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NUMBER IV
Former Number IV: _______________________________________
Number IV: ______________________________________________
Date of Transition: ________________________________________
EXCELLENCE IS OUR AIM
DUTIES OF YOUR OFFICE
The Number IV

THINGS TO DO

· Introduce yourself to the Alumnus Advisor
· Introduce yourself to the Faculty Advisor
· Introduce yourself to the Greek Advisor
· Review the latest Report 7 from the Associate Director for Chapter Services
· Read and understand the National Reporting System
· Oversee the chapter’s recruitment program

· Respond to rush recommendations

· Focus on campus (Greek, student organizations, and faculty, etc.), community (philanthropic service, businesses, schools), and fraternal correspondence (Province, National, and new chapters)

· Stress value of inter-province communication
· Promote good neighbor relations
· Maintain a chapter web page and be sure to have any passwords associated with it
· Work with the Number V on the alumni newsletter

· Have faculty awards, receptions, events and dinners
· Send out press releases for good news about KA and specifically your chapter
· Encourage and emphasize the importance of interfraternal relations
· Host a community night once a semester
· Send Christmas cards to faculty members
· Create an individual member file that states each member’s medical record.  This record can be used at a time of chapter emergency
· Send invitations to alumni for initiation
· Send flowers to sororities on their founders’ day
· Send out at least 3 different items of correspondence to alumni (newsletter, letter, thank you cards, email, etc.)

THINGS YOU WILL NEED
· A copy of the Kappa Alpha Laws.*

· Current copy of your chapter’s by-laws.

· A scrapbook for all chapter correspondence.

· All chapter stationary (including rush materials).

· Current mailing list for active members, alumni members, and university addresses, on flask drive.

· Chapter Communications Manual*

· The weekly school paper and town paper.
· Old alumni newsletters, correspondence examples and Ammen applications

______________________________________________________________________________________________

 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
CORRESPONDING SECRETARY
PUBLIC RELATIONS
You are the PR man of the chapter.  People tend to hear about the good things a fraternity does less frequently than they do the bad things, which seem to draw immediate attention. The PR man in the chapter must take advantage of any positive situations including MDA events, community service, high scholastic achievement, chapter awards, a good softball game; anything that reflects highly on the chapter should be publicized. Use school newspapers; they are often cheap or even free. Doing the little things also impresses your community members such as congratulatory letters, holiday cards, keeping your yard and neighbors’ yard clean, raking their leaves, getting their paper for them, etc.)  Good PR work involves more than just doing nice things for sororities.  

In short, your job can be an easy one. You could make the chapter better or even turn things around for your chapter with just a little effort. Your job is one of the most important jobs in the Order. For KA to thrive we need positive press. With good PR anything can be accomplished.

MEDIA
All inquiries from outside the chapter in the event of a crisis should be directed to the National Administrative Office as opposed to saying, “no comment” which carries a negative connotation.  If a crisis arises please forward all media calls to the National Administrative Office.  
PUBLIC RELATIONS OUTLINE
I. What is Public Relations?

II. What is the goal of Public Relations?

III. Defining your audience?

a. ____________________

b. ____________________

c. ____________________

d. ____________________

e. ____________________

f. ____________________

IV. Examples of good Public Relations.

a. The University Community

1. Administration

2. Non-Greek Students

3. Greeks

b. City

1. Neighbors

2. Public

V. The Public Relations Committee:

Chairman:__________________________

Alumni Relations:____________________

Philanthropy:_______________________

Social:_____________________________

Rush:______________________________

“The foundation for a good public relations program is the dedication of the members to the basic purposes of Kappa Alpha and their constructive reflection upon the Fraternity’s reputation.”

It’s not enough to “do” the right thing, you must also “do” it right!  Always display good manners. Be courteous.  Make positive statements about others.  Introduce yourself.  Say “Thank you.”  Make others feel welcome and at ease.

EXCELLENCE IS OUR AIM
NO. IV GOAL SETTING
Public Relations
In the past year how many times has your chapter appeared in either the university or local newspaper?_____________________________

How many times would you like to see it in the next year?______________________________

Does your chapter give awards to Faculty members?______________________________

Do you know the dates for all the sororities founding days on your campus?  Do you send them roses on their founding day?___________

How is your inter-province communication?

_______________________________________________

Has your chapter hosted any type of community event in the last year?____________________

TRANSITION NOTES:
The following is a excerpt from a news article published by an editor for educational issues.  This article is a prefect example of why we as fraternity members need to do all that we can to preserve/ improve our name and image.  If we continue to ignore the negative and refuse to publish the positive, articles like this one will begin to affect our membership more than it already is.  

Why have fraternities at all?

The News and Observer, Raleigh, N.C., Sunday, May 15, ’88

By MICHAEL NORMAN

“What place does a one-sex social system, based on such caprices as class, income, skin color, wardrobe, facial hair and who knows what else, have in a place that the ancient Greeks believed was supposed to be devoted to the search for truth and justice?”


Don’t allow the chapter to be stripped of its reputation as gentlemen.  Negative PR can strip us from our good reputation.  Ensure you are doing your part to promote the positive ideals of Kappa Alpha Order.  Make certain there is a positive legacy to be passed down for the next generation.  Do not only leave something behind, leave something worthy of a knight.
9-134. The IV – Corresponding Secretary. The IV shall  have charge of and be responsible to the I for safekeeping of all the files and correspondence of the chapter and shall write or supervise the writing of all correspondence in behalf of the chapter as the I or the chapter shall direct. He shall also serve as the membership recruitment officer for the Active Chapter. Amended by the 72nd Convention, to take effect on December 1, 2007.





“The sword was the mark of the knight, one of his most prized possessions and a symbol of his high social and military standing.  If, for some grave misdemeanor, a knight was stripped of his knighthood, his sword would be broken before his eyes.  A sword, however should not break.  They were made to last a lifetime and often a sword was passed down from father to son, and each generation would add some design or jewel to the sword to make it his own.”








