
a Lambda Chi Alpha resource

High Tau Operations Guide

Last updated: Jan. 26, 2015



Navigation

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

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

associated with this position. w
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Operations Guide
Treasurer: High Tau

The Official Charge of the High Tau
Brother High Tau, your office is one of trust, for to you is confided the 
financial welfare of this chapter. Therefore you must at all times  
exemplify the highest standards of integrity in maintaining the material 
property, financial assets, and the financial records entrusted to your 
care.  It is your obligation to administer, faithfully and impartially, the 
financial affairs of the chapter, to insist upon each member fulfilling 
his individual obligations promptly, and to preserve the chapter as-
sets in the development of long-range stability, for you are confided 
with the financial welfare of this chapter.

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 operate in a fiscally responsible manner. 

Organize: A budget plan for financial stability.

Delegate: Responsibility for the creation of officer and project budgets.

Evaluate: The chapter’s financial plan through regular reporting.

Lead: By making the right fiscal decisions.

Inspire: Personal financial accountability through your own example.

Teach: Personal financial responsibility through  
 educational programming.
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Congratulations brother on your appointment as your 
chapter’s High Tau. 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 Tau Budget and Calendar Jump to Section As necessary

4. Attend all Executive Committee Meetings Jump to Section Ongoing (365 days)
5. Prepare a chapter budget and have it approved by 

the Executive Committee and Chapter 
Jump to Section Within first month of each 

academic term
6. Collect dues from all active chapter members Jump to Section Each academic term
7. Work with Executive Committee to enforce financial 

suspension as outlined in the Constitution and 
Statutory Code for members that are financially 
delinquent 

Jump to Section As necessary

8. Pay in full all General Fraternity dues and fees by the 
deadline set by the Office of Administration 

Jump to Section Prior to the due dates

9. Manage and prepare financial records and reports 
for the Chapter or Colony, Executive Committee, 
House Corporation, and Alumni Advisory Board 

Jump to Section As necessary

10.  File proper tax forms with the Internal Revenue 
Service “IRS” by the 15th day of the 5th month from 
the close of the chapter or colony’s fiscal year 

Jump to Section Once a year

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

12. Transition the incoming High Tau 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 Twice a year
2. Prepare for and present the duties of High Tau in 

Fraternity Education 
Jump to Section As necessary

3. Prepare and enforce individual member payment plans 
approved by the Executive Committee 

Jump to Section As necessary

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. Properly maintain a chapter reserve fund or saving 
account  

Jump to Section Ongoing

2. Work with High Kappa to conduct an educational 
session about chapter financial expectations and 
personal finances

Jump to Section Each academic term



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Review Operations Guide and complete officer 
transition

Constitutional Duties and Responsibilities

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

“The High Tau shall be the Treasurer of the Chapter. He shall collect dues, fees and assessments duly 
imposed upon the Members, and deposit all funds so collected. He shall supply such information 
as may be requested by the Office of Administration, and he shall provide evidence to the Office of 
Administration of the timely preparation and filing of an annual IRS Form 990, if required by law. The 
High Tau shall pay all duly authorized Chapter bills, keep a full and accurate record of all transactions, 
and make a monthly report to the Chapter. The High Tau shall report to the proper college or university 
official regularly and without exception the names of all undergraduates owing bills to the Chapter at 
institutions where the withholding of credits or degrees or any other system of collection is sponsored or 
conducted by the institution. This shall not prohibit the Chapter from retaining professional accounting 
and auditing services.”

General Duties and Responsibilities

The general responsibilities of the High Tau shall be:

 • To bill and collect dues, fees, and assessments duly imposed upon the members in your    
             chapter.

 • To keep a full and accurate record of all financial transactions, as well as creating a budget    
             and filing taxes every year.

 • To pay all duly authorized chapter bills, including those bills with the General Fraternity.

 • To make and report on the chapter’s financial status to the chapter, alumni organizations of the   
    chapter, and the Office of Administration.

A successful High Tau understands and executes all of the various responsibilities of his office.  At times, 
certain responsibilities may take precedence, but the most effective High Tau 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.

Continued
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Review Operations Guide and complete officer 
transition

Continued

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 

 o 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 

 o Select your chapter of initiation.

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

 o 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). 

 o An email will then be sent to your email address that is on file for you. 
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Review Operations Guide and complete officer 
transition

• Step 3 

 o 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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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. 

http://oa.lambdachi.org
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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 of-
ficer 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 Ex-
ecutive 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 domi-
nated 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.

Prepare proposed High Tau Budget and Calendar 

Continued
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Prepare proposed High Tau Budget and Calendar 
Keep in mind all school dates:

• First Day of Class

• Breaks/Holidays

• Formal Recruitment

• Midterms

• Homecoming

• Dead & Finals Week

• All Greek/IFC Events

• Campus Sporting Events

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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Attend all Executive Committee Meetings

Continued

According to the Constitution and Statutory Code:

“The High Alpha, High Pi, High Tau, and two Collegiate Brothers or Associate Members elected as 
at-large members in a manner to be defined in the Chapter bylaws shall constitute the Executive Commit-
tee. The Chapter shall also elect an alternate member who is authorized to exercise full voting privileges 
in the absence of any member of the committee, except with reference to the absence of the High Pi or 
High Alpha. The High Beta shall be an ex-officio member of the committee without a vote unless he has 
been elected as an at-large or alternate member, or is voting in the absence of the High Alpha.”

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 

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

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

 6. Imposing any penalty in a private informal hearing for scholastic, financial, and disciplinary   
 matters.

The High Alpha is the chairman of the Executive Committee and has a vote. The High Alpha should 
schedule all meetings and set an agenda for the Executive Committee to follow on a weekly or biweekly 
basis. 

The High Pi, High Tau, and two Member at large also have a vote. As Chief Judicial Officer within the 
chapter, the High Pi may choose not to vote on disciplinary matters so as to remain impartial. The alter-
nate may fill in for any absent member, except for the High Alpha or High Pi. If not replacing anyone, 
the alternate is a non-voting member.

Non-voting members may participate in all informal hearings and all discussions.  They may be present 
during voting, but cannot vote.  The High Alpha may invoke a closed meeting whenever sensitive mat-
ters are being discussed. If charges are brought against an Executive Committee member or members, 
these members must relinquish their membership on the Executive Committee until the final decision of 
the case is reached.
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Attend all Executive Committee Meetings

The Role of High Tau

As High Tau, you are a voting member of the chapter’s Executive Committee and your role on the com-
mittee is to bring awareness of issues dealing with the chapter finances. 

The first enumerated duty of the Executive Committee is the preparation of the annual budget. The Execu-
tive Committee, with your lead and guidance, is expected to arrive at a budget which will provide funds 
for the necessities and luxuries of operating the chapter for the upcoming year. 

The Executive Committee is responsible for collecting past due balances, but it is your job to notify the 
Executive Committee about any member who has an outstanding balance. You may be the person who 
asks for payment, but the Executive Committee is ultimately responsible for any actions necessary to col-
lect money owed to the chapter. And the last duty of the Executive Committee relating to chapter finance 
is approving or denying a brother’s petition for financial hardship. 
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Every year, a chapter needs to consider and approve a budget that will provide funds for the necessities 
and luxuries of chapter operations. The variable expense items may be provided to the extent that the 
chapter is willing to provide additional income. No matter how large or small or what the manner of 
operations, a realistic budget must be considered. 

Budgets may be simple or complicated depending upon the nature of the chapter’s operations and may 
vary according to chapter situations. Revenue may come primarily from a variety of sources. However, 
the important thing to remember is that there must be sufficient income to take care of the expenses.

Budgets must be realistic. All of the elaborate computations and good intentions in the world will not 
alter a situation where anticipated income does not equal or exceed expenses. When the various 
departmental expense totals are divided among the persons who receive the benefits and the individual 
allocations appear to be too high, there is a choice to be made. The chapter must eliminate some 
expenses by cutting back on variable expense items or it must increase manpower in order to reduce 
per-member costs. The only other alternative is increasing dues.

A fundamental principle in budgeting is to estimate income low and estimate expenses high. It may be 
necessary to revise the budget at some time during the year to consider new and unforeseen factors. 
The budget should be reviewed and updated after recruitment, initiation, and at the beginning of each 
school term.

The fact that an expense item is in the budget does not mean that amount must be spent. Changed 
conditions may not warrant the expenditure later. A well-kept file of monthly financial reports, past 
budgets, and other statistical data on costs will make it possible for future High Taus to draw up their 
budgets with comparative ease.

Creating an annual budget is a large task. Use this checklist when getting ready to create the chapter’s 
annual budget:

 • First, evaluate the expenditures made last year for the various areas of chapter operation. 
Then add additional amounts for any other items that you anticipate will be necessary, or for any new 
projects you wish to incorporate in your plans.

 • Second, examine sources of income. All members should pay reasonable dues to cover the 
costs of general chapter operations in connection with recruitment, chapter business, campus and social 
activities, room and board (if applicable) and General Fraternity dues.

 • Then, require all chapter officers, appointed and elected, to submit thorough budget requests 
before you begin the budgeting process. Let each of them know that budget requests may be reduced 
to maintain fixed costs. And lastly, work out a budget with the Executive Committee before securing the 
approval from the chapter.

Prepare a chapter budget and have it approved by 
the Executive Committee and Chapter 

Continued
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Prepare a chapter budget and have it approved by 
the Executive Committee and Chapter

Continued

Creating and Approving a Budget 

• Step 1:  Review the prior year or semester budget with the chapter officers. Add or subtract amounts 
based on each officer’s programming changes. Remember that officers may exaggerate amounts in the 
preliminary budget process. Be sure to explain that the final budget review may reduce their anticipated 
officer budgets.

• Step 2: Review all income sources, including past due amounts. Income is collected through dues, 
fees, fines, and past debt collection. Keep in mind that most income sources have related expenses. 
When determining amounts for dues, carefully review the chapter’s fixed and variable expenses. Income 
for the chapter could be derived from various sources, such as the following:

• Dues: Dues should cover all regular and variable expenses, from General Fraternity dues to chapter of-
ficer budgets. When determining amounts for dues, the High Tau must budget enough income from dues 
to cover all fixed costs.

• Fees: fees should cover all those expenses that vary with usage, such as Associations, Initiations, and 
Parlor Fees. These should be budgeted in advance, and collected immediately on or prior to usage. 
Association and Initiation Fees are due to the General Fraternity before all requests will be approved. 
Parlor fees are those fees charged members who do not live in a chapter house but take advantage of 
the chapter house facilities. All members should pay a reasonable fee for the use of general areas such 
as living rooms, libraries, and study rooms.

• Fines: fines are purely a variable income item. Very little should be budgeted for expected income 
from fines.

• Past debt or Fundraising: past debt or fundraising is also a variable income item. Very little should be 
budgeted for expected income from past debt. Most expenses related to members that have acquired 
past debt have been paid by the other members of the chapter by absorbing money generally budget-
ed for chapter officer budgets. This is why collection of accounts is so important. 

• Step 3: Review all expense items, fixed and variable. The High Tau must list all expenses which must 
be paid (fixed expenses), such as rent, utilities, and General Fraternity dues, fees, and the chapter risk 
management assessment. Variable expenses are items like chapter officer budgets.

• Step 4: Create a worksheet to build your budget by inserting the related amounts. If the budget shows 
a deficit, you must reduce variable expenses, which often means reducing anticipating chapter officer 
budgets or raising dues. You can find a Microsoft Excel document named “Sample Chapter Budget” in 
the Document Library on Officer Portal  
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Prepare a chapter budget and have it approved by 
the Executive Committee and Chapter

• Step 5: After a positive budget is created; it must be approved by the High Zeta, Executive Commit-
tee, and chapter. Prepare the completed budget for presentation to these groups with an explanation of 
selected items. The budget should be reviewed by the High Alpha, the High Pi, Executive Committee, 
and House Corporation (if applicable) before presenting it for approval. If the Executive Committee or 
chapter wants to make changes, the budget process must begin again.

An approved budget does not have to be submitted to the Office of Administration, but the budget will 
be reviewed by the Educational Leadership Consultant (ELC) during his visit with the chapter.  
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Continued

In no area of financial operations is there more misunderstanding about brotherhood than in the 
collection of dues. One of the characteristics of a good member is his willingness to accept and 
discharge his responsibilities, and an important responsibility in the chapter and throughout his life is the 
matter of finances.

As the High Tau, it is your responsibility to collect dues for the General Fraternity and for your local 
chapter operations. Balancing the amounts owed between the General Fraternity, your institution, 
and your chapter operations will likely be the most difficult part of your position. Holding members 
accountable for paying their financial obligations is crucial!

Billing Process

Timely billing is one of the most important tasks you have each semester. We recommend that you issue 
a single bill at the beginning of each year or academic term to all brothers. The Executive Committee 
may decide to send monthly bills to members instead. Most students are accustomed to paying their 
educational costs, room and board, and other academic costs at the beginning of each semester. Their 
chapter bill should fall into the mix.

Most chapters’ bills are broken down as follows:

• General Fraternity dues & fees  (Active dues, Associate Member fee, Risk Management Assessment 
fee, Basic Chapter fee, Initiation fee) 

• Local dues (for chapter expenses) 

• Room & board (for those with housing expenses)

• Other charges as agreed upon by the chapter brothers

Collect dues from all active chapter members
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Collect dues from chapter members

Method of Collection 

Billing can be accomplished any number of ways — via software, manually via spreadsheet, via 3rd 
party service provider, etc.

• Microsoft Excel can be used as a tool and you can download Microsoft invoice templates. A 
separate worksheet will be needed to track invoices, collections, any account adjustments and any 
remaining brother balances. Alternately, you can use Microsoft Word to create a standard invoice. A 
tool such as Microsoft Excel will be needed to track the balance and charges as noted above.

• Invoicing software, such as Intuits QuickBooks, QuickBooks Online, may be appropriate for chapters 
with larger budget. 

• There are a few licensed vendors that specialize in the on-time billing and collection of fraternity 
and sorority dues and rent.  A billing agency will bill the members of your chapter for you.  They will 
collect just General Fraternity dues for each member or larger collections such as chapter dues, room 
and board fees, and even donations from alumni. This service is normally provided at a cost based on 
number of brothers, total amount billed (revenue budget, etc.). The most commonly used billing agencies 
are Greek Bill (www.greekbill.com), Omega Fi (www.omegafi.com), & Legacy Financial (www.legfi.
com). 
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This is where the Title goes for the Header of the 
Manual Officer Task

The Constitution and Statutory Code states, 

“Any Collegiate Brother or Associate Member who shall not have paid his Chapter or General Fraternity 
bill by the 10th calendar day after such bill is due shall be considered delinquent, and if he shall not 
have paid his bill by the 30th calendar day after such bill is due he shall be automatically suspended…”

The terms of suspension for financial delinquency are the same as the terms of suspension for disciplinary 
reasons. Upon full satisfaction of his delinquent accounts, a Member shall be returned to good standing 
automatically unless he is subject to other disciplinary terms or unless the Chapter’s Executive Committee 
proceeds with further disciplinary action.

So in summary, if a member is 10 days past due, he is delinquent.  At 30 days past due, the chapter 
should place the member on Financial Suspension automatically.  

The Role of High Tau

The Executive Committee is responsible for collecting past due balances, but it is your job to notify the 
Executive Committee about any member who has an outstanding balance. You may be the person who 
asks for payment, but the Executive Committee is ultimately responsible for any actions necessary to 
collect money owed to the chapter. Each member is responsible for paying their dues and fees by the 
deadline set by the Executive Committee.

If a bill has not been paid within 10 days after the bill was due that brother is delinquent. His name 
and the amount owed shall be posted to the chapter at that time.  After the 10th day, those brothers 
delinquent should be asked to appear before the Executive Committee to explain their situation. 20 days 
after that (a total of 30 days since the bill was due) the brother is automatically suspended. A chapter’s 
bylaws can reduce this time limit, but the bylaws cannot extend it. The Executive Committee has no 
choice but to enforce the automatic suspension 30 days after the bills are due.

The application of Constitution and Statutory Code must be appropriately applied based on facts and 
circumstances as evaluated by the Executive Committee with your input. 

Factors to consider:

 • Current facts and circumstances — why is the brother unable to pay his bill at this time?

 • Past history of payment with the chapter — has he been repeatedly late or is this the first time?

 • Has the brother come voluntarily to you or the Executive Committee with a plan to pay his     
   account?

Collections can be a difficult task. The prior treasurer can provide you with valuable insight into the 
payment habits of your chapter. Accounts receivable records can also provide great information as to 
past payment habits. 

An example Notice of Financial Suspension Letter is located in the Appendix.

Work with Executive Committee to enforce financial 
suspension occurring to Constitution and Statutory 
Code for members that are financially delinquent
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As High Tau, you should always strive to pay off the chapter’s account with the General Fraternity 
promptly. Chapters that delay payment to the General Fraternity will deny their members the rights and 
privileges associated with membership. During General Assembly year, the chapter will lose their voting 
privilege if its account with the General Fraternity is in arrears.   

During your term as High Tau, you will probably get asked “Why do we have to pay dues to the 
General Fraternity?” The short answer is that the Constitution and Statutory Code of Lambda Chi Alpha 
Fraternity requires all members to pay dues. But that’s not the real reason we all pay dues. We pay our 
dues to contribute to the common good of Lambda Chi Alpha Fraternity and all of its members, which 
includes you and your chapter brothers. 

Based on the chapter roster submitted by the High Gamma and High Alpha, each member is billed 
in September and January each year for dues and risk management assessment fee. Members on 
probation and suspension should be included on the chapter roster. But, the chapter does not pay for 
those members who are: 

1. on financial suspension, and who have been reported as such to the General Fraternity and 

2. on financial hardship status, where such status has been approved by both the chapter’s Executive 
Committee and Grand High Zeta and reported to the General Fraternity.

General Fraternity Active Dues & Associate Member Fee

According to the Constitution and Statutory Code, 

“On October 15 and February 15 of each year, each Chapter shall pay the General Fraternity General 
Fraternity Active Dues for each Collegiate Brother and for each Associate Member not initiated during 
the academic term of his association.” 

The Associate Member Fee is non-refundable and is payable at time of association and must be sent to 
the General Fraternity when new members are reported. It is important that this fee be collected as soon 
as possible. The chapter is billed when the new class is reported in Officer Portal. 

Pay in full all General Fraternity dues and fees by the 
deadline set by the Office of Administration

Continued
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Pay in full all General Fraternity dues and fees by the 
deadline set by the Office of Administration

Risk Management Assessment Fee

Each member (both Active and Associate Members) also pay a risk management assessment twice a 
year which will often change based on multiple calculations. Along with the active dues, these fees are 
due on October 15th in the fall and February 15th in the spring. The risk management assessment fee 
for associate members will be billed when the new class is reported in Officer Portal. 

Basic Chapter Fee

According to the Constitution and Statutory Code, 

“On October 15 and February 15 of each year, each Chapter shall pay the General Fraternity a fixed 
Basic Chapter Fee. Colonies are exempt from the Basic Chapter Fee until the earlier of (i) the second 
anniversary of their colonization, or (ii) the date of chartering.

Initiation Fee

The initiation fee is payable at least two weeks before initiation. Fraternity laws require that the 
prospective initiate pay his account in fill, including the initiation fee, before initiation, and the initiation 
fee must be sent to the General Fraternity before authorization to initiate can be granted. 

The initiation fee is billed when the High Gamma request initiation for the prospective initiates. Further, 
initiation may not be approved if the chapter’s account with the General Fraternity is past due or if the 
initiation fees are not paid. If a chapter conducts an initiation without approval, the chapter could be 
penalized and required to pay a fine. 

Dues and Fees Amounts

Consult the current Constitution and Statutory Code or your Educational Leadership Consultant for the 
most up to date amount for each of these dues and fees. 

By our fraternity laws, all dues and fees shall be in an amount established by the Grand High Zeta at its 
Spring meeting, and be effective on the July 1 following such meeting, provided that no annual increase 
shall be greater than five percent (5%) of the fees established by the Grand High Zeta the previous 
year. Any such annual increase shall be reviewed by the Student Advisory Committee and shall be 
communicated to the chapter no later than the May 30 in advance of the effective date of the increase.

Continued
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Pay in full all General Fraternity dues and fees by the 
deadline set by the Office of Administration

Making Payment on Officer Portal 

As High Tau, you should always be aware of how much the chapter owes the 
General Fraternity. Through Officer Portal, the chapter always has access to their 
billing statement.  Payments can also be made through Officer Portal.  Log in to 
Officer Portal, click on the Dashboard tab located on the left side of the webpage. 

You have two links on this page.  One link is to view your chapter statement, the other link is to make 
a payment.  You can make a payment with either a credit or debit card, or an electronic check.  If you 
are having trouble making a large payment with your card, you likely have a daily spending limit with 
you bank.  You can normally pay much larger amounts with the electronic check option.  Make sure 
you use the right account and routing number if you use the electronic check option.  Using the wrong 
information will result in a bounced check and $25 fine.  You can also send a paper check to the 
International Headquarters office. 

Dashboard will also show any late balances.  Be mindful of the due dates specified in previous slides.

At 60 days past due your chapter or colony is automatically placed on financial probation, which 
prevents you from hosting social functions and may limit your ability to have initiation.  At 90 days past 
due, your chapter or colony is placed on Financial Suspension, which stops your operations until your 
past due amount is paid.  You would receive these notifications through email or mail.
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Continued

Manage and prepare financial records and reports 
for the Chapter or Colony, Executive Committee, 
House Corporation, and Alumni Advisory Board

As the High Tau, it is necessary to be completely aware of the chapter’s financial position at all times. 
The chapter budget simply provides a picture of anticipated revenues and expenses, which gives 
chapter officers a general idea of how much to allocate to each activity. 

You need to keep officers and Executive Committee members aware of the current cash flow position of 
the chapter at weekly High Zeta and Executive Committee meetings. The more members on payment 
plans, the more likely those revenues will fall short of budget.

Your chapter likely has a complex system for recording revenue and any deposits.  Again, this will be 
something you will want to grasp an understanding of during the transition process.  Any software or 
attachments with chapter financial records should be transferred to your computer.  This could include 
QuickBooks or possibly Microsoft Excel documents.  

You will need to track your deposits and expenditures in some way.  If your chapter is currently 
using Microsoft Excel, it is recommended that you switch to QuickBooks, Quicken, or even hiring an 
accountant to handle the cash flow operations of the chapter.  A great way to approach alumni would 
be to ask their recommendations for changes such as these. 

Monthly Financial Report 

The Constitution and Statutory Code requires that the High Tau completes monthly financial report to 
share with the Executive Committee, the chapter, and alumni organizations of the chapter. The monthly 
reports provide these groups a snapshot of the financial situation for the chapter. 

A basic monthly financial report includes: 

• Current Checking Account Balance

• Current Saving Account or Reserve Fund Balance 

• Current Account Payables Total (which is money owed to other entities, such as the Office of 
Administration)

• Past Due Account Payables Total (which is money owed to other entities that are more than 30 days 
past due)

• Current Account Receivables Total (which is money owed to the chapter, such as membership dues)
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Manage and prepare financial records and reports 
for the Chapter or Colony, Executive Committee, 
House Corporation, and Alumni Advisory Board

• Past Due Account Receivables Total (which is money owed to the chapter that are more than 30 days 
past due)

• Past Due Members (make sure to include their names and total amount due) 

• Upcoming Outgoing Bills (list all of fixed and variable expenses for the upcoming month)     

There are several items to review on the Monthly Financial Report that will be beneficial:

 - Look at total account receivables and total account payables. If the payables exceed the     
receivables, the chapter is in trouble and needs to proceed to find out where the trouble is and       
remedy the situation immediately.

 - Check the budget expenses with current account payable total. If the account payable total has         
exceeded the budget, the Executive Committee must correct it immediately by reducing the     
budget total for the remainder of the year, or reduce other budgeted figures.

 - Compare the cash balance with the chapter’s payables. If the current payables exceed current     
cash, the chapter is insolvent. The best choices are to either increase income or cut down on      
expenses, or a combination of both.

 - Look at the accounts receivable figure. If it is too high, the chapter may be in trouble. The    
longer an account is overdue, the more difficult it is to collect. This can be corrected by tightening up 
collection policies and enforcing financial suspension immediately, before a delinquent account gets out 
of control.

To help the chapter stay within their budget, make sure to provide each officer with a regularly budget 
report so that the officers are aware how much they have left in their respective budgets. 
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Every Lambda Chi Alpha chapter is exempt from federal income tax under Internal Revenue Service 
Code Section 501(c)(7). 

By definition, you are a social club and you are generally organized as an unincorporated association. 
State laws generally follow federal law and it is safe to assume that you are also exempt from state laws 
where your chapter is located. Some chapters may have formed legal entities such as corporations or 
limited liability companies. For purposes of this discussion, we will assume that there is no legal entity 
formed. The taxation implications are the same.

Your chapter is part of the Lambda Chi Alpha Fraternity, Inc. exempt group. Lambda Chi Alpha Frater-
nity, Inc. was granted this exemption under its group letter dated January 13, 1941 and your group 
exemption number is 0293. This automatically exempts all existing and new undergraduate chapters 
from income tax under IRC Section 501(c)(7).

Being tax exempt does not mean that your chapter is exempt from paying sales taxes. 

The chapter is also not allowed to give gift receipts to anyone who given the chapter money or dona-
tion; and anyone who gives your chapter or colony money cannot claim donations when filing taxes.

Being tax exempt makes you exempt from paying taxes on the revenue from your membership dues.

Filing Tax Forms 

The first time filing your 990 can be somewhat difficult. Although Lambda Chi Alpha does not have any 
certified tax professionals on staff, there is a lot of useful information that can be found on Officer Portal.  

During your transition, getting a copy of a previous 990 will be the easiest way to completing it for the 
next year.  Also, ask any questions you have of the previous 990 with the outgoing Tau. If you do not 
have last year’s 990 and are completely lost, you should heavily consider hiring a Certified Public Ac-
countant or asking for assistances from an alumnus with experiences in accounting.

There are also step by step instructions for filing the 990 in the Document Library in Officer Portal 

Exemption Revocation

Exemption Revocation is the term used when your chapter loses its tax exempt status. If your chapter has 
not filed taxes for 3 straight years, your chapter automatically lose its tax Exemption.  Exemption Revoca-
tion, which started in 2006, has caused about 1/3 of chapters and colonies to lose their exemption.  It 
is your sole responsibility to make sure you file your tax return every year!

The process of regaining your tax exemption can be costly. There is a document in the Document Library 
on Officer Portal titled “Exemption Revocation FAQ” to use if needed. The staff members at the Interna-
tional Headquarters are not tax specialists, so it is recommend that your chapter seek help from a CPA 
to reinstate the chapter’s tax-exempt status. 

File proper tax forms with the Internal Revenue 
Service “IRS” by the 15th day of the 5th month from 
the close of the chapter or colony’s fiscal year



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Prepare for and meet with the ELC during his visit

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 assis-
tance 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 prob-
lems, 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 recom-
mendation.

As High Tau, you should be prepared to provide the ELC with some financial information about your 
chapter or colony. This information includes:

 • Account balances (Saving and Checking)

 • Accounts receivable (what money do you have to collect?)

 • Accounts payable (what bills do you have to pay?)

 • Chapter budget & monthly financial reports 

 • Taxes (Has the chapter filed? When?)

 • How is the chapter handling financial suspension?

 • Does the chapter offer payment plans (provide an example and the process) 

The ELC meeting is a great place to receive feedback on upcoming events, gain ideas of education ses-
sions, and get your questions and concerns answered. Take full advantage of this meeting.
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Transition the incoming High Tau

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 Tau 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.
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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 com-
mitments 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 chap-
ters, 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 learn-
ing 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 stan-
dards areas that officer is responsible for.  The High Zeta provides feedback and suggestions for improv-
ing 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

Continued
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Prepare for and participate in High Zeta retreat

The Role of High Tau

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 re-
viewed the following:

 • An electronic copy of the High Tau Operations Guide

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

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

 • Current financial status of the chapter/colony 

 • Template and resources for officers to submit proposed budgets 
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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 Treasurer” 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 ex-
planations 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 Tau in 
Fraternity Education
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Members of Lambda Chi Alpha are expected to pay their bills when due and, should a member not dis-
charge his obligation, the chapter should use every device available to secure payment of his account.

A promissory note is a legal contract for a member to sign which will represent their dues amount owed 
throughout the semester or academic year.  At absolute minimum, your chapter should be using this tool 
to hold members accountable for their financial obligation.  An example of this tool is also located in the 
Appendix 

By using a promissory note, it ensures your chapter that you can eventually get the money owed to the 
chapter. This method could solve the issue of a senior who never paid his last semester of dues.

If members have not paid by the time the promissory note states, you will need to make a decision on 
how to approach the situation.  You can place him on probation with a signed payment plan, hold him 
from attending or participating in chapter activities, place the member on Financial Suspension at a 
certain point, or even send his promissory note to a collections agency. 

Financial Hardship Status 

In the case of genuine hardship, the chapter may waive any General Fraternity dues and fees for an 
individual member, upon successful petitioning of the Grand High Zeta in writing. 

This is applied only in cases of acute financial distress and will alter this member’s standing. Members 
needing financial hardship status must submit a written petition to the chapter’s Executive Committee with 
an explanation. The member must be in good standing (owing no money) to apply for financial hard-
ship. 

If the chapter’s Executive Committee approves the financial hardship, they must submit their approval 
along with the member’s request for being placed on financial hardship status to the General Fraternity. 
Chapters will be notified when a member has been approved for financial hardship status.

Prepare and enforce individual member payment 
plans approved by the Executive Committee
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Properly maintain a chapter reserve fund or saving 
account

A reserve fund or saving account is a key component to smart business! It is important that each chapter 
have a reserve fund in case of any problems to occur with the chapter. This is in the sense that the 
chapter might have an issue in which they would need to pull from another fund. It is a way to keep the 
chapter safe and sufficient. 

The reserve fund is for the long term savings of the chapter that will not be spent in current years. The 
establishment of a reserve fund is crucial for every chapter. Historically, chapters can experience cyclical 
membership trends that may place them in emergency situations. 

As High Tau, it is important to either establish or maintain your chapter’s reserve fund. Placing the 
reserve fund under the control of an official alumni organization will ensure the safety of the funds in 
case of poor financial mismanagement in the future.
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Work with High Kappa to conduct an educational 
session about chapter financial expectations and 
personal finances

As stated before, it is very important to be transparent with your chapter. It is best that you take time at 
the beginning of the semester to overview the financial expectations of the individual members as well 
as the Chapter as a whole. This can be done the same time that you vote on the budget as a chapter. 
You should emphasize the importance of making sure dues are being paid or the possible outcomes.

Explain to the chapter the possibility of being put on the payment plans and the process in which that 
can be done. As High Tau, it is important that you are approachable and willing to work with members. 
By letting the chapter know the financial expectations since the beginning, you are allowing the mem-
bers to be prepared for the semester and year ahead. 

A great tool that can be used as High Tau is to hold an educational session on personal finances. It is 
understandable that holding this position as an undergraduate is difficult to perform to a personal fi-
nance session. 

It is recommended that you find an alumni with a background in financial management. If you can find 
an alumni or any individual with this type of background will offer much more of an insight then just 
simply looking it up online.
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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
• What are my officer duties and responsi-

bilities?
• Approximately how much time do I spend 

with each?

Officer Manual
• Do you have a copy of the officer manu-

al?
• Were there any sections that you found 

more beneficial?

Ceremonies/Rituals
• Do I have a role in the Associate Member 

Ceremony?
• Do I have a role in the Ritual for Conduct-

ing Business Meetings?

Officer Notebook  
• Do you have an officer notebook?
• What should be included in it?

Officer Reports
• Are there any reports that I am responsible 

for?
• If so, when, by whom, and how do they 

need to be completed?

Event Planning Form
• What is the Event Planning Form?
• When do I need to complete them? 

Constitution and Statutory Code, By-Laws
• Are there any policies that directly relate to 

this office?
• Are there any policies that I am responsible 

for enforcing?

Advisers
• Do I have an adviser?   If so, what is the 

role between the two of us?
• What is my role with the Greek adviser?
• Who is the educational leadership consul-

tant in this area?

Committees
• What committees am I on?
• What do I need to know?
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Officer Transition Checklist  

Yearly Calendar
• When did you schedule your 

events?  When should I?
• Are there any deadlines I should 

know about?

Meetings  
• What is my role at the chapter meet-

ing?  High Zeta meeting?
• Am I a member of the Executive Com-

mittee?

Budget
• Can I see a copy of your budget from 

last term?
• What areas do I need more or less 

money?
• Brainstorm and develop a budget 

proposal.

Officer Goals
• What were your goals?
• What goals were met and which ones 

were not?  Why?
• Brainstorm and develop new goals

Advice
• If you had an additional year, what 

would you do different?
• What advice do you have for me?

Programs and Events
• What programs, projects, and/or 

events were effective during the year?  
Why?

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

Additional Questions/Concern
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Sample Officer 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: Incentives Program for paying dues; Accountant Fees 
  
Step #2: For each project, event, or activity, identify budget items and anticipated costs for each item. 

Project #1:  Incentives Program    
Budget Item/Note Anticipate Cost
$10 Gift Cards (10) $100.00
25% Discount on next term’s dues (4) $450.00
TOTAL BUDGET $550.00

Example Budget Items 

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

• Dining Supplies: 
 o Utensils, Plates, Napkins, Cups, Condi-
ments, 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 

Continued
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Sample Officer Budget

Step #3: Present proposed budget totals for each project and overall to the Executive Committee

High Zeta Office: High Tau

Projects, Events, or Activities Proposed Budget
Incentives Program $550.00
Accountant Fees $1000.00
TOTAL BUDGET $1550.00
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Setting SMART Goals  
Goal setting is a method of developing a plan to meet your objectives as a chapter and your responsi-
bilities 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 commit-
tees, 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:
Goal #3:
Due 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 Promissory Note/ Payment Plan   

PROMISSORY NOTE/PAYMENT PLAN
<Zeta>

<University/College>

I, ____________________________, promise to pay the following moneys on or before the stated pay-
ment date to the <Zeta> of Lambda Chi Alpha Fraternity at <University/College>.  I acknowledge that 
this is a valid debt which I incurred while a member of the above mentioned Fraternity.  I agree to pay 
<$fine> if payment is 10 days late and <$fine> if payment is 30 days late. I also understand that pay-
ment plans may not be signed without post-dated checks for the stated amounts and dates.

Starting Balance: $________________

Payment Date (MM/DD/YY) Payment Amount

If this payment schedule is not adhered to and this promissory note is placed in the hands of an attorney 
for collection or turned over to a professional collection agency, I agree to pay reasonable attorney’s 
fees and/or collection costs, even though no suit or action is filed hereon; and if a suit or action is filed, 
I agree to pay the amount of such reasonable attorney’s fees and court costs as shall be fixed by the 
court in which suit or action takes place.

Social Security Number _______________________________

Have all post-dated checks have been received and reviewed (if required)? 0

Member:      High Tau:

____________________________________ _________________________________ 
Print name       Print name 

____________________________________ _________________________________ 
Signature       Signature       
 
  
 ____________________________________ _________________________________ 
Date       Date 
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Notice of Financial Suspension    

NOTICE OF FINANCIAL SUSPENSION

Date:  

Dear: 

Each member of Lambda Chi Alpha has the obligation of meeting financial requirements.  It has now 
been 30 days since your bill of $_______ was due.  You have failed to pay or sign a payment plan for 
money you owe to the chapter.  As per the Lambda Chi Alpha’s Constitution and Statutory Code, you 
have automatically been placed on financial suspension. The terms of financial suspension are the fol-
lowing:

 1. Appearance in front of the Executive Committee at the next Executive Committee meeting.

 2. Loss of right to vote.

 3. Loss of right to hold office.

 4. Loss of right to represent the chapter in any kind of activity.

 5. Loss of right to attend chapter functions including chapter meetings.

 Compliance with these terms is your responsibility.

You will be returned to good financial standing upon payment of your outstanding bill or signing of a 
payment plan which has been approved by the Executive Committee. Failure to stay current with a pay-
ment plan will automatically result in your return to financial suspension.  If you have questions, please 
direct them at the High Tau or another member of the Executive Committee.  

Sincerely,

The Executive Committee 
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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
Member Portal: mylca.lambdachi.org 
Officer Portal: op.lambdachi.org

Stay Connected on Social Media

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

http://www.lambdachi.org
http://oa.lambdachi.org
http://mylca.lambdachi.org
op.lambdachi.org
https://www.facebook.com/LambdaChi
https://twitter.com/LambdaChiAlpha
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