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Agenda

▪ 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
• Pledges, Initiates, De-pledges
• 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



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. 
• 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)
• 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



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 1st and the Summer/Fall Deadline is May 1st.

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 15th.



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



Chairmen

❑ Assistant Grand Scribe 
▪ Do you need one?

❑ Public Relations Chair 
▪ Social Media Chair

❑ Awards
▪ FACE Award Chair

❑ Alumni Relations Chair 

❑ Intramurals

Are you holding them accountable?

  If they aren’t preforming…What should you do?



Report and Update Officers



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

• Report in Batches of 10 if You Have a Large Pledge Class



Initiate / Depledge

Pledging period cannot
exceed 60 days.

All Pledges must be either
Initiated or De-Pledged.



Update Chapter Roster

                 Report Alumni



Report Discipline

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
You Will Need the Vote totals to Submit
All Backup Must Be Provided



A Greater Cause – KappaSig.net
1 2

3 4



Annual Report– KappaSig.net
1 2

3 4



Internal Communication
❑ Chapter Minutes

▪ Roll Call
• Quorum Met?
• Why is that Important?

▪ EC Reports
▪ Chairmen Reports
▪ Distribution of Minutes

• Chapter / Advisors / DGM

❑ EC Minutes
▪ Detailed EC Reports
▪ Advisor Reports
▪ Distribution of Minutes

• Chapter / Advisors / DGM

❑ Chapter Calendar
▪ Google
▪ Microsoft Teams
▪ Time Tree (timetreeapp.com)

❑ Cloud Resources
▪ Google Drive
▪ Microsoft Teams / One Drive
▪ EC Transition (Documentation)
▪ Make Chapter By-Laws Accessible

❑ Group Chats
❑ Group Me
❑ Band
❑ Slack

❑ Greek Capital Management
❑ Chapter Roll Book



External Communications

▪ Monthly Newsletter
• Send to Alumni, Parents, DGM, and SEC

▪ Instagram, Facebook, Twitter, TikTok, LinkedIn
• Be Mindful of Code of Conduct

▪ Caduceus Article (May 1/Nov 1 Deadlines)

▪ Chapter Website



❖ Branded Resources



Deadlines and Due Dates



FACE Awards – KappaSig.Net

Chapter Dashboard shows 
chapter statistics related 
to F.A.C.E. Awards.

Resources shows all forms 
and documents related to 
Kappa Sigma including 
the Awards Manual.

Submit Award 
Applications

Important Dates for 2023

• October 15th IRS Form 990 Due
Scholarship Leadership Award Applications Due

• October 31 Code of Conduct Verification
• November is Military Heroes Month
• November 1st Caduceus submissions Due
• March 4th: Stephen Alonzo Jackson Day 
• March 3-5: SAJ Weekend of Giving
• April 1st: Annual Report due
• April 1st: Awards roster data pull
• April 15th: Written awards applications due
• May 1st: Awards data pull for Ritual, AGC
• May 1st: Caduceus submissions due
• July 26-30: Grand Conclave



Roadmap to FACE

Champions Quest 
is our  Top Priority

Rush starts NOW!

Largest on Campus

Fall & Spring
Never Stop Recruiting

AGC / Military Heroes

Plan 6 months ahead

80 hrs /man $100/man
MHC to double AGC

Set Expectations

Scholarships 

GPA above All Mens Avg

SLA – You need to Apply

SAJ Weekend of Giving

100% Chapter Participation

Chapter Goal/Alumni List

Ambassadors/Committees

Ritual Proficiency

Outstanding Awards

Don’t Procrastinate

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



FACE Points – Reporting Dates

Annual Report Due April 1st, Awards Applications Due Apr 15th, May 1st Awards Deadline 
Ritual & AGC



All Membership Reporting
▪ Under Membership Actions

One-Stop For All Kappa Sigma Needs
▪ Chapter Dashboards
▪ Resources:

CBR, COC, EC Manual, Insurance Certificate,
Bononia Docet, Awards Manual, Etc.

▪  Award Applications
▪ Annual Report Access

 Look up Chapters or Members in Search



Questions

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

mailto:Leo@hq.kappasigma.org
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