KAPPA ALPHA ORDER
Officer Transition Guide
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 NUMBER  I

Former Number I: _______________________________________
Number I: ______________________________________________
Date of Transition: _______________________________________
EXCELLENCE IS OUR AIM
DUTIES OF YOUR OFFICE
· Read Kappa Alpha Laws 9-131 that explains the duties of a Number I
· Work with the former officers to host an officer transition retreat to set goals, plan the year, and create the chapter’s budget for the new year/semester
· Make plans to attend the Number I’s Leadership Institute and Province Council (attendance is required)
· Submit grade report to the National Office that shows the I-IXhave at least a 2.5 GPA
· Submit Report 10 to the National Office which updates the chapter’s officers
· Introduce yourself to the Alumnus Advisor and members of your AAC
· Introduce yourself to the Faculty Advisor

· Call and introduce yourself to the House Corporation President

· Introduce yourself to the Greek Advisor 

· Introduce yourself to the Province Commander

· Introduce yourself to the Associate Director for Chapter Services that visits your chapter

· Check the chapter’s website and appoint a member to make the necessary changes

· Re-read the customs of the Order

· Fill out the receipt of customs of the Order form

· Schedule weekly Executive Committee meetings
· Make sure all officers have an Officer Notebook that contains the Kappa Alpha Laws, chapter by-laws, documents from former officer, and a list of goals for his office
· Review the latest Report 7 from the Associate Director for Chapter Services (ADCS)

· Go to the bank and change the signature card and get a current statement (2 signatures on all checks)
· Read and understand the National Reporting System and retrieve the online reporting password from the Former Number I or ADCS

· Read the Kappa Alpha Order Risk Management Policy

· Visually inspect the charter – You have to have one!

· Visually inspect the regalia

· Submit the Ammen application for national recognition

· Memorize your part for the initiation ceremony

THINGS YOU WILL NEED
· A copy of the customs of the Order*

· A copy of the Kappa Alpha Laws*

· Current copy of the chapter’s by-laws
· Jewels of the officers*(jewels are considered property of the Order)
· Passwords for online reporting and Alcohol EDU

· Keys and or the combination to the mailbox
· A gavel
· A fireproof safe for the customs of the Order
· A good monthly calendar and planner
· A copy of the National Reporting System*
· A copy or synopsis of Roberts Rules of Order
· A current chapter financial statement
· A Kappa Alpha Order telephone directory*

· A copy of your university’s IFC Rules and Policies
· Updated list of chapter committee system and members
· A copy of the Kappa Alpha Order Risk Management Policy*

· Any other risk management information. (fire evacuation plan, crisis management plan, etc.)

If you are missing any of the items supplied by the National Administrative Office (marked by a *) please call (540) 463-1865.
EXCELLENCE IS OUR AIM
THE COMMITTEE STRUCTURE

Your first meeting should be to meet with officers and begin the task of assigning chairmanships and the delegation of responsibility.  To assist in daily operations, a successful chapter will need to incorporate a strong committee system.  The only committee required by KA law is the prudential committee, which oversees the financial procedures of the active chapter.  Therefore, it is up to you and your leadership to determine what committees to have in place.

In order for the chapter to be productive and efficient, it must organize its officers and committees into a detailed structure.  Since Kappa Alpha is military in organization, a military hierarchy is adopted.  The chart below illustrates how a chapter can be organized so that it operates smoothly and efficiently.  Operations are divided into two categories, internal and external.  This structure was designed to assist chapters in organizing their officer and committee chairmen.  While it is strongly recommended that active chapters adopt this structure it is not required.

Write in the names of the appointed chairmen in the slots below, cross through the committees that you are not going to use.
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Kappa Alpha Laws – 9-225.  Prudential Committee.  Each active chapter of more than 5 members shall have a Prudential Committee composed of active members of the chapter excluding the VI.  The I shall appoint and be chairman of the Prudential Committee.  The Prudential Committee Shall supervise the financial affairs of the chapter so that expenditure shall not exceed income, prepare an annual chapter budget, consult with the VI and inspect his books, and advise the chapter on all financial matters.  The Prudential Committee shall procure from each member at the end of each school year written evidence, as in its discretion may be necessary and proper, of his indebtedness to the chapter or to the Order at that time.
EXCELLENCE IS OUR AIM

CHAPTER GOAL SETTING

TRANSITION MEETING

Growth

Current # of active members:____________

Goal # of active members 1 year from now:

____________________________________

Current initiation ratio________________%

(# of pledges initiated divided by # of bids accepted X 100)

Goal initiation ratio__________________%

Scholarship
Current or most recent chapter GPA:______

Goal chapter GPA 1 year from now:______

Finances
# of men seriously in debt to the chapter:____

Goal # of men seriously in debt the chapter

1 year from now:_______________________

Total chapter debt:______________________

Goal total chapter debt 1 year from now:_____

Project Outreach
Current # of total man hours:_______________

Goal # of total man hours 1 year from now:____

Athletics & Awards
Current intramural standing________________

Goal intramural standing __________________

Campus awards__________________________

Goal for campus awards___________________

National Awards_________________________

Goal for National Awards__________________
Active Chapter Minimum Expectations 

Where is your chapter in relation to each expectation and what goals do you need to set in order to satisfy each expectation?

Chapter Growth and Development___________

_______________________________________

Chapter Finance__________________________

_______________________________________

Scholarship______________________________

_______________________________________

Ritual__________________________________

_______________________________________

Membership Education and Programming_____

_______________________________________

The transition meeting between both sets of officers and chairmen is very important.  It is imperative that you plan a meeting with the following in mind:

· Quiet location – away from interruptions.

· Proper facilities – chalk board, pens, paper, resources, etc…

· Invite members of your AAC to participate or even lead the retreat and ask the Greek Advisor to stop by and introduce him/herself

· Food – have pizza or other food brought in and have the chapter pay the bill, people are more likely to attend and they will appreciate the gesture.

· Have an agenda already developed.

· Plan time to develop a chapter strategic plan.

· Remind all the old officers to bring all of their resources, officer notebooks, etc. so they can review responsibilities and goals with the new officers
· Spend some time on “calendar management”.  Plan your semester as closely as you can, don’t forget province council, formals, Greek week,  etc…

For additional information on a strong officer transition, consult the following:


Manuals and Guides:

• 6or 8 week New Member Education Manual

• Chapter Communications
• Chapter Finance

• Chapter Judicial

• Council of Honor

• Chapter Meeting
• Chapter Scholarship 

•Kappa Alpha Order Web Site-


  www.kappaalphaorder.org
• Your Associate Director for Chapter        Services
















































