Atlanta Southern Crescent Alumnae Panhellenic Association (ASCAPA)

IMPORTANT   -   PLEASE   READ    &   FOLLOW   ALL   OF   THESE    INSTRUCTIONS!
1.  ELIGIBILITY:

a. Residents of the Southern Crescent area (defined as counties of Fayette, Coweta, Clayton, Henry, Spalding, & cities of South Fulton) and Carrollton & Douglasville which don’t have alumnae panhellenic associations.
b. Alumnae Panhellenic Association lists: www.npcwomen.org   OR contact a Recruitment Committee co-chair listed below.
2.  INSTRUCTIONS:
a. Fill out the information sheet COMPLETELY & NEATLY using black or blue ink only. 
b. For each sorority that you need a rec for, we need one COMPLETE “rec request packet” (see description in #3 below).
c. Find out what NPC sororities are at your college by calling the Greek Life or Panhellenic Office or by looking online.
d. If you already have a rec for a sorority at your college/university, then deduct that one from total # rec request packets you submit to us & PLEASE be sure to indicate that on the information sheet where requested. 

e. PAPER CLIPS only please (no staples) to assemble each of your individual rec request packets. 

f. Do NOT use certified or registered mail because we cannot sign for items sent in that manner.  

g. If you cannot attend the Sorority Information Session on April 30th, then we must receive your paperwork by June 10th! After that date, we cannot guarantee help BUT we will try.  
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If your college/university has deferred/winter/spring recruitment, contact one of the Recruitment Committee Co-Chairs listed below for a different deadline.
3. ONE “REC REQUEST PACKET” CONSISTS OF THE FOLLOWING:
a. ASCAPA Information Form
· Be sure it is legible and completely filled out.

· DO NOT SEND BACK THESE INSTRUCTIONS.
b. Photo:

· Optional but strongly recommended -- photos help a sorority 

recognize you! 
· No smaller than wallet-size and no larger than 4x6.

· Preferably color Head Shot with no one else in the photo. 
· NO “HOOTCHY-KOOTCHY” or blurry or glamour shots please!
· DO NOT INSERT (cut & paste) YOUR PHOTO INTO YOUR RESUME! 

It must be a separate, stand-alone photo. 
· Computer-printed photos on regular photo paper are okay. 
· Name on back of each photo - be sure to neatly print your name 

on the reverse side of each photo.
c. Resume:

· Provide only the information described on the ASCAPA information sheet.  DON’T ADD EXTRA INFORMATION. 

· Try to confine your resume to one sheet of paper  by single spacing each line, using  narrower margins and the front/back sides of the sheet of paper
· DO NOT USE CARD STOCK OR ANY OTHER THICK PAPER!

· DO NOT USE SCENTED PAPER or PAPER WITH DESIGNS!
d. Transcript: 
· Optional; if submitting your transcript, only an unofficial copy is required.
e. Envelope:

· For each rec request packet you submit, we need one unsealed, blank #10 business-size envelope with a Forever stamp affixed.
· Do not address your envelopes or use any return address labels.

· NOTE: Rec request packets submitted after the June 10th deadline require two (2) stamped, blank  #10 business size envelopes
4.   RECRUITMENT COMMITTEE CO-CHAIRS:  
· Cele Eifert:  404-667-8906 // ron-cele@att.net  AND  Donna Duff : 678-467-3870 // ptcduff@aol.com
5.  MAILING/DROP-OFF ADDRESS: 
· Mail packets to: ASCAPA Sorority Recs, attn:  Cele Eifert, 110 Hidden Springs Lane, Peachtree City GA  30269
· If using overnight mail, please WAIVE the signature requirement
· Do not mail your packets via any method that requires signature – eg do NOT use certified or registered mail etc.

· If hand-delivering your paperwork, do NOT leave in the mailbox and don’t call or ring doorbell! 
· Please put all of your packets in a large manila envelope or rubber band or clip all your rec request packets together & leave in the large plastic bin by the front door
· To confirm that your packets were received, please email Cele at ron-cele@att.net or text her at 404-667-8906
· We must receive all of your rec request packets by June 10th! 
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