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As the High Gamma 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
Secretary: High Gamma

The Official Charge of the High Gamma

Brother High Gamma, yours is an office demanding both time  
and attention to detail. The office of High Gamma is fourth in  
the chain of command. You are entrusted with the membership  
records of each member of your chapter. You are responsible  
for reporting and submitting information in a timely manner  
to the International Headquarters.  

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:  Brothers and officers to be efficient and prompt in all chapter   

 documentation. 

Organize: Careful and clear records, the prompt filing of necessary reports, and the  

 maintenance of your chapter’s archival materials.

Delegate: The collection and preservation of the chapter’s history and chapter   

 website.

Evaluate: Timelines to make sure all reporting and forms are submitted on time.

Lead: Brothers to operate with efficiency and high standards of compliance with  
 our Fraternity’s rules, policies, and regulations.

Inspire: Your brother’s appreciation for your chapter’s official history.

Teach: Your chapter’s history, recording and documenting for the future, 
 the important developments of the present. 
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Congratulations brother on your appointment as your 
chapter’s High Gamma. 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.

Operations Guide
Basic Operations

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 
Academy

Jump to Section Within 60 days of taking 
office

3. Prepare proposed High Gamma Budget and 
Calendar

Jump to Section As necessary

4. Update new officer information on the Officer Portal Jump to Section Within 48 hours after 
elections

5. Submit membership updates on Officer Portal as they 
occur, with all necessary paperwork 

Jump to Section As necessary

6. Submit all required membership paperwork to the 
university or college

Jump to Section As necessary

7. Submit Reports of Association through Officer 
Portal within 24 hours after the Associate Member 
Ceremony

Jump to Section As necessary

8. Submit Request for Initiation through Officer Portal at 
least 14 days prior to the Initiation ceremony

Jump to Section As necessary

9. Submit Report of Initiation through Officer Portal within 
72 hours after the Initiation ceremony

Jump to Section As necessary

10. Maintain professional and accurate chapter meeting 
minutes

Jump to Section Ongoing

11. Work with Scribe of the Executive Committee to 
ensure Executive Committee meeting minutes are kept

Jump to Section Ongoing

12. Prepare for and meet with the ELC during his visit Jump to Section Twice a year

13. Transition the incoming High Gamma Jump to Section Immediately following 
election
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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 Within first month of each 
academic term

2. Prepare for and present the duties of High Gamma in 
Fraternity Education 

Jump to Section As necessary

3. Work with High Alpha to ensure the chapter bylaws 
are updated and reviewed by the chapter, certified by 
the High Pi and approved by the General Fraternity 

Jump to Section As necessary

4.   Create and maintain a filing system for the chapter    
      records

Jump to Section Ongoing

Officer Tasks Jump to Section Frequency
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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

Officer Tasks Jump to Section Frequency

1. Propose a name for the High Alpha to appoint as the 
Chapter Historian 

Jump to Section Within first month of  
taking office

2. Collect chapter committees’ meeting minutes periodically 
throughout the term 

Jump to Section Ongoing

3. Work with High Kappa to conduct an educational 
session and MyLCA and assist all members in making 
an account

Jump to Section Each academic term
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Constitutional Duties and Responsibilities

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

“The High Gamma shall be the Secretary of the Chapter. He shall keep accurate and complete minutes 
of all meetings of the Chapter. He shall be the custodian of all records of the Chapter, including such 
documents as are entrusted to his care by the Office of Administration. He shall be responsible for the 
general correspondence of the Chapter. He shall keep a record of all proposals for membership. He shall 
keep a separate record of all suspensions, resignations, expulsions, and deaths within the Chapter and 
shall send such records to the Office of Administration. He shall forward records of initiates and associate 
members to the Office of Administration within five days after initiation or association, respectively. He 
shall supply such reports as may be requested of him by Office of Administration, not delaying more than 
five days in acknowledging receipts of such requests and furnishing the information desired as soon as 
possible.”

General Duties and Responsibilities

The general responsibilities of the High Gamma shall be:

• To keep accurate and complete minutes of all meetings of the chapter and High Zeta.

• Coordinate with the Executive Committee Scribe to keep accurate and complete meeting minutes of 
all Executive Committee meetings and hearings.

• To file and preserve all records of the chapter.

• To handle general chapter correspondence with the Office of Administration, College or University 
officials and other chapter.

• To keep permanent files of all chapter membership records.

• To report membership changes to the Office of Administration.

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

Review Operations Guide and complete officer 
transition

Continued



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Review Operations Guide and complete officer 
transition

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.

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 officers 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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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. 

Review modules and get certified on Officer 
Academy 

oa.lambdachi.org


Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

This is where the Title goes for the Header of the 
Manual Officer Task

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:

Prepare proposed High Gamma 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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Prepare proposed High Gamma 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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Update new officer information on the Officer Portal

Immediately following any officer elections, the High Gamma listed in Officer Portal must complete the 
Report of Elections.  Please use the following steps to complete this task:

Step #1: The High Gamma should log into Officer Portal (op.lambdachi.org) then click on the “Officers” 
tab on the left side of the home screen.

Step #2: The High Gamma should then change the outgoing officer to the incoming officer by clicking 
on the Edit button. 

 

Step #3:  The High Gamma should then replace outgoing officer by clicking on “Replace this office 
holder with a new office holder” and selecting the incoming officer from the list the provided. (This will 
allow the incoming officer the ability to create an account and access Officer Portal).



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Continued

One of the most important duties for the High Gamma is reporting membership changes to the Office of 
Administration. To make a membership change, please log into Officer Portal and select the membership 
tab on the left side.  At the top of the membership page, click on “Report a membership change.”

Once that is complete, select the membership change from the list below:

• Report members graduating – this is for all members that are graduating in good standing from their 
host university or college 

• Report members that left school – this is for all members that are leaving the university or college 
but are not graduating.  If a member is taking a semester off or more, please use this to update their 
membership status.

• Report members that are entering the military – this is for all members that are entering active duty 
military service.  If a brother or associate member is joining ROTC or the National Guard, this is 
not necessary to complete.  This is only to be completed when he is on active duty and is missing a 
semester of education.

• Report members being placed on financial suspension – this is for all members who have been late 
in paying their fraternity dues to the chapter.  Once they are declared to be on financial suspension, 
you should change their status on Officer Portal and once they are returned to good standing, return 
them to active status.

• Report members that have resigned – this is for all initiated members that have decided to drop 

Submit membership updates on Officer Portal as they 
occur, with all necessary paperwork 
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Continued

Submit membership updates on Officer Portal as they 
occur, with all necessary paperwork 

out of the fraternity.  This is not for associate members who have decided to leave or officers that 
have resigned from their office. (Please upload a copy of his resignation letter to the Office of 
Administration)

• Report members that are being placed on disciplinary suspension – if a chapter member receives 
disciplinary suspension from the chapter in accordance with the Constitution and Statutory Code, he 
cannot attend chapter functions.  To show this on Officer Portal, please use this category and update 
his standing once the suspension is ended. (Please upload a copy of the Executive Committee 
minutes to the Office of Administration)

• Report members that are being placed on academic suspension – if a chapter member receives an 
academic suspension from the chapter, you should use this category to show that on Officer Portal.  
Once his grades have returned to an acceptable chapter level, please return them to active status.

• Report members that are “8 semesters” inactive – once a chapter member has been an active dues 
paying undergraduate for 8 semesters, they have the right to go on inactive status.  If they choose 
this option, they no longer have voting rights at chapter meetings, on committees and should not 
attend chapter functions except meetings since they are open to the public.  Once he graduates, 
please change his standing to such.

• Report members that are entering a co-op education program – if a chapter member is working 
away from the university or college where the chapter is located for an educational purpose, please 
use this option.  This should not be done if the brother is still living within the chapter house or 
attending chapter functions during the semester.

• Report members that have been expelled by your chapter – if a brother of the chapter has been 
duly expelled by the Executive Committee then use this status change to reflect that.  If the former 
chapter member appeals the process, still complete the status change to reflect the change on the 
system. (Please upload a copy of the Executive Committee minutes to the Office of Administration)

• Report members that have been married – if a chapter brother gets married while he is an 
undergraduate, he has the right to go on an inactive status.  If he chooses to do so, he cannot 
attend chapter functions and loses the right to vote at chapter meetings.  If a chapter brother gets 
married and chooses to stay active, do not report the marriage to the Office of Administration.

• Report associate members that have disassociated – if an associate member drops from the 
fraternity without a vote of removal, please use this status change.  If he chooses to re-affiliate with 
the chapter, the chapter must still vote to reinstate his associate member status. 

• Report members that are studying abroad – if a brother of the chapter is studying abroad (meaning 
away from the chapter’s host institution) please mark him as studying abroad.  If a member will 
spend the majority of the semester at the chapter and only study a few weeks in another location, 
you should not mark him as studying abroad.
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Submit membership updates on Officer Portal as they 
occur, with all necessary paperwork 

• Report members that have transferred – this is for all brothers that are leaving the university or 
college to attend a different school full time.  Even if a member is transferring for one semester and 
then returning to the current university, still mark them as transferred.  If a member of another chapter 
transfers to your university, you must complete the “Report a member who transferred into your 
chapter” form that can be found in the Forms tab when opened on the left side of the screen.

• Members Returning to Active Status – if a chapter member is returning to active status from 
previously being on a different status, please do so in this location.  For some status, once they return 
to active standing or graduate, they will be back billed for their membership fees within Lambda Chi 
Alpha.

• Report associate members who requested but did not initiate – when a chapter vote is held on 
whether or not to be initiated as a full brother of Lambda Chi Alpha and an associate member is not 
approved, it is a vote for termination.  Please reflect the change of status in this category. 

Some membership changes require you to submit additional paperwork before the change can be 
approved. 

For examples, if you are attempting to expel someone you will need to attach the meeting minutes to get 
the expulsion approved. 

If you have a member who has resigned, you will need to collect a resignation letter from them because 
you will be required to attach it to the membership change class before it will be approved. This must 
be written and signed by the person resigning their membership. 

If you have a member who wants to apply for financial hardship this must be done through the Office 
of Administration as this is not an option in the Officer Portal. To apply for financial hardship a member 
must petition the chapter stating why they qualify for it and why they feel it should be approved. The 
chapter must vote on this and then if approved an approval letter (with the vote) along with the original 
petition must be submitted to the Office of Administration. 

Some important paperwork cannot be submitted through the Officer Portal and needs to be mailed or 
emailed to the Office of Administration. An examples of this is: 

• Request for Honorary Initiation:  an application must be submitted along with three letters of 
recommendation, a document showing the chapter voted on this and what the outcome was, along 
with the date of initiation and the zeta number you want to assign to this person. All documents must 
be sent to headquarters@lambdachi.org.
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If your university or college reaches out to the chapter or colony requesting forms to be completed 
please do so as soon as they come across your desk.  Many universities have substantial fines for 
not turning in membership rosters or new member reports so stay up to date with that information and 
schedule a meeting with your university official in charge of fraternity or sorority life to discuss when and 
if forms are due.

If you are unsure if your campus has forms that need to be completed or turned in, it is better to ask than 
to not.  Many times the requests only go to the High Alpha of the chapter and if he does not forward 
you them emails or if he does not complete the task, the whole chapter could be held responsible for it.

Submit all required membership paperwork to the 
university or college
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Continued

The High Gamma is responsible for reporting new associate members through the Officer Portal within 
24 hour after the Associate Member Ceremony.  It is extremely important that you report the new 
associates on time as other officers depend on you doing your job so that they can do their jobs. 

For example, The High Kappa depends on the High Gamma to submit new associates on time so that 
they can receive their Paedagogus, Constitutions & Statutory Codes as quickly as possible so that the 
new members can start their fraternity education sessions. The High Tau depends on you submitting 
new associates and initiates on time to avoid receiving any fines that the chapter or colony would be 
responsible for paying. 

To report a new associate member class, click on the “Report a New Member Class” button under the 
Members tab. 

Select/Enter the semester of association, the year of association, the number of associate members, and 
the association date.

Submit Reports of Association through Officer 
Portal within 24 hours after the Associate Member 
Ceremony

On the next screen, for each row, click the edit button and enter the necessary contact information for 
each associate member. If you need to add another associate member to the new class, click “add an 
additional person to the class.
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Continued

Submit Reports of Association through Officer 
Portal within 24 hours after the Associate Member 
Ceremony

*It is imperative that the correct information is provided, as the associate member will receive an email 
for him to validate this information.”

After you enter all of the names and contact information, a box will appear with a button that says, 
“Finalize This Class.” Click on this button if you have entered all of the associate members. You can then 
print a copy of the associate member report by clicking “Get the report for this class.” This report will 
have the necessary billing information for the associate member class. 
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Submit Reports of Association through Officer 
Portal within 24 hours after the Associate Member 
Ceremony

Once the new associates are entered into the system the Office of Administration will automatically mail 
out a Paedagogus, Constitutions & Statutory Code along with an associate member pin for each new 
associate you enter into the system. You do not need to place a special order for these materials as they 
are mailed out weekly based on the associate member classes entered into the Officer Portal. 

At this point you will need to notify the High Tau that you have entered in your new associate members 
so that he can go online and pay the Associate Member fees and Risk Management Assessment fees 
for each new member. 

Associate Member Self-Validation 

Each associate member should now receive an email from Lambda Chi Alpha International 
Headquarters. They will have to click on the validation link from the email.

They will need to fill in all the necessary information in order to be registered as an associate member. 
Associate members must self-validate in order to be eligible for initiation.  If they do not do this step, 
this could cause a delay in getting your initiation approved on time and cause the chapter to receive a 
$200 illegal initiation fine. 

After filling out the information, the associate member needs to click “Click Here to Claim Your MyLCA 
Account” in order to have access to MyLCA, Lambda Chi Alpha’s member portal. (https://mylca.
lambdachi.org/)
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Continued

Once the decision has been made on who will be initiated, Associate Members should be notified 
about the date of initiation at least 30 days in advance so that they can plan to attend. However at 
least two (2) weeks prior to your initiation, the High Gamma will need to request Initiation through 
Officer Portal for all the associate members going through the next initiation. 

To report an upcoming initiation class, click on the “Request an Initiate Class” button under the Members 
tab. 

Submit Request for Initiation through Officer Portal at 
least 14 days prior to the Initiation ceremony

Enter the date of the initiation class and the number of members going through.
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Submit Request for Initiation through Officer Portal at 
least 14 days prior to the Initiation ceremony

On the next screen you will see a list of members who may be eligible for initiation. If you want to 
initiate a member, but there is a red box by the name that says, “Outstanding Validation” that means that 
the associate member did not go through the validation process that was sent to their email address. 
You can resend the associate member the validation link by clicking “Resend Validation Link.” Validation 
links can only be resent once.

Click the box under “Include in Initiation” for the associate members you wish to be initiated into 
your chapter. Once you have selected all the necessary members to be initiated, type in the date of 
the planned initiation, and click “Request Initiation for the Selected Men.” You can get your billing 
information for the initiation class by clicking “Get the report for this initiation request” on the next screen.
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Continued

Within 72 hours of holding the Initiation Ritual, the High Gamma need to log into Officer Portal and 
report the initiation to the Office of Administration. It is important that you are reporting this on time so 
that your new members receive their membership cards and certificates in a timely manner. 

To assign roll numbers and report that members have been initiated, click on the “Report Initiates” button 
under the Members tab.

Submit Report of Initiation through Officer Portal 
within 72 hours after the Initiation ceremony

First, enter the date that the initiation ceremony took place. Then click on the members eligible for 
initiation in the left column to select them then click on the “Assign Roll” to enter them into the right 
column that inputs their roll number. The column is in numerical order, so the first name you enter will 
have the lowest roll number.
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Submit Report of Initiation through Officer Portal 
within 72 hours after the Initiation ceremony

Once the roll numbers have been assigned click on “Submit Initiates” A pop up will appear click on 
“OK”. Select “Get the Report for this Class” and print it or save it to your computer. 

Once the class has been approved you can notify the new brothers of their roll numbers within Lambda 
Chi Alpha. Remember initiation fees must be paid before you report the initiation or a $200 fine will be 
assigned. 

Membership Certificate, Card, & Badge 

Once the initiation has been submitted and approved, membership cards and certificates will 
automatically be ordered every Monday. It takes about four (4) weeks for these to be ordered printed 
and shipped to the mailing address you have listed in the Officer Portal. Member Badges are not 
supplied through the Office of Administration and can be ordered through Herff-Jones at www.hjgreek.
com  

Disassociate an Associate Member after Requested for Initiation 

One of the common membership change errors is when a chapter tries to disassociate an associate 
member once they have requested to be initiated. You must first request that the initiation fees be 
returned to the chapter before you can disassociate them. To do this you select Report a membership 
change, then select “AM that requested but did not initiate”. This will credit back the initiation fees the 
colony/zeta was charged for him. Once this change has been approved then you can go in and 
submit another membership change for disassociation. 
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It is the High Gamma’s responsibility to ensure that the all chapter and executive committee meetings are 
properly documented for future access. Keeping accurate meeting minutes should be a top priority as 
these will be used for many years to come.  To keep your minutes as accurate as possible they should 
be taken at the time of the meeting and not afterwards. Here are some tips and ideas that will help you 
get started with writing and preparing effective meeting minutes.

You shouldn’t be intimidated by the term “minutes” since it’s actually a little misleading. After all, the 
chapter doesn’t want or need a record of its meeting proceedings minute by minute!  But it is important 
to capture the essence of the meeting, including details such as: decisions made (motions made, votes, 
etc.), next steps planned, and identification and tracking of action items

Minutes are a tangible record of the meeting for its participants and a source of information for members 
who were unable to attend. In some cases, meeting minutes can act as a reference point, for example:

• when a meeting’s outcomes impact other collaborative activities or projects within the organization

• minutes can serve to notify (or remind) individuals of tasks assigned to them and/or timelines

There are essentially five steps involved in writing effective meeting minutes:

• Pre-Planning

• Note taking - at the meeting

• Minutes writing or transcribing

• Distributing or sharing of meeting minutes

• Filing or storage of minutes for future reference 

Meeting minutes are important, but taking and preparing minutes doesn’t have to be a daunting task.

Pre-Planning 

A well-planned meeting helps ensure effective meeting minutes.  If the High Alpha and High Gamma 
work together to ensure the agenda and meeting are well thought out, it makes minute taking much 
easier.

At the very least, it’s important to get a copy of the meeting agenda and use it as a guide or outline for 
taking notes and preparing the minutes – with the order and numbering of items on the minutes matching 
those of the agenda.

Maintain professional and accurate chapter meeting 
minutes
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Maintain professional and accurate chapter meeting 
minutes

In addition, the agenda and/or meeting notice also provides information that will need to be included 
in the minutes, such as:

• the names of all the meeting attendees, including guests or speakers

• documents that are sent out with the agenda or handed out in the meeting – copies (digital or hard 
copy) of handouts should be stored with the meeting minutes for future reference and for sharing with 
those who were unable to attend the meeting.

Before you start taking notes, it’s important to understand the type of information you need to record at 
the meeting. Your chapter may have required content and a specific format that you’ll need to follow, 
but generally, meeting minutes usually include the following:

• Date and time of the meeting

• Names of the meeting participants and those unable to attend

• Acceptance or corrections/amendments to previous meeting minutes

• Decisions made about each agenda item, for example:

• Actions taken or agreed to be taken

• Next steps

• Voting outcomes – e.g., (if necessary, details regarding who made motions; who seconded 
and approved or via show of hands, etc.)

• Motions taken or rejected

• Items to be held over

• New business

• Next meeting date and time
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Maintain professional and accurate chapter meeting 
minutes

Note Taking

Here are some tips that might help you when note taking:

• Create an outline – as discussed earlier, having an outline (or template) based on the agenda makes 
it easy for you to simply jot down notes, decisions, etc. under each item as you go along. If you 
are taking notes by hand, consider including space below each item on your outline for your hand-
written notes, then print these out and use this to capture minutes.

• Check-off attendees as they enter the room - if you know the meeting attendees, you can check 
them off as they arrive

• Record decisions or notes on action items in your outline as soon as they occur to be sure they are 
recorded accurately

• Ask for clarification if necessary – for example, if the chapter moves on without making a decision 
or an obvious conclusion, ask for clarification of the decision and/or next steps involved.

• Don’t try to capture it all – you can’t keep up if you try to write down the conversation verbatim, so 
be sure to simply (and clearly) write (or type) just the decisions, assignments, action steps, etc.

• Record it – literally, if you are concerned about being able to keep up with note taking, consider 
recording the meeting (e.g., on your smart phone, iPad, recording device, etc.) but be sure to let 
participants know they are being recording. While you don’t want to use the recording to create a 
word-for-word transcript of the meeting, the recording can come in handy if you need clarification.

Minutes Writing 

Once the meeting is over, it’s time to pull together your notes and write the minutes. Here are some tips 
that might help:

• Try to write the minutes as soon after the meeting as possible while everything is fresh in your mind.

• Review your outline and if necessary, add additional notes or clarify points raised. Also check to 
ensure all decisions, actions and motions are clearly noted.

• Include only necessary detail, such as: 

• a short statement of each action taken and a brief explanation of the rationale for the decision

• when there is extensive deliberation before passing a motion, summarize the major arguments
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Maintain professional and accurate chapter meeting 
minutes

• Avoid using people’s names except for motions or seconds. This is a business document, not 
about who said what.

• Avoid inflammatory or personal observations. The fewer adjectives or adverbs you use, the 
better.

• If you need to refer to other documents, attach them in an appendix or indicate where they 
may be found. Don’t rewrite their intent or try to summarize them.

• Edit to ensure brevity and clarity, so the minutes are easy to read

Sharing & Storing Meeting Minutes 

As the official “minutes-taker”, your role includes dissemination of the minutes. However, before you 
share these, be sure that the High Alpha has reviewed and either revised and/or approved the minutes 
for circulation.

The method of sharing or distribution will depend on the tools that you and your chapter use. Since 
minutes and other documentation can create a pile of paper, it’s great if you can use a paperless 
sharing process. 

For example, if you are using a word processing tool (e.g., Microsoft Word) that doesn’t offer online 
sharing, you might want to create a PDF of the document and send this and the other attachments or 
meeting documentation via email. 

Alternately, if you are all using Google docs – for meeting invitations, agenda and additional document 
sharing – you can simply “share” the document with that group once it has been finalized. Members 
can simply read the documents online and save a few trees! If your chapter is using a cloud-based 
membership management system, you can publish the minutes as a web page and give access to the 
chapter.

The chapter need to review and either approve or amend the minutes at the beginning of the subsequent 
meeting. Once you’ve made any required revisions, the minutes will then need to be stored for future 
reference.  You could save your document in the Document Library on Officer Portal. Some chapter may 
store these online (e.g., in Google docs or SkyDrive) and also back these up on an external hard drive.  
You may also need to print and store hard copies as well or provide these to any alumni, campus 
professional, or staff member from the International Headquarters. 
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The Executive Committee has six basic responsibilities paraphrased below:

1. Acting for the chapter in all matters not requiring the vote of the entire membership and not otherwise 
provided for in the laws of Lambda Chi Alpha.

2. Representing the chapter in all transactions with the House Corporation.

3. Preparing the annual budget for approval by the chapter and House Corporation.

4. Hiring, determining salaries, and dismissing employees of the chapter.

5. Removing any officer of the chapter from office and filling the vacancy by appointment or special 
election.

6. Imposing any penalty in a private informal hearing.

Every single one of these responsibilities is highly important and a record of them needs to be main-
tained within the zeta.  A member of the Executive Committee should be assigned to be the scribe at 
the first meeting of the semester.  Once he is assigned, the High Gamma should meet with him to ensure 
that the following is included in every Executive Committee Meeting Minutes:

1. Zeta and University name

2. Attendance of the members present  

3. Approval of previous meeting minutes

4. Financial update

5. Membership update

6. Officers update

7. Old business 

8. New business

9. Open discussion

10. Motion to close and time

At the end of each meeting, the meeting minutes for all Executive Committee gatherings should be col-
lected and stored for future use.  They should be stored on your computer, flash drive or external drive 
that can be passed on to the next High Gamma.  Officer Portal also has a means for storing documents 
in the Document Library.

Work with Scribe of the Executive Committee to 
ensure Executive Committee meeting minutes are kept
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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 High Gamma, you will need to gather information from Officer Portal. These are the areas of your 
Officer Portal that will be reviewed with the ELC. 

• Current chapter roster with a breakdown of membership classifications (freshman, sophomore, etc.) 

• Current officer roster with contact information 

• Meeting minutes for the chapter, Executive Committee, and other committees 

• Calendar of events 

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 Gamma 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 Gamma
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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 Gamma

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 Gamma’s Operations Guide

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

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

• Current chapter roster with a breakdown of membership classifications (freshman, sophomore, etc.) 

• Meeting minutes for the chapter, Executive Committee, and other committees 
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Prepare for and present the duties of High Gamma in 
Fraternity Education

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 Secretary” 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



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Continued

A chapter’s bylaws are central to the governance of the chapter and go a long way toward defining 
its personality as a group. Chapter bylaws are the rules a chapter imposes upon itself to fit the campus 
environment and conditions. Chapter bylaws also are an opportunity to offer more details about certain 
areas of policy or operations that have been left deliberately vague in the Constitution and Statutory 
Code.  

Every chapter’s bylaws are required to be reviewed by the chapter, certified by the chapter’s High Pi, 
and approved by the Office of Administration (General Fraternity) every two (2) years, preferably after 
each General Assembly. 

Since the General Assembly usually results in the passage of legislation affecting chapter operations, a 
chapter’s bylaws will need to change to come into agreement with any changes to the Constitution and 
Statutory Code. 

However, it is encouraged for the chapter’s Executive Committee to review the bylaws yearly to ensure 
any changes from the previous year are included. 

Amending the Bylaws

Changing a chapter’s bylaws must follow a process allowing for all members to have a chance to 
review and approve the changes. The High Alpha should appoint a Bylaws Committee every two years 
or delegate responsibility for amending the bylaws to one of the chapter’s standing committees. The 
members reviewing the bylaws should consult the Constitution and Statutory Code as they work. Once 
the committee of members have reviewed the current bylaws, they should submit written changes to the 
entire chapter, with an explanation for the proposed changes. 

These changes must be tabled for one week, to allow chapter members to review the materials and 
understand them. After the changes in the chapter bylaws have been tabled for one week, members are 
free to debate them and take action. Approval for amendments to the bylaws usually requires a two-
thirds majority vote unless otherwise noted. Once changes have been approved, a clean copy of the 
entire set of bylaws should be certified by the chapter’s High Pi and sent to Headquarters for approval. 

Regardless of how many times a year a change is made in a chapter’s bylaws or how minor the 
change might be, a full certified copy must be approved and on file with the Office of Administration. 

Work with High Alpha to ensure the chapter bylaws 
are updated and reviewed by the chapter, certified 
by the High Pi and approved by the General 
Fraternity
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Work with High Alpha to ensure the chapter bylaws 
are updated and reviewed by the chapter, certified 
by the High Pi and approved by the General 
Fraternity

Making the Chapter Bylaws a Living Document

The chapter bylaws can be a musty set of rules rarely called on in a chapter meeting or they can be the 
defining work of the chapter, expressing its culture and direction clearly to members and nonmembers 
alike. To make the bylaws more effective, the High Alpha should examine them closely for relevance to 
the everyday fraternity experience. An effective set of bylaws will have several “extras” included:

Housing Policies (For groups with housing)

This policy could include criteria for room selection, house rules of conduct and cleanliness, parking 
rules, and specific fines and penalties enumerated for damaging chapter property.

Chapter Code of Conduct

A Code of Conduct specifies how individual members and the chapter as a whole will conduct itself, 
basically the chapter’s definition of conduct becoming a gentleman and member of the Fraternity. A 
Chapter’s Code of Conduct might include the answers to questions such as:

1. When and where is it appropriate for members to wear letters?

2. How are members expected to treat each other?

3. How are members expected to treat guests of the chapter and women?

4. How are members expected to act while competing in sporting events?

5. What are the values and ideals we want to communicate to others through our daily actions?

Chapter Mission Statement

A Mission Statement clearly identifies why the chapter exists and what it hopes to accomplish both as 
individual members and as a group. A Chapter Mission Statement is fluid and can be adapted over 
time to reflect the changing needs of the membership, as can the chapter’s Code of Conduct. While 
the Ritual and ideals of the Fraternity will remain the foundation for membership expectations, a Code of 
Conduct and Mission Statement allow a chapter to personalize and visualize the chapter they will strive 
to be on a daily basis.

Chapter Fines and Incentives

This schedule should note automatic penalties, including possible fines that result from the action or inac-
tion of a member. A chapter might choose to have a schedule of incentives and rewards listed in their 
bylaws as well, so as to institutionalize them as part of the chapter’s culture.
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Create and maintain a filing system for the chapter 
records

In order for your chapter’s history to be a useful tool from which the chapter can learn about its past 
and guide its future, it is important for the chapter’s files and historical documents to be well organized. 
Make sure all chapter files and documents are always updated and backed-up regularly.

The hardest part of preserving a chapter files is often devising a system of organization. The following 
organizational system is intended to serve as an aid to creating a system that works best for your 
chapter: 

• You should have a file in your system for official records. These include items such as chartering 
information, the Constitution & Statutory Code, and chapter bylaws. 

• You should have a file for chapter records such as chapter minutes, consultant reports, and the 
chapter budget. 

• A file for all membership records may be the biggest file in your system because this file should have 
all individual membership records for the entire chapter including alumni members, as well as the 
chapter roster for each term. 

• Individual membership record includes, but are not limited to:
• Full Name
• Mailing Address
• Phone Number
• Email Address
• Year of Graduation
• Major or Program
• Date of Birth
• Emergency Contact Name and Contact Information

• You should work with the High Rho to maintain accurate records for alumni members.

• The file for Officer and Committees are for documents such as officer reports and committee minutes. 
You also want to keep reports and descriptions of projects and programs put on by each officer or 
committee. 

• The last file is for all correspondence and publication produces by the other campus or Lambda Chi 
Alpha chapters, alumni, and the General Fraternity. Make sure your chapter has subscribed to the 
Cross & Crescent and keep a copy of each issue in your filing system. 
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Continued

Whether your chapter was chartered one hundred years ago or last semester, you will have certain 
documents, photographs and artifacts that are irreplaceable and which should be cared for properly. As 
time goes on, many of the documents pertaining to significant moments in your chapter’s history (such as 
your charter) will begin to age and will become brittle or faded. As the custodian of all records for the 
chapter, it is your duty to preserve the history of your chapter. 

The Chapter Historian is the keeper and recorder of all documented history within the chapter. It is your 
duty to offer a candidate to the High Alpha for appointment as the Historian of the chapter. 

The Historian shall be appointed by the High Alpha and shall be responsible not only for maintaining 
the history of the Chapter, but also for ensuring that all members are educated enough about the 
business of the Fraternity to ensure the survival of the Chapter. The Historian should also work closely 
with the High Rho and chapter alumni to develop, maintain, and educate the chapter history and its 
artifacts.

The primary responsibility of the chapter historian is preserving the chapter history by: 

• Recording Chapter Events  

• Organizing Chapter Files and Historical Documents

• Researching & giving historical presentations 

You will want to pick a member of the chapter that has the leadership ability to delegate tasks and to 
complete those given to him. 

The Role of the Historian 

You, as the High Gamma, record proceedings of business meetings, but the Chapter Historian record 
the events and activities of the chapter outside of meetings. Events and activities should be documented 
in written form in a journal which he should carry whenever he is present at a chapter activity. 

In addition to his journal, the Chapter Historian should have a pad of paper and a camera at every 
chapter event. While the journal should be used to record descriptions of the event, the pad of paper 
should be used to keep a log of photographs taken.. The photo log should include: 

• A brief caption/description of the event 

• the location at which the photograph was taken 

• the date 

• the names of everyone in the photograph 

Propose a name for the High Alpha to appoint as the 
Chapter Historian
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Propose a name for the High Alpha to appoint as the 
Chapter Historian

All the pictures should then be labeled and organized in a logical fashion. Photographs should be taken 
at all chapter activities, and numerous chapter members should be encouraged to bring cameras. The 
Chapter Historian should also make use of a video camera if available. 

If the historian is unable to attend an event, a substitute photographer should be assigned. “Photo 
Opportunities” should be a regular item of business in the chapter meeting. 

Another role of the Chapter Historian is to research and compile the chapter’s history. When compiling 
chapter history, especially for events such as significant anniversaries, consider traveling to the 
International Headquarters to find information that may not be found in your chapter’s files. 

 The record of your chapter’s history is not limited to documents and other written materials; much of it 
is retained in the minds of your chapter’s alumni. A great deal of your chapter’s history that cannot be 
found in writing can be compiled by interviewing alumni who were significant in the life of the chapter 
and preserving these interviews as recordings and type-written transcripts. 

The historian is the keeper of much knowledge and insight about the chapter’s past and present. At 
the chapter level, as well as the international level, the history of the Fraternity must be kept alive by 
teaching and sharing it with others. New members, old members, and even non-members should 
constantly be reminded of our history. 

The historian must possess a great urge to learn more about the history of his chapter and the Fraternity. 
After gathering this information, he must share it with others in historical writings, photographs, and 
verbal presentations. 

There are many opportunities for the Chapter Historian to share his knowledge. Like any meaningful 
activity, these historical presentations must be well-planned and organized. Don’t trivialize the history or 
bore others be doing a half-hearted job. Take pride in the presentations! 

Several good opportunities for the Chapter Historian to share his knowledge are:

• Founder’s Day

• Alumni Events

• Meetings with Associate Members

• Prior to the Initiation Ritual 

The Chapter Historian should work with the High Kappa and High Rho when planning these 
presentations for assistance. 
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Collect chapter committees’ meeting minutes 
periodically throughout the semester Collect chapter 
committees’ meeting minutes periodically throughout 
the semester

The transition for officers from one to the next can be quite difficult with limited information and the 
transition from one committee’s members to the next can be just as hard.  Chapter committees should 
keep accurate minutes of all of their workings to ensure that all of their good ideas, efforts, and 
executions continue to bear fruit for years to come.  

The High Beta or each committee chairman should assign one member of each committee to record 
the meeting minutes and ensure that they are accurate.  Every few weeks, you should reach out to each 
committee and collect their minutes to be saved for archives.  
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MyLambdaChi, or MyLCA, is a tool for all members to help stay connected with fellow brothers (both 
undergraduates and alumni) and the General Fraternity, as this site provides you with contact information 
of brothers from your chapter and updates from the Fraternity. For chapters implementing the Inner 
Circle, brothers are able to access the Online Inner Circle Journey through MyLCA. It is also encouraged 
to work with the High Rho to have alumni update their information on MyLCA.

It is important to offer a session to the chapter on how to obtain a MyLCA account as well as how to 
use it. 

To create an account, go to http://mylca.lambdachi.org. Then, click on “If you don’t have an account, 
click here to get your account”. If a member already made an account through Officer Portal, then he 
can skip this step because the login information are the same.  

Hold an educational session about MyLCA and assist 
all members in creating an account

Next, select chapter of initiation. Then, enter in last name and first name at the time of initiation, and 
membership/roll number. Do not enter Date-of-Birth if assigned a roll number. If they are associate 
members, they will need to enter in their dates of birth instead (DD/MM/YYYY)
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Continued

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?
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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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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 Gamma

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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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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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
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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.



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
http://oa.lambdachi.org
http://op.lambdachi.org
http://mylca.lambdachi.org
www.facebook.com/lambdachi
http://twitter.com/lambdachialpha
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