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CHAPTER ACTION PLAN©
Due on or before September 30
Report updated July 27, 2018 and reviewed July 16, 2020
_______________________________________________

We value your commitment to serving as a Mortar Board leader. Planning ahead is a large part of successful leadership and chapter development. We appreciate that you take the time to think critically about what your chapter will accomplish in the coming year.  If you have any questions about this report, please contact your section coordinator or the National Office.

	Section 1. Resources for completing this report

	Before completing the Chapter Action Plan (CAP), you must read the Membership Selection Handbook, the Officer & Advisor Handbook and the Initiation Handbook thoroughly. 

Other resources you will find helpful are: your Registrar’s Office website; your chapter’s most recent Chapter Annual Report (CAR); your chapter’s most recent Finance Report; your chapter’s bylaws and the Bylaws of Mortar Board, Inc..


	Section 2. Contact information

	Institution:
	
	Section: 

	Section coordinator:
	

	SC’s email:
	
	SC’s phone:      

	Chapter president:
	

	President’s email:
	
	President’s phone:      

	Chapter advisor::
	

	Advisor’s email:
	     
	Advisor’s phone:      

	Chapter advisor 2:
(if applicable)
	

	Advisor 2 email:
	
	Advisor 2 phone:      

	Chapter advisor 3:

(if applicable)
	

	Advisor 3 email:
	
	Advisor 3 phone:      

	Membership chairperson:
	

	Chairperson’s email:
	
	Chairperson’s phone:      

	Treasurer:
	

	Treasurer’s email:
	
	Treasurer’s phone:      

	Member completing report, if not the president:
	

	Email:
	
	Phone:      


	Section 3. Important campus dates

	First day of fall classes:
	     
	Dates of fall break:
	     

	Finals week (fall):
	     
	Dates of winter break:
	     

	Dates of spring break:
	     
	Finals week (spring):
	     

	Last day of spring classes:
	     
	Date of spring commencement:
	     

	Other important campus dates/closings:
	     


	Section 4. Important chapter meeting information

	Chapter meetings are held:
Example: Weekly on Tuesday
	     

	Executive board meetings are held: Example: Weekly on Tuesday
	     

	Chapter advisor attends: (please check/fill in all that apply)
 FORMCHECKBOX 
Chapter meetings      FORMCHECKBOX 
Executive board meetings     

 FORMCHECKBOX 
Individual meetings with…
      FORMCHECKBOX 
Chapter president      FORMCHECKBOX 
Chapter vice president           FORMCHECKBOX 
Membership chair      FORMCHECKBOX 
Treasurer     
      FORMCHECKBOX 
Other:      


	Section 5. Chapter goals

	Whether you want to increase your chapter size, focus on your outreach to faculty and administration, or raise more funds throughout the year, it is important that your chapter set goals for the coming year. Mortar Board encourages you to examine your chapter’s local traditions, as well as national standards, when setting your goals. When setting goals be sure to make them SMART (specific, measurable, attainable, relevant and time-based) goals. Describe your chapter’s three most important goals for this year:

	1.      
2. 
3.      


	Section 6. Membership standards and information

	Mortar Board’s national GPA standard is 3.0. If your chapter uses a higher standard based on the upper 35 percent of the junior class, please enter your chapter’s GPA standard:
	     

	Approximate undergraduate enrollment of your college or university:
	     

	Approximate size of the junior class at your college or university:
	     

	Composition of your membership (please indicate the number of members in each category):

      New members

      Paid continuing seniors               

      New honorary members
      Refused or Unpaid candidates
Note: Refused or Unpaid candidates may still pay their membership fees on or before October 15.  
All chapters must know who their members are. Attach a list, with your submission of the CAP, of your chapter members and their payment status following the format provided below. The chapter has a responsibility to ensure any candidates who have not completed their membership fees do so immediately.

	First and last name
	Payment Status 
	Member Category

	Annabelle Johnson
	Paid or Unpaid
	Honorary, Continuing senior or New member


	Section 7. Membership selection

	Selection planning process

Selection by Mortar Board is among the highest honors bestowed upon college seniors. Through the selection process, you will choose the future of your chapter. The foundation of a successful selection is a solid selection planning process. Many chapters use nominations and recommendations, which are very effective.

A chapter may select a minimum of 15 students or 10% of the junior class body (whichever is less), and a maximum of 50 students, or 1.5% of the junior class body (whichever is greater). This means that an institution with 5,000 juniors can select a minimum of 15 and a maximum of 75 students for membership. Each chapter has a minimum selection target set by the National Office this is the number your chapter should aim to select in the spring. If you are not sure of your MST, contact your section coordinator or the National Office. You must maximize your chapter size to admit all worthy members.
Below, please describe how you will plan for your selection of new members.

1. Read the selection guidelines found on pages 2-6 of the Membership Selection Handbook. Describe how your chapter will select its members.
2. Tell us how you will get nominations and the names of eligible candidates from your institution.

3. Share with us a detailed plan and timeline for your selection process — describe how you will reach out to nominators and to potential members, especially underrepresented groups, to ensure that you will have a diverse class that represents your campus.
4. Describe how you will improve the chapter’s selection process from the previous year’s selection.

	Date to begin selection planning process:
	     

	Selection plan (addressing the four steps above):
	     

	Will your chapter select any honorary members this year?

(For more information on honorary members, please see page 7 of the Membership Selection Handbook).
 FORMCHECKBOX 
Yes      FORMCHECKBOX 
No     


	Selection meeting

Please detail how you will conduct your new member selection meeting. Your method needs to be grounded in the Mortar Board selection principles and is reviewed by your section coordinator and the Mortar Board National Office.

	Planned selection meeting date:
	     

	Minimum Selection Target of collegiate candidates (discuss with your section coordinator):
	     

	Selection meeting plan:
	     


	Section 8. Candidate Request (CR) and tapping

	Candidate Request
Once you have selected candidates, you will need to list all of them on the Candidate Request (CR). Your CR must be sent to the National Office for approval at least two weeks before you tap your candidates! Once everything on your report is in order, the National Office will approve your OMR. Without submission and approval of the CR the National Office will not send required items for initiation such as member pins and certificates.

	Planned CR submission date:
	     

	Tapping

Please list below the date you will tap the candidates and how you will do so (in a classroom, at a student organization meeting, etc.).

	Planned tapping date:
	     

	Tapping methods:
	     


	Section 9. Orientation, initiation and officer transition

	Orientation

Once new members are tapped, it is essential to hold an orientation for them. They should understand the expectations of Mortar Board members before they are initiated. Please list below the planned date of your new member orientation and give a brief outline of the topics you will cover: 

	Planned orientation date(s):
	     

	   Orientation agenda:
	        

	Collection of member fees

Whether you collect new member fees directly or have your candidates pay online, it is your chapter’s responsibility to ensure that all member fees are paid BEFORE initiation. No candidate may be presented a pin or certificate without their completing membership fee payment. Member fees you collect directly must be mailed to the National Office along with the conference fee no later than seven days after initiation. 

	Please indicate how your tapped candidates will pay their member fees:
	 FORMCHECKBOX 
Online     

 FORMCHECKBOX 
To the chapter

 FORMCHECKBOX 
A combination of both

	Amount of local chapter dues
(beyond national member fees) :
	     

	Initiation and Official Membership Report (OMR)
After orientation, you will be ready to officially initiate your new members. This should be a meaningful event for your members—and for your campus—that demonstrates the honor of becoming a Mortar Board. Detailed initiation information can be found in the Initiation Handbook. Please plan your initiation ceremony carefully. The official membership report (OMR), conference fee and membership fees are due to the National Office seven days or less after initiation. 

	Planned initiation date:
	     

	The OMR, all membership fees and the conference fee are due seven days after initiation. Please enter the date that falls seven days after the date of your initiation:
	     

	Initiation ceremony details:
	     

	Officer election and transition

Officer transition is one of the keys to sustaining a successful Mortar Board chapter and should be completed well before graduation. During orientation, be sure to explain the duties of each officer before slating new members for election. Hold elections at a time when all new members can be present. Each outgoing officer must meet with the incoming officer to thoroughly review the position and the activities of the past year.

	Planned officer election date:
	     

	Planned officer transition date:
	     

	Please describe how you will educate your new officers:
	     


	Section 10. Understanding Chapter Financial Status

	Chapter Financial Status
In order set a good budget for the year the chapter must first understand the financial standing of the chapter. The previous treasurer was required to submit a Finance Report. Use this report to assist you in determining the current account balance and influence your chapter budget. With your advisor’s assistance, verify that the chapter account balance matches the Finance Report, and that all payments have been made to the National Office. The National Office can help you with this if you like.

	Chapter Beginning Account Balance:
	     

	Date:
	     

	Chapter Financial Framework
All chapters should work to achieve financial stability. Begin your budget by estimating your chapter’s revenue and expenses for the year. Use these figures to create your chapter’s budget.

	Revenue Description
	Est. Amount
	Expense Description
	Est. Amount

	Local dues
	$200.00
	Required: Conference Fee
	$350.00
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	Section 11. Major events timeline

	Events are a huge part of demonstrating our Society’s Ideals of scholarship, leadership and service on your campus. Most Mortar Board chapters are well-known for their signature events. Good planning is essential for any event! 

Please describe the major activities your chapter is planning for the year. Please list each event only once; if your event fits multiple categories, please choose the best fit.

If you need more space than what is included on the form, please list the appropriate events in a separate document and email it along with this report.

	Scholarship Events
How will your chapter encourage scholarship on your campus?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Leadership Events
How will your chapter recognize or encourage leadership on your campus?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	
	
	
	
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Service Events
How will your chapter serve your institution and campus community?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Other Chapter Events

A. What will be your chapter’s major social events?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	B. What events will your chapter hold during Mortar Board Week?
(The week including or ending with February 15)

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	C. How will your chapter recognize advisors during Advisor Appreciation Week?
(The week including or ending with March 15)

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	D. How will your chapter involve or recognize alumni this year?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Fundraising Events
A. How will your chapter raise funds this year?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	B. How will your chapter raise funds for the conference fee (due with member fees no later than seven days after initiation)?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	C. How will your chapter raise travel funds for your conference delegate and any additional participants?

	Name of activity
	Date
	Brief description
	Resources needed (financial or otherwise)
	Funding source

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	Section 12. Mortar Board National Conference

	It is very important that you get the dates of the next Mortar Board National Conference on your chapter’s calendar. Registration begins March 15 and ends May 15 – each chapter must pay the conference fee and register a conference delegate by this time.

Visit www.mortarboard.org for detailed and updated information about the national conference!

	The National Conference next year is       in      


	Section 13. Final Reports

	In addition to your OMR and Final OMR, there are four reports due on or before  May 15.

	Name of report
	Report deadline
	Officer who will complete report

	CR
	   At least two weeks prior to tapping.
	     

	OMR
	Seven days after initiation.
	     

	Chapter Annual Report
	May 15
	     

	Finance Report
	May 15
	     

	New Officer Report
	May 15
	     

	Advisor Report
	May 15
	     


	Section 14. Completed report

	Please email this completed report to reports@mortarboard.org (and copy your section coordinator) on or before September 15. Use “Institution Name CAP Year” (for example, Top University CAP 2020-2021) as the title of your email and please send the report in Word format. Your section coordinator will review this report and provide feedback. If edits are requested by your SC, please be prepared to respond in a timely manner.


Mortar Board National Office

1200 Chambers Road, Suite 201

Columbus, OH 43212

Phone:  614-488-4094 

      Email:  reports@mortarboard.org
