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As the High Theta 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
Vice President: High Theta

The Official Charge of the High Theta

Brother High Theta, it is your responsibility to originate, direct, and 
inspire programs of external involvement for all members which allow 
each man to actively contribute to the Fraternity and to its various 
publics. Among these are the campus community, the faculty and ad-
ministration, other fraternities and sororities, the non-Greek students, 
parents, alumni, and the community in which this chapter is located. 

You are the direct contact between our chapter and the public on 
whom the welfare and favorable reputation of the Fraternity depends 
on.

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 to participate in meaningful philanthropic   
 involvement and volunteer service. 
Organize: Meaningful philanthropies and community service projects.

Delegate: To all chapter members the opportunities and expectations to increase  
 their involvement in community service.
Evaluate: The quality and impact of your involvement in philanthropy and   
 volunteerism and your chapter’s visibility and reputation with your various  
 publics.
Lead: Your brothers in community service and support. 

Inspire: All brothers to exemplify the Seven Core Values outside the chapter. 

Teach: Brothers the importance of compassion and understanding the diverse  
 situations humanity faces.
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Congratulations brother on your appointment as your 
chapter’s High Theta. This position will require you to 
work diligently to ensure that your chapter lives up to its 
highest standards. The document you are currently 
accessing is your officer Operation’s Guide. This 
interactive document will be your go-to resource in 
successfully implementing the standards that this officer 
position entails.

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

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

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

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

In ZAX,

Nicholas Zuniga
Director of Chapter Services
Lambda Chi Alpha Fraternity

Operations Guide
A Message from the International Headquarters

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

Officer Task Jump to Section Frequency

1. Review Operations Guide and complete officer     
transition 

Jump to Section Immediately following    
election

2. Review modules and get certified on Officer       
Academy

Jump to Section Within 60 days of taking 
office

3. Prepare proposed High Theta Budget and Calendar Jump to Section As necessary
4. Develop a High Theta Committee and determine 

committee structure 
Jump to Section Within first month of     

each academic term

5. Work with the chapter to establish goals for the man 
hours of service and funds raised in philanthropic and 
community service efforts 

Jump to Section Within first month of     
each academic term

6. Develop a system for tracking the amount of service 
man hours and fund raised throughout the year 

Jump to Section Within first month of      
each academic term    

7. Work with High Iota to ensure all philanthropic and 
community service events follow Lambda Chi Alpha 
and campus policies 

Jump to Section Ongoing

8. Coordinate at least one philanthropic event or project 
focused on the Feeding America 

Jump to Section Each academic term

9. Coordinate or co-sponsor at least one major 
philanthropic event 

Jump to Section Each academic year

10. Maintain community partnerships for ongoing 
community service projects 

Jump to Section Ongoing 

11. Work with High Rho to submit chapter and alumni 
updates to the Cross and Crescent on Officer Portal 

Jump to Section As necessary

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

13. Transition the incoming High Theta Jump to Section Immediately following    
election

Operations Guide
Basic Operations
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Operations Guide
Advanced Operations

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

1. Prepare for and participate in High Zeta retreat Jump to Section Within first month of each 
academic term

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

Jump to Section As necessary

3. Submit press releases to the local and campus news 
outlets periodically 

Jump to Section Ongoing

4. Introduce yourself to campus faculty, staff, and 
neighbors with the chapter’s contact information

Jump to Section Within first month of each 
academic term

5. Participate in other Greek and Non-Greeks 
organizations philanthropic events

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. Meet with philanthropy/community service chairmen/
women from other organizations 

Jump to Section Ongoing

2. Work with High Kappa to schedule speakers from 
community organizations to present to the chapter 

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 Theta shall be the Second Vice President of the Chapter. He shall assist the High Beta in the 
performance of his duties, and in the absence or disability of the High Beta, he shall succeed to his 
powers and duties. He shall oversee public relations and community service in his Chapter.”

General Duties and Responsibilities

The general responsibilities of the High Theta shall be:

• To promote Lambda Chi Alpha to the campus and community through an active public relations 
program.

• To direct the chapter’s service efforts through the planning and implementation of philanthropic and 
community service events.

• To involve all brothers in the chapter’s community service programming through the use of teams, 
committees, and incentive programs to maximize participation.

• To involve all chapter brothers in worthy campus and community activities, events and affairs.

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

Officer Transition

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

Review Operations Guide and complete officer     
transition

Continued
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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 be-
tween 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 pro-
gram was designed to provide officers with an overview of their position and Lambda Chi Alpha poli-
cies 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 Offi-
cer 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 mod-
ules 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 45 days 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 informa-
tion about Lambda Chi Alpha today. 

If you have questions about Officer Academy please contact your ELC or email  
programming@lambdachi.org.
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Prepare proposed High Theta Budget and Calendar
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.

Continued
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Prepare proposed High Theta 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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The first key to good involvement is being able to utilize all brothers and their special skills and talents. A 
good chapter with a strong involvement program allows its brothers to work on projects they care about, 
to develop and practice skills they will use later in life, and to work in a variety of different settings with 
ever changing problems and opportunities.  

The number of committees is based on the size of the chapter. Committees must be large enough to 
be working on several projects at any one time, so committees of one to three people are usually 
ineffective. The chapter may also choose to have ad-hoc committees, which are formed for a specific 
purpose or event and then dissolved at the conclusion of that event. Many chapters will appoint 
Homecoming, Founders Day, Formal or Food Drive committees as ad-hoc groups. 

The High Theta Committee should be composed of members who are passionate about serving the 
greater community as well as increasing the chapter’s positive image on campus.  The committee should 
meet regularly in order to assess the progress of the planned events.  The committees can be structured 
to incorporate such areas as; community outreach, student group outreach, media outreach, and event 
organization 

Develop a High Theta Committee and determine 
committee structure
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Goals

Each Chapter should set goals for the number of service man hours and/or funds raised in philanthropic 
efforts.  These goals should be realistic and should build upon how many hour/funds were raised in the 
previous year’s efforts.  

Man Hours:

The number of man hours each chapter sets can vary.  The most important thing is that you select a 
number and hold brothers accountable to that number of hours as well as awarding and recognizing 
brothers who exceed the expected number of hours.  It is important that you as the High Theta make 
the chapter aware of as many opportunities as possible to make sure that each member reaches the 
expected number of hours.

Fundraising:

Each year the chapter should try and increase the amount of money that was raised based on the 
previous year’s total.  Accurate records of the total amount of money raised should be kept and at 
the High Zeta retreat goals should be set.  After each event, the High Theta should discuss with his 
committee the strengths and weaknesses of the event and where more effort could have been placed as 
well as areas where operations went well.

Work with the chapter to establish goals for the man 
hours of service and funds raised in philanthropic 
and community service efforts
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Continued

Develop a system for tracking the amount of service 
man hours and funds raised throughout the year

The High Theta must track the involvement of brothers in community service efforts, and document all 
work. The documentation must be thorough, neat and ongoing. Good documentation of the chapter’s 
community service program allows the High Theta to pass on knowledge and ideas to a successor, and 
it will make the chapter’s job easier when applying for campus and Lambda Chi Alpha Awards. Lamb-
da Chi Alpha offers four awards for community service. Applying for these awards gives the chapter a 
chance to win the recognition it deserves for its work.

There are several different items to document in the community service program. They include:

 1. Man-hours worked by each member during the year

 2. Man-hours worked by the chapter on each individual project

 3. Pounds of food raised 

 4. Total amount of money raised for charity

 5. Detailed “how-to” organizational plan of each community service event

 6. Evaluations of each service event by participants

 7. Listing of contacts on campus and in the community

 8. Pictures of brothers participating in each event

 9. Letters of thanks and recognition from charities

 10. All media coverage of events, including news releases sent by the chapter
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Develop a system for tracking the amount of service 
man hours and funds raised throughout the year

Create a Community Service Spreadsheet

A chapter’s community service spread sheet should be simple, yet be able to show exactly how en-
gaged a brother is in the community. The best way to track your community service hours is to have this 
document saved in an online database, such as a Google document. This allows for it to be transitioned 
from chairman to chairman and is kept in real time mode. Storing the document as a Google document 
can also ensure the document is saved at all times and is not deleted or lost.  Below is a sample com-
munity service spreadsheet.

A separate community service document should be kept to track hours earned by brothers at non-Chap-
ter sponsored events. Below is an example:

Continued
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Develop a system for tracking the amount of service 
man hours and funds raised throughout the year

Create a Philanthropy Spreadsheet

A chapter’s philanthropy spreadsheet is designed to track all contributions a member makes to charities. 
This also includes all of the funds a chapter raises throughout the year as they host philanthropy events. 
Below is a sample spread sheet of how to track dollars raised by members:

Below is a sample spread sheet of how to track dollars raised for philanthropic organizations through 
chapter sponsored events:

Tracking donations is also important, especially to prepare awards applications. Keep a page in the 
High Theta’s notebook of all donations Lambda Chi Alpha has made through the collection of food, 
clothing, blood, or money (any charity fundraisers).
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The High Theta must be sure all events are safe for the participants and spectators. While community 
service projects would not seem to be dangerous events, many require special precautions. Nearly all 
require contingency plans for injuries. As a result, while planning work closely with the High Iota. All 
community service projects need to be approved by the chapter’s risk management task force.

To work successfully with the task force, prepare Event Planning Forms for all High Theta events. An 
event requires an External Event Planning Form and Lambda Chi Alpha approval if it meets any one of 
the following conditions:

 1. The event takes place more than 10 miles from campus.

 2. More than two times the chapter’s membership is expected to attend.

 3. The event requires the signing of any contract.

 4. Another fraternity, sorority, or other organization co-sponsors the event.

 5. An accident has occurred at this event in the past.

Please review the Event Planning Guide to ensure that all policies are being followed as well as commu-
nicating with University Officials to ensure all University policies are being followed.

The Event Planning Form can be found on Officer Portal (op.lambdachi.org) under the “Forms” tab

Work with High Iota to ensure all philanthropic and 
community service events follow Lambda Chi Alpha 
and campus policies 
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On Saturday, July 27th, Lambda Chi Alpha announced a new partnership with Feeding America at the 2013 
Stead Leadership Seminar. This new partnership is an opportunity to significantly increase the amount of food 
and funds our nearly 200 chapters collect and donate to local food banks. Since 1993 our chapters have taken 
an active role in donating non-perishable food and have raised more than 40 million pounds of food for the 
needy. In the fall of 2012, Lambda Chi Alpha chapters collected over a million pounds of food (equivalent to 
approximately 920,000 meals).

Below are the ways to get involved with a Feeding America food bank:

1. Contact the local Feeding America food bank that is located in your area. Visit Lambda Chi Alpha website 
(lambdachi.org/feedingamerica) for a listing of food banks

2. Host a philanthropic event (i.e. Bag Drop, Teeter-totter thon, canned food drive, etc.).

3. Fill out the Food Totals report on Officer Portal and submit your total poundage and be entered to win an 
award for your philanthropic efforts.

4. Have fun and enjoy our value of Service and Stewardship.

Going forward Lambda Chi Alpha plans to strengthen its data collection methods. The philanthropy chair for each 
chapter is encouraged to report their chapter’s totals after their philanthropy which raises non-perishable goods or 
funds for a local food bank. Lambda Chi Alpha Professional Staff will collect data totals at the end of the fall term 
(December) and the spring term (May).

To report collection totals visit op.lambdachi.org and fill out the Food Totals form under the Forms section. For 
each report, chapters are encouraged to include documents of validation from their local food bank along 
with pictures of events that chapters created for their philanthropies.  Additionally, if your chapter has a good 
relationship with a local food bank that is not a Feeding America food bank we encourage you to maintain that 
relationship.

If you have any questions about this new partnership, please contact communications@lambdachi.org.

Bag Drop

Officially functioning as part of the role of the High Theta and his committee, chapters are free to organize the 
tasks any way that seems logical to them. However, it is recommended to “specialize” certain tasks so that all 
questions/issues pertaining to a certain aspect of the event can be directed to the brother in charge. This is 
why it is critical that the food drive chairman/High Theta have a full-time committee of brothers working with 
him to implement the event. For philanthropy of this size, the entire chapter should function as the “Food Drive 
Committee.” Chapters with a large enough membership may find it helpful to have a specifically identified 
Feeding America chairman who serves under the High Theta’s Committee. 

Coordinate at least one philanthropic event or project 
focused on the Feeding America

Continued
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Coordinate at least one philanthropic event or project 
focused on the Feeding America

Continued

Drop-Off Day

This phase of the food drive is critical and can’t be overlooked; obviously you can’t pick up food unless you’ve 
dropped off the bags! Be sure and check weather reports to account for rain/snow where such weather is 
common in November. It’s hard to pick up a wet paper bag and have all the cans stay in! In that case, include a 
plastic bag as well during your drop-off.

All brothers of the chapter should be expected to participate in the drop-off phase of the drive. The drop-off phase 
should occur in one of two ways:

1. bags should be dropped-off the weekend before the collection date; or

2. they should be dropped off the Tuesday before the collection date.

In order for the drive to be effective, you must allow people to have time to purchase items for the drive or to fill 
the bag with food they already have in their home. Do not just drop the bags off one day and pick them up the 
next. When passing out the bags, leave them on the front porch or leaning against the door so that they can be 
seen from the street. The teams will use their collection maps to know what streets to cover. This will help the team 
get familiar with their collection area. This will also give the teams a good idea of how long it will take to collect 
from the area, and an idea of any problems that may arise.

While the bag drop-off is going on, a brother should be responsible for driving around the area and making 
sure all streets are covered and there is no confusion. This individual should be the transportation chairman who 
organized the drop-off. There should also be brothers putting up posters in the neighborhood to raise awareness 
about the food drive.

It will be important to keep people motivated to participate in this effort. It is suggested that the week of the 
event, the chapter should have some sort of brotherhood event such as a barbecue or a sports tournament that is 
sponsored by the High Theta Committee (organized by the Feeding America chairman), as a way to encourage 
participation. The actual dropping off and picking up of bags can be fun if imagination and creativity are used.

Ask a sorority to co-sponsor the event and to ride along with you as you drop-off and pick up the bags. You may 
also want to have a meal either before or after the drop-offs and pickups to encourage brothers to participate.

Before the conclusion of the collection day, and before all of your members disperse, you will want to take a 
group photo of the chapter with all of the food you collected. You should arrange for pictures to be taken by the 
local media at this time. If they are not, please make sure a copy of this photo is sent to the local media along 
with a news release detailing the chapter’s efforts. The picture should show all of the participating brothers with 
the food they collected. Have some brothers create a sign to hold in the picture that includes the name of the food 
bank to which you will be donating the food and the total amount of food you collected (by weight). 
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Coordinate at least one philanthropic event or project 
focused on the Feeding America

Other Ideas

In preparation for the Feeding America, some chapters find it helpful to implement some “primer” events to help 
get the promotional momentum rolling. These events don’t have to be fancy, high price affairs, but rather a few 
simply “pre-event” events designed to

Dinner Raffle

This event should be held with the sorority you have asked to be your partner in the food drive effort. Ask each 
member of both chapters to bring two (2) cans of food to the mixer and to drop the cans off at the door. At the 
door, one member of the chapter will issue one raffle ticket for each can someone deposits. (Collected cans 
should be held until the day of the actual food drive, and then the cans should be added to those collected from 
the neighborhood.) Later at the mixer, draw one of the tickets from a hat. The winner may receive an all-expense 
paid dinner at a local restaurant. You may utilize other prizes if you wish. This idea can be used in conjunction 
with any party theme on which your social committee is already working on; it’s just one more part of a great 
night!

Take a Meal Off

For chapters with a kitchen and a meal program, try skipping one meal once a month. Pick a meal that would 
usually be poorly attended (e.g. Sunday dinner after a holiday weekend or a Friday night before a big game), 
and donate the food you would have eaten to your cause. Have the High Tau figure the cost of that meal, and 
simply have the chapter purchases canned food in that amount. Hold the cans until the actual date of the drive, 
and then add them in with the cans collected from the neighborhood.

Mobilizing Your Parents

Nobody will probably be more supportive than Mom and Dad. Have the chapter prepare a letter explaining 
the event and the goals and mail to all brothers’ homes early in the fall term. Ask parents to begin to set aside 
cans of food from their own pantry or buy some each time they go to the store. The weeks preceding the food 
drive brothers should see traveling home to pick-up the food. You can also modify the letter to be addressed to 
participating sorority members’ homes. Provide the sorority with pre-stamped envelopes and letters that the girls 
and sign and address themselves
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Continued

Here are some suggestions for major service events. Be sure to arrange events in a way that will work 
for your chapter and your campus community.

Identify Potential Sponsored Philanthropy Events

Philanthropy events help to raise money for organizations in your community. Often times, these are well-
planned special events that are open for the campus community as well as the city in which your chap-
ter is located. Here is a listing of potential philanthropy events your chapter can host:

Coordinate or co-sponsor at least one major        
philanthropic event

• Open microphone night

• Athletic event

 -Powder puff football

 -Basketball tournament

 -Volleyball tournament

 -Golf tournament

  -Bowl-A-Thon

• Dance

• Haunted house

• 5K

• Bike-A-Thon

• Gala or formal dinner event

• Car wash

• Valentine’s Day cards and candy

Organize and host Sponsored Philanthropy Events

Below you will find a step-by-step process for you to follow in order to see success at your chapter 
when hosting a philanthropic event:

1. Select the event and beneficiary 
 a. Concert, walk, etc. 
2. Select a date and location 
 a. Speak with university/college reservations office to secure space and date
 b. Cross-reference with university/college and fraternity & sorority life master calendars
3. Develop measurable goals and objectives 
4. Recruit committee
 a. Do you need a committee? If so, recruit members to be part of your committee. 
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Plan or co-sponsor at least one major philanthropic 
event

5. Confirm budget
 a. Meet with the treasurer and confirm the budget needed for the philanthropy event 
 b. Some items you may be purchasing include: t-shirts, food, printing of flyers and tickets.  
6. Begin sponsorship solicitation
7. Complete any required paperwork for the event 
8. Encourage participation from the entire chapter 

 a. Announce the event to all brothers at chapter meeting or at the beginning of the semester   
chapter goal setting retreat 
 b. Circulate a duties list
 c. Hand-out tickets to members to sell  
 d. Speak with brothers one-on-one

9. Promote the event to the public by sending out a pre-event press release and also a post-event press 
release with photos, volunteer details, total hours given by brothers, and some quotes. 

10. Host successful event and have all members in attendance. 

11. Complete event evaluation with community service committee, external cabinet, and chapter mem-
bers. 

 a. Send thank you cards to donors and sponsors 
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Many community service projects will bring the chapter in contact with other organizations, either 
charities or other campus and community groups working for the same charity. The High Theta 
represents the chapter to these groups. His ability to coordinate efforts, inform others about goals and 
objectives, and plan events will have a direct impact on the chapter’s programming success.

Any community service event the chapter co-sponsors with another organization may have co-chairs for 
the event. The co-chairs establish goals and ideas for the event, and to discuss the basic division of costs 
and labor. Working with a charity requires a great deal of coordination, especially when providing 
manpower directly. The first meeting with a charity includes the charity’s representative, the High Theta 
and the chapter’s chairman for the event. Where possible, meet at the charity’s headquarters.

Take the time to find out about the charity’s overall mission, goals and achievements. Allow time to 
explain about Lambda Chi Alpha’s mission, goals and accomplishments. Explain how this project and 
this charity fit into the chapter’s commitment to the mission and goals of Lambda Chi Alpha.

Several follow-up meetings with the charity are planned, to keep the charity informed. Ask for assistance 
in promoting a service or event. The charity will have contacts in the community that can assist the 
chapter in planning the event or promoting it.

Maintain community partnerships for ongoing      
community service projects

Continued
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Identify Potential Sponsored Community Service Events

Chapter sponsored events are often the most fun to be part of because brothers coordinate the service 
event from start to finish. A chapter sponsored community service event is one that the chapter organizes.  
These events do not raise money but are designed to give time and effort to an organization. Here is a 
listing of potential events your chapter can host: 

Maintain community partnerships for ongoing      
community service projects

• Visitation of retirement center, nursing homes, 
children’s hospitals, general hospitals 

• Mentor program at local elementary, middle, 
or high school

• Clean-up day at a local retirement center or 
local charity

• Hosting a community and campus cleanup

• Volunteer to do office work at a local charity 

• Organizing an Easter egg hunt for local 
children

• Establishing a canned-food drive 

• Hosting a Christmas party for local underprivileged 
children 

• Recycling 

• Clothing drive 

• Highway or block clean-up

•Safe ride program 

• Book drive 

• Hosting a rake-a-thon for neighbors or shoveling 
snow 

 

The High Theta’s responsibility develops or maintains at least one ongoing service project. To develop a 
successful ongoing service project, ask the brothers what activities will interest them. A chapter interested 
in working with older people will enjoy volunteering at a hospital while a chapter that wants to work on 
behalf of the environment might not. 
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The Cross & Crescent is Lambda Chi Alpha’s official fraternity magazine which includes TRUE Brother 
News, history and a feature or two about prominent or interesting alumni brothers, and Chapter News. 
The Cross & Crescent is produced each month by a dedicated team of staff and volunteers. These folks 
work hard to publish a quality magazine each month, packaging it in both web and PDF-based formats. 
Make sure your chapter receives the Cross & Crescent each month by subscribing on the Lambda Chi 
Alpha website. There is no charge for subscribing. 

Chapters are encouraged to share updates from chapters about their awards and achievements to 
publish in the Cross & Crescent magazine. Chapter News is our most read section. The General 
Fraternity are looking for news (and photos, 300 dpi preferred) about chapter awards, fundraisers, 
community service events, and member accomplishments (varsity athlete, student government, etc.). 

To submit these updates, visit Officer Portal, click on the Forms icon, and use the Submit Chapter News 
form to share the good things your chapter is doing. Work with your High Gamma to submit chapter 
news. Or send an email to editor@lambdachi.org  to submit your chapter news, alumni news, photos 
and story ideas. Please provide as much information about each person or chapter you mention; noting 
a full name, school of initiation, and graduation year. 

Work with High Rho to submit chapter and alumni 
updates to the Cross and Crescent on Officer Portal
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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 
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 Theta, come to the ELC meeting with the following information: 

 • Tracking List of service hours and funds raised 

 • Description of chapter’s philanthropic efforts with purpose and goals 

 • Calendar of service and philanthropy events 

 • Description of the chapter’s efforts towards Feeding America 

 • Descriptions of community service events and activities 

 • Copy of press releases or articles about service 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.
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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 Theta 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 Theta 
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Continued

The High Zeta Retreat

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

A good retreat has several features:

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

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

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

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

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

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

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

The Role of High Theta 

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 (LINK).

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 Theta Operations Guide

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

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

 • A written summary of philanthropy and services plan/calendar for the upcoming year 
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Prepare for and present the duties of High Theta 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 External Vice President” 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
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Continued

A press release promotes a chapter event (such as a philanthropic project or the results of a recruitment 
effort) or responds to a situation (such as a campus editorial or a crisis situation). A good news release 
delivers the information, usually covers just one page, gives the media an avenue for asking more ques-
tions, establishes a contact person at the chapter, and shows the media how they can publicize the 
event. 

1. At the top left, the chapter includes the contact name, address and phone number. Typically the 
contact is the High Theta or the Individual event chairman. In a crisis situation, the contact is the High 
Alpha, High Pi or chapter lawyer. The contact answers questions about the event.

2. At the top right, print a release date. The release date lets the media know when they may publicize 
the story. Most releases are for immediate release, telling the media to run the story as soon as possible. 
A chapter may choose to declare a specific date.

3. A summary of the event, not to exceed two typed paragraphs. The summary answers:

 i. Who is involved (the chapter and anyone else)?

 ii. What is the event?

 iii. Why is the chapter holding the event?

 iv. Where is the event being held?

 v. When is the event being held?

 vi. Any special aspects to the event, things that will make it more newsworthy, appear in this por 
   tion of the release.

4. A descriptive paragraph of the chapter. Include the chapter’s address, its membership size, and a 
synopsis of the history of the chapter and the international history of Lambda Chi Alpha.

5. A paragraph of 2-3 sentences on media involvement, telling the media how to be involved in the 
event. For instance, in the case of a food drive, let television stations know they can send a camera 
crew with the brothers as they collect food. This paragraph allows the media to plan for covering an 
event and increases the chance it will receive coverage.

Submit press releases to the local and campus news 
outlets periodically
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Submit press releases to the local and campus news 
outlets periodicallyship

Using the Campus Media

One of the common misperceptions Greeks have is “the campus newspaper hates Greeks”. The simple 
truth is most newspapers are ambivalent about the Greek system. The only time the Greek system gets 
media coverage is when there is a problem, instead of when the Greek system does good things. It 
is the responsibility of the Greek system as a whole, and the chapter in particular, to develop a posi-
tive relationship with the student newspaper (print/electronic) and other campus media. When you are 
developing press releases for chapter events, or even in planning chapter events, include the campus 
media in the process. Place phone calls to the newspaper and tell them about upcoming events and 
the benefits to the campus. Let the newspaper know what’s in it for them to cover the chapter’s event. 
As each event approaches, contact the paper by sending a news release for the event at least 14 days 
in advance. Have someone follow-up the news release with a phone call three to five days prior to the 
event, inquiring if the paper will be covering the event. If the student newspaper does cover a chapter 
event, thank them for their coverage.
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Introduce yourself to campus faculty, staff, and  
neighbors with the chapter’s contact information

Addressing Our Public: The Administration

The High Theta’s public service programming needs to target the administration as well as both the 
school’s faculty and staff. The administration\ includes any officials with direct oversight of Lambda Chi 
Alpha and student life, as well as their superiors. The administration on a campus could include a presi-
dent, provost, chancellor, dean of students, Greek adviser, Director of student activities, and residence 
life director, just to mention a few positions of relevance to the chapter.

A chapter with effective public relations programming for the school’s administration is usually successful 
at doing three things:

 a. Create a positive relationship and working partnership with the Greek adviser and other im  
  portant administration officials.

 b. Be aware of and strive to meet the school’s expectations of the Greek system.

 c. Be a leader in the Greek system, advocating positive change and growth that solidifies the     
  Greek/administration partnership.

Developing a Positive Relationship with the Administration

Educate the brothers about the school/chapter relationship. Lambda Chi Alpha wants to forge a partner-
ship with the school. Chapters need to be a vital part of campus life, acting as a model organization 
and resource for their school. In order to accomplish this goal, the chapter’s brotherhood must desire 
to act in concert with the school’s administration. A true partnership allows Lambda Chi Alpha to par-
ticipate in decision making that affects its future, while respecting the ultimate authority of the school to 
decide the best interests of its students.

Consider the school’s point of view in dealing with students and student groups. The school is concerned 
with groups that cause problems or that win the school praise and recognition. The majority of groups 
will fall between these two extremes, which makes it difficult to attract attention and support from the 
administration.

The chapter should invite all of the school administrators to a special dinner once a semester, to interact 
with the brotherhood and discuss pertinent issues. Even if no current “hot topic” is affecting the Greek 
system, the interaction promotes better understanding and cooperation. The chapter may develop a 
recognition program for administration officials. It is appropriate to mark the work anniversary of school 
officials with a plaque, a dinner or a bouquet of flowers. If an official retires or moves elsewhere, the 
chapter must push the entire Greek system to recognize the efforts of the departing individual.

Regularly scheduled meetings with the Greek adviser foster a positive relationship with the entire ad-
ministration. These meetings allow goals and problems to be discussed. Most chapters assume only the 
High Alpha needs to meet with the Greek Adviser, but other officers benefit from such interaction.

Continued
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Introduce yourself to campus faculty, staff, and  
neighbors with the chapter’s contact information

Addressing Our Public: The Community

The local community is a public whose opinion of fraternities is often stereotypical. Many people who 
live near a college campus come into contact with your chapter and brothers. This public can be a 
strong advocate of the Greek system or a strong opponent. The work put into cultivating a positive rela-
tionship with the community helps decide their feelings about the Greek system.

Dealing with Neighbors

If the chapter has a house located in a residential neighborhood, the High Theta may need to deal 
with neighbors. Many of these neighbors have dealt with several generations of fraternity members and 
college students, which means they already have an opinion about Greeks. The chapter needs to take 
the initiative in building a relationship with its neighbors, instead of waiting for problems to arise. Keep 
neighbors informed of the chapter’s activities. Be sensitive to the neighbors’ concerns about noise, large 
crowds, parking concerns, littering and late night events. Inform neighbors well in advance of such 
events, so the chapter has time to solve problems prior to the actual event.

Becoming part of the Community

The High Theta promotes involvement by pushing brothers to participate in events that are significant to 
the community and creating for the community. Obtain a schedule of major community events, and use 
that schedule to identify events in which to participate.

Dealing with a Hostile Environment

Many chapters will perceive, correctly or incorrectly, that the community has a negative impression of 
the Greek system and your chapter. The chapter often allows this perceived negative perception to affect 
interaction with the community. Again, being proactive is the best course of action to change this nega-
tive perception. Meet with community leaders to discuss the chapter’s relationship with the community. 
If the chapter’s environment is affected by specific organizations like a zoning board, town council or 
neighborhood coalition, seek to meet with those individuals.

Working with other Student Organizations

It is extremely important to include all organizations in your events.  Attend other student organizations 
meetings and invite them to participate in your events.  It is an excellent opportunity to show other stu-
dent organizations the values of Lambda Chi Alpha and will help increase the impact you are making 
on the community.  In addition, you may be able to recruit potential new members from those student 
organizations!

Work with your residence halls to have each floor participate in the event.  Work with the hall directors 
or residential assistants to help you connect with the students on their floors.
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Continued

Participate in other Community Service Events

Having a strong presence on a college campus, or within the community, is a vital part to a successful 
chapter. Notifying members about volunteer opportunities available through other organizations allows 
brothers to become more engaged within the community that his college is located. Additionally, this 
allows brothers to become involved in organizations outside of Lambda Chi Alpha. Taking part in spon-
sored community service events is one of the easiest ways to improve your public image. 

Identify Potential Participated Community Service Events

While chapters are encouraged to host their own community service events, many institutions and com-
munities have volunteer opportunities throughout the year for students to take part in. These events involve 
some sort of labor and do not raise funds. Here is a list of potential service events your chapter can be 
part of:

Encourage chapter participation in other Greek and 
Non-Greeks organizations philanthropic events

• Service learning trips 

• All sorority & fraternity events

• Read Across America Day

• Martin Luther King Day of Service 

• Health fairs

• Campus tour guides

• Student government events

• University programming board events 

 o Concerts (security, sales, green room, 
set up and tear down, etc.)

 o Speakers

• Chamber of Commerce 

 o Local concerts and community events seek-
ing security, ticket sales, set up and tear-down of 
events. 

• Big pal/little pal programs

• Community and campus mentor programs

• Deliver meals to elderly or immobile individuals 

• University alumni or advancement office cam-
paign callers
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Encourage chapter participation in other Greek and 
Non-Greeks organizations philanthropic events

Participate in other Philanthropy Events

Chapters can make a big impact when brothers take the time to take part in philanthropy events made 
available to the student body at your specific institution or by the community. These events are opportu-
nities to showcase your membership in Lambda Chi Alpha and to help raise funds for an organization 
that makes a difference. By properly notifying your brothers of the events that are being planned by 
organizations on campus or in the community, you can ensure attendance and more funds raised by 
your chapter. This will help the overall success of your chapter when applying for campus awards and 
Lambda Chi Alpha international awards.

Identify Potential Participated Philanthropy Events

There are many organizations that host fundraising events for certain causes or organizations. Just on an 
institution’s campus, there are numerous opportunities for students to take part in events that raise both 
awareness and funds. Here are some events your chapter can be part of:

 • Events hosted by other fraternities and sororities

 • Walks, 5K runs, etc.

  o Organizations such as American Cancer Society, Alzheimer’s Association, March of       
   Dimes, etc. all host walks or runs in communities across the country. 

 • Meals on Wheels

 • Up ‘til Dawn (St. Jude Children’s Research Hospital)

 • Dance Marathon (Children’s Miracle Network)

 • Fraternity & sorority life fundraisers

 • Telethon volunteers

 • Boys and Girls Club fundraisers 
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It is extremely important for you to meet with other philanthropy chairmen/women from other organiza-
tions to ensure that all organizations on campus are maximizing the impact on the community.  You 
should host a forum for other philanthropic positions and plan out which group is going to have events 
on each day to ensure that events do not conflict.  

In addition, meeting with other Greek organizations will allow you to network and build connections to 
ensure that all members of the community attend and participate in your event as well as your chapter 
participating in their events.  Also, as a Greek Community, you can set goals for how many hours as a 
community all of you plan to volunteer for. 

Our Philosophy on Greek Unity

Within the Greek system on any campus, there are many rivalries that exist -- rivalries in recruitment, 
intramurals, academics, and other areas of interest for Lambda Chi Alpha. It is important to remember, 
however, that the success of other Greeks is crucial to Lambda Chi Alpha’s success. The Greek system is 
only as strong as its weakest chapters.

There are some basic rules that define Lambda Chi Alpha’s role within the Greek system:

a. Play within the rules. Lambda Chi Alpha is not above the laws and policies of the Greek system.

b. Keep the playing field level. Just as the chapter must play within the rules, it must hold other fraternities 
to the same set of rules.

c. Be involved in all leadership opportunities. The chapter’s best leaders are needed just as much inter-
fraternal as they are inside the chapter.

d. Support the activities of the Greek system. The chapter should be supportive of other open activities 
sponsored by other Greeks, especially philanthropic events.

e. Create new programs for Greek interaction. Do not rely on the other groups to provide opportunities 
for all of the fraternities and sororities on campus to interact.

f. Work within the system to create opportunities for growth.

Meet with philanthropy/community service chairper-
son from other organizations
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Work with High Kappa to schedule speakers from 
community organizations to present to the chapter

Just as our members are students at their schools, so too are we members of the local community. It is 
very important that Lambda Chi Alpha take an active role in improving the community. The High Theta 
can use this opportunity to improve the chapter’s awareness of important issues in the community in a 
variety of ways. 

Here are three possible sessions the chapter could hold in this area:

1) Contact the local volunteer center or a charitable organization like the Red Cross, March of Dimes, 
or American Cancer Society. Obtain a speaker from one of these organizations who can talk not only 
about the need for volunteers and money for their own organization, but also the need to get involved in 
the community at large. Work with the High Beta and hold philanthropy for the organization sometime 
after the education session.

2) Contact the Mayor’s office, the town council, or other local government offices. Ask a local politician 
to come and present to the chapter the issues that are affecting the community and what each individual 
can do about them. Allow the speaker time for a question and answer period as well in case there are 
other issues the chapter thinks are important for the speaker to address.

3) Contact the local Chamber of Commerce and ask them to provide the chapter with a speaker. The 
speaker should focus on what opportunities exist in the local area for the chapter’s members to take 
advantage of such as internships, work opportunities and the way the community perceives the school 
and its students. Also ask the speaker to talk about how the chapter can join the Chamber and what the 
benefits of doing so are.
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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 were difficult 

for you to comprehend? 

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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Continued

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: Bag Drop for Feeding America; Haunted House for charity; Pumpkin Bash 
  
Step #2: For each project, event, or activity, identify budget items and anticipated costs for each item.  

Project #1:  Bag Drop  
Budget Item/Note Anticipate Cost
Paper Bags $100.00
Letter for bags $50.00
Thank You notes for pick-ups $50.00
Food $150.00
TOTAL BUDGET $350.00

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, Bat 
             teries, Cleaning Supplies, Tools, etc
.

• Dining Supplies: 
 o 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 
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Sample Officer Budget 
Step #3: Present proposed budget totals for each project and overall to the High Tau

High Zeta Office: High Theta
Projects, Events, or Activities Proposed Budget
Bag Drop $350.00
Haunted House $500.00
Pumpkin Bash $500.00
TOTAL BUDGET $1350.00
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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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Personal Notes

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



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Officer Transition

 

Officer Tasks Frequency

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

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



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

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

Visit Lambda Chi’s Web Platforms

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

Stay Connected on Social Media

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

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