• Providing USAFA AOG Chapter representation at college nights in local
secondary schools.
• Publicizing the achievements of local cadets in the news media.
• Sponsoring and/or encouraging public service announcements on the
availability of appointments to the Academy via information provided by the
local ALO.
• Support of the local ALO should follow the guidelines laid down by the
USAFA Director of Admissions as requested by the local representative.
Many chapters invite their local ALO to join the chapter.
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Chapter Officer Duties
PRESIDENT
The President should preside at meetings and dinners of the chapter. He/she shall
sign written contracts and obligations of the chapter, nominate the chairmen of
the committees established by the Board and provide for the appointment of other
committee members. The President will also maintain liaison with the Constituent
Engagement Manager and the chairmen of working committees. He/she will also
attend the annual Chapter Presidents Conference or appoint a representative if
unable to attend.
VICE PRESIDENT
The Vice President shall perform the duties of the President during the latter’s
absence. He/she will have other powers and duties as prescribed by the president.
SECRETARY
The Secretary shall:
A. Keep the minutes of the chapter and Board of Directors meetings.
B. In coordination with committee chairmen, notify members of the affairs of
the chapter.
C. Notify members of the Board of Directors of their election and, as directed
by the president, notify committee chairmen and committee members of
their committee appointments.
D. Conduct the chapter’s correspondence; keep the records; prepare necessary
reports, including annual reports; and keep the seal of the chapter if the
chapter is incorporated.
E. Annually publish rosters of current chapter officers, its Board of Directors
(if applicable), committee chairmen and committee members, amendments
to the chapter’s bylaws, and similar information.
F. Encourage chapter members to check their entries in the Register of
Graduates and report omissions and necessary corrections to the AOG.
Also log in (create a login) on the AOG member/grad registration area.
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G. Maintain a current membership roster and provide a copy to the Constituent
Engagement Manager, showing all names and addresses of members of
the chapter. (In turn, the Constituent Engagement Manager shall provide to
the chapter presidents a roster of graduates residing in the chapter’s area of
interest whenever requested.)

CHAPTER OFFICER DUTIES

TREASURER
The Treasurer shall be the custodian of the chapter’s funds and shall:
A. If applicable, collect dues from members as prescribed by the
chapter officers.
B. Raise sufficient funds for the chapter’s foreseen needs.
C. Coordinate special fundraising programs for such chapter special activities as
supporting cadet extracurricular trips, athletic pre- and post- game receptions,
or special admissions programs.
D. Disburse funds to defray expenses authorized by the chapter officers.
E. Report the status of the funds at each meeting of the chapter or
its Board of Directors.
F. Have the accounts audited under the direction of the chapter officers
before the Annual Business Meeting and at such other times as the
Board may direct.
G. Present an annual financial report to the Board for incorporation in the
report of the Annual Business Meeting.
NETWORKING COORDINATOR
The Networking Cordinator shall:
A. Maintain liaison with the Constituent Engagement Manager, to ensure that
the chapter remains currently informed on matters related to the Academy
and disseminate that information as appropriate to chapter members and to
the general public through the chapter’s networking program.
B. Maintain a library of current information about USAFA for use by the
chapter and its members.
C. Update and maintain social media sites (at a minimum) on a monthly basis.
TERM LENGTH
The suggested term length for officers is 1-2 years.
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Tax Exempt Status
When the AOG started the Chapter Program, we wanted to make
sure that each chapter fit the needs of its graduates. It was not the
AOG’s intention to dictate the formation of the chapter or the rules
by which the chapter would run, but rather to provide this handbook
as a framework that provides examples of the successful practices
of other chapters. While studying the feasibility of becoming a
parent 501(c)(3) with chapters affiliated with us as supporting
organizations, it was determined that the AOG would be responsible
for supervising and governing each chapter. We found that this
structure would limit the autonomy of the chapters which were
already formed. Please continue reading if you would like to learn
how your chapter can file for a 501(c) status.
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TAX EXEMPT STATUS

PROTOCOLS AND PROCEDURES
A chapter may wish to apply to the Internal Revenue Service (IRS) for
designation as an entity exempt from federal taxation under the provisions of
§501(c)(3) or (19) of the Internal Revenue Code. There is no federal requirement
that organizations applying for federal tax-exempt status be incorporated under
state law; however state laws may vary as to the requirement. Certain advantages
may accrue from an IRS determination that a chapter is tax-exempt. The chapter
will generally be exempt from federal income tax. In most states, the chapter may
also be exempt from state sales tax. Members and others who make donations
to the chapter may be able to deduct the amount of their contributions in whole
or in part from their gross income when computing their personal income tax
liability. Finally, tax-exempt organizations may be able to use a reduced bulk
postage rate for large mailings.
Those chapters whose annual gross receipts exceeds $5,000 and who seek tax-exempt
status must apply to the IRS for a determination letter, and must pay a one-time “user
fee.” The IRS generally waives the determination letter and user fee for those chapters
whose annual receipts are less than $5,000. In that case, the chapter may simply
declare its tax-exempt status without formal application. In either case, a chapter
applying for or declaring tax-exempt status must apply for an Employer Identification
Number (even if there are no employees).
A chapter should weigh the advantages of tax-exempt status against the user fee
requirement. Chapters must pay a fee based on their average annual gross receipts
indicated on Form 1023 with the application.
Of the two options, more chapters have found success as 501(c)19 rather than 501(c)3.
Chapters considering applying for tax-exempt status should review the IRS
publications and forms listed below online at www.IRS.gov under “Charities &
Non-profits.” You can order forms and publication by calling 1-800-TAX-FORM
(1-800-829-3676) or get most forms and publications at your local IRS office.
NUMBER TITLE
Publication 557 Tax-exempt Status for Your Organization
Form 1023 Application for Recognition of Exemption Under Section 501(c)(3) of
the Internal Revenue Code
Form 8718 User Fee for Exempt Organization Determination Letter Request
Form SS-4 Application for Employer Identification Number
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Chapter Resources
CHAPTER WEBSITE/
EMAIL SUPPORT
The AOG will host any chapter’s
website on its server, free of charge. It
will take care of initial site design and
it will provide access for the chapter’s
own webmaster to perform subsequent
editing. The chapter representative
who will be performing this duty can
contact the Constituent Engagement
Manager for more information.
CHAPTER NEWS
The AOG will occasionally spotlight
chapters who have had successful events
in the digital newsletter 7258’. Submit
your event summary and photos to
chapter.support@aogusafa.org.
E-MAIL COMMUNICATION
The AOG will provide email
blast services for chapter related
announcements. The chapter will
provide its announcement to the
AOG, who will send the email blast
to the chapter’s local area, upon
Constituent Engagement Manager
approval. Please allow the AOG five
business days to process email blast
requests that are text only. Allow up
to two weeks for emails that require
graphic design support.
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E-MAIL LISTS
The AOG will provide a current email
list of area grads to each chapter
president upon request.
AOG CALENDAR
Chapters have access to post chapter
events on the Master Calendar on the
AOG website, www.usafa.org.
CHAPTER PRESIDENTS
CONFERENCE
Every fall the AOG hosts a two-day
conference for the Chapter President
and/or their designated representative.
It is a great way to hear from USAFA
senior staff, network with AOG
representatives, and build relationships
with other chapter presidents.
FORUM
The AOG hosts an online forum for
the Chapter President and his/her
representative. The forum will allow
chapters to communicate freely and
more efficiently with each other.

CHAPTER RESOURCES

SPEAKER REQUESTS
(REQUEST FORM AVAILABLE ONLINE)
The Constituent Engagement Manager may place a request to members of the
AOG and/or Academy senior staff to attend chapter events on the chapter’s
behalf. Time constraints and other limitations preclude the AOG from fulfilling all
the anticipated requests; however, the Constituent Engagement Manager will assist
as possible with speaker requests. Your request will be coordinated immediately
with our USAFA liaison. We highly encourage you to send any request directly
to the Constituent Engagement Manager ASAP, but three months notice is
recommended.
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EVENT REGISTRATION SERVICES

Online Event Registration Service
(Service Agreement Available Online)
The AOG offers an online event registration service to all chapters.
The attendees information is automatically entered into a database,
which the Constituent Engagement Manager can provide to
the chapter in spreadsheet form. The spreadsheet allows event
planners to manage registrants and easily track revenue. The
spreadsheet format also simplifies the creation of financial reports,
rosters, mail merges, and name tags by allowing planners to extract
the information they need without having to reenter data.
Benefits
• Online Payment Processing
This allows customers to pay with MasterCard, Visa, American
Express, and Discover for event registration.
Look and Branding
We’ll customize your online payment site by adding photographs
and graphics such as the Air Force Academy crest or your
chapter logo.
Convenience
Offering secure online registration is simple, efficient, and
inexpensive. If you’re looking to offer online registration, we can
usually get your forms up within two business days.
Contact Management
Keep track of members attending different events. This will allow
you to target members in marketing campaigns for special events
such as a Founders Day.
Security and Peace of Mind
All online transactions are secured.
If you would like to utilize this service contact our
Constituent Engagement Manager at (719) 472-0300
or email chapter.support@aogusafa.org
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FOUNDERS DAY EVENTS

Founders Day Events
SUGGESTED SEQUENCE OF EVENTS
Although there is no mandatory sequence of events for a Founders Day dinner
program, this example is provided to help you plan the basic events of your
evening. The customary order of events is as follows:
1. Dinner, preceded by a toast to the Commander-in-Chief and a toast to
the Air Force.
2. Introductory remarks by the chairperson of the Dinner Committee (or
master of ceremonies).
3. Welcome by the AOG Chapter President or guest speaker.
4. Introduction of oldest graduate.
5. Introduction of youngest graduate.
6. Remarks by the guest speaker or other entertainment
as selected by Committee.
7. Singing of the Alma Mater.
Some activities that chapters may include during Founders Day celebrations:
1. Raffles: intended to raise funds for chapter programs by raffling donated
items from members and local organizations.
2. Silent Auction: intended to raise funds for chapter programs by
auctioning donated items from members and local organizations.
Please remember that a formal dinner is not required. If a chapter would
like to celebrate Founders Day in a different manner, such as a picnic, that is
acceptable as well.
SUGGESTED POST-EVENT ACTIVITY
Local organizations’ contact information can be forwarded to the AOG by the
networking coordinator for networking purposes.
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Visits from Cadet Teams and Clubs
Each year, cadet teams and clubs participate in trips throughout the United States.
In many cases, the teams and clubs are in need of assistance. By providing such
assistance, chapters have established themselves as a tremendous resource for the
Air Force Academy. In turn, chapters reap the benefits of interaction with today’s
Air Force Academy cadets.
HOW TO FIND OUT IF A CADET TEAM OR CLUB IS VISITING YOUR AREA

You can get information about the schedules of teams and clubs from
a number of sources.

The AOG sends out email blasts from Cadet Teams and Clubs visiting local areas.
The Academy Athletics website (www.goairforcefalcons.com) will provide the
monthly athletic schedule. The AOG will provide a link to all away athletic events.
If you have an interest in a specific Cadet Team or Club, you may consult the list
of head coaches on http://www.goairforcefalcons.com/school-bio/afa-staffdir.
html#coaches or POCs http://www.usafa.edu/cadetFocus/cadetClubs/ for
telephone and e-mail contact information.
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VISITS FROM CADET TEAMS AND CLUBS

DETERMINING TEAM OR CLUB
SUPPORT REQUIREMENTS
Most teams require two essentials
while traveling: food and lodging.
In cases where the funding for
these is limited, chapters may
be in a position to help. Often,
transportation assistance may also
be required. All coordination with
the team should be directly with the
team’s coach or with another person
that the coach may designate.
Contact the coach via telephone or
e-mail. Indicate that your chapter is
willing to provide support to the cadet
team while it is in your chapter’s area.
Determine from the coach what
support is required.

SUPPORTING TIPS
When lodging requirements have
been determined, seek support from
graduates and cadet parents.
To avoid surprises, ensure that
host families are familiar with team
requirements.
Consider a chapter hosted BBQ/
picnic for large groups.
Lastly, enjoy the presence of some of
the finest young people in America!

Determine how your chapter may
support the trip based on its needs.
Organize within your chapter a
group or committee to spearhead
the project. You should include
Parents Clubs and ALOs whenever
appropriate.
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AFFILIATE MEMBERSHIP

Affiliate Membership
The Affiliate Membership category allows the AOG to broaden the nationwide base
of support for Air Force Academy’s values and programs. This can be accomplished
by enlisting into the organization’s ranks a diverse group of people who have feelings
of respect and affection for the Academy, but who are not otherwise eligible to
belong to the AOG as Graduate Members.
Interested people may become affiliate members of the AOG by completing an
application online at www.usafa.org/membership and receiving approval from the
Director of Membership.
When the membership fee is received, applicants will be enrolled as affiliate members.
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DISTINGUISHED CHAPTER AWARD

Distinguished Chapter Award
PURPOSE OF THE DISTINGUISHED CHAPTER AWARD
Presented at the annual Chapter Presidents Conference,
the award recognizes those chapters whose networking
efforts and service, as characterized by the effectiveness
of their activities and programs, has made a significant
contribution to the support of the United States Air Force
Academy, its graduates, and the AOG. Additionally, the
DCA recognizes chapters whose activities and programs
serve to enhance the image of the Air Force Academy in
their local communities.
REQUIREMENTS AND CRITERIA
To be eligible for the Distinguished Chapter Award, a chapter must participate in
each of six essential activities:
1. Have a Founders Day Dinner
2. Send a representative to the Chapter Presidents Conference
3. Send a Chapter Presidents Conference Summary to chapter members
4. Submit a membership roster to the AOG
5. Accumulate at least 150 points for networking efforts
6. Submit a list of proposed activities/events for the upcoming year
Then, in addition to taking care of the essential activities, a chapter must also
accumulate points for activities as outlined in the following section until their
overall sum is 2,000.
ADMINISTRATION OF THE AWARD
GENERAL
The intent of the award is to recognize USAFA AOG Chapters for the many
activities in which they are currently involved. Participation is voluntary.
Determination of eligibility is based on a simple system whereby chapters receive
points for various activities and programs.
As there is no limit to the number of chapters that may receive the Distinguished
Chapter Award in any given year, chapters do not compete against one another for
their shares of a scarce resource. All chapters that attain the minimum point level
required will receive it. There is no limitation on the number of times the award
can be won.
Activities points for the award are accumulated during the AOG fiscal year (e.g., the
activity year is July 1-June 30). Awards are formally presented at the USAFA AOG
Chapter Presidents Conference which is held annually each fall.
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HOW TO REPORT CHAPTER ACTIVITIES AND PROGRAMS
Chapters report activities and programs by emailing the Constituent Engagement
Manager at chapter.support@aogusafa.org. The Constituent Engagement Manager
will send out a point accrual worksheet to accomplish this task.
See Detailed Award Criteria for specifics.
Final submissions for consideration of the award must be received no later than
July 30th of the following fiscal year.
AWARD NOTIFICATION
1. Official notification will not take place until the week following the August
meeting of the AOG Board of Directors, where the list of winners is
approved. The Distinguished Chapter Award itself will be presented to chapter
representatives (presidents or their representatives) at the USAFA AOG Chapter
Presidents Conference held annually at the AOG.
2. The award provides winning chapters the following benefits:*
a. Distinguished Chapter Award acknowledgment on the
AOG Chapter webpage.
b. Distinguished Chapter banner provided by AOG.
c. Up to $500 credit for travel for the Distinguished Chapter president (or their
representative) to attend the USAFA AOG Chapter Presidents Conference.
d. $250 towards the chapter’s Founders Day event.
e. $300 worth of AOG merchandise for giveaways or to use
as the chapter chooses.
*Subject to future change based on approved AOG budget
AWARD POINTS CRITERIA
Chapters must earn 2000 points or more to receive the Distinguished Chapter
Award. Points are awarded in five categories of things for which points
are awarded:
1. Essential Activities
2. Networking
3. USAFA Support
4. Membership Growth
5. Chapter Information
Although chapters are not required to participate in all categories, it is mandatory
that chapters participate in the six essential activities to be eligible for the
Distinguished Chapter Award. In addition to the essential activities, chapters may
accumulate points from any other category or from any combination of categories.
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ESSENTIAL ACTIVITIES

1. Host or Co-host a Founders Day Event

In order to qualify, the event must take place between 15 March and 15 May.
Please contact the Graduate Support Specialist if your event needs to fall
outside of these dates. Submission requirements: Email to Constituent
Engagement Manager.
POINTS: 150

2. Send a Delegate to the USAFA AOG Chapter Presidents Conference

This requirement must be met every other year. No points are earned if
the Chapter chooses to skip one year; however, the essential requirement
will be met if the chapter sent a representative the prior year. Submission
requirements: Email name of chapter representative who attended conference
to Constituent Engagement Manager.
POINTS: 200

3. Send Chapter Presidents Conference Summary to Chapter Members

This requirement must be met every year. Chapter representatives may write
their own summary or send out the summary that the AOG publishes in
the weeks following the conference. Submission requirements: Enter date
when summary was sent to chapter membership and send copy via email to
Constituent Engagement Manager.
POINTS: 100

4. Submit Rosters of Chapter Members and Chapter Officers

Submission requirements: No particular format is required for roster
submissions. However, rosters should indicate USAFA graduates and any
member not in good standing.
POINTS: 150

5. Accumulate at Least 150 points of Networking Efforts

See Networking section (page 24) below for a breakdown of possible
networking points. Submission requirements: Fill in appropriate section of the
Distinguished Chapter Accrual spreadsheet with dates and type of events.

6. Submit a List of Proposed Activities/Events for the Upcoming Year

Send a list of proposed activities/events to the AOG at the beginning of the
new fiscal year. This will help the AOG support requests for email blasts,
giveaways, and other needed assistance for chapter events throughout the
year. This is not a list that has to be followed exactly, but will give both the
chapter and the AOG an opportunity to plan well in advance. Submission
requirements: Email list to Constituent Engagement Manager.
POINTS: 150
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NETWORKING
Points are awarded in this category for fostering various types of networking
activities. The list is not exhaustive. Obviously, not all the activities in which
chapters are involved can be included. Those activities that do not fit a specific
category as outlined below will receive credit as General Activities.
1. Life and Business Networking Activities
		
a. Networking/business meetings, luncheons, etc.
			 Visit www.usafa.org/chaptercentral to read/download a sample 		
			 networking meeting template. Submissions requirements: Email 		
			 Constituent Engagement Manager.
			
POINTS: 200 (for each activity submitted)
		
b. Provide Resources
			 Provide the AOG with influential contacts for advertising, fund 		
			 raising, USAFA promotion, etc. Submission requirements: Email 		
			 Constituent Engagement Manager.
			
POINTS: 150 (for each contact submitted)
		
c. Establishment of Community Welcoming Services
			 Establish community welcoming services for active-duty grads
			 newly arrived in the chapter area. Submission requirements: Email 		
			 Constituent Engagement Manager.
			
POINTS: 100
2. Activities in support of Cadet Team/Club Event in Chapter Area
		a. Sponsoring an official Air Force Football Away-Game Tailgate
			 Submission requirements: Email Constituent Engagement Manager.
		 POINTS: 200
		
b. Other Cadet Team/Club Support Activities
			 Submission requirements: Email Constituent Engagement Manager.
			
POINTS: 100 (for each activity submitted with at least 1/3 of 		
			 members in attendance)
3. Community Outreach Program
		
a. Chapter Participation in Community Outreach Event
			 This includes, but is not limited to, organizations and activities such as 		
			 Habitat for Humanity, Boys and Girls Clubs, Red Cross Blood Drive, etc.
			 Submission requirements: Email Constituent Engagement Manager.
			
POINTS: 50
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b. Chapter Participation in Any Civic Activity
			 This includes, but not limited to, flag presentations, memorial 			
			 dedication and other activities in which USAFA receives recognition.		
			 Submission requirements: Email Constituent Engagement Manager.
		 POINTS: 75

DISTINGUISHED CHAPTER AWARD

		
c. Chapter-Sponsored Community Outreach Events
			 Submission requirements: Email Constituent Engagement Manager.
			
POINTS: 100
4. Air Force–Navy or Air Force-Army Game Get-Together
		
a. Participation in Joint Service Academy Get-Together
			 Submission requirements: Email Constituent Engagement Manager.
			
POINTS: 75
		
b. Sponsorship (Hosting) of Joint Service Academy Game 		
			
Get-Together
			 Submission requirements: Email Constituent Engagement Manager.
			
POINTS: 100
5. Nominate a Friend of Air Force Academy and Pay the			
Lifetime Membership Fee
		
Submission requirements: provide nomination to the Constituent 		
		
Engagement Manager. Membership payments can be arranged at 		
		
(719) 472-0300, ext.139.
		POINTS: 50
6. Nominate a Distinguished Graduate Award Candidate
		
Submission requirements: complete nomination process via the AOG 		
		
website by visiting http://www.usafa.org/Documents/Heritage/			
		
DGNom%20Form.pdf. Submission requirement: Email the Constituent 		
		
Engagement Manager with the name of the nominee.
		POINTS: 25
7. Young Alumni Excellence Award
		
Submission requirements and nomination process: 				
		
http://usafa.org/YoungAlumni.
		POINTS: 25
8. Chapter Awards
		
Chapter recognition of an individual from the community or member of 		
		
the chapter. Submission requirements: Email the Constituent Engagement
		
Manager, including the name of the recipient and description of award.
		
POINTS: 50
9. Meetings
		
Chapters participating in this category receive points for each meeting 		
		
conducted, to include luncheons and dinners. Chapters should follow 		
		
their constitutions, bylaws or guidelines to determine if a particular 		
		
meeting is one for which credit can be received. Submission requirements:
		
Email Constituent Engagement Manager.
		POINTS: 50 (for each meeting submitted)
Note: A bonus of 25 points will be awarded for each meeting in which Parents
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chapter is also a parent, unless that member is there specifically as a Parents Club
representative.) To get bonus points, indicate attendance by member(s) of Parents
Club by emailing the Constituent Engagement Manager.
SUPPORT USAFA ADMISSIONS, ALOs, AND PARENTS CLUBS
1. Support ALOs with Local Events
		 Includes candidate by-invites, educator events, football events, etc. 		
		 Submission requirements: Email Constituent Engagement Manager.
		 POINTS: 50 (plus 5 per ALO Representative in attendance per event)
2. Support Parents Clubs Local Events
		 Includes appointee send-offs, summer picnics, BBQs, etc. Submission 		
		 requirements: Email Constituent Engagement Manager.
		 POINTS: 50 per event
3. General Admissions Activities
		 Other kinds of participation in supporting the USAFA ALO activities 		
(college fairs, school visits, etc.) Submission requirements: Email 			
		 Constituent Engagement Manager.
		 POINTS: 50
MEMBERSHIP
1. Membership Effectiveness
		 Percentage of chapter members who are also members of the AOG.
		 POINTS: 100 points for each ten-percentage point of
		 national membership.
2. Membership Increase
		 Percentage increase in membership from the prior year; conversely, 		
		 deduction for percentage decrease in membership from the prior year.
POINTS: 50 points for each five percentage point membership
		 increase from the prior year.
CHAPTER INFORMATION
Access to and dissemination of information is increasingly more important
to chapters. Chapters that have developed efficient means for internal and
external communication tend to attract and retain members. An effective flow
of information is often critical to the success of any chapter and its programs.
Chapters that participate in this category will be awarded points based on the
various means by which they gather, disseminate, and share information.
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1. Chapter Homepage/Social Media
		 a. Chapter Establishes Chapter Website.
			 Points are awarded in year in which website was activated. Submission 		
			 Requirements: Email Constituent Engagement Manager with URL. The 		
			 chapter’s homepage must be linked to the AOG’s Chapters page and 		
			 maintained with current information.
			 POINTS: 200

CONTACT INFORMATION

		
b. Chapter Maintained Existing Website
			 Points will be awarded to a chapter that maintains its own website, 		
			 to include updates and changes. Submission requirements: Email 		
			 Constituent Engagement Manager.
			 POINTS: 200
		 c. Social Media Use
			 Points will be awarded for monthly updates to social media platforms.
			 POINTS: 25 per monthly updates
		 d. Chapter Presidents Forum
			 Time spent adding ideas/practices/feedback to Chapter Forum.
			 POINTS: 25 (for each input uploaded) maximum of 200 points.
General Activities
		 General Activities include chapter golf outings, picnics, etc. Submission
		 requirements: Email Constituent Engagement Manager with details.
		 POINTS: 100 (for each activity submitted)
Note: A bonus of 50 points will be awarded for any activity that receives media
attention. To receive bonus points, indicate that your activity received media
coverage by emailing the Graduate Support Specialist. (If newspaper coverage, we
would like to have a copy of the article. This is not required, however.)
Contact Information
Websites
http://www.usafa.edu			
http://www.goairforcefalcons.com		

Official USAFA website
Official USAFA Athletics Site

AOG Contacts (full staff directory is available at usafa.org/AOG/Staff)
Updating Addresses
In order to better serve you and your chapter, it is essential that we have the most
accurate and up-to-date address for each graduate. While this is a responsibility we
would hope that graduates would take upon themselves, any accurate source of
address changes serves the good of the individual, class and the AOG.
Changing an address is as simple as making a telephone call or updating online.
If you know of someone who is moving or changing jobs, have them contact the
AOG by phone at 719-472-0300, by email to chapter.support@aogusafa.org or
visiting www.usafa.org.
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