Grand Scribe

Michael Griffiths

Theta-Rho, McNeese State University, ‘87
District Grand Master Southwestern Louisiana
Dan Tierney

Theta-Nu, Ashland University, ‘99
Worthy Grand Scribe
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Job Description

Chairmen You Work With
Reporting - KappaSig.Net
Deadlines & Due Dates

Internal Communication

External Communication




¥ GS - Job Description

Kappa Sigma Constitution, By-Laws, and Rules
Article V, Section 4 Sub-Section 5

» The Grand Scribe shall keep the minutes of the Chapter and in all other respects
act as its Secretary and to that end shall be provided by the International
Headquarters with a suitable book in which shall be kept a full record of the
proceedings of all Chapter meetings, regular and special.

* He shall read each communication in the first Chapter meeting held after its
receipt and note its receipt and readings in the minutes of that meeting.

* He shall report all new pledges and initiates within the time periods prescribed by
the Fraternity. (Reporting must occur within 10 days)

He shall also report from time to time the general condition of the Chapter and
the name and offices of all Chapter officers on the day following elections.



¥ GS - Job Description

Key Takeaways
= Reporting
e Pledges, Initiates, De-pledges
e Transfers/Affiliations

* Expulsions, Suspensions, & Resignations

» Update Committee Chairmen and EC Officers

» Take Chapter Meeting Minutes & EC Meeting Minutes
* Keep a paper copy.

*» Internal Communications

External Communications
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¥ GS - Job Description

Reporting of Pledges
=  Report New Pledges on KappaSig.Net (within 10 days from the date of the ceremony)

(Information required: first, middle, last name, phone number, email address)

* Collect $45 per Pledge (the Chapter will be billed after reporting on KappaSig.Net).

* Bononia Docets are automatically sent to the chapter’s address after reporting new pledges.
e Initiation Cards are shipped with Bononia Docets (make sure to check the box)

* If the Initiation Cards are not found in the box, contact Kappa Sigma Headquarters.

Reporting of Initiates
=  Report New Initiates on KappaSig.Net(within 10 days from the date of the ceremony)
* Collect $150 per Initiate (the Chapter will be billed after reporting on KappaSig.Net)

e Submit the Initiation Cards for each new Initiate. (contact HQ for missing cards)
(cards must be postmarked within 10 calendar days from the date of the initiation)

Make sure all information is filled out. (phone, personal email, and physical address)



¥ GS - Job Description

Transfers/Affiliations

. The Certificate of Transfer form must be completed prior to any brother affiliating with another chapter.

. The transferring Brother is responsible to get signature from the GM and GS of the chapter where he was initiated.

Chapter Roll Book

. The chapter Roll Book is a book kept with the names of all Brothers that were initiated into the Chapter. After the Brother is
initiated into the chapter, the Grand Scribe should have the new Brother sign and date the Roll Book. The Roll Book can be
purchased through the Headquarters.

Reporting of New Executive Officers
. Report New Executive Committee Officers on KappaSig.Net (within 10 days from the date of the ceremony)

Minutes of Chapter Meetings

. The Grand Scribe should keep very accurate minutes of all chapter meetings. This is the record of permanent and official acts
of the chapter. It will also constitute the chapter’s history. Every motion passed by the chapter, the substance of important
decisions, and the record of those present, the disposition of charges, the initiation of new members, and the names proposed
and the result of the ballot, a statement of what is referred to a committee, and the names of committees are all to be recorded.
The minute binder may be obtained from the Headquarters and the minute sheets can be downloaded.




Meeting Minutes - Roll Book - Initiation Cards
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¥ GS - Job Description

Alumni Newsletter

. A Chapter Newsletter should be sent out every year by the Chapter to all Alumni of the Chapter. The names and address of all
Chapter Alumni can be obtained through the Headquarters.

Caduceus Article

. In addition to the Alumni Newsletter the Chapter should submit an Article to the Caduceus twice a year.
The Winter/Spring Deadline is November 15t and the Summer/Fall Deadline is May 1%,

Communications
. Campus Newsletters
. Newspapers and Television

= Social Media

Awards

. Recognize outstanding work in the chapter, on the campus, and in the community.

Kappa sigma awards are due at the end of each Spring Semester. Award Applications must be submitted by April 15%.



¥ GS - Job Description

Expulsions, Suspensions, & Resignations

Resignations

The individual must submit a written resignation to the Chapter. Letter is read in open Chapter meeting.
EC will verify if the member is in good standing. Next meeting the Chapter can vote to accept resignation.

GS will submit resignation letter, GT letter, and meeting minutes to Headquarters.

Expulsions / Suspensions

The accused must be charged in writing (signed by on or more members of the Chapter). The charges should be read
at next chapter meeting and written clearly into the minutes of the Chapter meeting.

The charges must lay-over until the next meeting. The accused should be notified of the date and time at which the
trial will take place. A copy of the charges should be given to the accused so they may prepare their defense.

Three-fourths (75% of the undergraduate members “in good standing” shall constitute quorum for trial to proceed.
During “New Business” charges should be read again.

To expel/suspend the accused member shall require a four-fifths (80%) vote, calculated upon the number of
undergraduate members present when the vote is taken exclusive of the accused.

GS will submit written charges, meeting minutes where charges were read, meeting minutes where trial took place,
and any backup material.



GS - Job Description

KAPPA SIGMA ORGANIZATIONAL CHART

AA/AAAS
University DGM/ADGMs

Greek Advisor | GRAND MASTER I HQ
| GRAND PROCURATOR I 'ORAND MASTER OF CﬁREMO“Ei | GRAND SCRIBE I ‘ GRAND TREASURER I

Scholarship Rush, Champion Quest Assistant Assistant

Grand Scribe Grand Treasurer
Judical Board/ BIA Pledge Education — Public Relations Fundraising
Standards
House Improvement/ Ritual — Alumni Relations Finance

Maintainence

By-Laws Historical — Awards Community Service,
A Greater Cause

Special Events/ Social/Brotherhood — Intramurals

AD-HOC Committees

Risk Management Big Brother Program Publications



% Chairmen

1 Assistant Grand Scribe

* Do you need one?

(] Public Relations Chair
= Social Media Chair

J Awards
= FACE Award Chair

J Alumni Relations Chair

J Intramurals

Are you holding them accountable?

If they aren’t preforming...What should you do?
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Report and Update Officers

Manage Theta-Rho Chapter Officers

MEMBERSHIP ACTIONS

Office

Grand Scribe- Undergraduate/Chapter

Champion Quest (Rush) Chairman

Grand Master- Undergraduate/Chapter

Assistant Grand Treasurer

Report and Update
Officers

Grand Procurator- Undergraduate/Chapter
Grand Treasurer- Undergraduate/Chapter

Conductor

Grand Master of Ceremaonies- Undergraduate/Chapter

Assistant Grand Scribe

Please select your choice b

Save l Cancel

Currently Held By

Beau Thomas Alexander Dobson

Brailyn Trent Davis

Chandler Brett Lacour

Cooper Dane Williams

Drew MNathaniel Brown

Ethan Patrick Moss

John W. Spann

Julius Lestat Verret

Landon Carter Domingue

Please select your choice

Start Date End Date

January 13, 2023

January 13, 2023

May 9, 2023

July 17, 2023

May 9, 2023

May 9, 2023

July 17, 2023

May 9, 2023

July 17, 2023

Replace With

Please select your choice

Please select your choice

Please select your choice

Please select your choice

Please select your choice

Please select your choice

Please select your choice

Please select your choice

Please select your choice

Add New Officer
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Reporting Pledges

Login to KappaSig.net (Have to Register Prior)
Scroll to Bottom and Select - Membership Actions
Then - Update Chapter Roster

You Must Create Prospects First

Then You Can Add the Pledge Date

Always Remember to Click Save
e Report in Batches of 10 if You Have a Large Pledge Class

Current Roster Create Prospects Enter Pledge Date Initiate/Depledge

Create Theta-Rho Chapter Prospects

Please scroll down to the botttom of the page and click "Save' to save the changes that you have made.

First Name Last Name Mobile Phone Email

Save I | Save and Proceed to Pledge Action

MEMBERSHIP ACTIONS

4

Lipdate Chaphber Boster

Report Alumni
Member Type Member Role
Undergraduate Prospects
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Initiate / Depledge

INITIATE CARD - KAPPA SIGMA FRATERNITY

(First) (Middie) (Last) (Sufmtx)

{Street or PO Box) (city)

Personal Email Address: Cell Telephone Number:

Email Address:
Initiation Chapter: la- Rino. w:_&ﬁﬂ&e_s‘_tm__

Proj Graduation Date:

Initiation Date:
L]

Birth Date:
[ [

THIS REPORY MUST BE S1GHED BY THE INITIATE
GM: -

Pledging period cannot
exceed 60 days.

Signature of Initiste

All Pledges must be either
Initiated or De-Pledged.

Membership Actions

Select Chapter

Theta-Rho

Report Discipline

Update Chapter Roster

Report and Update
Officers

Manage Chapter Roster

Current Roster Create Prospects Enter Pledge Date Initiate/Depledge Report Alumni
Report Theta-Rho Chapter's Initiates/Depledges
Please scroll down to the botttom of the page and click 'Save’ to save the changes that you have made.
First Name Last Name Pledge Date Member Role Action
Jacab Aucoin February 17, 2023 Pledge Initiate ] [ Depladge

Save l l Save and Report New Alumni
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Update Chapter Roster

Manage Chapter Roster

Current Roster Create Prospects Enter Pledge Date Initiate/Depledge Report Alumni

Roster for Mu-Omicron Chapter

Full Name Email Mohile Status Action

John Custer Engle John.c.engle@outlock.com 3184025307 Initiate, Good Standing Update Email

Report Alumni

Report Theta-Rho Chapter Alumni

Please scroll down to the botttom of the page and click "Save’ to save the changes that you have made.

Select Full Name Member Status New Member Role

J Adrian Charles Logan Please choose the new status » Alumnus

O

Alec Brandon MecCain Please choose the new status v Alumnus
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Report Discipline  report viscipine

Search for members hare

e Garrett Manuel Vigil
S DR wlanuel Viad 0 Giovanni Carlo Martinez  Good Standing Brian Sean Morris Il Geod Standing
Suspension Expulsicn
To Suspend

Need Charges in Writing to be Read at Chapter Meeting
Need Meeting Minutes Where Charges Were Read
Table Until Next Meeting

In Old Business - Vote on Charges - Will Have to Provide Minutes SN o Rits
You Will Need the Vote totals to Submit 2 Of Men Who Voted In The Affimn

1 : the fact ’ t arges / below. Yo
AH Backup Mu st Be PI’OVlded Please provide a summary of the facts and conduct supporting these charges in Report Summary below. You

can attach any additional info on the /Signed Charges/ attachment box below

Reason Click to select reasons
Reinstatement Date [5/17/2023 ]

# Of Men In Good Standing

Report Summary
Attachment - Signed Charges | Choose File | No file chosen
Attachment - Introduction Of Charges | Choose FH| No file chosen

Attachment - Trial and Voting | Choose File | No file chosen

Note: Please upload only upload Word or PDF files

Submit Back




A Great

er Cause - KappaSig.net

A GREATER CAUSE ENTRY

3

A Greater Cause Chapter Entry

R .

2

A Greater Cause contributions include, but are not limited to planning and/or participating in a community service activity or making a financial donation to a not-for-profit
organization. Should you have any questions about if an activity should be reported as A Greater Cause, please contact agc@hq.kappasigma.org

Please be diligent in ensuring that the information that you provide is as accurate as possible and include all aspects of the activity where you participated (planning, execution,

post-event).

Date 7

[5/18/2023 ]

Organization Name ?

(O Military Heroes Specific

Total Amount in Dollars ?

$0

New AGC Individual Entry

Please use the New AGC Individual Entry button to submit your contributions in time and
money. If you organized an event on behalf of your Chapter, you may use the New AGC
Chapter Entry to report A Greater Cause contributions from multiple brothers

4

Members ?

Select All

Search for members here

All alumni and undergraduate brothers are directed to submit their A Greater Cause contributions, regardless of whether an event was organized by the fraternity within 30 days.
A Greater Cause contributions include, but are not limited to planning and/or participating in a community service activity or making a financial donation to a not-for-profit organization. Should
you have any questions about whether an activity should be reported as A Greater Cause, please contact agc@hq kappasigma.org

New AGC Chapter Entry

Please use the New AGC Chapter Entry button to report time and/or monetary contributions
for multiple brothers. The New AGC Individual Entry button can be used to report your
persaonal contributions to any AGC / service activity

Adrian Charles Logan ~ Undergraduate Alec Brandon McCain ~ Undergraduate Andrew Keith Landry ~ Undergraduate

Andrew Sean Mitchell ~ Undergraduate Ashby Roland Todd ~ Undergraduate Austin Luke Vanover  Undergraduate

Beau Thomas Alexander  Undergraduate Beau Thomas Alexander  Undergraduate Blake Michael Evans  Undergraduate
Dobson Dohson

Braden Conner Veuleman  Undergraduate Brailyn Trent Davis ~ Undergraduate Brant Murphy Courville ~ Undergraduate

Brayden Christopher Glapion  Undergraduate Brayden Joseph Breaux  Undergraduate Brenon-Wayne Manuel Nash ~ Undergraduate




Previous Annual Report Current Annual Report

3 Annual Report Form 4 Annual Report Form

AIITE e ol L el AERLEILBIRGE | (B L T8RRIl Annual Report Housing Information Academic Report Champion CQluest Report
3 i ] G ing Seni i i _ : ~ _ _ . .
Code of Conduct Report Jf Brothers in Action Report Submit For Review Code of Conduct Report §§ Brothers in Action Report | Graduating Seniors Submit For Review

Chapter Name  Theta-Rho

Schacl  Theta-Rho (McMeese State University)
Please submit the report draft for further review. The first submission goes to the DGM and Aluminus Advisors for thier
[ Chapter/Colony Re ized by th i i
s your Chapter/Colony Recognized by the review before being sent to the Headquarters.

School/University?
M5U Box 92423
Lake Charles

Address LA Submit for Review
Usa
Campus Official/Greek Advisor Name:  First Name Last Name

Annual Report Status and Submision History




% Internal Communication

d Chapter Minutes
= Roll Call

*  Quorum Met!
*  Why is that Important?

=  EC Reports
» Chairmen Reports

= Distribution of Minutes
* Chapter / Advisors / DGM

d EC Minutes
" Detailed EC Reports
»  Advisor Reports

= Distribution of Minutes
e Chapter / Advisors / DGM

[ Chapter Calendar

= Google
" Microsoft Teams
* Time Tree (timetreeapp.com)

1 Cloud Resources

» Google Drive
= Microsoft Teams / One Drive
=  EC Transition (Documentation)

» Make Chapter By-Laws Accessible

d Group Chats
d Group Me
d Band
 Slack

d Greek Capital Management
d Chapter Roll Book



External Communications

Monthly Newsletter

 Send to Alumni, Parents, DGM, and SEC
Instagram, Facebook, Twitter, TikTok, LinkedIn

e Be Mindful of Code of Conduct

Caduceus Article (May 1/Nov 1 Deadlines

Chapter Website

FOUNDATION

The Kappa Sigma Chapter at McNeese State University has partnered with the SEAL Legacy Foundation to raig
money and awareness for fallen and wounded United States Navy SEALs and their families.

Stadium during pre-game at the last football game of the season in the "Battle of the Border” against Southlar

Conference opponent, Lamar University on November 19th. The goal is to raise $35,000.00 to support this great cause|

Il cHAPTER NEWs I
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Theta-Rho (McNeese State University)
a e e
e o We el

Theta-Omicron (muskingum University]

Tha s, Miskingum bd s

APUBLICATION OF THE THETARNO CHAPTER OF KAPPA SIGMA

Theta-Rho Today

MCNEESE STATE UNIVERSITY

Theta-Rho Paver Campuigm - Pathway to the Future

AL 2019

Inside this issue:
Chapter House

150th '
Grand Conclave

Grand Master 2
Letter

Rush Contact 2
Atumni Info

Chaptes Website
prosy o v

52 + The Coducec of Kappe Sigms

=
HOMETOWN HEROES = L' =
MCNEESE STUDENTS HONORED

MCNEESE

STATE UNIVERSITY

McNeese eNewsletter
August 27, 2019

Kappa Sigma Earns 15
National Awards

For the third year, McNeese's Theta
Rho chaper of Kappa Sigma
Fratemity received the coveted
National Founders Award of Chapter
Excellence

This award, presented o only 29
chapters from among the 320
national chapters, recognizes
outstanding chapter management,
achievement and program
development

Kappa Sigma also placed in the top
25 recruiting chapters and was
recognized for academic excellence
in the fall and spring semesters. For
the second year, all five Theta Rho
chapter officers received national
individual awards

Howdy Rowdy Welcome
Back Kicks Off Semester
The annual Howdy Rowdy Welcome
back event aliows students to
connect with over 100 organizations
and all six academic colleges,

Howdy Rowdy continues this week
with even mere opportunities for
students to experience what campus
life as to offer and meet with
potential employers during the highly
anticipated Community Day.

Engage McNeese s an online
platform for student services and
university services to post events.
Students can access the platiorm
from anywhere and view all types of
activities which makes getting
involved on campus easy.
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% Branded Resources B smems Leo J. Brown IV

Director of Recruitment & Expansion
(434)295-3193 (0) | (434) 288-1448 (c)

Kappa Sigma Business Card Template Kappa Sigma Email Signature @ o o @ @

KAPPA SIGMA
Kappa Sigma Slogan Letterhead Kappa Sigma Letterhead H FRATERNITY

A BROTHERHOOD LIKE NO OTHER

Presentation Template PDF Template Portrait

File Home Insert Draw Design Transitions Animations SlideShow Record Review View Help

PDF Template Landscape Virtual Pledging Ceremony . /E ) 1

~H|  Tide 1

Click to add notes
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¥ Deadlines and Due Dates

Fall
Military Heroes and A Great Cause entries 60 days from date of event
IRS Form 990 to the IRS and Copy to HQ October 15

New Pledges and Fees submitted on KappaSig.Net 3 calendar days from ceremony date

New Initiates and Fees
KappaSig.Net Report and Fees 10 calendar days from ceremony date
New Initiate cards received at HQ 30 calendar days from KappaSig.Net Report
New Executive Officers Reported on KappaSig.net 10 calendar days from ceremony date

Expulsions, Suspensions, & Resignations reported on KappaSig.net..... 30 calendar days from chapter approval

FEES & DUE DATES Spring

Military Heroes and A Greater Cause entires
Annual report submitted on KappaSig.Net
Awards Applications post-marked or submitted on KappaSig.Net

.
AV%SESSM E NTS New Pledges and Fees submitted on KappaSig.Net 3 calendar days from ceremony date
FEES
DUE DATES New Initiates and Fees

KappaSig.Net Report and Fees 10 calendar days from ceremony date
New initiate cards recieved at HQ 30 calendar days from KappaSig.Net Report
New Execuitve Officers reported on KappaSig.Net 10 calendar days from ceremony date UG Annual Report Due!

Expulsions, Suspensions, & Resignations reported on KappaSig.Net 30 calendar days (Only 1 report per year, available
January 15)

from chapter approval




Important Dates for 2023

® October 15% IRS Form 990 Due
Scholarship Leadership Award Applications Due

® October 31 Code of Conduct Verification
® November is Military Heroes Month
November 15t Caduceus submissions Due

® March 4% Stephen Alonzo Jackson Day
® March 3-5: SA] Weekend of Giving

Chapter Dashboard shows
chapter statistics related

to F.A.C.E. Awards.

Resources shows all forms
and documents related to

® April 1%: Annual Report due Kappa Sigma including
® April 1°: Awards roster data pull the Awards Manual.

® April 15%: Written awards applications due

® May 1%t: Awards data pull for Ritual, AGC Sl

® May 1*% Caduceus submissions due ) Submit Award

® July 26-30: Grand Conclave Applications




¥ Roadmap to FACE

Champions Quest Scholarships

is our Top Priority GPA above All Mens Avg
Rush starts NOW! SLA — You need to Apply
Largest on Campus SAJ Weekend of Giving

100% Chapter Participation
Chapter Goal/Alumni List
Ambassadors/Committees

Fall & Spring
Never Stop Recruiting

AGC / Military Heroes

Plan 6 months ahead Ritual Proficiency
80 hrs /man $100/man Outstanding Awards
MHC to double AGC Don’t Procrastinate
Set Expectations )

Annual Report
Record AGC each month

Set Chapter Expectations
& Deadlines

Get All Bonus Points
Elect a FACE Chairman
SGA Bills for Leadership
88 Points needed

One step at a time
Fix what you can




2022 CHAPTER GPA

Annual Report Due April 1%, Awards Applications Due Apr 15", May 1t Awards Deadline
Ritual & AGC ?@7}@‘:
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RESOURCES

All Membership Reporting CHAPTER DASHBOARDS
»  Under Membership Actions ]

One-Stop For All Kappa Sigma Needs
* Chapter Dashboards

= Resources: AWARD APPLICATIONS
CBR, COC, EC Manual, Insurance Certificate, \

Bononia Docet, Awards Manual, Etc.
=  Award Applications
= Annual Report Access

Look up Chapters or Members in Search

@ CONTACTUS



Questions

Email: help@hg.kappasigma.org
Presentation QR Code:



mailto:Leo@hq.kappasigma.org
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