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As the High Delta of ________________  Zeta,
I, _____________________, hereby promise to 

uphold the ideals of Lambda Chi Alpha and 
dilligently perform the duties and responsibilities 

associated with this position. 
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Operations Guide
Recruitment Chair: High Delta

The Official Charge of the High Delta

Brother High Delta, yours is an office demanding both time and skills, 
for you are entrusted with the duty of providing for the future of your 
chapter by directing its membership recruitment program.
 
The future of your chapter rests not only in its quantitative strength, but 
in the scholastic aptitude, leadership potential, strength of  
character, and dedication to service of the young men attracted  
to Lambda Chi Alpha.

In Order to Lead,  
You Must First MODEL IT
To MODEL IT means to implement the required functions of  
your office in order to lead the chapter effectively. These seven  
directives are the basic expectations for each brother during  
his term in office

Motivate:  The chapter to excel at year-round recruitment.

Organize: Values-based recruitment.

Delegate: Participation of entire chapter in recruitment.

Evaluate: Effectiveness of recruitment.

Lead: By providing purpose and direction in implementing  
 the Cole Recruitment model.

Inspire: All members to recruit using Seven Core Values.

Teach: Cole Recruitment model and skills.
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Congratulations brother on your appointment as your 
chapter’s High Delta. This position will require you to 
work diligently to ensure that your chapter lives up to its 
highest standards. The document you are currently 
accessing is your officer Operation’s Guide. This 
interactive document will be your go-to resource in 
successfully implementing the standards that this officer 
position entails.

The first part of the Operations Guide is the specific 
operations you should be completing. These operations 
are separated by Basic, Advanced, and Exceptional. 
With each of these operations, you can click on the “Jump to Section” to view a page that 
will give you a description on how to complete that operation. The operations list also has 
a checkbox you can use when you have completed the operation. When your Educational 
Leadership Consultant visits with you, he will evaluate you on whether or not you have 
completed these operations. 

There is also a navigation tab at the bottom of the screen that can take you to the previous 
or next page or the first or last page. You can click on the Basic, Advanced, or 
Exceptional tabs on the right side of each page to jump back to the operations list at the 
beginning of the document. At the end of this document, there is a textbox where you can 
keep notes and blank list where you can create your goals and task. 

Should you have any additional questions about the operations of your officer position that 
are not covered in this Operations Guide please feel free to e-mail the Chapter Service’s 
staff at programming@lambdachi.org.

From all of us at Lambda Chi Alpha International Headquarters, we wish you the best 
going forward as you continue to promote the values and lessons of our Fraternity.

In ZAX,

Nicholas Zuniga
Director of Chapter Services
Lambda Chi Alpha Fraternity

Operations Guide
A Message from the International Headquarters

mailto:programming@lambdachi.org
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Basic / Core
   The lamp is symbolic with learning and consistent with the initial levels of the Inner  
   Circle and True Leader (Faithful Steward).  At the basic level, the officer demonstrates  
   an understanding of the essential duties needed to meet the most basic duties of his  
   High Zeta position.

Officer Task Jump to Section Frequency

1. Review Operations Guide and complete officer 
transition

Jump to Section Immediately following  
election

2. Review modules and get certified on Officer Academ Jump to Section Within 60 days of taking 
office

3. Complete proposed High Delta Budget and Calendar Jump to Section As necessary
4. Develop (in writing) and implement a recruitment plan 

consistent with the Seven Core Values 
Jump to Section Within first month of each 

academic term
5. Schedule and conduct recruitment training workshops 

for the chapter 
Jump to Section Ongoing 

6. Conduct all recruitment events in compliance with 
Fraternity’s and campus policies, particularly no 
alcohol or drugs 

Jump to Section Ongoing

7. Create and maintain a tracking list of prospective 
members 

Jump to Section Ongoing 

8. Conduct a year-round bid process or within formal 
recruitment guidelines 

Jump to Section Ongoing

9. Utilize orderly and values-based voting procedures for 
association

Jump to Section Ongoing

10. Prepare for and meet with the ELC during his visit Jump to Section Twice a year
11. Transition the incoming High Delta Jump to Section Immediately following  

election

Operations Guide
Basic Operations
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Operations Guide
Advanced Operations

Advanced / Essential
The cross & crescent are symbolic of growth and the cross is our guide in folowing 
that ideal.  At the advanced level, the officer not only meets basic expectations but 
demonstrates a higher understanding and is able to effectively teach and delegate 
officer tasks to associate members and other brothers in the chapter.

1. Prepare for and participate in High Zeta retreat Jump to Section Twice a year
2. Prepare for and present the duties of High Delta in 

Fraternity Education
Jump to Section As necessary

3. Organize a Delta Committee Jump to Section Within first month of each 
academic term

4. Implement and educate all members about individual 
recruitment 

Jump to Section Ongoing

5. Create a prospective member “Wish List” Jump to Section Ongoing

Officer Tasks Jump to Section Frequency
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Officer Tasks Jump to Section Frequency

1. Schedule a recruitment planning session at the end of 
each academic term to determine recruitment criteria, 
establish dates and develop a recruitment calendar for 
the next academic term

Jump to Section Each academic term

2. Collect references from sororities, professors, alumni, 
and extracurricular activities

Jump to Section Ongoing

3. Assess recruitment performance compared to recruitment 
goals 

Jump to Section End of each academic term

4. Prepare and submit applications for Lambda Chi Alpha 
and campus awards

Jump to Section As necessary

Operations Guide
Exceptional Operations

The exceptional officer incorporates the basic and advanced expectations and is able 
to tie the Core Values and Learning Model in his efforts to teach and delegate officer 
tasks to associate members and other brothers in the chapter.

Exceptional / Preferred

Jump to Appendix
Supplementary material that

 support each task required as an officer

Jump to Personal Tasks
Write in your own personal goals for your term as 

an officer task required as an officer
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Constitutional Duties and Responsibilities

According to the Constitution and Statutory Code of Lambda Chi Alpha,

“The High Delta shall oversee new member recruitment.”

General Duties and Responsibilities

The general responsibilities of the High Delta shall be:

• To involve all brothers in the chapter’s recruitment strategies through the use of recruitment teams and 
committees.

• To organize recruitment training sessions for chapter membership.

• To maintain a list of prospective members and lead sessions to compile additional potential new 
members contact information.

• To organize recruitment events and ensure each event complies with all Lambda Chi Alpha policies 
and campus policies.

A successful High Delta understands and executes all of the various responsibilities of his office.  At 
times, certain responsibilities may take precedence, but the most effective High Delta never loses sight of 
all his responsibilities.

Officer Transition

For a chapter/colony to be successful, it is important this its officers don’t “reinvent the wheel.”  Valuable 
information and resources are lost each year due to an ineffective transition process.  To assist in this 
process an Officer Transition Checklist can be found in the Appendix.

Review Operations Guide and complete officer 
transition

Continued
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This is where the Title goes for the Header of the 
Manual Officer Task
Review Operations Guide and complete officer 
transition

Claiming Your Officer Portal Account 

Officer Portal is Lambda Chi Alpha’s online administration portal and is important for communication 
between your chapter and the Office of Administration. Follow these three simple steps to claim your 
account on Officer Portal: 

Step 1 

• Go to op.lambdachi.org, then click “if you are an officer and don’t have an account, click here to 
get your account.” 

Step 2 

• Select your chapter of initiation.

• Enter your last name and first name at the time of your initiation. 

• Enter your membership/roll number. 

• Do not enter your date of birth if you have a roll number. If you are an associate member, you 
must enter in your date of birth. (DD/MM/YYYY). 

• An email will then be sent to your email address that is on file for you. 

Step 3 

• Check your email for further instructions

The High Gamma and the High Alpha listed in Officer Portal are the only authorized users to make 
changes to the officer roster. Immediately following any officer elections or on the day of the official 
officer transitions, the High Gamma or High Alpha must complete the Report of Elections, otherwise of-
ficers may a have difficult time claiming their account and gaining access to Officer Portal and Officer 
Academy. 

Please contact opsupport@lambdachi.org if you have any issues and need assistance. 
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This is where the Title goes for the Header of the 
Manual Officer Task
Review modules and get certified on Officer 
Academy

Lambda Chi Alpha offers a unique program to support all chapter officers; Officer Academy. This 
program was designed to provide officers with an overview of their position and Lambda Chi Alpha 
policies and laws. This is a resource for officers who didn’t get a proper transition. 

Getting Started 

In order to access Officer Academy you need to first set up your Officer Portal account. Work with your 
High Gamma to complete this process if you are unsure how to do so.  Once you set up your Officer 
Portal account it will be 24 hours before you will be able to login to Officer Academy. Once that time 
has elapsed you will use your same username and password from Officer Portal for Officer Academy. 
To access Officer Academy go to oa.lambdachi.org. 

The Process

Once you have your Officer Academy all set up, you will begin to review modules. Each officer has 
specific modules to review. These cover his role and responsibilities. In addition there are general 
modules which all officers must review. The modules each take around 15-20 minutes to review and 
have an audio feature. Once you begin a module you should finish. 

Once you have reviewed all of the officer-specific and general modules it’s time to take the certification. 
The certification allows you to test your knowledge. Each officer has 60 days from their officer start 
date, which is recorded in Officer Portal, to successfully complete the certification, with no less than 
90%, from the day they are recorded in office on Officer Portal. Each officer gets 2 attempts to achieve 
it; note that you must wait 24 hours between attempts. The official cut off for discount consideration on 
your chapter or colony’s Risk Management Assessment (RMA) will be November 1 in the fall and April 1 
in the spring. 

Other Features

Officer Academy offers several other features to support our chapter officers and Executive Committee 
members. 

Discussion- The discussion feature allows officers to collaborate with other officers from different chapters 
and colonies. You can post questions or ideas, starting a feed of responses from others. You can directly 
access of the discussion by going to oa.lambdachi.org/forum. 

Library- Officer Academy offers a library which provides officers with resources to aid them in their 
positions such as each Operations Guide. 

Video- The video feature offers videos to enhance their positions and provide them with information 
about Lambda Chi Alpha today. 

If you have questions about Officer Academy please contact your ELC or email  
programming@lambdachi.org. 

oa.lambdachi.org
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Continued

Creating a Balanced Budget

Each High Zeta officer needs to plan in advance what his financial needs will be.  This will help prevent 
problems from occurring, such as not having adequate funds toward the end of the semester/quarter.  
First, the officer should create a list of events or activities that he would like to implement throughout the 
budget timeframe.

Once the officer has developed a list of notes, he should begin to create a budget proposal.  The 
officer should take into account the following information:

• The previous officer’s budget and actual expenditures

• Chapter/Colony goals

• Officer goals

• Chapter/Colony Mission and Vision

It should be noted that the document being created is only a proposal and does not mean that the 
Executive Committee and/or chapter/colony will approve the budget.  An example of an officer budget 
can be found in the Appendix.

Creating a Balanced Calendar

A balanced calendar provides the chapter with a solid programming schedule, versus a schedule 
dominated by one area of operations.  It is also important for all members to know their commitments 
well in advance to increase attendance.  As preparation, each High Zeta officer and appointed 
position should be prepared with possible dates for his events and/or programs.  The officer should also 
come prepared with a back-up plan if the dates they want are taken.

Keep in mind all school dates:

Complete proposed High Delta Budget and Calendar

• First Day of Class
• Breaks/Holidays
• Formal Recruitment
• Midterms

• Homecoming
• Dead & Finals Week
• All Greek/IFC Events
• Campus Sporting Events
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Complete proposed High Delta Budget and Calendar

Have officers suggest events and programs:

• Chapter/Colony Retreat
• High Zeta Retreat
• Faculty Reception
• Parents’ Weekend
• Food drive
• Chapter/Colony Awards Banquet
• Philanthropies
• Community Service Events
• Harm Reduction Education Sessions
• Pre-Initiation
• FRED Sessions
• Big Brother/Little Brother Ceremony
• Associate Member Ceremony

• Recruitment Events
• Recruitment Retreat
• Academic Educational Sessions
• Ritual
• ZAX Sessions
• Officer Installation Ceremony
• Informal Training Session
• Academic Educational Sessions
• Social Events
• Alumni Events
• Formal
• House Clean-Up
 

Don’t forget about deadlines:

 

• Chapter Roster Due Dates

• Chapter Billing Statement Due Dates

• Event Planning Forms Due Dates

• IFC Balance Due Dates 

 

After deciding the priorities, spread the events and programs evenly throughout the term.  Remember, the 
main priority of going to school is to get an education.  Once the calendar is completed it should be 
sent to the Executive Committee for review.  It should then be sent to the chapter/colony for approval.

It should be noted on the schedule what events are mandatory and which events are voluntary
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Continued

Chapters and colonies are expected to make a commitment to values-based recruitment and values-
based education by incorporating and utilizing the Seven Core Values and Lambda Chi Alpha’s 
Learning Model in their chapter operations. 

Values-based recruitment is being committed to actively seek, recruit, and bid prospective members that 
are predisposed to our ideals and core values, as well as showing a commitment to values based by 
developing events and activities during recruitment and throughout the year that are centered on the 
Seven Core Values.

There are two specific things to keep in mind while making a chapter recruitment plan consistent with the 
Seven Core Values (7CV); the men being recruited and the ways we’re attracting them. 

Fraternity education’s purpose in Lambda Chi Alpha is not to instill the 7CV in anyone, but to cultivate 
and develop those attributes in men that already display them. This makes recruiting men that already 
show these values imperative to the success of your chapter. If you are great or if you have trouble with 
recruitment, your chapter will see the effects for years across all areas of chapter operations.

Below are examples of how men exhibit our Seven Core Values:

Loyalty 

• Speaks positively about associated leaders, family, friends, and other organizations

• Has a steady, long-term relationship and/or a negative view of “cheating”

• Expresses gratitude towards the positive characteristics of his life, speaks selflessly

• Has a personal life experience/story that demonstrates loyalty (dealing with friends, family, etc.) 

Duty 

• Attendance at class

• Expresses dependence of family on his performance/earnings/work

• On-time for appointments, meets his obligations, talks positively about fulfilling expectations of school

• Participation in programs such as the Reserve Officers’ Training Corps (ROTC)

Respect

• Does not use offensive slurs and language

• Cleans up after himself

Develop (in writing) and implement a recruitment 
plan consistent with the Seven Core Values
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Continued

Develop (in writing) and implement a recruitment 
plan consistent with the Seven Core Values

• Uses words such as “please,” “thank you,” “sir,” and “ma’am”

• Treats women with respect

• Dresses appropriately/proper grooming (self-respect)

Service & Stewardship 

• Enjoys and participates in community service

• Involved in athletics on campus

• Mentor in a program such as Big Brothers/Big Sisters, after school programs, etc.

Honor 

• Must already demonstrate loyalty, respect, and integrity

• Shows clearly defined moral compass/values

• Takes responsibility for his own actions

Integrity

• Does what he says he will do

• Adheres to moral or ethical principles

• Shows consistency

• Backs ideals up with action

Personal Courage 

• Has faced persecution for life decisions

• Has made difficult, life-changing decisions ranging from attending college far away to overcoming 
addiction, sexuality issues, etc.

• Dealt with crisis or tragedy such as the death of a parent, divorce

• Overcomes physical or mental disability

• Is in touch with his emotions
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Develop (in writing) and implement a recruitment 
plan consistent with the Seven Core Values

To assist in identifying these types of men, successful chapters will host recruitment events that promote 
or provoke these values. It is especially important that no recruitment event, formal or informal, involves 
the use of alcohol. Chapters that use alcohol during recruitment may see initial success in numbers, but 
consistently do not have 100% of Associate Members stay involved until initiation. Additionally these 
chapters struggle with apathy, discipline of members, chapter operations overall, and accountability 
within the chapter. Not only is it against Lambda Chi Alpha and most University policies, it is not 
successful in the long run. 

Also keep in mind that specific recruitment events don’t need to be organized or planned to recruit 
men. Ask the men in the chapter which event got them to join and some will remember. If you ask them 
which PERSON got them to join, all or close to all will remember. The fraternity is a relationship based 
organization and to successfully recruit, men need to develop relationships with others. Nonetheless, 
Brotherhood events, community service/philanthropy events, chapter meetings, fraternity education 
sessions, and anything else the fraternity does can be used as a “recruitment” event. Recruitment just 
means calling men to come join you and your friends with what you are doing, because ultimately that 
is what they will be joining.

Creating a Recruitment Plan

A recruitment plan includes a membership forecasting for the current academic term to help determine 
its chapter size for the upcoming term (Take in account the number of members graduating, take a leave 
from school, will be suspended, or who may resign) as well as goals for membership to help the chapter 
determine goals for size, initiates, associates and recruitment attendees for the current academic term. 

Your recruitment plan should also outline the following items, but is not limited to this list: 

 

• Projected Budget 

• Calendar of Event 

• Training Program 

• Marketing efforts 

• Bidding Process

• Alumni Involvement 
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Continued

There are several approaches to improving the chapter’s know-how when it comes to recruitment. 

Successful recruitment depends on total chapter organization and communication. A solid recruitment 
training program with a variety of workshops can help the chapter achieve this. 

The goal of a training program is to recognize and address areas for improvement in the chapter’s 
recruitment program. There is always a reason for poor results. A brother’s reluctance to talk to a 
prospect usually indicates he is unsure how to recruit or what to talk about. Chapter apathy is usually a 
result of brothers not being made to feel actively involved in the process. A recruitment idea which fails 
was probably implemented without the input and approval of the entire chapter. The great guy who turns 
down a bid can often be traced back to a well-meaning but inexperienced brother who had nothing but 
criticism for other campus fraternities and whose statements reflected poorly upon the chapter. 

The chapter must be careful to design their workshops around those topics of discussion which best fit 
the chapter’s needs. Ideally, workshops are scheduled several times throughout the year. Workshops are 
effective when held prior to the chapter’s major recruitment effort of the year, during a chapter retreat, as 
part of the Associate Member development program, or periodically during chapter meetings. 

The benefits of training can be summed up as:

1. Improves morale- Training helps the members feel comfortable and confident about recruitment. The 
more comfortable and confident members are most likely to contribute to organizational success and 
less likely to deal with absenteeism and burnout. 

2. Less supervision- A well trained member will be well acquainted with the task at hand and will need 
less of supervision from chapter leadership. Thus, there will be less wastage of time and efforts.

3. Fewer mistakes- Mistakes are likely to occur if members lack knowledge and skills required for doing 
a particular task. The more trained a member is, decrease the chances of committing mistakes and 
the more proficient the members become.

4. Increased personal development- Members will acquire skills and efficiency during training that 
will benefit them throughout their college into their career. Plus, they become a better asset for the 
organization.

5. Increased productivity- Training improves efficiency and productivity of members. Well trained 
members can show both quantity and quality performance. There is less chance of wasting time, 
money and resources if members are properly trained.

Schedule and conduct recruitment training workshops 
for the chapter
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Schedule and conduct recruitment training workshops 
for the chapter

Skills Workshops

These workshops provide brothers and Associate Members the skills necessary to approach and recruit 
prospects successfully. The workshop facilitator communicates specific skills. Chapter members then 
participate in group activities and hypothetical situations to develop their individual recruitment skills

Goals of Skills Workshops:

a. To give every member a better understanding of communication skills so that members feel 
confident and comfortable meeting and talking with new people. 

b. To cover the dos and don’ts of recruitment. 

c. To review the chapter’s programs in scholarship, intramurals, leadership and membership 
development, service projects and social activities (the chapter must be able to communicate what 
it has to offer). 

d. To review chapter policies on membership obligations, grades, conduct and financial 
responsibility so they may be discussed intelligently. 

e. To review facts regarding the General Fraternity’s strength and reputation. 

f. To get brothers excited and enthusiastic about recruitment.

These are topics that may be discussed to help develop recruitment skills among the membership: 

a. Discuss the best ways to start a conversation. 

b. Discuss examples of stimulating conversation topics. 

c. Discuss the most boring topics brothers remember discussing as prospects or the topics least likely 
to be viewed as stimulating. 

d. Discuss the aspects of fraternity life that should be emphasized to prospects. 

e. Discuss how to tell if a prospect is disinterested in the conversation and what to do in this event.

Visit Officer Portal and look in the Document Library for additional resources.
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In an age of increasing accountability, when the oldest and strongest human institutions are being 
subjected to constant criticism, prospective students are inclined to carefully weigh the benefits gained 
from joining anything, including a fraternity. Most students entering college today are there for the 
primary purpose of getting an education; this fact must be taken into consideration and given great 
emphasis in your recruitment philosophy. 

Dry recruitment distances Greek life from the stereotypical “Big Bash” party atmosphere and is more 
relevant to the incoming freshman of today. There is more scrutiny than ever on liability and the dangers 
of alcohol abuse by the general public, administration and faculty, and students. Dry recruitment 
eliminates the legal liability present when chapters furnish alcohol to minors and unknown guests. Your 
chapter must stand on its merits. Dry recruitment gets rid of the crutch, which comes from alcohol use. 
Moreover, by tradition and action of Lambda Chi Alpha Fraternity, the presence and consumption of 
alcoholic beverages is not allowed in Lambda Chi Alpha chapter houses or on property. 

Some effects of Dry Recruitment have been: 

• The quality of the recruits has improved. 

• The retention rate to initiation has risen. 

• Statistics show that although fewer people went through recruitment, those who did were more 
interested and a higher percentage associated. 

• There has been little to no negative publicity regarding dry recruitment functions. 

Dry recruitment forces chapters to be more creative and organized and refocuses the process to its core 
– the making of friends. Your chapter’s main goal in meeting the needs of today’s prospective member 
should be to involve him rather than merely entertaining him. He wants to become involved in fraternity 
activities. He wants to feel what it is like to become part of the group, not be part of a passive audience 
entertained by the group. Offer as much “one-to-one” interaction with the individual members in your 
chapter as possible.

Make sure to check with your Greek Advisor or IFC for all recruitment guidelines for your campus. 

Conduct all recruitment events in compliance with 
Fraternity’s and campus policies, particularly no 
alcohol or drugs
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A tracking list is the tool used to keep the references you’ve collected, men you’ve met, and information 
organized and updated. The tracking list can prove to be one of the most successful resources used 
during formal recruitment periods and ongoing year-round recruitment alike. 

A tracking list gives you the ability to sort your recruits by name, year in school, rank, GPA, and more. 
This is your chance as the High Delta to channel your inner head coach and recruit the highly touted 
recruits that are already or about to be on your campus.

We recommend that you find somebody in your chapter that LOVES spreadsheets, charts, and graphs 
(every chapter has one of those guys). Put him in charge of the tracking list. This document should be a 
living document that is constantly updated. It is a way to collect names, contact information and data 
about prospective members. It can also be used to track your efforts, provide qualifying information on 
prospects, measure success, etc. 

Tracking lists are able to be kept in an Excel spreadsheet, but some chapters have found Google 
Document Spreadsheets easier to share and update.

Create and maintain a tracking list of prospective 
members
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Continued

According to the Constitution and Statutory Code, 

“the number of favorable votes necessary to accept a prospective Associate Member shall be 
determined by the Chapter in its Bylaws provided that no Chapter shall require less than 66 
percent favorable vote nor more than 87 percent favorable vote of the Collegiate Brothers and 
Associate Members present and voting.” 

In most cases, the entire chapter will vote but chapters are able to grant special power and limitation to 
a Committee on Membership. 

Each chapter has the responsibility of creating a system that makes the decision of who will receive a 
bid and who will not. Most chapters require a supermajority, a specific percentage above a simple 
majority when voting to issue a bid. Some chapters have found it very efficient and effective to delegate 
the authority to issue bids to a Committee on Membership. As recruitment efforts continue to evolve, 
streamlining the process that we use to issue bids becomes worth examining. 

There is often much emotional attachment and baggage associated with how the chapter decides 
who receives an invitation to join. Chapter members may feel very strongly about a particular method 
that is ingrained into the chapter culture. Having passion about who is qualified for membership and 
who is not is perfectly natural and, in fact, desirable. But it does not mean that we cannot explore 
alternative ways to organize chapter recruitment operations, including how we decide who gets a bid 
for membership.

Supermajority: A percentage of the chapter greater than a simple majority (usually between 70-85%) 
must case favorable votes to give a man a bid. 

• Advantages

• Allows flexibility (in relation to how high the percentage is) for majority of members to 
approve, and each member feels that he participated in the selection process. 

• Disadvantages 

• Allow for members to vote on candidates even if they did not meet them and could potentially 
slow down the recruitment process 

Conduct a year-round bid process or within formal 
recruitment guidelines
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Conduct a year-round bid process or within formal 
recruitment guidelines

Delegated Authority: A Committee on Membership is granted authority to issue bids to men in question. 
The group meets at a scheduled time that all members are made aware of and announces beforehand 
the men in question that the committee will make a decision upon. Members interested in testifying for 
or against the man in question attend the meeting. The committee hears all testimony and then makes a 
decision. Generally the group adopts rules to ensure that it is fair and consistent in its decisions. 

• Advantages

• Allows recruitment committee to greatly streamline recruitment process and more time is 
available to explain positive and negative characteristics of man in question. 

• Committee is likely to have more details about each candidate than the average chapter 
member. 

• Disadvantages 

• A group that is inconsistent in their decisions will lose credibility with chapter members and 
may move chapter members further out of the loop of recruitment efforts.
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Continued

For this task, you should have already established potential new member minimum criteria. It is 
possible at any time during the year for a chapter to incorporate membership criteria into recruitment, 
as it is a year-round course of action.  This basic concept emerges from the idea that chapters must 
have a minimum standard for potential new members to be considered for associate membership. 
Implementation of membership criteria is special in the fact that it is flexible enough to cater to all 
Lambda Chi Alpha chapters, as each is different. 

Below are examples of membership criteria: 

• Academics- The prospective member had a 3.0 cumulative GPA in high school, or a 2.5 cumulative 
GPA in college, scored a 25 or higher on his ACT, or belongs to either a high school or college 
honor society organization

• Athletic/Campus Involvement- The prospective member has belonged to two or more student 
organization in high school or college or at least two (2) sports in high school or participates in at 
least one club or varsity sport 

• Community service experience- The prospective member has participated in at least two major 
community service organization/events or completed at least twenty (20) service hours within the last 
six months

• Leadership potential- The prospective member held at least two leadership positions (team captain, 
organization officer, Eagle Scout) in high school or one leadership position in college

• No drug/alcohol abuse- The prospective member does not use drugs or have an alcohol abuse 
problem to the best of the chapter’s knowledge

• Character- The prospective member embodies at least three of the Seven Core Values of Lambda Chi 
Alpha, or other positive moral values according to at least three (3) chapter members

• Financial stability- The prospective member has financial support from his family, loans, or work that 
will allow him to pay his chapter dues

During your chapter’s bid discussions, staying on topic and moving along are vital to your ability to 
identify the best potential members. Advising your members about the potential new member minimum 
criteria in recruitment sessions before each term and again before each bid discussion will provide the 
precedent that will keep bid discussions effective.

If and when members go off-topic and begin to only say things like “he’s a good guy” without examples 
of how he is a “good guy,” then it is your job to refer back to the criteria and the expectation that 
members will attain examples of how recruits show the values and are already involved on campus to 
redirect the discussion.

Utilize orderly and values-based voting procedures 
for association
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Utilize orderly and values-based voting procedures 
for association

Some chapters form a bid committee through election or appointment that hands out the bids for the 
chapter. If members have things to add about a potential new member they can communicate it to 
a member on the bid committee to communicate in the bid committee discussion. The bid committee 
method allows members to identify the brothers that they trust to give out there bids and allows the 
chapter to conduct less muddled bid discussions. Also remember to review your bylaws before bid 
discussions to refresh yourself on what percentage of votes it takes to extend a bid.
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Lambda Chi Alpha maintains a team of Educational Leadership Consultants (ELC).  One of the 
most valuable services offered by the General Fraternity, the ELCs provide professional analysis and 
assistance for each chapter – twice annually – with emphasis on the chapter operations, membership, 
or special problems.  They work with the chapter officers in evaluating their duties, analyzing current 
problems, and developing pragmatic programs suited to each chapter’s special situation.

In addition to this Operation Guide, during your meeting with the ELC you should bring the following 
items to your meeting:

• Officer goals and action plan

• Copy of officer budget

• Copy of officer calendar

• Committee Assignments

• Committee goals, minutes, and evaluation reports

You should also come to your meeting with questions to ask the ELC.  This is a great opportunity for 
you to address any issues or concerns you may have about your office and get some feedback and 
recommendation.

As the High Delta some specific information you should share with your ELC includes the following: 

• Chapter/colony’s recruitment plan and calendar

• Chapter/colony’s tracking list

• Promotional materials 

• Chapter/colony’s goals for the term

The ELC meeting is a great place to receive feedback on upcoming events, gain ideas of education 
sessions, and get your questions and concerns answered. Take full advantage of this meeting.

Prepare for and meet with the ELC during his visit
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It is your duty to ensure that the officer who follows you is better prepared to hold the office than you 
were when you entered.  All good work and knowledge that you gained while serving on the High 
Zeta should be passed on to the next High Delta in its entirety.  Make sure that all knowledge that he 
needs to be successful is transferred to him.

For a chapter/colony to be successful, it is important this its officers don’t “reinvent the wheel.”  Valuable 
information and resources are lost each year due to an ineffective transition process.  To assist in this 
process an Officer Transition Checklist can be found in the Appendix.

It is recommended that both the incoming and outgoing officer review the checklist before the actual 
transition occurs.

Transition the incoming High Delta
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Continued

The High Zeta Retreat

A retreat allows a chapter to step back and examine its membership and operations, to renew its 
commitments to each other and Lambda Chi Alpha and to plan for the future.

A good retreat has several features:

1. It is truly a retreat, held away from the campus and everyday chapter life.  Hotels, other chapters, 
state parks and resorts are all excellent sites for a retreat.  A retreat may be for a single day, a half 
day, three hours, or could include as many as three days away from campus.

2. A clearly establish purpose for the retreat is communicate to involved brothers.  A chapter may 
choose to have a retreat to discuss problems among brothers, address a specific issue like 
recruitment, or to plan for the coming school term.

3. All affected brothers are expected to participate.  Some retreats may only be for a specific 
committee or the High Zeta; most are for the entire membership.

4. A good retreat offers a variety of activities, regardless of its focus.  There should be an effort 
to balance fun with learning and serious discussion.  There should be an effort to balance fun 
with learning and serious discussion.  The retreat features events and competitions that will build 
brotherhood.  All retreats are alcohol free.

Depending on the chapter’s circumstances, there may be annual or semiannual retreats for the High 
Zeta.  A retreat for the High zeta focuses on goal setting, calendar planning and building a winning 
team of officers.

A standard High Zeta retreat includes a round table discussion of each officer and the individual 
standards areas that officer is responsible for.  The High Zeta provides feedback and suggestions for 
improving each area.  The High Zeta then sets priorities for the chapter’s goals for the coming year or 
semester and determines what committees and officers were responsible for achieving each goal. A 
discussion on working together and opening lines of communication is also held.  If possible, the High 
Zeta should participate in team building activities (this requires the use of outside facilitators specially 
trained for such events) to build trust in each other and understanding of other people’s opinions.

Prepare for and participate in High Zeta retreat
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Prepare for and participate in High Zeta retreat

The Role of High Delta

As a new officer for a one-year term, you should set three or more SMART Goals for you to achieve by 
the end of your term.  An explanation of SMART Goals can be found in the Appendix.

As you prepare and participate in the High Zeta Retreat, make sure that you have received and 
reviewed the following:

• An electronic copy of the High Delta Operations Guide

• A copy of last year’s High Delta Budget and Calendar

• A written summary of the last year’s goals and accomplishments

• A calendar and outline of the chapter recruitment plan

• A plan for training and educating the members on good recruitment practices
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To aid in the transition process and in the overall knowledge of all members of your chapter, each officer 
needs to present his duties to the chapter membership during Fraternity Education.  Explaining your office 
must be more comprehensive than saying “I am the Recruitment Chairman” in your first chapter meeting.  

Utilize this operations guide as a model to communicate the duties of your office to all members.  Read 
each numbered operations task and expound on why/how that task is pertinent to the success of your 
chapter.  

The job of each officer is to leave the chapter better than they came into it and providing legitimate 
explanations of officer duties will assist in officer transitions, committees, and holding officers 
accountable to completing their tasks.

Fraternity Education, High Zeta Presentation Outline

1. Introduction (Your name, major, why you joined Lambda Chi Alpha, etc.)

2. Overview of position (Roles and Responsibilities)

3. Why you took this position

4. Goals (What do you hope to accomplish during your term)

5. Upcoming Events 

6. Involvement Opportunities (Recruit for your committees) 

7. Questions

Prepare for and present the duties of High Delta in 
Fraternity Education



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Continued

When it comes to a recruitment committee, the chapter should implement a team system. The Delta Team 
is a fully participating recruitment squad that will possess the discipline, skills, and tools needed to recruit 
more Prospective Members than previously thought possible. To maximize recruitment the chapter should 
use a “team” model for a number of reasons:

• Less Work – Dividing up tasks, processes, and duties amongst the team members lightens duties of 
the High Delta

• More Accountability – Each member of the Delta Team holds himself and others to the goal at hand. 
In a social setting, if a Delta Team member is only talking to brothers, it is the duty of the Delta Team 
to make sure he realizes he is losing track of the team’s goals. Each member must be held to the 
highest standard.

• Higher Goals –The Delta Team allows each member to own a stake in recruitment, placing more 
value and emphasis on his individual actions and results.

• Transitioning – This creates the possibility for a member of the Delta Team to be ready to become the 
next High Delta and ensures a solid recruitment program is maintained from year to year. A brother 
can spend four years or four weeks on the team. Experience will help him become a successful 
recruiter; however, educating the rest of the Chapter in a hands-on atmosphere will allow new Delta 
Team members to feel comfortable quickly. It also allows for the next Delta Team to track Prospective 
Members, who did not associate in previous semesters.

• Distribution – A multi-man Delta Team allows for more interaction with Prospective Members. More 
people will cover more terrain. The success rate will also be much higher because the Chapter is 
ensured that skilled recruiters interact with Prospective Members, rather than the traditional style of 
recruitment where brothers hand out flyers, have little interaction, and wait for the Prospective Mem-
bers to come to them.

• Education – One of the duties of the Delta Team is to educate the Chapter on a recruitment strate-
gies, interpersonal skills, and details of upcoming events. Education also provides a forum for the 
Delta Team to sharpen their recruitment skills and practice their techniques.

• Tracking – Another duty of the High Delta that can be performed more efficiently with a Delta Team 
is tracking. Tracking is an active way to monitor all Prospective Members. It allows the Delta Team 
to oversee the progress of each individual Prospective Member and any information relative to the 
recruitment process. There will be more information on “tracking” in the sections to come. 

Organize a Delta Committee
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Organize a Delta Committee

• Planning – The Delta Team should emphasize that every event is a recruitment event. The Delta Team 
and the Events Committee have the responsibility to plan and organize every event the Chapter 
holds so that Prospective Members can better see all the benefits Lambda Chi Alpha has to offer.

The role of the High Delta in the recruitment process and strategy is to lead and manage the Delta Team 
and their duties. Utilizing the team system will alleviate stress and work from the High Delta. His job and 
position are arguably the most important of the Chapter/Colony considering the fact that a Chapter/
Colony needs men before dues can be collected, ceremonies can be performed, or development of 
members can be done.  Delta Team model available in the Appendix.
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Continued

Going back to the tracking list, individual recruitment is extremely important. This requires you and your 
chapter to call guys individually and invite them personally to come to your events. Be very careful that 
your members know the difference between active and passive recruitment, because it can make a huge 
difference in the size of your new member class.

To actively recruit, the brothers must take the initiative.  If a brother meet a guy who is interested in rush, 
they need to get his contact information, instead of giving him theirs.  This will put the initiative on the 
brother, instead of hoping the recruit calls. If a brother meets a guy indicates he wants to come to the 
house, they must make sure that he has a way to get there, instead of leaving the recruit to find his way 
on his own.  The brother needs to eliminate any doubt that the recruit will show up.

If a potential new member asks where something is, the brother must show him – not tell him.  This is 
going the extra mile for the recruit, which is a critical step in fostering this relationship. This strategy will 
pay huge dividends.  It will ensure the fraternity remains in charge of the recruitment at all times, instead 
of hoping a recruit follows through on his own.

Passive recruitment involves posters, tabling, and fliers. It isn’t too often that a man walks up to a poster, 
looks at it, and decides to make a lifelong commitment to what it represents. Active recruitment or 
recruiting individuals revolves around creating personal connections with people and taking a personal 
interest in getting to know them for the mutual benefit of both parties. There are great men on your 
campus in search of what Lambda Chi Alpha offers, but it is your responsibility to go find them and 
show them.

Below is a description of six steps every member can use to help the chapter recruit. These steps are 
crucial in the year round recruitment process, and if used, will result in a successful, continuous flow of 
potential members into your chapter. 

1. Meet him: This does not mean waiting for him to come over to the house so you can introduce 
yourself. This means going out, finding good men on campus, and becoming acquainted. See the 
sections on collecting references and building a wish list for where to start.

2. Make him your friend: Once you meet a guy, do not start cramming fraternity down his throat.  
Learn about him, and tell him a little bit about yourself. Ask questions, express interest, and maintain 
contact. Most importantly, be sincere. 

3. Introduce him to your friends “aka your brothers”: The more brothers a person meets, the more 
involved, included, and attached he feels, the better. Make a guy feel like part of your group. 

Implement and educate all members about individual 
recruitment



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Implement and educate all members about individual 
recruitment

4. Introduce him to Greek Life: When joining a fraternity you are not just joining that chapter, but 
the larger community. The benefits expend beyond the chapter walls into the opportunities and 
experiences the larger fraternity and sorority community offers. Share these benefits and the 
staggering, positive statistics associated with being Greek. 

5. Introduce him to Lambda Chi Alpha: Once the guy is part of your group, tell him about your 
fraternity, why you are a Lambda Chi, and what being a Lambda Chi means to you. Explain how 
we have Associate Membership and it differs from what other fraternities offer.

6. Ask him to join: Make sure to address any concerns he has about accepting his bid. 
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Continued

We’ve all heard that recruitment is “not about numbers, it’s about quality.”  Well, yes and no.  It’s not 
about total numbers; it’s about the right numbers.  Plan ahead when building your list of referrals (names 
to contact). 

Building a Potential New Member Wish List

Your Wish List is a critical first step in developing a successful recruitment system. The larger your Wish 
List gets, the more successful you will become. You’ll have a greater opportunity to recruit more quality 
individuals when you increase the size of your Wish List. Below are suggested directions to build your 
Wish List: 

1. DO NOT PREJUDGE ANYONE. Now is not the time to decide if someone is qualified for member-
ship. Write down everyone you know on the Wish List. Use the list of mind joggers to make sure 
you have exhausted your network of connections. (If you are doing this as a group activity, have all 
members write down names on a list or notecards.)

2. Write all the non-Greek men you know …

a. Who are: 

Create a prospective member “Wish List”

• Scholars

• Gentlemen

• leaders on campus

• service minded

• spiritually driven

• friends of your friends

• driven to succeed in life

• highly social

• Also consider : 

• Sophomores/Juniors/Seniors

• commuters

• adult students

• community leaders

• Graduate students

• ROTC cadets

• international students

• weird kid that never leaves his room
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Create a prospective member “Wish List”

b. That:
• make you laugh

• never leave their rooms

• go home every weekend

• frequent the library/lab

• sit with/near you during meals

• sit within 10 chairs of you in class 

• hold an office/position on campus

• traveled abroad

• did not get accepted into/dropped out 
of another fraternity

c. From: 

• the floor in your residence hall or 
building

• a sports team you played on

• your other clubs/student orgs 

• work-study jobs

• gym/weight room/wellness center

• computer lab

• the campus event the other day 

• Res life/Orientation groups

3. Pull additional names from …

• cell phone/ address book

• Facebook/ networking sites

• student directory/ listserv/email distributions

• list of incoming freshmen/ of transfer students

• rosters from clubs/student orgs/ sports teams

• IFC sign-up sheets 

• yearbooks
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Continued

These sessions serve the purpose of organizing and planning the actual recruitment program. Exten-
sive input from chapter members is required in order to develop a program that will actively involve all 
members and accomplish the chapter’s goals. It is everyone responsibility to create a culture within the 
chapter that make recruitment an important aspect of the Fraternity’s daily operations. The best one to do 
this is to include recruitment into what the chapter already does and continually reminding the members 
that there is always an opportunity to increase the chapter through recruitment.

Goals of Organizational Workshops: 

1. To discuss and clarify the chapter’s membership needs, its goals (both qualitative and quantitative), 
and its strategy to accomplish these goals through recruitment. 

2. To communicate an outline for the program while soliciting suggestions for improvement from the 
members of the chapter. 

3. To organize the chapter to execute the program; to identify specific tasks and delegate duties to 
chapter members according to their individual talents and interests; to define the role of the recruit-
ment committee. 

4. To discuss the resources available for finding prospects. 

5. To communicate facts regarding the recruitment program (recruitment calendars, IFC rules, individual 
responsibilities).

If the chapter is in the recruitment planning stage, these topics should be discussed to develop a collec-
tive effort that achieves the group goals. 

1. Discuss the qualitative and quantitative goals of recruitment. 

2. Ask the brothers to list the reasons they decided to join the chapter and what appealed to them. 
These areas should be emphasized throughout the recruitment program. 

3. Ask the chapter members to make a list of the activities they would like to see as part of the program 
and things they would like to see eliminated. 

4. Ask the chapter what should be done to make recruitment a natural and friendly process. 

5. Discuss effective and ineffective recruitment techniques. 

Schedule a recruitment planning session at the end of 
each academic term to determine recruitment criteria, 
establish dates and develop a recruitment calendar 
for the next academic term
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Schedule a recruitment planning session at the end of 
each academic term to determine recruitment criteria, 
establish dates and develop a recruitment calendar 
for the next academic term

6. Ask brothers what past activities they liked in your chapter as well as other fraternities on campus. 

7. Ask the chapter for new resources to be utilized for building a tracking list of prospects. 

8. Discuss examples of chapter activities and functions other than actual events which prospects can be 
invited to attend. 

9. Discuss ways to get high caliber prospects to assist in recruiting other qualified prospects.
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To maximize your list of Potential New Members, collecting references from outside of the fraternity is 
necessary. Sororities, professors, alumni, extracurricular activities, and other external entities can prove 
to be extremely helpful in the recruitment process. 

There are a variety of ways to collect references from outside sources. One would be conducting a 
similar exercise to the building a Potential New Member Wish List in the Appendix. Other ways can 
include:

Sororities:

• Give a presentation to entire sorority chapters or just their new members asking for references of men 
that exhibit the values of Lambda Chi Alpha. Some chapters will have an incentive for sororities to 
give recommendations. Incentives have included donations to sorority philanthropies and cooking 
dinner for the sorority that provides the most names.

Professors:

• Have a conversation with advisors, professors, and faculty members about which of their students 
exemplify the seven core values. This contact should be made after a relationship has been made 
with the professional and can be done in person or through email.

Alumni:

• Send an email to all of your chapter and area alumni asking if they know of any new students that 
are about to attend your school or if they know any non-affiliated men that already attend your 
school.

Extracurricular activities:

• Collect references during group meetings for organizations that members are involved in outside 
of Lambda Chi Alpha. Give a five minute overview of fraternity’s values, mission, Associate 
Membership, and local history to give the people you are requesting recommendations from 
background of the fraternity. Let the people you are presenting to know that you are not necessarily 
trying to recruit every person they recommend, you’re aim is to spread what Lambda Chi Alpha 
represents. You should communicate that your goals are to have conversations with the men they 
recommend about the fraternity to understand what factors have kept them from joining.

While collecting each of these references, keep in mind that along with a name, you MUST get the 
referral’s contact information. A sample Referral Sheet can be found in Document Library on Officer 
Portal. 

Collect references from sororities, professors, alumni, 
and extracurricular activities
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As a chapter, you must always review where you have been and plan for where you want to go. Evalu-
ate your chapter on these aspects of new member recruitment. The chapter should maintain a relatively 
even distribution of freshmen, sophomores, juniors and seniors. It goes without saying that the recruitment 
program should be based on the values of Lambda Chi Alpha. 

To those ends, the recruitment program should be structured around the following guidelines: 

• All recruiting events are free from the use of alcohol. 

• Recruitment continues on a yearlong basis. 

• A recruitment workshop is conducted twice a year. 

• Measurable goals are set prior to each semester’s start. 

• The chapter conducts a retreat that focuses on recruitment. 

• All members participate in recruiting. 

• The new members fill out a recruitment evaluation. 

• Part of the Associate Member Education Program includes recruitment training. 

• More than 85% of new members are initiated. 

• High-quality recruiting publications. 

• Membership size is in the top third on campus. 

• Alumni are involved in recruitment. 

Examine areas where the chapter does poorly. What can be done to improve those areas? Why are 
they different than areas in which the chapter is strong? Constantly retool and rethink your recruiting strat-
egies. What do other Lambda Chi Alpha chapters do differently in terms of recruiting? What do other 
chapters on campus do differently? Consider meeting with other recruitment chairmen from the other 
campus fraternities to discuss overall recruitment trends on your campus.

Assess recruitment performance compared to 
recruitment goals
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Lambda Chi Alpha & Campus Awards

Each year, the Lambda Chi Alpha recognizes the outstanding achievements of many of the chapters 
and colonies of Lambda Chi Alpha.  Yet, many outstanding chapter programs and individuals go 
unrecognized because a chapter does not know how to gain the recognition it deserves.  Most 
campuses offer a President’s Award or Dean’s Cup for the Outstanding Fraternity on campus, along with 
numerous other Greek awards.  Applying for chapter awards and campus awards is typically overseen 
by the High Alpha or the High Beta, but all officers play a role.  

The applications for Lambda Chi Alpha Awards are made available in the spring for chapters to apply 
and are given out at either the General Assembly or the Leadership Seminar. These applications are 
typically due at the end of March.  If a chapter is interested in applying for an award and does not 
have a copy of the application, the chapter can contact their ELC to request a copy.

Prepare and submit applications for Lambda Chi 
Alpha and campus awards
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Officer Transition Checklist

This checklist will provide the incoming and outgoing officer with many talking points that should be 
covered during the transition.  

Duties and Responsibilities

a. What are my officer duties and 
responsibilities?

b. Approximately how much time do I 
spend with each?

Officer Operations Guide

a. Do you have a copy of the Officer 
Opertions Guide?

b. Were there any sections that you 
found more beneficial?

Officer Notebook  

a. Do you have an officer notebook?

b. What should be included in it?

Officer Reports

a. Are there any reports that I am 
responsible for?

b. If so, when, by whom, and how do 
they need to be completed?

Event Planning Form

a. What is the Event Planning Form?

b. When do I need to complete them? 

Constitution and Statutory Code, By-Laws

a. Are there any policies that directly 
relate to this office?

b. Are there any policies that I am 
responsible for enforcing?

Ceremonies/Rituals

a. Do I have a role in the Associate 
Member Ceremony?

b. Do I have a role in the Ritual for 
Conducting Business Meetings?

Advisers

a. Do I have an adviser?   If so, what is 
the role between the two of us?

b. What is my role with the Greek 
adviser?

c. Who is the chapter’s Educational 
Leadership Consultant?

Committees

a. What committees am I on?

b. What do I need to know?

Continued
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Meetings  

a. What is my role at the chapter  
meeting?  High Zeta meeting?

b. Am I a member of the Executive 
Committee

Officer Goals

a. What were your goals?

b. What goals were met and which ones 
were not?  Why?

c. Brainstorm and develop new goals. 

Budget

a. Can I see a copy of your budget from 
last term?

b. What areas do I need more or less 
money?

c. Brainstorm and develop a budget 
proposal.

Yearly Calendar

a. When did you schedule your events?  
When should I?

b. Are there any deadlines I should know 
about?

Programs and Events

a. What programs, projects, and/or 
events were effective during the year?  
Why?

b. What programs, projects, and/or 
events were not effective during the year?  
Why?

Advice

a. If you had an additional year, what 
would you do different?

b. What advice do you have for me?

 Additional Questions/Concern

 

 

Officer Transition Checklist
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Continued

Sample Budget

Creating a budget for your position is one of the most important steps as an officer, but it doesn’t have 
to be complicated. Follow these three simple steps to determine how much funding you need and how 
you plan to spend it. You should develop a budget or operating plan for the entire academic year.  It 
is recommended that you plan for each semester or quarter and add the summer months if applicable.

Step #1: List all projects, events, activities, etc. that you would like to implement or utilize: 

Example:  High Zeta Retreat 

High Alpha Summit 

ELC Visit  

Step #2: For each project, event, or activity, identify budget items and anticipated costs for each item.  

• Service Fees, Late Fees, or Bank Fees

• Penalties, Fines, and Damages

• Event or Conference Registration Fees

• Meeting Room/ Venue Rental Fees 

• Meals and Food Expenses 

• Decorations, Giveaways, and Banners

• Audio/Visual Equipment

• Teambuilding/Educational Supplies

• Office supplies, binders, paper

• Postage, Copies, Printing & Shipping

• Ritual Equipment and supplies 

• Website Domain Registration

Project #1:  High Zeta Retreat

Budget Item/Note Anticipate Cost

Cabin Rental Fee for 2 nights $500.00

Food $200.00

Supplies $150.00

Transportation- Gas for 4 vehicles $200.00

TOTAL BUDGET $1050.00

Example Budget Items 
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Sample Budget

High Zeta Office: High Delta

Projects, Events, or Activities Proposed Budget

High Zeta Retreat $1050.00

High Alpha Summit $800.00

ELC Visit $600.00

TOTAL BUDGET $2450.00

• Housing supplies: Light Bulbs, Bathroom 
Supplies, Batteries, Cleaning Supplies, Tools, 
etc.

• Dining Supplies: Utensils, Plates, Napkins, 
Cups, Condiments, Trash Bins, etc.

• Council Dues and General Fraternity Dues

• Risk Management Assessment Fees 

• Philanthropy and Service Expenses

• Scholarship Fund

• Gifts and Donations

• T-Shirts/Design Fees

• Transportation

• Hotel / Lodging

• Entertainment (DJ or Band), Security

• Composite

• Savings/Reserve Fund

Step #3: Present proposed budget totals for each project and overall to the High Tau
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Continued

Goal setting is a method of developing a plan to meet your objectives as a chapter and your responsibilities as a 
leader. A goal is more effective when stated in terms that follow the SMART approach: 

Specific:  Not be vague or general 

Measurable:  Quantified or Qualified  

Attainable:  Within the chapter’s circle of influence     

Righteous:  Aligned with Lambda Chi Alpha’s values 

Timely:  Reasonable deadline for action  

Non-specific & ineffective goal:  “A stronger committee system.”

Specific & more effective goal:  “By the end of the term, there will be four functioning chapter committees, and every 
chapter activity will be coordinated by a committee.” 

Because the revised goal is more specific and measurable, it helps you decide if the goal was met. And without a 
specific timeline, it’s too easy to say, “Someday, we’ll achieve this goal.” 

Create three SMART short-term goals that are to be completed by the end of the current term.

Goal #1:

Due Date:

Goal #2:

Due Date:

SMART Goals
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SMART Goals

Goal #3:

Due Date:

**Remember the SMART Goals System when creating your goals: 
Specific – goals must have a desired outcome, one that makes you feel as if you have accomplished something 
Measurable – goals must have a finite end so that you can check them off 
Attainable – one must work to succeed with a goal; don’t set it too high, but challenge yourself to be different 
Relevant – set goals based on priorities 
Timely – set a reasonable completion date

How can SMART goals be used to assess progress? Be SMARTER! 

Making your SMART goals SMARTER will help your chapter set more effective goals, and will help maintain 
continuity, ever after you leave office. To accomplish this, SMART goals should also undergo the following steps: 

Evaluate: Assess the progress of goal 

Revise:  Modify goal as needed  

For example, if your goal was to recruit 25 associate members during the fall and spring semester, and your 
chapter recruited 30 members in the fall semester, your goal should change. Perhaps the initial goal was not 
challenging enough. If your goal was to complete 1,000 service hours as a chapter, but you only get 900, you 
should examine why you missed your goal. This can help you identify areas of opportunity in your chapter or 
areas of opportunity in your goals 
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Sample High Delta Team Model

Publicity Team
(Task Oriented)

Tracking Team
(analysis oriented)

Tracking Team
(analysis oriented)

Street Team
(talkers)

Social Media 
Presence 

Create tracking list Oversee the 
recruitment calendar

Get names

Recruitment Pamphlets Distribute tracking cards / 
database

Submit needed Event 
Planning Forms

Storm the Residence 
Hall (if allowed)

Recruitment T-shirts Develop Directory for 
Chapter

Secure Facilities Bring Prospects to 
events

Banners Distribute names to 
members to contact

Organize the Food/
Entertainment

Pick up Prospects for 
events

Recruitment Tabling Report Brothers’ 
participation

Decide on themes of 
events

Gives additional 
names to Tracking 
Team

Alumni Mailings Conduct recruitment 
training for brothers

Plan out Formal 
Recruitment event

Serve as an 
Orientation Leaders

University/IFC 
Advertising

Weekly updates on 
tracking list names

Plan our Summer 
Recruitment events (if 
allowed)

Conduct sorority 
presentations

This is a breakdown for chapters of all sizes.  Individual chapters will be able to implement different 
types of these ideas based on their individual situation (chapter size, budget constraints, past recruitment 
methods or university rules/involvement).  Three subcommittees should suffice for any size chapter, as 
extensions of the subcommittees can be made for larger chapters.
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Personal Notes

The area below is for you to write notes that will help you fulfill your role as an officer of your Zeta.
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Officer Transition

 

Officer Tasks Frequency

The table below allows you to create your own Officer Tasks, the frequency with which you should com-
plete the tasks, and a check box to use once you completed the task. When the next brother takes over 
your position you can review this section as part of your officer transition.

Use the text box below for additional notes about your personal officer tasks



Questions/Concerns
If you have any questions about the specific content in this 
document, please contact: 
programming@lambdachi.org.

If you are experiencing any technical difficulties with this 
document, please contact: 
communications@lambdachi.org.

Visit Lambda Chi’s Web Platforms

Website: lambdachi.org
Officer Academy: oa.lambdachi.org 
Officer Portal: op.lambdachi.org 
Member Portal: mylca.lambdachi.org

Stay Connected on Social Media

Like us on Facebook at: facebook.com/lambdachi
Follow us on Twitter: @LambdaChiAlpha

mailto:communications%40lambdachi.org?subject=Ops%20Guides
http://lambdachi.org
oa.lambdachi.org
http://op.lambdachi.org
http://mylca.lambdachi.org
www.facebook.com/lambdachi
http://twitter.com/lambdachialpha
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