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INTRODUCTION 
 
This Guide to Chapter President’s and Vice President’s Duties is designed to help these chapter officers carry out the 
duties of their positions. The duties of President, as defined by Article XI, Section One of the General Regulations for 
Collegiate Chapters, are as follows: 
 

“The President shall preside at chapter meetings, shall guide the conduct of the affairs of the chapter, and shall 
perform such other duties as the chapter may specify. He shall act for the chapter in all matters affecting the 
national organization; he shall have exclusive charge of and authorize all correspondence between the chapter 
and the national officers. Together with the chapter Secretary, he shall prepare the chapter report twice each 
year. He shall see that each chapter report, together with the required per capita tax and convocations tax 
payments, is forwarded to the National Headquarters at the proper time.” 

 
The duties of Vice President, as defined by Article XI, Section Two of the General Regulations for Collegiate Chapters, are 
as follows: 
 

“The Vice President shall, in the absence or incapacity of the President, perform the duties of the President, 
and shall perform such other duties as the chapter may specify. The offices of Vice President and Fraternity 
Education Officer may be held by the same person.” 

 
All chapter members should be aware of the responsibilities of the President and Vice President and should 
elect to these offices men who are strong and capable leaders.  
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PRESIDENT AND VICE PRESIDENT DUTIES 
 
The purpose of the following sections are to elaborate on the duties mentioned in the General Regulations for Collegiate 
Chapters and to provide specific examples of the duties that could be assigned to the President and Vice President within 
the chapter.  
 
“The President shall preside at chapter meetings.” 
 
As the presiding officer of the chapter, the President has two very important tasks to complete. First, it is the President’s 
responsibility, with the help of the Executive Committee, to set the agenda for each meeting. Once a meeting is called to 
order, the first order of business should be the approval of the meeting agenda. A typical chapter meeting agenda may 
look something like the example provided below. Explanations are included where necessary. 
 

I. Call to Order 
Opening Ritual for Fraternity Meetings 

 
II. Roll Call 

The Secretary should call the roll and record the names of all absent members in the minutes. A majority 
(half plus one) of chapter members in good standing must be present in order for business to be transacted at 
any meeting. 

 
III. Approval of Meeting Agenda 

The chapter should vote on the meeting agenda. It may be amended prior to its approval. If possible, the 
agenda should be distributed to all members prior to the meeting, after its adoption by the chapter executive 
committee. 

 
IV. Review and Approval of Minutes 

The Secretary should read or distribute the minutes of the last meeting. The minutes should be amended, if 
necessary, and approved. Time will be saved by distributing minutes prior to the meeting. However, ensure 
that sensitive or secret information is removed from minutes that are widely distributed  

 
V. Reading of Correspondence 

The President should read aloud any written correspondence received by the chapter since the previous 
meeting. 

 
VI. Officers’ Reports 

 A. Warden  
 B. Historian 
 C. Alumni Secretary 
 D. Faculty Advisor 
 E. Fraternity Education Officer 
 F. Treasurer 
 G. Secretary 
 H. Vice President 
 I. President 

Each officer should report on what he has done to fulfill the duties of his office since the previous meeting. 
Some officers may not have a report each week, but regular reports of some kind should be expected. Notice 
of reports should be made to the Executive Committee prior to the meeting. Ideally, officer reports will be in 
writing to save time during the meeting and in preparing the minutes. 

 
VII. Committee Reports 
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Standing committees should report first, followed by special committees. The Executive Committee should 
preview the reports so potential problems might be eliminated or alleviated before the meeting. If a 
committee is making a recommendation for action by the chapter, approval of their report also approves the 
recommendation, and no motion is necessary during New Business. Requiring committee reports to be in 
writing will save time during the meeting and in preparing the minutes. 

 
VIII. Song Rehearsal 

 
IX. Special Orders 

Special orders are important business items previously designated for consideration at the current meeting. 
Previous minutes will show such orders. Election of officers may also be considered a special order. 

 
X. Unfinished Business 

 
XI. New Business 

 
XII. Special Programs or Announcements 

 
XIII. Adjournment 

Closing Ritual for Fraternity Meetings 
 
In addition to setting agendas, the President must facilitate each meeting as a chairman. As chairman, it is the President’s 
responsibility to see that each meeting is run according to the rules of order the chapter has adopted. Some chapters 
strictly adhere to Robert’s Rules of Order, while others use rules of order that are suited specifically to their needs. In either 
case, the President must know the rules and operate according to them in all matters. Parliamentary procedure ensures 
that each member has an opportunity to express his opinion. By adhering to parliamentary procedure, control is taken 
out of the hands of the few and put into the hands of the entire chapter. It is the President’s job to fairly administer each 
meeting according to the rules of parliamentary procedure by recognizing members to speak and calling for decisions by 
the chapter. 
 
Tips for chairing a meeting: 

• Be firm in decisions. 
• Explain procedures before beginning the transaction of business. 
• Recognize those wishing to speak in a fair manner. 
• Alternate between those speaking for a motion and those speaking against a motion. NOTE: At times, 

there may be a situation where only members wishing to speak for a motion ask to be recognized. In 
such cases, the chair may offer to close debate by saying, “I only see members wishing to speak for the 
motion. Therefore, without objection I will put the question to the chapter. Is there objection?” If 
there is no objection, the chapter can immediately vote on the motion. If there is objection, debate 
continues. The same would be true if only members wishing to speak against a motion asked to be 
recognized. 

• The President must temporarily yield the chair to the Vice President if he wishes to speak in debate. 
• Be flexible enough to recognize when consensus can be built and procedures can be relaxed. 
• Keep things moving. 
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The Basics of Parliamentary Procedure 
 
Do you and your chapter brothers ever get confused by Robert’s Rules? Does your chapter even use Parliamentary 
Procedure? We recommend pulling out this page and posting it on your chapter bulletin board, or using it as a reference 
during meetings. Learning this short list of motions can speed up your business meetings and help you accomplish more 
in less time, helping your chapter find time for fellowship and singing! 
 
The motions below are listed in order of precedence. Any motion can be introduced if it is higher on the chart than the 
pending motion.
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Based on Robert’s Rules of Order Newly Revised (10th edition) 
 
All information in this feature written by: 

Jim Slaughter, Certified Professional Parliamentarian-Teacher & Professional Registered Parliamentarian 
http://www.jimslaughter.com      Copyright 10/2000 
Used by permission. 
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“[The President] shall guide the conduct of the affairs of the chapter.” 
The duty of the chapter President to “guide the conduct of the affairs of the chapter” is often the most difficult to clearly 
define. It does not mean that the chapter President is the sole person in the chapter who initiates ideas for activities or 
programs. It also does not mean that the chapter President must authorize the individual actions of each and every 
member of the chapter. When a chapter President is elected, he is expected to clearly articulate expectations and set an 
example for the way the chapter will go about its business and activities. Much of this work can be done immediately 
after the chapter President’s election. 
 
Activities of a chapter President immediately after election 
Immediately after new officers are elected, the chapter President should meet with the newly elected officers to outline 
his vision for the chapter over his term in office and clearly articulate expectations of each new officer. In order to do this 
effectively, the chapter President must have a clear idea in his own mind of these expectations. The duties listed in the 
General Regulations for Collegiate Chapters as well as any additional duties that may be listed in chapter bylaws are 
excellent places to start. It is also a good idea to periodically reevaluate officer and chapter progress throughout the year. 
 
In addition to setting expectations for officers, the President must appoint committees to work toward certain, specific 
goals for the chapter. Each committee needs an odd number of members, one of whom is the chairman. The chairmen 
of chapter committees should be committed to doing a lot of work for the chapter, and should be willing to have plenty 
of work delegated to them by the chapter President. In addition to membership, each committee needs a clearly written, 
specific charge provided to them by the chapter President. These charges tell each committee exactly what they are to 
accomplish during the year, and these charges can be amended throughout the year.  
 
With clear expectations and goals for both officers and committees that are regularly evaluated, a chapter President can 
do much toward guiding the conduct of the affairs of the chapter. It should be noted that no officer or committee, 
including the chapter President, can take an action or start a program on behalf of the chapter without a vote of the 
chapter. Exceptions to this rule would have to be noted in chapter bylaws or standing rules. 
 
“[The President] shall act for the chapter in all matters affecting the national fraternity.” 
The chapter President must sign every report that is sent from the chapter to the National Headquarters, verifying its 
contents. Ultimately, any questions a national staff member or national officer may have regarding a chapter’s reports 
will be directed to the chapter President. 
 
The chapter President is also the main contact person for Province Governors and Collegiate Province Representatives. 
Each province officer should be able to provide the chapter President with his expectations of the chapter for any type of 
visit, whether informal, formal, or official. In the case of an official Province Governor visit, the chapter President should 
be prepared to set up meetings with school administrators and faculty advisors, schedule both a chapter executive 
committee meeting and a full chapter meeting, and arrange for transportation and housing for the Province Governor if 
necessary. 
 
Amendments to the National Constitution and General Regulations for Collegiate Chapters may be adopted by the 
National Council between Conventions. The National Council consists of the National Executive Committee, Province 
Governors, and chapter Presidents. Votes on these amendments are cast by mail ballot. In this way, each chapter 
President is the spokesman for their chapter on national Fraternity matters. 
 
“[The President] shall have exclusive charge of and authorize all correspondence between the chapter and the 
national officers.” 
All correspondence between a chapter and the national Fraternity should be authorized and signed by the chapter 
President. This does not mean that the chapter President should monitor the phone calls and email messages of every 
individual chapter member to make sure they are not contacting a province governor or national officer. This duty 
pertains specifically to correspondence on behalf of the chapter as a whole, which in cases other than regular reports 
would be previously approved by vote of the chapter. 
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“Together with the chapter Secretary, [the President] shall prepare the chapter report twice each year. He 
shall see that each chapter report, together with the required per capita tax and convocations tax payments, is 
forwarded to the National Headquarters at the proper time.” 
Even though chapter personnel reports require information normally kept by the chapter Secretary and a check from the 
chapter Treasurer, it is the chapter President who assumes primary responsibility for ensuring that all chapter reports are 
filed correctly and on time. Be sure to follow the instructions, and allow plenty of extra time to ensure that a Faculty 
Advisor’s signature can be easily obtained before the deadline. 
 
It is important to note that two common errors in submitting chapter reports can result in the suspension of the chapter.  
If the chapter fails to submit convocations tax with its report, or if the payment for the report is returned by the chapter’s 
bank for insufficient funds, the chapter will be notified by the National Headquarters of the delinquency.  If the 
delinquency is not rectified within 14 days, the chapter is automatically placed on suspension.  While on suspension for 
reporting or financial delinquency a chapter may not meet, function, or conduct probationary membership activities for 
an indefinite period of time, except as essentially necessary to collect per capita taxes and prepare the report for 
submission. Chapters placed on suspension for this reason will be restored to good standing automatically as soon as the 
delinquency is rectified. 
 
Prompt and complete filing of chapter reports is a critical responsibility of the chapter President and Secretary.  The 
Faculty Advisor, Province Governor and National Headquarters staff are always willing to answer any questions 
regarding these reports. 
 
“The Vice President shall, in the absence or incapacity of the President, perform the duties of the President.” 
It is very important that each chapter Vice President is familiar with and able to execute the duties of the chapter 
President. He automatically assumes that role if the chapter President is absent for any reason. 
 
“The offices of Vice President and Fraternity Education Officer may be held by the same person.” 
While the General Regulations for Collegiate Chapters allows for the offices of Vice President and Fraternity Education 
Officer to be held by the same person, given the extensive responsibilities of the office of Fraternity Education Officer, it 
is not recommended. However, if chapter size or other limitations make such an arrangement necessary, it is 
recommended that no additional duties be given to the person assuming both roles. 
  
“[The President and Vice President] shall perform such other duties as the chapter may specify.” 
Each chapter may specify additional duties for the President and Vice President as deemed necessary. Typically, a chapter 
President is assigned very few additional duties, while a chapter Vice President is assigned many additional duties. Below 
is a list of suggestions that may be beneficial to the chapter and may be incorporated into the President’s and/or Vice 
President’s duties: 
 

• Presidential Appointment of a Nominating Committee and other committees.  
Article X, Section Two of the General Regulations for Collegiate Chapters reads, “At least 15 days prior 
to the scheduled chapter election, and no later than March 15, the chapter President shall appoint a 
nominating committee which should include at least the President, one other officer, one graduating 
senior, and one member of junior standing. On or before election day and no later than April 1, the 
nominating committee shall report its choice of one man for each office to be filled. Additional 
nominations may be made from the floor by members in good standing.” In addition, Article XII, 
Sections Two and Three give the chapter President the power to appoint all standing and special 
committees except for the chapter Executive Committee. 

 
• Vice President as Chapter Parliamentarian.  

While many chapters assign this role to the Warden, it could be effectively assigned to the Vice 
President as well. Knowledge and enforcement of the rules of parliamentary procedure are a skill that 
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will be necessary should the Vice President later assume the office of chapter President. By assigning 
this role to the Vice President, it provides him with valuable training for a future role in chapter 
leadership. 

 
• Vice President as Committee Coordinator.  

In a large chapter that incorporates several committees, the need for one individual to coordinate and 
guide all of the committees will certainly arise. As a committee coordinator, the Vice President can 
serve ex officio on every committee (except for the chapter executive committee, wherein his 
membership and duties are already described in the General Regulations for Collegiate Chapters.) The 
Vice President will ensure that committees are meeting as needed and accomplishing tasks as directed 
by the chapter and the president. 

 
• Vice President as Music Coordinator.  

In many chapters, one of the Vice President’s additional duties is music coordinator. In this role, the 
Vice President would be responsible for organizing and facilitating all musical activities of the chapter, 
including activities such as recitals, musicales, sorority serenades, and services provided to the music 
department, such as the staging of recitals. The Vice President would also be responsible for 
scheduling chapter rehearsals, preparing chapter recital programs, and organizing musical 
presentations for chapter meetings. 

 
• Vice President as Major Project Chairman.  

Many chapters use their Vice President as chairman of recurring or annual special events, such as 
festivals, contests, musical productions, or service projects. This arrangement fills the void for the Vice 
President and provides a close tie between the organization of the project and the leadership of the 
chapter. This role for the Vice President also provides valuable experience for later involvement in the 
presidency. Such experience is consistent with the training aspects of the Vice President’s job in many 
chapters. Vice Presidents who take charge of major projects are usually responsible for overseeing the 
entire range of the production. They must organize, delegate responsibility, manage a budget, and use 
time effectively if the project is to succeed. Many successful chapters have used this role for the Vice 
President to ensure effective leadership training for the future. 

 
• Vice President as Social Activities Coordinator.  

Another role the Vice President can fill is that of chairman of the chapter’s social committee, fraternal 
activities committee, or some similar group. In this role, the Vice President would be responsible for 
everything from planning the Chapter Day activities to arranging for speakers and entertainment at 
meetings. By placing the responsibility of the development and coordination of an organized social 
activities program into one officer, a chapter can ensure that this aspect of chapter life is not 
overlooked. Since organized activities are less likely to get out of hand than impromptu events, the 
chapter can improve its program of social interaction through the establishment of such a role for its 
Vice President. 
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THE ROLE OF THE CHAPTER EXECUTIVE COMMITTEE 
 
Article XII, Section One of the General Regulations for Collegiate Chapters defines the chapter Executive Committee as 
“the primary standing committee of the chapter.” Below is a description of the role of this committee. 
 
Membership 
“The chapter Executive Committee shall include the President as its chairman, the Vice President, the Secretary, the 
Treasurer, and such other elected officers as the chapter may deem appropriate. The Faculty Advisor shall be considered 
an ex officio member without vote.” 
 
An important distinction between the chapter Executive Committee and other chapter committees is that members of 
the Executive Committee must be elected officers. In addition, the chapter, not the chapter President, determines the 
membership of the chapter Executive Committee outside of the five officers mentioned in the General Regulations for 
Collegiate Chapters. The term “ex officio” means that the Faculty Advisor is a member of the chapter Executive 
Committee by virtue of his office.  
 
Duties 
“The chapter Executive Committee shall act in an advisory capacity to the chapter President. It shall, at the opening of 
the year, arrange for regular meeting days which shall precede each regular chapter business meeting by no more than 
two days. It shall approve all expenditures, may recommend additions thereto, and shall perform such other duties as the 
President may direct.” 
 
“The chapter Executive Committee shall act in an advisory capacity to the chapter President.” 
The chapter Executive Committee can assist the chapter President in many ways. The most common way the chapter 
Executive Committee advises the President is by helping to set the weekly agenda. In addition, if the President chooses to 
place one Executive Committee member on each chapter committee, the Executive Committee can serve as a tool to 
oversee all chapter committees. Many times, especially in larger chapters, issues or concerns from outside of the chapter 
are communicated only to the chapter President, and he is responsible for communicating that issue or concern to the 
chapter. The chapter Executive Committee can help in this situation by advising the President on the best way to 
communicate that issue to the chapter. These are only a few of the many ways a chapter Executive Committee can assist 
the chapter President. 
 
“[The chapter Executive Committee] shall, at the opening of the year, arrange for regular meeting days which 
shall precede each regular chapter business meeting by no more than two days.” 
Setting the chapter Executive Committee no more than two days prior to the regular chapter meeting assists in the 
preparation for the meeting. This time frame allows for chapter committees and individual officers and members to work 
on a project assigned to them during the chapter meeting. They can then report their progress to the chapter Executive 
Committee before the agenda is set for the next chapter business meeting. 
 
“[The chapter Executive Committee] shall approve all expenditures [and] may recommend additions thereto.” 
Typically, each chapter adopts an annual budget, which estimates annual income and sets limits on annual expenses. 
Each specific transaction is approved, in accordance with the budget adopted by the chapter, by the chapter Executive 
Committee. If an expense limit, or line item, is met, but more money is needed to complete the year, the Executive 
Committee may then recommend to the chapter that the line item be increased. For example, if a chapter sets its 
recruitment expense at $100.00 for the year, and the FEO spends $25.00 producing and copying recruitment flyers, the 
Executive Committee approves the reimbursement of the FEO in the amount of $25.00. If the same chapter spends 
$75.00 on recruitment in the first half of the year, the Executive Committee may recommend that the chapter increase 
the recruitment expense line item from $100.00 to $150.00 in anticipation of the expenses incurred for the second half 
of the year. 
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“[The chapter Executive Committee] shall perform such other duties as the President may direct.” 
Much chapter business time can be saved by delegating certain items directly to the chapter Executive Committee. One 
of the most common of these tasks is the management of the chapter’s attendance policy by hearing excuses for absence.  
 
Limitations 
“A quorum of the chapter Executive Committee, defined as half the number of committee members plus one, shall be 
required for transaction of business.” 
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REPORTS AND FORMS 
 

The chapter President is responsible for signing and filing all paperwork with the national Fraternity on behalf of the 
chapter. In most cases a Faculty Advisor’s signature is required on these forms as well. A brief description of each report 
or form is included below. All forms can be found on the Sinfonia Resource Disc (SRD) which is mailed to chapters in 
the Fall care package from Lyrecrest. 
 
Chapter Personnel Report 
The chapter Personnel Report is sent to chapters in the Fall and Spring care packages. Personnel Reports are due to the 
National Headquarters on October 15 and March 15.  
 
Chapter Operational Report 
The Chapter Operational Report is sent to chapters in the Fall and Spring care packages. These reports provide the 
Fraternity with important information about each chapter. In addition, the reports provide the opportunity for chapters 
to make requests of the province and national officers and the national staff. Operational Reports are due to the National 
Headquarters on November 1 and March 1 and should be mailed with Personnel Reports. 
 
Chapter Update Form 
The Chapter Update Form is sent to chapters in the Fall and Spring care packages. This form is the official way for 
chapters to update key chapter and officer contact information. The Chapter Update Form is due to the National 
Headquarters by September 30 and January 31. 
 
Chapter Citations  
Chapter Citations are awards given by the Province Governor to chapters based on a report of seven key areas of chapter 
activity: Alumni Relations, Chapter Operations, Fraternal Tradition, Membership Development, Musical Achievement, 
Province Interaction, and Special Projects. Applications for Chapter Citations are due on May 1 and are sent directly to 
the Province Governor. It is wise to delegate each application to an appropriate officer or committee. They should fill 
out the form and collect the supporting documentation and submit it to the chapter President. The chapter President 
should verify the contents and supporting documentation of each application prior to signing it and forwarding it to the 
Province Governor. Each application also requires the signature of the Faculty Advisor. 
 
Orpheus Award 
The Orpheus Award application is available in the Guide to Awards. Chapters wishing to present an Orpheus Award 
must complete the application and forward it, along with payment for the award, to the Province Governor for approval. 
The application must be sent at least three weeks prior to the planned date for presentation of the award. 
 
Honorary Membership 
The Chapter Honorary Membership application is available in the Guide to Awards. Chapters wishing to confer an 
honorary membership must complete the application and forward it to the Province Governor for approval. The 
application must be sent to the Province Governor in time for him to send his written approval to the National 
Headquarters no less than two weeks prior to the initiation. 
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HANDLING COMPLAINTS AND CONFLICTS 
 
As the leader of the chapter, the chapter President becomes the sounding board for complaints by members and often 
arbitrates disputes and conflicts among members or groups of members within a chapter. The following methods can 
serve as a roadmap for chapter Presidents who find themselves in these situations. 
 

C-L-E-A-R Steps to Handling Complaints 
 
1. C – Remain Calm: 
Don’t react to the anger. Normally, our first reaction is to take hostility as a personal attack, adopting a defensive shield 
to insulate ourselves from the anger. This is the worst possible response. It often raises the person’s emotional level even 
further. 
 
The first step in handling any complaint is to try to reduce the person’s anger and emotion so that the problem can be 
dealt with objectively. The best strategy is to maintain a calm, friendly attitude while asking the person to explain the 
problem. Maintaining composure during a complaint sends the message that the problem will be resolved without the 
need for conflict. It lowers the person’s defenses so that the issue can be discussed rationally. 
 
2. L – Listen Effectively: 
Effective listening skills and positive nonverbal expressions convey our understanding of the problem. By letting the 
person sound off, we accomplish two things: first, we allow the person to get rid of any remaining anger; and second, we 
hear all the details of the situation so that we are better able to understand what happened. 
 
While listening, we must make sure we don’t get distracted or interrupt the guest. We must listen for both the details of 
the problem and person’s feelings about it. 
 
3. E – Empathize: 
After we have listened to the problem, we need to let the person know we understand the situation and their feelings 
about it. Empathy is demonstrated by letting the person know that we understand the impact of the problem. Empathy 
also further reduces the negative feelings the person is carrying. By agreeing with the person’s assessment of the situation, 
we are making ourselves allies rather than adversaries. 
 
4. A – Apologize: 
Apologize to let the person know that we are genuinely sorry for the trouble the problem has caused. A sincere apology is 
an absolute must in the complaint handling process. It is a gesture that people expect as a measure of respect and 
reconciliation. 
 
We should also thank the person for bringing the problem to our attention. Without complaints, we might never be 
aware of problems that affect our operations. A complaint is also an indication of a desire to make the organization 
better. 
 
5. R – Remedy the Situation: 
 
Once the person is calm and assured that the problem will be addressed, we need to tell them how we can help. 
Depending on the problem and on our policies we may be able to provide the remedy personally, or we may need to 
refer the person to someone else. If we cannot help we must make sure that we find someone who can. 
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Problem Solving 
 
One vital skill to successful negotiation and resolution of conflicts is the use of the problem solving process to negotiate a 
consensus decision. The steps in the process that follows are simply stated and easy to apply: 
 

1.  Clarifying the problem.  
What is the tangible issue? Where does each party stand on the issue? 

2.  Generating and evaluating a number of possible solutions.  
Often these two sub-steps should be done separately. First, all possible solutions should be raised in a 
brainstorming session. Each possible solution should simply be stated, without criticism, evaluation, 
or judgment from other parties. Following the completion of the brainstorming phase, each proposed 
solution should be evaluated. 

3. Deciding together (not voting) on the best solution.  
The one solution that is most acceptable to all parties should be chosen. 

4. Planning the implementation of the solution.  
How will the solution be carried out? By whom? By what deadline? 

5. Planning for an evaluation of the solution after a specified period of time.  
This last step is essential because the first solution chosen is not always the best or most workable. If 
the first solution has flaws, the problem solving process should be begun again at Step 1. 

 



 



 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


