THE PHI SIGMA KAPPA SECRETARY’S MANUAL

Phi Sigma Kappa

[image: image39.png]@ Patriot Version 2.1 @® Phi Sigma Kappa Officer Por’

DocumentLibrary/NestedLibraryListaspx

& https://officerportal.phisigmakappa.org/(S(hgr35a5!

W Chasemortgage § Googe | f FacebookHome 86 BackboardLeam @ MB.com @ Mycer @ PSK @ Personaized Startpage @ Patiot SystemLogn @ PhiSigma Kappa Offc. Technology Hub. -

RTAL

enneth Rogers Switch User ~Change Office Role - Administration Eorm Admin 1 Heed Help Logou
president
Phi Sigma kappa

Add a neve document to the library
ing (Expand each category to see the documents)

Accounts Receviable Policy (1 document available)

“ Fees Dues Calendar (1 document available)

Risk awareness fall material (4 documents available)

Risk awareness spring material (4 documents available)

Last
File Title et e |Filename
2010-2011 fees and dues calendar s/ |calendar-2010-2011.pdf
(Chapter event planning [Chapter Event Planning.ppt

(Chapter House and Fire Safet: (Chapter House & Fire Safety.ppt

Officers (Crisis Management |Crisis Management.ppt

Sexual Abuse Prevention Sexual Abuse Prevention.ppt

IMAPP handout IMAPP Brochure handout.pdf

[Designated Driver Program [Designated Driver Programsfinal.pdf
Dashboard 101 Non-Hazing Activities 101 non-hazing activities arial.pdf

raing Care of an ntosicatad perzon Catina for Somcns Who tas Had Too Huch to
@ /Accounts receivable policy- |5/3/2012 _|accounts-receivable-policy-2011.pdf

2011-2012 fees and dues calendar 5/
Zillgitt 2012 Matthew Redhead

[Eees and Dues Calendar 2011-2012.pdf
Matthew Readhead Transcript.pdf

5731

Transcript
zZilgitt 2012 Portfolio Zillgitt 2012 Portfolio.pdf
zZillgitt excel 2012 Zillgitt Nominations Summary .dsx
|Gordon wintrob (Gordon Wintrob.pdf

Reports [Matthew Shannon [Matthew Shannon.pdf

Lota Septaton Chapter Adviser Lota Septaton Chapter Adviser.pdf
Q lBeta Pentaton Awards Packet
T

lBeta Pentaton C.pdf
P ———— T





Secretary’s Manual

Table of Contents

Introduction
3
Preparation
4
Responsibilities
4
Reporting Associates
6

Reporting Initiates
7
Letters
8
Tips for Good Letter Writing
8
Types of Letters
9
Sample Letters
11
Chapter Filing System
20
Suggestions for Corresponding Secretary
23
Suggestions for Historian
23
Secretary’s Checklist
23
Introduction

Congratulations on your election as Secretary. As such, you will perform a variety of vital services for your chapter, from making a written record of all chapter and executive committee meetings to answering and filing chapter correspondence.

Your duties as recording secretary require you to keep accurate records of attendance at all chapter meetings, as well as minutes. The official minute forms can be found in the Appendix of this manual. These forms are also available online at www.phisigmakappa.org. It is suggested that these forms be kept in a bound folder for future reference. You will also note on these forms a reference to the reading of both Grand Chapter and chapter by-laws. It is imperative that you be familiar with both of these documents and it is your responsibility to see that the chapter is adequately informed of them. It is suggested that copies of the chapter by-laws be distributed to each member.

As the person in charge of correspondence, you provide a necessary communications link with the International Headquarters. Samples of forms you are directly responsible for are found in the Appendix. It is vital that these forms be filled out promptly and mailed to the International Headquarters. You should also keep the chapter abreast of any correspondence received from the Grand Chapter (note minute form). Also, you are responsible for writing and mailing appropriate letters (thank-you notes and invitations to special events). Often times, this duty is delegated to a corresponding secretary. Suggestions for the duties of a corresponding secretary are offered later in this manual.

Again, congratulations on your election. This manual will provide you with a practical guide for the performance of your duties, both recording and corresponding.

[image: image1.jpg]Y

—_\ ﬂ
—_—




Here are several suggestions to help you prepare for the duties of Secretary:

1.
Check chapter supplies, i.e. stationery, Christmas cards, thank-you notes, official chapter minute forms, etc. to see if you have a sufficient supply.

2.
Read and become thoroughly familiar with the chapter by-laws. Pay special attention to sections on membership and affiliation.  Again, distribution to all chapter members is highly suggested.
3.
Check membership directory to see if addresses and phone numbers are current.

4.
Read and become thoroughly familiar with the Grand Chapter by-laws, with special reference to Article II - Membership.

5.
Become thoroughly familiar with university regulations on membership.

6. Read and become thoroughly familiar with the Ritual and the part you play within.

RESPONSIBILITIES
The following section deals with the specific aspects of your responsibilities.

1.
The secretary shall prepare the minutes of all chapter meetings on the proper form for Official Chapter Minutes in accordance with the Conduct of Meetings Ritual.

2.
The secretary shall handle all chapter correspondence and shall keep up-to-date with correspondence and shall keep an up-to-date correspondence file.

3.
The secretary shall complete and forward to the International Headquarters the Associate Card and/or the Initiate Report and Membership Certificate Order form immediately after any change in membership occurs.

4.
The secretary shall complete and forward to the International Headquarters the Opening of School Report so as the document arrives on or before September 1.
5.
The secretary shall complete and forward to the International Headquarters the Closing of School Report so as the document arrives on or before May 1.
6.
The secretary shall see that all conclave and Leadership School/Convention registration forms are submitted in a timely manner.

7.
All reports shall be typewritten and, where signatures are required, the proper individuals holding these respective offices shall sign in person.
8.
The secretary shall forward to the International Headquarters an associate card, immediately after it has been filled out, for each new man at the formal association ceremony. The cards shall then be mailed to the International Headquarters, together with the remittance for fees.

9.
In the case of a request for affiliation with the chapter by a member of another chapter, the secretary shall first ascertain whether or not the man is eligible for affiliation in accordance with the by-laws of the Grand Chapter. Following the chapter’s approval of affiliation, the secretary is to notify the International Headquarters of the name, address, original chapter, and year of graduation of the transfer brother.

10.
The secretary shall keep the chapter by-laws updated and supplement the work of the chapter historian.

11.
The secretary shall inform the International Headquarters of changes of address for members when such changes come to their attention, using the Change of Address Form.

12.
The secretary shall be responsible for writing the chapter news information for the Signet.

13.
The secretary shall be thoroughly familiar with the Ritual and his part in it.
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PHI SIGMA KAPPA FRATERNITY

INITIATE AND ASSOCIATE REPORTING PROCEDURES

Reporting of Associates 


(for Chapters and Colonies)
Instructions for Creating Associates 
on Officer Portal

**Only the President, Treasurer, Secretary, and Inductor

may create and report associates**

Steps to create and report associates:

1. Login to officer portal: http://officerportal.phisigmakappa.org/

2. [image: image37.png]
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3. Under membership changes click ‘Report New Associates’

4. [image: image38.png]
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5. Click Enter a New Associate Member
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6. Select the [image: image6.wmf] icon for each row and fill out the information (See Step 6).
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a. If you need to delete a person, click the trash can icon
b. If you need to add additional people, click Enter a New Associate Member
8. Click the Submit Associate Member Class to National Headquarters button
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9. Enter the Date of Association and click Submit Associate Member Class to National Headquarters button:
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10. After submitting the system will automatically create an invoice and send it to OmegaFi. You may also print for chapter records.
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This invoice will have all the charges for your new associate class that the chapter is required to pay
1. You have 5 options for payment:
a. Pay through Officer Portal (preferred)
b. Pay through OmegaFi (preferred)
c. Pay online at www.phisigmakappa.org 
d. Send a check or money order and the invoice to: 2925 E. 96th Street | Indianapolis | IN | 46240
e. Call the headquarters at 888-846-6851 and pay over the phone by check or credit card.
 What is in a brotherhood kit?  The brotherhood kit contains the following items: the Associate Member Pin, a copy of the Hills and a Star, a copy of the Creed and Cardinal Principles, a crest decal, risk management policies, the Brotherhood Examination, and a letter of welcome from the Executive Director.

I.
Association:


A. Mandates 

1.  The Secretary must ascertain from the college/university, or interfraternity council, or other relevant group that the candidate is eligible for membership in Phi Sigma Kappa.  
2.  Phi Sigma Kappa Policy states that the chapter is to maintain a grade point average above the all male average at the host institution.  It is suggested that the chapter choose its candidates accordingly.

B. Ordering materials

1.
To assure that Associate Pins and Brotherhood kits are present at the time of the Ritual of Association it is recommended that information and monies be relayed prior to the ritual date.  Once payment and associate cards are received the Grand Chapter will ship the stated materials to the chapter within 5 business days.  2.
Recruitment Orders: faxing associate cards and calling with a credit card will expedite the process.  Overnight shipping is acceptable; the extra shipping costs will be transferred to the chapter.

2.
It is the policy of the Grand Chapter that inventory of any kind may not be sent without prior payment or authorization.
Reporting for Initiates 


(for Chapters only)

Instructions for Creating Initiates 
on Officer Portal

**Only the President, Secretary, and Inductor 

may create and report Intitates**

Steps to create and report initiates:

2. One of the above officers must log into the Officer Portal
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3. Click on the ‘Members’ icon on the left side of the screen:
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4. Under membership changes, click create new initiate batch
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Provide the following information:

a. Specify the term: fall or spring 

b. Specify the current year

c. Specify the initiation date (XX/XX/XXXX)
d. Click create initiate batch[image: image14.png]a Fal -
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5. Verify the following:

1. Initiation date

2. Click on the following icons for each row [image: image15.wmf] below the edit column
3. Check the box for the member you wish to initiate
4. Click the Initiate The Selected Men once you have checked all members to include.
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Enter all information.  Make sure each initiate has all the required filed filled in, and then click ‘ok’
5. Click on the boxes below Include in Initiation?
i. If there, is no box next to an associates name click the link to Resend Validation Link and have the associates validate themselves in the email sent to them.
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ii. Please be aware that we cannot initiate an associate until they validate through the email.

6. Click “Initiate The Selected Men”
6. Reorder the list of initiates to match the desired roll number order by clicking on the box next to the associate you would like to change and dragging his name to the correct spot in the order (1).  When finished, click the "Submit these initiates in this order" button to submit your list of members in order of initiation. (2)
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7. Submitting the batch will automatically create an invoice which is automatically sent to OmegaFi, you may also print 
a. This invoice will have all the charges for your new initiate class that the chapter is required to pay
b. You have 4 options for payment
i. Pay through OmegaFi (preferred)
ii. Pay online at http://www.phisigmakappa.org 
iii. Send a check with the invoice
iv. Call headquarters at 888-846-6851 and pay over the phone by check or credit card.

LETTERS

In his Public Relations Workbook, prepared at Oklahoma State University, Robert F. Lotito states:

“Everyone likes to get mail, and yet the personal letter is often overlooked as a good public relations vehicle.

College students are especially notorious for not writing letters, and unfortunately, the few they do write are most often in bad form, incomplete and rampant with misspelled words and incorrect punctuation.

Letters can be used in contacting, building, and maintaining good P.R. with every one of the fraternity’s publics.

Letters, though somewhat time-consuming, are inexpensive and, next to the in-person contact, the best and most personal means of communication.”

Letter-writing is one task which the secretary may wish to delegate to other members of the chapter, i.e. corresponding secretary. Ideally, the chapter’s most talented letter-writers would assist with this important task. Nevertheless, the secretary must assume primary responsibility for assuring that the letters are written and distributed. In all instances, the secretary should be proud of the quality of letters which are written on the chapter’s letterhead and over his signature.
TIPS FOR GOOD LETTER WRITING

1.
Use fraternity stationery.

2.
Your stationery should be in good taste in color and design.

3.
If you do not have letterhead stationery, use a good grade of bond paper, preferably white and matching envelope.

4.
Be sure the chapter’s name and address is on the letter-head and envelope. If the address is not included in the letterhead, type it in the upper right or left hand corner.

5.
Use an individual’s full name and proper title. Stress complete accuracy. Avoid abbreviations.

6.
Never use impersonal salutations — address a person by his name or tide.

7.
If to a woman use Ms.

8.
State the purpose of the letter clearly in the first paragraph.

9.
Be as brief as good judgment will permit.  Avoid wordiness and repetition.  Brevity takes both time and thought.

10.
Make your letters personal and friendly, but not flippant.

11.
Avoid trite and archaic expressions as well as slang.

12.
Make carbon copies for your file, especially if a commitment is included in the letter.

13.
If you expect a reply, ask for it.

14.
Be sure of spelling (especially names and titles), grammar, and punctuation.

15.
Letters should be signed by a person even though they may be from the general membership.

Example:

Jeffrey D. Brown

Vice President

For the Members of Phi Sigma Kappa Fraternity

TYPES OF LETTERS

Letters of Welcome:
To new students, potential new members and their parents

To guests

To new administration and faculty

To distinguished visitors on your campus

To new neighbors and businesses in your community

To alumni new in your city

Letters of Congratulation or Recognition:

To administration, faculty and alumni

To parents and families of members

To Greek organizations and other student groups

To campus leaders

To city officials and distinguished visitors on your campus

To outstanding high school students in members’ home towns

To other chapters of Phi Sigma Kappa

Letters of Appreciation
To alumni

To speakers, special guests, and chaperones

To faculty and administration

To tradesmen and businesses with whom you deal

To national officers and/or staff who visit you or help in any way

To anyone who in any way, at any time, does anything for you

To the people who least expect it, when they least expect it

Letters of Invitation

To new members and parents

To alumni

To faculty and administration

To speakers, special guests, and chaperones

To other Greek organizations, student leaders, and Mends

To city officials and visiting dignitaries

To high school principals and deans of men

To international officers and staff

To the officers and/or members of other chapters of Phi Sigma Kappa

Letters of Sympathy or Regret:
Whenever the occasion is appropriate

Several samples of letters are to be found on the following pages.


Sample Letter to Parents of Associate Members

Dear Parents:

Your son has been asked to join the ____________________ Chapter of Phi Sigma Kappa Fraternity as an associate member, and it is our desire that the parents of prospective members know something about the Fraternity and this chapter. We do not feel it quite right to bring any young man into our association without his parents being told of the obligations and ideals of the _____________________Chapter. The benefits of his participation with us are mutual and so should be our interest.

The first Greek letter society was founded in 1776, the same year our nation was born. One night in the late winter, five very close companions stayed after the others had left a meeting, and when they departed for the evening, Phi Beta Kappa was born. From this room in the Raleigh Tavern at Williamsburg, Virginia, our Fraternity system grew. The growth of Greek letter societies was steady and secure from that date on, so that it has been estimated that there are now 62 national fraternities with over 5,000 chapters and a membership of over 3,000,000. The real property holding is estimated at about 300 million dollars.

Some of the more definite reasons for this continuance of fraternities is that they are an association of those who have a common experience to share, and that in a congenial atmosphere there can be found greater success. The well conceived and conducted fraternity does more for the college youth than can the institution itself. What the college can do is to afford the opportunity for a certain amount of knowledge; the fraternity teaches how to use that knowledge in a group or organizational context. If one can function, get along, and achieve in a fraternity one will be able to do the same in a business or other organization.

College administrators have given voice to their belief that fraternities are a very useful adjunct to college discipline and organization. The control over students living in fraternity houses is more satisfactory than those living in dormitories, for their actions are controlled by officers whom they have elected and are under rules which they themselves have devised and approved. Living as an example of democratic self-governed life the fraternity man gains social poise and is, without knowing it, gaining the ability to live fittingly within our complex socialized structure.

With the exception of a few local men, we all live together like one big family in what we choose to call our “campus home,” and we want you to think of it in the very same way. As a matter of fact, one of the traditions in which we take greatest pride is the splendid fellowship of close association which has always existed between this chapter and the parents of its members. Parents are as much at home as we are, and this is exactly the way we want you to feel. Drop in 

whenever you can... you will always be welcome. (NOTE: If your chapter has a Mother’s Club, or resident tutor, faculty adviser, house mother, etc., mention it.)

In the management of the house, we are fortunate to have the cooperation of our alumni; so we do operate our affairs on a business-like basis, which, of course, is doubly essential in a non-profit organization.

Our budget set up for the current school year calls for ($   ) which includes board, room, and dues. For convenience, this amount has been divided into nine equal installments of ($    ), the first of which falls due upon the opening of school and the others on the first of each month in advance. It has long been customary that if any of us fail to pay his bills in full by the tenth of the month, notice of that is mailed immediately to the parents. This practice enables parents to know when we are keeping our credit good. It stimulates the habit of prompt payment and helps to curtail unwise and unnecessary expenditures among our members which is good training for later life; and by no means least important, it permits the chapter to pay its bills to merchants on schedule and thereby maintain a triple A credit rating.

The past few year’s parents in increasing numbers have chosen to send checks for the monthly house bill, and in a few instances for the full term payable directly to “Phi Sigma Kappa Fraternity,” and that same method is available to you if you prefer it.

Here are just a few highlights about the Fraternity, some of which I hope you may find of interest. We have 79 chapters and colonies situated in colleges in 28 states with a total undergraduate membership of approximately 2,500. Since 1873, the year of the founding of this Fraternity, more than 117,000 young men have been given the opportunity of an enduring friendship in Phi Sigma Kappa. Alumni associations made up of both young and old members are meeting in some 60 cities throughout the country.

Do remember that we want you to visit our chapter at your earliest opportunity, so that you may become personally acquainted with all the brothers and see for yourself the kind of home we do have. The Phi Sigma Kappa family embraces many, many people, especially the parents of our members.

Sincerely Yours,

Phi Sigma Kappa Fraternity

Sample Letter to Freshman
Congratulations, 
Rick...on your acceptance to Radford College. We at Phi Sigma Kappa hope you will take advantage of the many opportunities this fine campus has to offer.

We at PSK realize the uncertainties that you have at this time and would like to offer our assistance in clearing up some of these difficulties that you may encounter as an incoming freshman student. We would like to offer our experience in helping you become oriented to college life.

PSK extends to you the opportunity to get acquainted with fellow members of the class of ‘84 in your area, to explore the many facets of life at Radford College, and to examine the many benefits of fraternal living.

We have set up many get-acquainted parties throughout the state of Virginia and would like to invite you and your parents to attend the one in your area. If it is impossible for you to attend the parties, we would like to invite you to visit the PSK Fraternity house during your orientation visit or during the fall.

The party in your area will be organized by a local member of the Fraternity. At the party we would like to discuss with you the many and varied living situations that are available at the college. These will include the dormitory, co-ops, apartments, and fraternities. We will also answer other questions that you may have concerning your classes and campus activity.

Listed on the attached sheet is the schedule of parties that will be conducted this summer. If you are in the area of one of these parties and would like to attend, please feel free to contact the PSK representative in your area by returning the enclosed post card.

Good luck at Radford College. Will look forward to seeing you soon...

Sincerely Yours,

Thebb Brownlee

Chapter President

Sample Letter to Freshman

June 23, 12012
Please accept my sincerest congratulations on being accepted at the University of Minnesota. Your initial entry onto the U of M campus will probably find you encountering many problems, new ideas, and a whole new way of doing things. This is especially true at the University of Minnesota where you are in the heart of Minneapolis with over 50,000 other students looking for places to live, classes in which to register, and activities in which to become involved. The task of registering for classes and becoming acclimated to the university is often a tedious burden and a seemingly impossible chore.

With this fact in mind, I would like to invite you on behalf of Phi Sigma Kappa Fraternity to have a short visit with us this summer. Our fraternity has decided to invite certain selected students to stay with us at our fraternity house on campus during summer orientation. Naturally, there is no charge to you whatsoever for this service. Along with staying with us, you will be provided with skilled advice from alumni advisers on which courses to take as well as being advised on campus organizations open to you and the general activities at the University of Minnesota.

The pointers you will pick up from juniors and seniors in your field of study will be invaluable to you. Of special importance to you is the fact that you will also be invited to gain an inside look at the Greek fraternity system and participate in Phi Sig’s social activities while you are on campus.

Enclosed you will find a post card. Please return this postage paid card telling us when you will be staying with us and where we can meet you upon arrival if you are using public transportation.

Sincerely,

B.J. Robichaud

President

P.S. Don’t hesitate to call us if you have any questions regarding the above or any problems at all before orientation. Our number is ________________. Ask for a Phi Sig and tell him who you are. He will be glad to help. Looking forward to hearing from you.

Welcoming a New Faculty Member

September 5, 2013
Dr. C.L. Forbes

Department of History

University of Tennessee

Knoxville, TN

Dear Dr. Forbes:

The brothers of Phi Sigma Kappa Fraternity welcome you to the University of Tennessee campus.

We hope that your years at U.T. will be happy and eventful. We are proud to be a part of the university and are confident that you will value your association here, also.

We shall look forward to meeting you and will be anxious to have you join us at the chapter house for dinner sometime soon.

You have our best wishes.

Sincerely Yours,

J. Darrell Brown Vice President

Showing Recognition to a Campus Leader
March 16, 2013
Mr. Carl F. Hardin

President, Student Council

Northern Illinois University

DeKalb, IL

Dear Carl:
The men of Phi Sigma Kappa join me in congratulating you on your election to the presidency of Northern Illinois Student Council. We know the students have selected wisely and that your service will be a credit to our fine university.

You may be assured of the full support of Phi Sigma Kappa in your endeavors as president. We are anxious to take part in the continuation of outstanding student leadership at N.I.U. Please call on us if we can be of assistance.

Very truly yours,

Richard G. Meyers

Vice President

Thanking Parents for a Gift
May 8, 2013
Mr. and Mrs. John T. Burrows

4939 Country Club Drive

Indiana, PA
Dear Mr. and Mrs. Burrows:

The men of Phi Sigma Kappa join me in expressing our appreciation for your recent contributions to our chapter library. The Saturday Review subscription and the three foreign language dictionaries had been foremost on our list of publication needs.

We thank you for your generous interest in the Fraternity. The brothers look forward to the opportunity to thank you in person at the forthcoming Parents Banquet before commencement.

You have our best wishes.

Very sincerely yours,

William N. Dickson

Vice President

THANKING AN ALUMNUS FOR SPEAKING AT A RECRUITMENT PARTY
September 20, 2013
Mr. Orville C. Northcott

Director of Admissions

University of California/Berkeley

Berkeley, CA

Dear Brother Northcott:

The men of Phi Sigma Kappa join me in thanking you for speaking at our recent recruitment banquet Your remarks were timely and inspirational, and the associates were very generous with praise for your address at subsequent recruitmenting events.

We are honored to have alumni such as yourself in the university administration. Your continuing service to Phi Sigma Kappa is an ever-constant reminder of the lifetime values of fraternity membership.

As you have probably heard, we were fortunate to associate a class of 35 outstanding men. We thank you for your role in this year’s recruitmenting program.

Sincerely yours,

George B. Dellen

Vice President

Inviting a Fellow Greek to Dinner
     April 21, 2013
Mr. Edward F. Mosely

President, Phi Kappa Tau Fraternity

21 University Boulevard

Champaign, IL

Dear Ed:

The men of Phi Sigma Kappa invite you to attend our semi-annual Steak and Bean Dinner at the chapter house at 6 p.m. May 1, 2013.

Your recent recognition as the fraternity man with the highest grade point average last semester qualifies you for a position of distinction at our steak table.

Phi Sigma Kappa’s Steak and Bean Dinner is held each semester to recognize the upper and lower levels of scholastic achievement within the chapter. It has been traditional to invite the outstanding scholar from among all the fraternities.

We shall look forward to seeing you on the first.

Interfraternally Yours,

Robert F. Morgan

Vice President

CHAPTER FILING SYSTEM

A.
THE TREASURER
1.
Treasurer’s Manual

2.
The Books

a.
Accounts Receivable Ledger

b.
Accounts Payable Ledger

c.
Checkbook

d.
Savings Book
3.
Separate file for each asset owned by the chapter

a.
Kitchen equipment

b.
Furniture

c.
Stereo, etc.

4.
Housing contract file

a.
A house contract for each brother who has ever lived in the chapter house

5.
Creditor file

a.
A folder for each business the chapter has dealings with

6.
All dealings with the Grand Chapter

7.
Every past budget of the chapter

8.
All chapter audits

9.
All past cancelled checks
a.
Insurance

b.
Ownership rights

c.
Amortization of Mortgage

11.
Taxes - IRS 990

a.
Property taxes

b.
Social Security withholding

1.
State

2.
Federal

12.
File on each employee

B.
THE SECRETARY
1.
All minutes of chapter meetings

2.
Copies of all correspondence in semester order

3.
Section on all forms to be filed with:

a.
Grand Chapter

b.
University

c.
City and state



   4. 
Copy of the by-laws of




a.    Chapter




b.    Grand Chapter

                        c.    University




d.    IFC

5.
Name and address of all fraternities and sororities

6.
Information of all university related departments

7.
Officer guide

8.
Sample form letters to:

a.
Parents

b.
Associates
c.
Invitees

d.
Welcome back to school

e.
Alumni

9.
Section on Public Relations

10.
All published and printed material of the chapter

11.
Blank stationery, stamps, supplies, etc.

C.
SCHOLARSHIP
1.
Quiz file

a.
Include every course

b.
Term papers

c.
Old syllabus’

2.
Scholarship Manual

D.
SOCIAL
1.
Worksheet for every event ever held by the chapter

a.
Should include who, when, where, how, and at what cost

2.
Lists of merchants for:

a.
3rd Party Venders
b.
Bands


c.   Materials

3.
Lists of all fraternity, sorority, and dorm social chairmen

4.
Activities calendar of the university

5.
Sports schedules

6.
Reference manuals for party themes and ideas

7.
Social manual

E.
RECRUITMENT
1.
Sample calendars

2.
Letters and brochures

3.
Follow-up names and addresses

a.
Include background sheet on all those who did not join

4.
Nametags, guestbook, card file

5.
Information on a recruitment workshop and leadership recruitment school

6.
List of expenditures

7.
Recruitment Manuals - summer and year round

F.
ALUMNI RELATIONS
1.
All past newsletters

2.
Alumni directory - geography, alphabetically, occupationally, and by roll number

3.
Alumni address list

4.
Alumni officers

G.
THE HOUSE MANAGER
1.
House rules and procedure

2.
Inventory of tools and equipment

3.
House manager reports

4.
Health, safety and file checklists

5.
Reports of remodeling and improvements

H.
SPECIAL EVENTS AND ACTIVITIES
1.
Chapter retreat reports

2.
Fund raising

3.
Elections

4.
Homecoming

5.
Greek week

6.
Community service programs

7.
Founders’ Day programs

8.
Parents’ weekend

SUGGESTIONS FOR CORRESPONDING SECRETARY:

-
Answer all chapter correspondence the same day it is received or requested. All letters should be typed on chapter stationery. Copies should be given to the secretary for proper filing.

-
Keep a record of all birthdays, special events, etc., which require a congratulatory message.

-
Maintain Christmas card list.

-
Send immediately, all thank you notes, flowers, telegrams, invitations, etc.

-
Submit pictures and articles to the Signet.
SUGGESTIONS FOR HISTORIAN:

-
Maintain chapter scrapbook and guest book.

-
Keep chapter history current.

-
Take pictures, or have them taken, for scrapbook, for chapter newsletter, or to furnish the secretary with material for public relations use, and information for the Signet.
SECRETARY’S CHECKLIST:

1.
Do you have an updated roster of all members including name, local and home address and phone number?

2.
Do you have copies of the Associate and Initiate reporting procedures, Associate Card, Initiate Form, and official chapter minutes forms?

3.
Do you have a filing system for all committee reports, forms, newsletters, etc?

4.
Do you have a filing system for all correspondence?

5.
Do you have a complete materials list of items available to order from Headquarters?

6.
Do you have copies of pledge document forms, personal pledge to Brotherhood, affiliate cards, and change of address blanks?

7.
Have you submitted all alumni address changes and death notices to Headquarters?

Appendix

Roster Update

Click on the [image: image20.png]


 Members icon on the left-hand side of the screen.

It is important to know that every type of membership change is to have its own change class. (Graduating members, dormant, returning from dormant, unassociated)

Click on ―Create a roster change group.

Select from the drop-down menu the kind of change that you are going to make

(Graduating members, dormant, returning from dormant, unassociated).

Enter how many individuals are in this change group.

Enter the effective date for these changes.

Click ―Create this Class if the information is correct.

On the next page, select the box of the applicable people for this change.

Click on ―Selection Complete.
The roster change group has now been submitted to International

Headquarters for approval.

Create as many change classes as necessary.

Document Library

Click on the [image: image21.png]


 Document Library icon on the left-hand side of the screen.

After you click the Document Library icon you will see the forms that have been uploaded to the Library. Not all officers will see the same documents.
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Accounts Receviable Policy (1 document available)

“ Fees Dues Calendar (1 document available)

Risk awareness fall material (4 documents available)

Risk awareness spring material (4 documents available)

Last
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Reports [Matthew Shannon [Matthew Shannon.pdf
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T
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Chapter Forms

Click on the [image: image23.png]


 Forms icon on the left-hand side of the screen.

The screen shot below will help you find the different areas. If a form is coming due a yellow bar will appear at the top. If the form is past due the bar will be red.
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Once you click on the form all you must do if fill out and submit the form before the due date.

Instructions for Creating a Calendar Event
on Officer Portal

Steps to create a calendar event:
8. Login to officer portal: http://officerportal.phisigmakappa.org/

9. Click on: Add an Entry to My Calendar
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11. You will then be required to submit the following information:

a. First Click the Drop down menu and select the type event that is being scheduled

b. In the Description please list the name of organization sponsoring, holding, benefiting from the event. Then a short description.

c. Then click save
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calendar Entry

You are creating a new calendar entry. Enter the appropriate details and click save when finished.

By selecting "Allow others to view?”", you allow other officers within your chapter to view this entry.

(Calendar Entry Type:

Begin Date: Olail pay event

Begin Time (Optional)

[End Date (Optional):

End Time (Optional):

Jallow others to view?:
lattendance Required?: [m]

Description

Save ] [Retum to Calendar

officers

Dashboard

8)





After clicking save you will return to the home screen, if the event you chose requires a form it will pre-populate on the calendar and will be shown I the forms section of the OP. the green is the event and the following is the form due date.
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Instructions for Officer Transition 
on Officer Portal

**Each Officer Should Transition Their Own Respected Office**
President:

Note: If you, as president, are updating all the officers be sure to replace yourself last.  Otherwise, you will cut off your access to the system by deactivating your login.

Steps to replace your office:

13. Login to officer portal: http://officerportal.phisigmakappa.org/

14. Click on: ‘Officers’ on the left hand side of the screen
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16. Your officer roster will appear.  Select the officer to be changed by clicking ‘edit’ for each person.  In this example President has been selected.[image: image31.jpg]Officer Roster for Phi Sigma Kappa. 8 chapter officers fou

Officer Roster
Regional Officers for this chapter

Chapter Officers

offce Title Member Name Telephone. Email Address Select g,
President Clinton, sill demo@demosoftware.net 5 (=
Vice President Cash, Johnny 999-999-8399 demo@demosoftware.net [
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Rush Chairman sear, Yogi demo@demosoftware.net ERIE]
Scholarship Chairman Ainstein, Elbert demo@demosoftware.net EHE]





17. Your officer record will appear.  Select ‘Replace this office holder with a new office holder.’[image: image32.jpg]Officer Maintenance and Replacement
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18. You will be directed to: 1, enter the beginning date for the new officer, 2, select the member replacing you from the list, and 3, click ‘Complete Officer Replacement.’[image: image33.jpg]You have selected to replace the offce of President.
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Note:  Only members who have signed the Agreement Regarding Responsibility will appear in this list.  If you have members who have been elected but do not appear in this list please call 317-573-5420 to speak with Kenny Rogers, Director of Fraternity Operations.

19. After clicking on ‘Complete Officer Replacement,’ review the information for the new President to make sure it is correct.  This information includes: Telephone, Email Address, and Officer Service Begin Date.  ** The officer must have a valid email address otherwise the transition will not save.**[image: image34.jpg]James Dean, Presidant
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20. When complete click on ‘Save Officer Information.’
21. Then a green box stating, “Your officer updates have been saved” will appear under the ‘Save Officer Information’ button.  Finally, click the ‘Logout’ link in the top right hand corner.[image: image35.jpg]il Cinton, President, Phi Sgma Kappa
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22. Congratulations, you have successfully transitioned your office to the next President.
3

_1518875103.unknown

_1518875102.unknown

