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INTRODUCTION  
 

Good communications is a cornerstone for successful chapter operations.  There is a 

direct correlation between effective communication and effective chapters.  Too many 

times chapters fail to communicate effectively which leads to poor chapter operations and 

poor relationships with individuals and groups outside the chapter. 

 

This manual is dedicated to showing chapter members the proper timing and channels to 

use for communication with groups and individuals.  There are many examples provided.  

If you have additional questions, you may use the resources listed at the end of the 

manual or contact a member of the national administrative staff. 

 

The following is a list of general times that a chapter should formally communicate with 

KAs and non-KAs.  If you keep this list in mind, then you will always know when, how 

and where to send communication. 

 

 To announce any chapter event 

 To thank those who have served the chapter (other Greeks, alumni, faculty, etc.) 

 To congratulate other individuals or groups for accomplishments 

 Holiday greeting cards 

 To mark an anniversary (founding date, event traditions) 

 General news about the chapter (new officers, individual accomplishments, etc.) 

 Condolences (loss of a member or other tragedies in chapter or family life) 
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                                                  THE NUMBER IV  
 

The Number IV is the primary communications and public relations officer along with 

being the recruitment chairman.  Therefore, everything in this manual falls under his 

duties, with the exception of alumni relations, where he will still be expected to work 

with the Number V.  The Kappa Alpha Laws assigns a Number IVôs duties as such: 

9-134. The IV ï 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.   

 

When executed properly, the office of Number IV can be one of the most beneficial 

offices to a chapter.  He can almost single-handedly ensure the chapterôs positive image 

on campus and in the community.  Below are a few helpful hints to help make the 

Number IV a productive position for your chapter. 

 

 Develop a positive public relations plan for the year. Seek advice from the public 

relations department on campus, professors who offer courses on public relations 

and other pertinent topics, your faculty, Greek and alumnus advisors, province 

commander and members of the national administrative staff.  

 Use existing or create electronic templates for chapter correspondence. This helps 

to save time and ensure consistency in your correspondence. 

 Keep copies of everything you send out on behalf of the chapter and any 

publications the chapter is listed in ï this will help with transition of the office, 

keeping an accurate history of the chapter, and applying for awards at a campus 

and national level. 

 Have an English major in the chapter, professor, or alumnus proofread each 

important item of correspondence before you send it out 

 When the chapter hosts an event, think to yourself, ñAre we reaching as many 

people as possibleò and ñWhat can I do as the public relations and 

communications officer to make this event as successful as possibleò. 

 Work with the Number V on alumni newsletters to ensure information is accurate 

 Meet with the editor and advisor of the school and local newspaper to establish a 

relationship and make communication easier when the chapter wishes to have 

information published. 
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ALUMNI RELATIONS  

 

The ability to communicate with alumni is one of the most difficult challenges for an 

active chapter, but it is essential to effective chapter operations.  This section is devoted 

to helping the active chapter bridge the gap between itself and the alumni.  The active 

chapter members should come first and foremost, but the chapter cannot neglect its 

alumni, for they are vital to the Order and the fraternity world. 

Office of the Number V 

Traditionally, the office of Number V has acted as the alumni relations officer.  The 

Kappa Alpha Laws assigns a Number Vôs duties as such: 

The V shall accumulate material for the history of the chapter and its members, 

past and present; keep the prescribed chapter register up to date; act as contact 

officer between the chapter and its alumni, performing such duties in this regard 

as may be required of him by the chapter or by the Executive Director; and be 

responsible to the I for the safekeeping of the chapter register, records of 

historical data, chapter library, pictures and other properties of a historical nature. 

As you learned during your initiation we are bound together as members of Kappa Alpha 

Order until death.  However, we must realize that our alumni brothers move on to other 

things that must come to the forefront of their lives such as family and professional 

responsibilities.  Many times our alumni members do not have the time to be proactive in 

regards to KA.  It is the job of the Number V (and his committee) to be proactive on 

behalf of the chapter.  Alumni are still interested in the Order and even with helping out a 

chapter.  The chapter just has to be willing to provide the alumni with avenues to stay 

invformed and involved. 

HOSTING ALUMNI EVENTS 

Almost any event the chapter host can be considered an alumni event.  It is important that 

you realize that alumni events are more about the invitation than almost anything else.  

Not all alumni are going to be able to make it to every single event, but if they know they 

were invited and that the alumni who attended had a good time, then that can benefit the 

chapter almost as much as if that alumnus himself had attended. 

The following is a list of things to consider when planning alumni events in general. 

1. Plan events that are alumni and family friendly.  

2. As soon as planning begins or if a date is set, post the idea or the date of the event 

on the chapterôs website.  This will allow alumni to give you feedback on a good 

date for the event and what type of event to host. 

3. Ten weeks or more prior to the event send a mailing announcing the event.  The 

sooner the better! 

4. Make personal calls to as many alumni as you can about the event. 
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5. Enlist the help of your Alumnus Advisor or members of the chapterôs Alumni 
Advisory Committee to assist with the planning of the event.  He/they can help 

you determine what type of event best suits your alumni and they can help start a 

core group of alumni who are committed to attending the event. 

6. In your most current newsletter (hopefully about two months prior to the event), 

provide all the details for the event including time, location, parking information, 

dress, any hotel reservations and costs that apply to the event. 

7. Be sure to hold 5, 10, and 20-year reunions, as many alumni make it a priority to 

attend these gatherings.  Ask former Number Iôs to help you plan these events and 

to help get the word out about the event. 

8. Be sure to include all pertinent contact information for people and places such as 

the Number V, Number I, Alumnus Advisor and local hotels. 

9. Offer to help the alumni in scheduling an alumni chapter meeting or Alumni 

Advisory Committee meeting around the time of the event.  Take this opportunity 

to send active chapter representatives to thank these groups for their support. 

10. Make sure that your alumni event does not conflict with an event at the school or 

other chapter events.  On the other hand, utilize popular alumni events at the 

school and host your events in conjunction. 

11. Most likely, the house will be visited, if not used, during alumni events, so make 

sure the house is CLEAN. 

12. Make sure the active members are present, are dressed properly and conduct 

themselves in a gentlemanly manner. Stress to your members the importance of 

being true host of the event. Active members of the chapter should greet alumni 

and make them feel welcome at all events.  

Types of Events 

As stated earlier, almost any event can be considered an alumni event.  Listed below are 

some examples of events that have been successful for chapters across the nation: 

 Homecoming 

 Golf Tournaments 

 Convivium 

 BBQ, fish fry, seafood/crawfish boil 

 Attendance at school and professional sporting events 

 Fishing Tournaments 

 Poker Tournaments 

 Auctions 

 Work parties/ House clean-ups 

 Dinners to honor distinguished alumni 

 Picnics 

 Active verse Alumni athletic events 
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ALUMNI NEWSLETTERS 

Newsletters are the most common form of communication with alumni.  Many alumni 

find pleasure in receiving a newsletter composed by their chapter brothers.  Newsletters 

can spark interest in the chapter, especially if they are the first edition in a long time.  

They can start fundraisers, increase attendance at events and keep alumni up to date on 

the chapter and other alumni.  Newsletters can also be one of the most arduous tasks to 

accomplish for an active chapter for many different reasons.  The following is a list of 

possible setbacks for an alumni newsletter.  Take notice of these and ensure that these 

donôt become issues for your chapterôs newsletter. 

1. Financial ï printing and mailing the newsletter can cost a lot of money.  Make 

sure your chapter has budgeted the proper amount for these costs.  Consult the 

university post office for possible discounts on postage and the university print 

office for discounts on printing.  Also, be sure that you have as many accurate 

addresses as possible.  These can be obtained by contacting the National 

Administrative Office or your alumni office on campus.  Use e-mail, KACircle, 

blogs and the chapter website as much as possible to help cut costs. 

2. Coordinating Contributors ï you may need multiple people to write pieces for the 

newsletter and it can be difficult to get them in on time.  Set early deadlines to 

ensure you get all articles in on time. Be sure to include alumni authors. 

3. Typos, Bad Grammar and Inaccurate Information ï nothing looks more 

unprofessional than multiple errors.  Have a couple of members and an alumnus 

or English professor proofread the newsletter before it is sent out. 

4. Formatting ï many times the general appearance and creation of the newsletter 

will be difficult.  Use Microsoft Publisher, Word or Adobe PageMaker 

(communications majors will know this one) to create a professional looking 

newsletter. 

If you find that these setbacks are too overwhelming, you can contract out your 

newsletter to an outside company.  There are a couple of companies that offer newsletter 

services for little or no fees.  University Publishing (www.uni-pub.com) and Omega 

Financial (www.omegafi.com) offer excellent services that have been utilized by several 

chapters. 

Now that you know what not to do, letôs talk about what should be included in a 

newsletter.  There are many different things that can be included.  It will be up to the 

Number V to determine what is included.  Time of year and importance will impact what 

is included in each edition.  Donôt hesitate to change up what you include each month.  

Below is a list of possible sections in an alumni newsletter. 

 Be sure to include content that is appropriate and pertinent to your alumni. 

 Try to achieve a good mix of undergraduate and alumni news. 

 Chapter events and accomplishments. 

 List of officers (list their major and hometowns). 

 List of new members (major and hometowns). 

 Letter from the Number I, Number V, Alumnus Advisor, or Province 

Commander. 

http://www.uni-pub.com/
http://www.omegafi.com/
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 Member spotlight (active or alumni) ï write a piece about something 

interesting a member is doing (i.e. job, service, legacy, etc.). 

 Guest articles from alumni on topics such as finance, religion, politics, 

business or higher education speaking on topics related to their field. 

 Information and updates on fundraisers for the chapter, but do not ask for 

money in a newsletter. 

 Section for alumni to submit their updated personal information. 

 General updates on alumni ï where they are, family update or professional 

updates are all acceptable 

 Recommendation forms for potential members or directions to 

www.joinka.com for online recommendations 

** Remember to include tasteful pictures wherever applicable!    

ALUMNI ADVISORY COMMITTEES  

An alumni advisory committee (AAC) can be an active chapterôs greatest asset.  A 

committee typically works much better than just one alumnus advisor.  This allows the 

committee to divide the responsibilities while the alumnus advisor is the chairman. 

The role of the alumni advisor committee is stated in the Kappa Alpha Laws as such: 

9-236. Alumni Advisory Committee. The Province Commander shall annually 

appoint for each Active Chapter in his province an Alumni Advisory Committee 

consisting of not less than three (3) alumni members. Members of the Alumni 

Advisory Committee shall periodically attend the meetings of the chapter and 

advise the chapter officers and members upon matters of chapter affairs when 

they deem such advice to be in the best interest of the chapter or the Order, or 

when requested to do so by the chapter, the Province Commander, Executive 

Director, or by a General Officer of the Order. The Alumnus Adviser shall serve 

as chairman of this Alumni Advisory Committee. Adopted by 67th Convention, 

1997; amended by the 69th Convention, 2001 and the 70th Convention, 2003. 

There is more information pertaining to AAC available in ñChapter Advising,ò A Guide 

for Alumni Advisory Committees available from the National Administrative Office. It is 

important for the chapter to reach out to the members of its AAC. The members of this 

committee are a resource but are often uninformed or unaware of your needs if you do 

not communicate with and involve them in the affairs of your chapter.  

ALUMNI CHAPTERS 

There are currently 48 active alumni chapters across the United States.  There is probably 

a chapter that is close to you.  It would be beneficial for chapter representatives to attend 

one of their meetings and request assistance or offer assistance for their events.  If there is 

an alumni chapter close to your chapter, then you should include them in your alumni 

newsletter and contact the president of the alumni chapter any time the chapter hosts an 

event where he could be present.  Many times alumni chapters consist of alumni who 

http://www.joinka.com/
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have moved from their home chapter and are still eager to be involved in Kappa Alpha 

Order.  They are waiting to be asked! 

If you have questions about alumni chapters in your area, contact your Province 

Commander or the National Administrative Office.  We will be happy to provide you 

with information about alumni chapters nearby. 

ALUMNI RECOMMENDATIONS FOR RECRUITMENT AND LEGACIES 

Alumni recommendations and legacies are an integral part of the recruitment process.  

The Kappa Alpha Laws clearly prescribe how to proceed once a chapter receives a 

recommendation from an alumnus.   

8-112. Investigation of new members. An Active Chapter, through designated 

officers or members, shall contact all possible sources of information regarding 

the eligibility of any individual for membership prior to presentation of his name 

to the Active Chapter for consideration. It shall acknowledge all 

recommendations made by alumni members and contact every individual so 

recommended for purposes of his consideration by the chapter. An Active Chapter 

shall, in considering an individual who has attended another institution where 

there is an Active Chapter of the Order, make appropriate inquiries of that chapter 

as to his eligibility. Amended by 67th Convention, 1997. 

Legacies 

Active chapters should give due consideration to consider legacies.  It is important that as 

an active chapter you remember why that individual is a legacy to begin with.  Remember 

that his father, brother, or other relative experienced the same ritual and brotherhood that 

you have experienced and only wants a similar positive experience for that individual.   

Please keep the following things in mind if you decide to elect a legacy to membership: 

1. You have continued that familyôs Kappa Alpha heritage, which could go on 

forever. 

2. You can put a positive image of Kappa Alpha in the mind of the alumnus from 

whom the young man is a legacy. 

3. You are most likely guaranteeing that the alumnus will assist your chapter when 

needed. 

Legacies help ensure that the Kappa Alpha heritage and tradition will live on forever.  

Remember to ask yourself this question when considering a legacy:  What if it were 

your son, OR YOU? 
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FACULTY RELATIONS  

One of the most under-utilized areas of chapter operations is that of faculty relations.  For 

whatever reason, chapters tend to forget these important people in campus and student 

life.  These men and women should not go unnoticed.  They can be a valuable asset to a 

chapter in many ways.  Many faculty members have little idea what fraternities can offer, 

and some have unwarranted, poor views of fraternities.  So how can you change that? 

HOSTING FACULTY EVENTS 

One way to change a negative perception is to host an event that honors faculty members.  

This could be a simple meet-and-greet, inviting them to the chapter house for a meal, or 

you can work with your local IFC to sponsor an event on campus.  Even a gesture as 

simple as providing refreshments in the faculty lounge or office of an academic 

department with the message, ñCompliments of Kappa Alpha Order; thank you for all 

your service to the universityò can leave a positive image of Kappa Alpha for those 

faculty members. 

One of the most common examples of recognizing an individual faculty member is by 

sponsoring a ñFaculty Member of the Month Awardò.  Many chapters elect a member of 

the faculty during a chapter meeting. Have a certificate printed for each winner some 

chapters choose to make a small donation their charity of choice. Be sure to issue a press 

release each time a faculty member is honored you may wish to include an interview with 

that faculty member and the reason the chapter chose to honor them. Invite all winners to 

a dinner at the end of the year in their honor at the chapter house or in a facility on 

campus.  If a chapter so decided, it could then name a ñFaculty Member of the Yearò at 

that point. 

Just like alumni events, faculty events need proper planning and advance notice to any 

faculty member invited.  At least three-monthôs notice is general etiquette for requesting 

faculty presence at a chapter event. 

EFFECTIVE USE OF A FACULTY ADVISOR 

A faculty advisor can be an invaluable resource for chapters.  Even if your campus does 

not require a faculty advisor, it is a good idea to seek out a qualified candidate.  Faculty 

advisors can play an important role for a KA chapter. They do not have to be initiated 

KAs, or even males! Listed below are a few services faculty members can provide to a 

chapter. 

1. Serve on the chapterôs Alumni Advisory Committee. 

2. Serve as a liaison and representative for the chapter in faculty relations. 

3. Assist the chapter with its scholarship plan by speaking to members about study 

habits and resources, discussing tips for exam preparation and selecting 

scholarship recipients. 

4. Assist the chapter in his/her specialty area (i.e. finance professor assist with the 

budget). 
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5. General advising for the Number I and the chapter. 

6. Attend meetings with other faculty advisors to obtain information and discuss 

chapter issues. 

Many chapters have been able to initiate their faculty advisors if they are eligible and 

have served the chapter for an appropriate period of time.  The Kappa Alpha Laws allow 

for a chapter to special initiate any faculty member.  If your chapter does not have a 

Faculty Advisor, then contact your Greek Advisor or the National Administrative Office 

to identify possible candidates. 

RELATIONSHIPS BETWEEN  FACULTY AND CHAPTERS  

So you have a faculty advisor.  Is that all the exposure and the only means of 

communication your chapter should have with the faculty?  As stated earlier, faculty can 

have a negative perception of fraternities based off of news reports, history of fraternities 

at their university, or even because they grew up watching Animal House.  Therefore, it is 

important to get as many positive images of KA out in the public.  How can chapters as a 

whole and its individual members help foster those positive images?  Here are some 

examples: 

1. Provide members with a letter detailing the chapterôs commitment to academic 
excellence. Feel free to include Kappa Alpha Laws and pertinent chapter bylaws 

showing this commitment. This letter should also ask for the professors assistance 

in providing periodic grade reports to help track the members performance. 

2. Arrive to class on time. 

3. Sit in the front of the classroom 

4. Dress and behave like a gentleman when attending class. 

5. Make sure your all of your professors know you by name. 

6. Participate in class discussions. 

7. Get involved in other campus activities 

These may seem like small behaviors, but if each and every member followed these small 

examples, then the faculty members would begin to associate those good students with 

Kappa Alpha Order and vice versa. 
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PARENT RELATIONS  

 

Parents are another important group with whom to maintain positive and frequent 

communication.  They have sent their son to college on his own and depend on his 

friends, or in this case, fraternity brothers to help take care of him.  For this reason, the 

chapter must keep its membersô parents as informed as possible.  Listed below are several 

tips on how to keep the parents of the chapter members informed and involved. 

1. Make sure the chapter has the home address of each member.  This is usually 

done when the Report 2 is completed. 

2. Invite all parents to the induction ceremony. 

3. Send each new memberôs parents a letter welcoming their son to KA that 

summarizes the benefits and requirements (esp. financial) of membership. 

4. Send a copy of the chapterôs budget and a membership agreement. 

5. Create a newsletter to be sent to all chapter parents or send them copies of the 

chapterôs alumni newsletter. 

6. Create a Parentôs/Momôs Club to assist with chapter dinners and help foster more 
communication. 

7. Host a Parentôs Day/Weekend at the chapter house or host an event in conjunction 

with the universityôs Parent's Day/Weekend. 

8. Invite parents to alumni events (i.e. Homecoming, golf tournaments, etc). 

9. Give each the parent the contact information for the I, II, III and VI. 

10. Host fundraisers in conjunction with parent events (i.e. silent auctions, raffles for 

free dues, etc.) 

11. Send a Christmas wish list of items the chapter may need.  

12. Consider asking a parent to serve as a member of the Alumni Advisory 

Committee. 

To sum all this up, keep the parents informed.  An informed parent is a happy parent and 

a happy parent is one who is more likely to support their son and his choice to participate 

in the chapter. 
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GREEK RELATIONS  

 
In order to be a successful chapter, you must be willing to communicate with rest of 

Greek Life.  This goes beyond hosting a sorority mixer/swap, although that can be one 

component.  Effective communication among Greek organizations can lead to a better 

overall experience. 

 

RELATIONS WITH  SORORITIES  

It is usually not a challenge to encourage KAs to interact with sororities.  Sororities can 

be a tremendous asset to KAs in terms of recruitment recommendations and the general 

image of the chapter.  The main challenge is to get chapters to think outside the box.  

Relations with sororities do not have to be limited to mixers and chapter parties.  There 

are other events and ways to interact that can leave sorority women with an even better 

impression of KAs.  Here are some examples: 

1. Co-host a philanthropy/service event with one or more sororities. 

2. Host an etiquette dinner at the chapter house and invite sorority women to attend. 

3. Host a self defense class for all women on campus. 

4. Send each sorority flowers on their Foundersô Days.  Find out what their 
organizationôs flower is and send a bouquet of those instead of roses. 

5. Send each sorority a note when they accomplish something (i.e. good 

philanthropy event, good recruitment class, elect new officers, win an award, etc). 

6. Recommend good female students on campus that would make good members of 

their organization. 

RELATIONS WITH OTHER FRATERNITIES  

It can be challenging to communicate with our rivals.  However, when fraternities work 

together for the Greek community, it creates a better environment for everyone.  It 

becomes easier to solve problems when they do arise.  It can also help with recruitment.  

Maybe a certain individual would not fit with one chapter, but he would at another on 

campus.  Also, when outsiders see that all the fraternities know how to work together and 

respect each other, it shines a positive light on everyone and fights the negative 

stereotype that fraternities often receive.  Here are some other ideas of ways fraternities 

can interact: 

1. Co-host a philanthropy event/service event with each other (i.e. if one or more 

organizations are competitive in intramurals, then host a sports tournament and 

donate the money to a local charity). 

2. Work with IFC and ensure that there is at least one IFC service event per year 

where every fraternity is required to attend. 

3. Donôt be hesitant to congratulate another chapter on a job well done with a 
service project, an intramural championship, or a good recruitment class. 
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A Quick Note about IFCôs 

Many of you might not understand what your IFC does or you may think they do nothing 

for recruitment.  Maybe you are right.  But if we sit back and do nothing about the 

problem, then we become part of the problem.  If your chapter does not have an executive 

position in IFC, then it should be one of your top priorities to obtain one.  As a chapter, 

you should also be in regular communication with the IFC President to let him know 

what is going on with the chapter.  IFC meetings may not seem like they are important, 

but simply attending them can have a positive effect on the chapter. 
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OTHER CAMPUS RELATIONS  

 
There are other groups to communicate with and areas to focus on in regards to 

campus relations.  The communication network for a chapter needs to be as large as 

possible.  The goal for that network is to have as many positive relationships as 

possible in order to expand the chapterôs resources, continue to foster the good name 

of Kappa Alpha Order and for the chapter to be a resource for all those individuals 

and groups. 

 

These groups are not unlike other fraternities and sororities on campus in how KA 

should interact with them and the reasons for doing so.  One obvious reason that does 

not involve other fraternities and sororities is recruitment.  Student leader groups like 

College Republicans, College Democrats and Student Government Associations can 

provide solid upperclassmen students who would benefit from Greek Life and vice 

versa. 

 

Another easy way to foster good communication and relationships with these groups 

is to have your members join them.  Political groups, religious groups, SGA, major-

specific clubs, honorary fraternities, athletic clubs and any student-operated 

organizations are usually not that difficult to gain admission into.  Each chapter 

member should be required to be active in one of these groups. 
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COMMUNICATION WITH TH E NATIONAL ADMINISTRATIVE 

OFFICE  
 

This section will assist you in maintaining positive and timely communications with the 

National Administrative Office (NAO).  The primary goal of the NAO is to assist and 

serve its active chapters.  In order to perform this service, the lines of communication 

between the NAO and its active chapters must be as open as possible.  There are several 

reasons to keep these lines of communication open such as record keeping, accurate 

reporting and to avoid any unnecessary sanctioning. All reports can be found online at 

www.kappaalphaorder.org/portal. You may also pay any fees owed to the NAO free of 

charge via e-CHECK a service provide by Omega Financial.  

NATIONAL REPORTING SYSTEM  

 

Report 1 Fall Dues and Insurance 

 

This report allows you to update your chapterôs active member roster and current officers 

by noting those who have graduated, transferred or left school.   

 

The deadline for filing this report is September 30th, after which a fine of $5.00* per 

member will be in effect. 

 

Fees per active brother are:  $245.00* per active per year ($85.00* for annual dues and 

$160.00* for insurance per year).  Fall new members do not pay insurance or dues the 

first semester. 

 

Report 2 Induction   

 

This report records the information for your new members.  

 

*A check for the induction fees ($80.00* per pledge) is to be mailed to the National 

Office within 48 hours of induction.      

 

*NOTE: This induction fees do not include the fees for the induction packets.  The 

packets must be ordered separately from the National Office and will not be sent 

automatically.  You must submit a check for $20 for each packet ordered.  (An induction 

packet includes The Varlet, pledge pin, Manners Born Manners Bred, The Talisman and 

Hazing Brochure.) 

For every induction fee that is submitted a credit of $20 will be posted to the chapter 

account. This takes place in December for fall new members and in May for spring new 

members.    

 

 

 

http://www.kappaalphaorder.org/portal
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Report 3                                               Mid -Year Report  

 

This report provides financial information needed for IRS filing purposes. 

 

This report is due to the National Office by November 15th.   

 

 

Report 4                                               Initiation Report  

 

This report is used to record the initiation of new members.  

 

The initiation fee is $250.00* per new member. 

 

Badges will be shipped in time for the initiation ceremony to chapters who have:  (1) paid 

all induction and initiation fees, and (2) filed Report 4 at least two weeks prior to 

initiation.  (Shingles will be ordered and shipped directly to the chapter.  Please allow 

four to six weeks for delivery.) 

 

Report 5 The Kappa Alpha Journal Submission 

 

This report calls for chapters to submit items for the Kappa Alpha Journal. Although the 

National Administrative Office will send out requests during the year, your chapter may 

submit information to the Director of Communications at any time. Please mail or email 

photographs with your Report 5 when possible. 

 

Report 6 Spring Dues and Insurance  

 

This report helps to update your chapter membership.  Also for new members, new 

initiates and anyone who did not pay in full in the fall, the insurance assessment is 

$80.00* and dues are $42.50*.  The deadline for filing this report is February 28th, after 

which a fine of $5.00* per member will be in effect. 

 

Report 7        Associate Director for Chapter Services 

                                                Chapter Report 

 

The Associate Director for Chapter Services will report on his visit to a chapter and give 

his analysis of the chapter and its programs.  The chapter, the Alumnus Advisor, the 

Greek Advisor and the Province Commander will each receive a copy after the field staff 

member finishes his visit to the chapter. 

 

Report 8                       Province Commanderôs Report 

 

The Province Commander will report on each chapterôs progress.  This report is filed 

with the National Office.  
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Report 9                                    End of the Year Report 

 

This report provides the National Office with summer address information for chapter 

officers.  It is due prior to the close of the spring semester. 

 

 

Report 10                                    Chapter Annual Report 

 

This report provides the National Office with the updated officer and committee 

information following chapter elections. It must be filed by December 5
th

. 

         

*Fees are subject to change 

 

 KAPPA ALPHA JOURNAL 

Another form of communication with the NAO that chapters should take advantage of is 

the Kappa Alpha Journal.  A chapter can submit a Report 5 at anytime which guarantees 

your chapter recognition.  Too often chapters do not submit Report 5ôs and alumni ask 

ñWhy is my chapter not in the Journalò.  The answer is always, ñThey did not submit a 

Report 5.ò  Chapters that struggle with creating alumni newsletters can find much more 

ease in sending a Report 5 along with a picture from chapter event such as a fundraiser, 

brotherhood or philanthropy event. 

ASSOCIATE DIRECTOR FOR CHAPTER SERVICES (ADCS) 

The associate director for chapter services is the eyes and ears for the National 

Administrative Office and is usually the contact person for the chapter to reach the NAO.  

The ADCS can be one of the greatest resources for a chapter.  These men are trained in 

all areas of chapter operations and can provide guidance for a chapter and its officers. 

 

The ADCS issues a Report 7 that evaluates a chapter following his visits.  This report 

should be used by the chapter as a toll to build on successes and improve deficiencies.  

The more you communicate with the ADCS, the more he can assist you and your chapter.  

You will receive a lot of correspondence from your ADCS, so please be sure to address 

and respond to any correspondence sent by him. 

 

Here are some ways to keep the lines of communication open and to make the 

relationship between the chapter and the NAO a good one. 

 

1. Be honest and up front about issues in the chapter when asked by a member of the 

NAO staff.   

2. Submit a Report 5 for each Kappa Alpha Journal. 

3. Check e-mail at least once daily. 

4. Return all phone calls and e-mails sent to you or your chapter by a NAO staff 

member within 24-48 hours. 

5. Familiarize yourself with the National Reporting System and ensure that your 

chapter files reports on time and submits payments for the reports immediately. 
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6. Work with your Associate Director for Chapter Services and follow the 

instructions on his most recent Report 7 to help improve the chapter. 

PROVINCE COMMANDER  

The Province Commander for your chapter is another great resource.  The Orderôs 

Province Commanders have a wealth of experience in many areas of KA, as well as in 

the professional world.  Follow the same protocol with Province Commanders as 

members of the NAO.  Province Commanders are the elected leaders of your province 

and should be treated with respect.  They play a vital role in communication with the 

Knight Commander and Executive Director.  As members of the Advisory Council, they 

are your chapterôs link to the Executive Council and can help express your ideas as 

members of the Orderôs leadership. 

Province Commanders also issue reports (Report 8) that can give your chapter guidance.  

Use his report along with the ADCS Report 7 to help improve chapter operations. 
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POSTINGS ON WEBSITES/PERSONAL NETWORKING SITES 
 

In our ever-advancing age of technology, it is important to address chaptersô and 

individualôs usage of technology in terms of its reflection and representation of Kappa 

Alpha Order.  Chapter websites, YouTube videos and personal networking sites such as 

Facebook and MySpace are the most common uses of that technology today. 

 

These uses of technology can be one of the greatest assets to a chapter if used properly.  

Many chapters use their websites and YouTube videos as recruiting tools and set up 

Facebook and MySpace accounts in order to network and advertise their chapter more 

efficiently.  Both websites and personal networking sites can also be used to promote and 

announce chapter events. 

 

It is important to remember that when a member or chapter of KA posts pictures, videos, 

blogs, images, or anything on their site and they identify themselves as KA, they 

represent KA.  Even if a memberôs profile is set to private or a chapterôs website is 

password protected, it still poses a threat to KA if something inappropriate is posted.  

Further, if members are not living the values of KA in their personal actions, then how 

does that promote KA? 

 

Listed below are some good rules of thumb regarding postings on chapter websites and 

personal networking sites. 

 

1. Password-protect chapter websites and request that members set their 

Facebook/MySpace profiles to private. 

2. Assign a member of the chapter to check all these sites at least once a month. 

3. Do not commit nor post any violations of the Kappa Alpha Order Risk 

Management Policy, especially underage drinking, bulk quantities and any 

violations of the law.  For example, if a picture identifies an event as Bid Day 

2007, then there shouldnôt be any pictures of members drinking since all new 

member functions should be dry. 

4. Do not post and announce parties on either the chapterôs website or any personal 

networking sites.  This essentially invites anyone to your party, which would be 

another violation of the Risk Management Policy. 

Remember employers are now researching personal networking sites when they 

interview job candidates so that should be another reason to keep individual 

pages clean and appropriate. 

 

One last thing to keep in mind: by no means is someone from the National 

Administrative Office monitoring Facebook and MySpace pages on a 24-hour basis.  

However, there have been instances where chapters were accused of certain things and 

they were found to be true by checking those sites.  Please keep these sites under control 

and keep the good name of Kappa Alpha Order going on the internet as well.  The 

Executive Council has passed a regulation concerning electronic media: 

 

Members and chapters shall refrain from using the name ñKappa Alpha Orderò or 

any name meant to refer to the Order, any of its chapters or his membership in 
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any content, pictures or graphics used in any electronic media that are offensive, 

that reflect poorly on Kappa Alpha Order, or that are inconsistent with the 

Constitution, Bylaws, Regulations or customs of the Order. This includes but is 

not limited to the following electronic media outlets: websites or web pages, 

internet postings, blogs, online web communities (i.e. facebook.com or 

myspace.com) and online compilations of photographs.  Examples of offensive 

material include, but are not limited to the display of alcohol, drugs or drug 

paraphernalia, nudity, lewd behavior, offensive language, prejudiced or 

discriminatory statements against individuals or groups or any acts which violate 

any and all applicable laws or regulations of the state, county, city or institution of 

higher education. Adopted April 6, 2001 and amended May 19, 2006. 
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GENERAL ETIQUETTE IN COMMUNICATIONS  
 

Communication can be the most important aspect of running a chapter.  There are some 

general rules to follow when doing any sort of communication. 

 

1. Proofread.  When correspondence goes out (e-mail, letters, fliers, anything) on 

behalf of the chapter, be sure that it is free of grammatical and spelling errors.  

Send it to an English major in the chapter or an alumnus for review. 

2. Keep it short and to the point.  Think about when you receive your mail.  If it is 

long and not that interesting, you throw it away. 

3. Do not violate the Kappa Alpha Order Risk Management Policy in any 

correspondence, pictures or anything that represents the chapter. 

4. Meet deadlines.  Do not shortchange the chapter or the recipients of your 

communication by not getting information out on time. 

5. Do not leave anyone out.  It never hurts to send correspondence and information 

to multiple parties, even some you may not think would find the piece interesting. 

6. Issue both pre and post event press releases to campus and local media sources. 

You want to be sure people are aware of your positive activities and that you 

accomplishments are well known.  
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CRISIS AND RISK MANAGEMENT COMMUNICATION  

 
The Number I is in charge of the chapter at all times. Everyone in the chapter should be 

instructed that the Number I is in charge in case of an emergency situation. In the absence 

of the Number I, the chapter should have an established ranking order of officers to take 

charge. This order should be written down and accessible to members of the chapter. In 

addition, the chapterôs advisors, housing corporation, and if applicable, house 

director/resident advisor should be notified of this procedural order as well.  

 

If a tragedy or emergency situation occurs within the chapter or at a chapter event you 

should follow the following steps: 

 

1. Contact the proper local officials 

a. Campus security 

b. Local law enforcement 

c. Emergency room or EMS 

d. Fire Department 

e. Poison control 

2. Contact the National Administrative Office 

3. Contact your alumnus advisor 

4. Contact your Greek advisor or university official 

5. Contact your housing corporation  

6. Close the house to all guest and suspend all chapter activities 

7. Clean the outside of the chapter house  

8. Gather the following information 

a. Time and location of the emergency 

b. Who was involved 

c. How serious is the emergency 

d. Specific details of what occurred prior to during and after the event 

e. The names of emergency response team members 

f. If a police report was filed the case or file number 

9. Complete a Risk Management Incident Form 

10. Call an emergency meeting 

a. Allow the chapterôs alumnus advisor, university official, Province 

Commander, or representative of the National Administrative Office 

(NAO) to conduct the meeting. 

b. Re-emphasize that the Number I is in charge and that no one is to speak to 

anyone who is not a member of the chapter about the matter. Absolutely 

no one should make comments to the media, not even the Number I, the 

proper response if any member is approached is to say ñplease contact our 

National Administrative Office.ò A spoken from the NAO will field all 

media inquiries.  

11. All members should cooperate fully with any and all investigations into the 

events. 

12. Ask members to refrain from wearing KA t-shirts and other apparel as it may 

draw unwanted attention to them from members of the media. 
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If a serious injury or death occurs 

 

If the injury or death occurs to a member provide the proper authorities with their 

emergency contact information. The chapterôs Number VIII should have this on file 

for all members. If not known put the authorities in touch with a university official 

who has access to that information. Do not take the responsibility to contact the 

personôs parents until the authorities have had the opportunity to notify them first.  

 

If the member passes or due to injury will not return for an extended period of time 

and lives in the house, do not move any of his belongings. If he has a roommate or 

roommates make arrangements to have them temporarily moved. After the authorities 

have notified the family the Number I or ranking officer may call the parents to offer 

the chapterôs sympathy and offer help. He may also offer to pack up the members 

belongings if the family wishes. All items that have been borrowed from that member 

should be returned before the family arrives. If the parents do not wish for members 

to pack items you can offer to arrange to have boxes available and people willing to 

help carry items. Respect the parentôs wishes, if the situation would benefit from 

asking members to leave the house prior to the parentsô arrival, take those steps. This 

is often an emotion time for parents and they may not wish to be around their childôs 

friends.  

 

It is, of course, proper to send sympathy cards, notes, and flowers to the family. If the 

funeral is within a reasonable traveling distance members should consider attending 

the ceremonies. Kappa Alpha Order also has a ritual based ceremony that is 

acceptable for both public and private ceremonies. (Contact the NAO for details) The 

NAO will work with the university or college to ensure that grievance councilors are 

available to members. Encourage your members to take advantage of this resource to 

help them deal with emotions and trauma they may have not experienced before.  

 

If the injury or death occurs to a guest or non-member, do not make any sort of 

announcement until the proper authorities, university official, and member of the 

NAO staff has arrived.  
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                                                                     RESOURCES 
 

Kappa Alpha Order National Administrative Office 

1-800-KAO-1865 or 540-463-1865 

www.kappaalphaorder.org 

 

North-American Interfraternity Conference 

317-872-1112 

www.nicindy.org 

 

HRH/Kirklin & Co., LLC 

800-736-4327 

www.kirklin.com 

 

Alumni Newsletters 

University Publishing (www.uni-pub.com) 

Omega Financial (www.omegafi.com) 

 

Chapter websites (that provided good examples at the time this manual was produced) 

www.kao1865.org 

www.uofmkappaalpha.org 

http://web.umr.edu/~ka/ 

http://www.greeks.psu.edu/ifc/ka/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.kappaalphaorder.org/
http://www.nicindy.org/
http://www.uni-pub.com/
http://www.omegafi.com/
http://www.kao1865.org/
http://www.uofmkappaalpha.org/
http://web.umr.edu/~ka/
http://www.greeks.psu.edu/ifc/ka/
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                                                                     APPENDIX 
 

The following are examples of uses of good communication by Kappa Alpha chapters: 
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