Chapter KRS - 10 Best Practices

1) Form 50 (Chapter Officers) and Form 53 (Chapter Roster) should be emailed to I[HQ Membership
Office
a. Immediately after new officers are installed or after the first Chapter Meeting of the
Fiscal Year (whichever comes first)
b. Both Forms are to be updated and reissued to IHQ if any changes occur
i. New Officers
il. New Members initiated into Chapter or Transfer into Chapter
iii. Member enters Omega Chapter
2) Assure a Form 35 (Chapter Transfer) is sent to THQ as required if a Member transfers from or to
the Chapter
3) Submit a Deceased Member Form to IHQ immediately upon the occasion of a Member moving to
Omega Chapter
4) When receiving funds from a Chapter Member (dues, other revenues or other payments) issue a
receipt for the monies received:
Numbered
Dated
Signed by the Chapter KRS
Showing the check number on the funds received or marked “cash payment”
Detailed to break down what the funds were for:
i. eg: $350 Received from Bro. 1. B. Goode
1. $200 IHQ Building Fund
2. $100 Graduate Dues
3. § 50 Boat Ride Tickets
5) The Meeting Minutes should reflect fund transactions
Cash Amounts received from
Check Amounts and numbers received from
Receipt numbers issued to
Motions that approve funds to be disbursed
Checks written to (info received from Chapter KF)
Minutes should be stored in hard copy and electronic format
6) A record should be maintained of all transactions, interfaces and submussions to IHQ.
a. Record the date and time
b. Record the name of the person(s) at IHQ who were involved (This is a critical item)
c. Record any sequential numbered submission documents
i. Chapter checks
ii. Money Orders
iii. Lock Box Forms
iv. Track-It Tickets
7) Dues payments are to be made as received from Chapter Members on a regular and timely basis
a. Do not wait for all Members to submit dues before submitting dues already received
b. Submit dues payments as early in the Fiscal year as possible
8) Confirm that fund amounts and dates submitted to IHQ match the supporting document
information:
a. Do Not Submit a Lock Box Form with a check if the amounts do not match
b. Do Not Submit a Lock Box Form that is dated substantially differently (more than 3
days) from the date of the check
c. Request review and approval from the Chapter Basileus before (or immediately after)
submission
9) Confirm that the data in the IHQ Membership database for each Chapter Member is correct:
a. Mailing Address
b. Phone Number
c. Photo (Meets Member Photo requirements and is current)
d. Other
10) Distribute all information received from IHQ to the Chapter Members
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