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Circle officers can run reports of applicants who have started but not completed their application, allowing them to follow up and encourage submission before the deadline. Applications in “started” status will not appear in the circle’s application management area; they can only be accessed by running this report. 

The template for the reminder email is located on the next page of this document. Please remove this text from any emails you are sending to applicants. 

Instructions to run a list of started status applications: 

· Log into MyODK - https://my.odk.org/
· Select “Circle Executive Dashboard” 
· Choose “Exports” under the “Export Member Lists” header
· Choose “Master Initiate Report” and enter a date range that includes the circle’s next initiation date 
· Select “Started” as the status and then click “Run Report” 
· Click the blue “Click here to go to My Reports now” link 
· Click the link generated for today’s date, titled “ODK Master Initiate Export,” and an Excel file will automatically download in your browser. 
· [bookmark: _GoBack]Note: There will be an X in the box to the left of the report title if there is data. If that box is empty, there are no applicants in started status for that initiation. 

· 


[Date]
Dear [FIRST NAME], 

We noticed you started an application for membership in Omicron Delta Kappa, the National Leadership Honor Society (O∆K), but haven't had a chance to complete it yet. We wanted to reach out because we're excited about your interest in the [INSTITUTION] Circle of O∆K and don't want you to miss this opportunity. All applications are due by [TIME, DATE].  

Why complete your application now?
· You can pick up right where you left off by logging back into your MyODK account 
· Your information is already saved and waiting for you
· It only takes a few minutes to finish the remaining sections, including finalizing the process through the cart
· Membership in O∆K is a lifetime distinction

Ready to finish? Log back in to MyODK (my.odk.org), click on “Access Your Records, ” then select “Applicant Dashboard,” and you will see a button to resume the application. You must proceed through the check-out process to submit your application. 

There is no fee to apply. The National Initiation Fee of $94.00 is due if you are accepted. If you have concerns about paying the fee, please proceed with submitting your application. If you are accepted, you can then contact the circle advisor regarding the possibility of receiving a Gift of Membership from the O∆K National Headquarters.

Need help? If you're experiencing any technical difficulties or have questions about the application process, please view the Steps to Apply video (https://odk.org/steps-to-pay/). If you need assistance with your application, please contact myodk@odk.org as soon as possible.
Again, congratulations on your exceptional scholarship and leadership. If you have any other questions, please contact:
[List names of officers who can be contacted]

Sincerely,

[Name and Title of Sender]
[Circle mailing and email address]
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