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Chi Phi is not for four years, but forever…

Being a member of the Chi Phi Fraternity is a lifetime experience and alumni organizations play a central role in helping alumni renew old friendships, make new acquaintances, attend to the business of the Fraternity, and learn what is happening within Chi Phi.  Three types of alumni organizations help make this possible:

Alumni Associations consist of alumni from the same chapter.  They exist to support specific chapters and to keep chapter alumni in connection with one another.  Alumni Associations are defined within the Chi Phi Constitution and, when properly registered, are allowed to send one voting delegate to Congress.  They may exist in conjunction with housing corporations.

Housing Corporations exist for the purpose of property ownership and to support individual chapters.  They may exist in conjunction with Alumni Associations.

Chi Phi Clubs consist of alumni from various chapters living in the same geographic areas.  Their main focus is to bring alumni together for social events.  Chi Phi Clubs are defined within the Chi Phi Constitution and, when properly registered, are allowed to send one non-voting delegate to Congress.

The Chi Phi Club Concept in Greater Detail

Chi Phi Clubs generally have three main goals:
1. To provide Chi Phis with the opportunity to spend time together in a social setting.  

2. Provide assistance to local Chi Phi chapters & colonies and their individual members in coordination with their individual alumni associations and housing corporations.

3. Encourage their members to support the Chi Phi Fraternity and Chi Phi Educational Trust.

While all three objectives are worthy and important, successful Chi Phi Clubs concentrate the majority of their time and energy on Objective #1.  When a Club can bring alumni together regularly for fun, enjoyable events, Objectives #2 and #3 are more easily achieved.

Getting Started

Even though each area of the country is different, there is a proven method to ensure a successful beginning for your Chi Phi Club.

Step One: 
Contact the National Office
The national office has helped to start many Chi Phi Clubs since the concept first was created almost one hundred years ago.  Staff members and volunteers of the Chi Phi Fraternity and Chi Phi Educational Trust have extensive experience helping alumni organizations and can utilize the records and resources collected over the years from these groups to help you.

By providing you with information from its sophisticated membership database, the national office can also help connect you with other Chi Phis in the area who may have already expressed an interest in starting a Chi Phi Club or would be able to help with your efforts.  To help encourage the creation of new Chi Phi Clubs, the national office will provide limited financial assistance to bring these individuals together and support the Club in the initial steps of formation.  

You can accomplish this step by contacting Kip Morse, Alumni Services Coordinator, at morse@chiphi.org. He will be happy to visit with you and provide any available resources that will maximize your efforts.

Step Two: 
Leverage Existing Relationships
We recommend making personal telephone calls and visits to specific Chi Phis who know other alumni in the area, are respected in the community and/or are involved with local alumni associations and housing corporations.  These individuals will be able to help you identify others who can join your efforts and help convince them to get involved.  Rather than spend your time and energy calling fifty random people, you can call five people who each may already know ten other Chi Phis in the area and could use their relationships with them to get a higher percentage of those fifty people to participate.

Step Three: 
Spread the Word
A vibrant organization needs members to fuel its efforts and people cannot participate in something they do not know exists.  In today’s world, alumni can utilize a variety of communication channels and tools.  Through traditional letters, mass email, telephone calls, a posting on the Chi Phi website, personal conversations, and other means, you will need to put a message out explaining the Chi Phi Club concept and inviting alumni to attend an organizational meeting that has a specific date, time, and location.  You also will want to provide the national office with a copy of this communication, so that they can transmit it through their existing communication channels (e.g. website and Chakett).

Step Four: 
Conduct An Organizational Meeting
To increase your prospects for a successful first meeting, be certain to prepare in advance for this meeting.  Your preparations should include planning an agenda, assembling copies of this handbook and any other supporting materials, and setting some objectives in consultation with the other alumni you have enlisted to help you.

The meeting agenda should allow for:

· Time for each attendee to introduce himself and explain his reason to attend

· An explanation of the Chi Phi Club concept, its mission, and the three main goals

· Discussion of concept’s viability for your area and ways to achieve the goals

You will want to conduct the meeting in an environment conducive to discussion, i.e. a private party room, boardroom, or an individual’s home.  It helps to have a sign-in sheet, marker board or easel, a discussion facilitator (if you do not feel comfortable in this role), and a meeting scribe.

The initial meeting can take up to an hour to complete and will introduce a number of new concepts to the attendees.  If the Club is deemed viable, the attendees can decide to adjourn and convene at a later date to continue organizing the Club.  This pause will allow attendees time to consider the issues and give those who were unable to attend or were not aware of the meeting the opportunity to participate.  If the group has the time and deems it advantageous, the meeting can continue onto Step Six.

Step Five: 
Report Your Progress
Everyone enjoys progress and this step is where the Club will begin to gain its momentum.  Using the same communication channels you used to gather people, share a summary of the meeting and the list of those people who attended.  Include the date, time, and location of the next organizational meeting and its objectives (See Step Six).  Do not forget to leverage the existing relationships you have begun to discover and cultivate.
Step Six: 
Generate Ideas and Assemble a Steering Committee 
Your second meeting will also benefit from sufficient preparation.  From your conversations and the initial organizational meeting, you will begin to realize which individuals are capable, interested leaders and would be good to serve in a formal leadership capacity.  Prior to the next meeting, you should contact those individuals to let them know of your plans to assemble a steering committee and to ask them to consider joining it.  If they decline your offer, ask them for input on who would be good to ask. 

Before the meeting, you will again want to assemble an agenda and any supporting materials, find a suitable setting for the meeting, identify a meeting facilitator (if you do not feel comfortable doing so), have a sign-in sheet, and obtain the help of a meeting scribe.  The agenda should allow you to accomplish the following items:
A. Review the Chi Phi Club concept and its mission

B. Review the three main goals of the Club

C. Obtain ideas and preference for how to achieve the Club’s goals

D. Enlist volunteers to serve on the Steering Committee

The discussion of ideas and preferences will take the bulk of the meeting.  It can easily go off on tangents with people wanting to start planning specific activities.  Be certain not to let this happen and keep the meeting focused on brainstorming for ideas and building consensus on broad topics (regular meetings, need for newsletter or email group, annual party, etc.).  Also, use your judgment to keep the discussion moving along so the meeting does not become stuck in a conversation circle.  People like progress and will be discouraged if the meeting does not produce tangible results.  When you complete the last item, the meeting can be adjourned and attendees should be encouraged to spend some time socializing with each other.  

Step Seven: 
Develop a Plan and Assign Specific Action Items
At the conclusion of the meeting, ask the steering committee members to stay for a short post-meeting to discuss the ideas and preferences put forth in the meeting.  The objectives of this post-meeting are to begin to:

A. Assign leadership roles and responsibilities

B. Plan the first activities of the Club

C. Discuss how the Club will fund its operations

D. Formulate how the Club will share its plans and attract Chi Phis to attend

Keep in mind this post-meeting is not intended to finalize all these plans – just to continue shaping a consensus among the group on the broad issues, i.e. monthly lunch meetings, semi-annual social events, assessing annual dues, need for a metro-wide letter reporting progress, need for event invitations etc.  The most important step once broad consensus is reached is for the steering committee to assign specific roles and responsibilities to its members to begin to enact these decisions.  

Roles and Responsibilities of the Steering Committee
Chairman
Every group needs a recognized leader or else it is doomed to fall into chaos.  This person must have the time and energy to keep the Club’s organization moving forward.  The chairman will be responsible for:

· Leading the steering committee meetings

· Assigning specific tasks and responsibilities to subcommittees/teams or individual steering committee members

· Coordinating the work of the steering committee

· Serving as the main point of contact with the national office and other local alumni organizations

· Working with the Club secretary to communicate the steering committee’s progress and future Club events

· Acting in the Club’s best interest between the meetings of the steering committee

Vice Chairman
Since no one can accomplish great things alone, the chairman will need a willing and able person to serve in this position.  The vice chairman will be responsible for:

· Leading the steering committee meetings when the chairman is absence

· Helping subcommittees/teams achieve their objectives

· Assisting the chairman with his duties and responsibilities

Secretary
Communication is the linchpin of the Club’s success.  Great plans come to nothing unless they are shared with the rest of the world.  The secretary will be responsible for:

· Recording minutes of steering committee and Club meetings

· Keeping a log of meeting and event attendees

· Providing the national office with Club members’ current address and contact information

· Communicating the progress of the steering committee and sending out invitations to all area alumni to the Club events

Treasurer
Money provides the means to achieve great accomplishments and the Club must be diligent in obtaining and stewarding its financial resources.  The treasurer will be responsible for:

· Maintaining the financial records and bank accounts of the Club

· Recording the receipt of annual membership dues payments

· Providing regular financial reports to the steering committee and the general Club membership

· Paying all necessary, approved expenditures

Subcommittees/Teams
Depending upon the aspirations of the Club, the chairman, upon consultation with the rest of the steering committee, may find it beneficial to create subcommittees/teams to accomplish specific objectives and tasks.  These subcommittee/tasks may be standing or ad-hoc depending upon the permanence of the objectives and tasks.  For example, a Club may create a standing Marketing Subcommittee/Team to assist the secretary with producing materials promoting the Club and its activities.  Or it may create an ad-hoc Annual Party Subcommittee/Team to plan and coordinate the Club’s formal social event for its members.

Regardless of the number of subcommittees/teams, the chairman and the steering committee should provide each one with a clearly communicated purpose, specific objectives, and the resources needed to accomplish their mission.  Doing so will help the people serving on the subcommittee/team maximize their efforts in a manner that meets the expectations of the chairman and steering committee.  Here is an example of how to accomplish this:

Subcommittee:
Annual Party Team


Type:


Standing Committee

Purpose:

To plan and coordinate the Club’s annual formal banquet

Objectives:

Identify date, time, and location




Select menu and plan banquet program




Assist Secretary with marketing the event




Manage “day-of” responsibilities

Resources:

$500 for invitations




$250 for banquet hall deposit




Space in the upcoming Club newsletter




$100 for decorations

Subcommittees/teams are a good way of enlisting the help and support of non-steering committee members.  They help distribute the work to a larger number of people, thereby increasing the number of people having a vested interest in the success of the Club.  They are also an excellent way of identifying, recruiting, and cultivating future Club leaders.

Questions to Be Answered by the Steering Committee

How will the steering committee formally establish the Club?

This question will be answered by the actions the steering committee takes to answer the following four questions.

How will the Club operate?

Using the sample by-laws in this document’s appendix as a guide, the steering committee will need to determine the Club’s by-laws.  Most often, Clubs decide to adopt the sample by-laws with perhaps a few slight adjustments.  Whatever specific shape the Club’s by-laws take, they will need to:

· State the purpose of the Club

· Define the geographic area it will encompass and qualifications for membership

· Describe the Club’s business meeting procedures and frequency

· Define the roles and responsibilities of the Club’s officers and board

· Describe the Board’s meeting procedures and frequency

· Detail any miscellaneous items

· Be approved by the Grand Council of the Fraternity

What types of social events will the Club have?  And how frequent will they be?

While all Clubs have regular social events, each Club will choose to organize various types of events at different frequencies.  Club social events could be monthly luncheons, an annual formal dinner for members and significant others, a summer picnic for members and their families, or whatever else interests the membership.  

Depending upon the size of the Club and enthusiasm of its members, the Club may decide to organize a combination of social events.  With large metropolitan areas, it may be advantageous for a Club to have a monthly luncheon in one area of town, a quarterly breakfast in another, and semi-annual metro-wide social events on the weekends.  Since Club members will have multiple personal and business responsibilities, each Club should consider how to best facilitate bringing its members together.

How will the Club communicate with metro-area alumni?

Remember, communication is a vital component of a successful organization.  Most Clubs will communicate through three channels:

· US Mail – metro-wide letters and newsletters

· Internet – mass emails with appropriate attachments and websites

· One-to-One Relationships – personal call, visits, emails, or letters that continue to leverage those people who have great influence on others

Whatever the medium or the message, the Club’s communications must be CLEAR and CONSISTENT.  Also, the Club should continue to share these communications with the national office, which can share the information through its existing communications channels (e.g. website and Chakett), existing relationships with other alumni in the area, and with various volunteer leaders of the Fraternity and Trust.

How will the Club fund its operations?

This answer to this question depends upon the answers to the previous questions.  At the most basic level of operations, the Club will need money to coordinate social events and communicate its plans to the alumni in area.  As a Club grows, it may decide it wants to begin providing financial support to local chapters and colonies or perhaps the Fraternity and Educational Trust.  Once the club determines its budgetary needs, it will need to decide on how to obtain its fund.  

Understanding the Environment
Before the Club proceeds with acquiring money, it should first understand the environment it operates in and the competition that exists.  Most individual alumni are already currently being asked for money by their churches, synagogues, civic organizations, favorite charities, alma maters, etc. in addition to the keeping current with their financial obligations (e.g. mortgages, car payments, club memberships, education costs, and daily expenses).

While an alumnus may cherish his connection to Chi Phi, he will have different levels of commitment to different parts of Chi Phi.  Throughout the year, he will be asked to support his local alumni association, the Fraternity, the Educational Trust, and the local Chi Phi Club.  Each component of Chi Phi offers him a different incentive for giving, so they should emphasize those incentives when asking for his support.

Ways to Fund the Club

With this understanding in mind, the Club can maximize its efforts to obtain fund from alumni living in its geographic area.  Most Clubs chose to solicit alumni for annual membership dues.  These dues serve as the primary source of operating funds and give alumni full membership in the Club.  

In its dues requests, the Club should emphasize how the Club can help its members renew friendships, make business contacts, and have fun together.  To add extra incentive, the Club should create membership privileges.  These privileges may include a discounted price on social events for them and their significant other and recognition in the Club’s newsletter.  For non dues-paying members, the Club should still send them invitations to events and keep them informed of its activities, because they just might show up to the next event and pay the non-member price or even decide to pay their membership dues.

Another possible source of funds is to utilize the major social events as revenue generators.  If the Club is hosting a formal banquet, it could sell banquet tickets or drink coupons for a premium.  The Club could choose to hold a raffle or auction for a major price that evening.  Tapping into the creativity within the Club can produce great results.  However, a word of caution, event fundraising does have its risks.  The Club should use good judgment and not put itself in a position to lose money

Step Eight:
Communicate and Enact the Vision
At this stage, the Club has a solid vision for how it will operate and now is the time for the steering committee to translate its plans into action.  As challenges arise or progress is made, the steering committee members will need to make the appropriate adjustments and communicate with each other and the rest of the metro-area alumni.

Step Nine:
Apply for a Club Charter
Once the steering committee has answered the initial questions and formally adopted its by-laws, and elected its officers, it is ready to apply for its Club charter from the Grand Council.  This formal recognition will allow the Club to send one non-voting member to the Fraternity’s Congress and receive continued assistance from the national office.  Clubs that reach this stage most often have a vibrant membership base and regular activities.

Maintaining Your Success
Just like a rocket leaving Earth’s atmosphere, the Club will need a great concentration of energy at the beginning and less energy once it has achieved momentum.  However, the possibility will always exist for the Club to lose its focus.  To keep the Club on track, its leadership will need to focus on these fundamental themes:

Meet the social needs of your members

Membership organizations survive solely for the benefit of their members.  Keep trying to improve upon your successes and always be willing to innovate.  If lunch meetings are not working, try breakfast or dinner meetings.  Are the members too spread out?  Try forming subgroups of the club that meet in different areas.  Bring value to the Club’s members and your membership numbers will never suffer.

Attract and develop new leaders

Continually successful clubs have great leaders and foster the development of future leaders.  Utilize new members on subcommittees and teams to assess their leadership abilities.  Send Club leaders to the College of Excellence for the Alumni Excellence Program.  Identify successful alumni who can bring their leadership talents to the Club.

Communicate often, clearly, and consistently 

The Club will be competing for the attention of its members and must be diligent in keeping the Club and its activities in the forefront of their minds.  While four color glossy newsletters would be nice, the Club can keep its communication pieces as simple as a one-page letter as long as the Club is communicating often, clearly, and consistently.

Keep revenues higher than expenses

A healthy bank account most often reflects a healthy Club.  Since the laws of the free market apply to the Club, it leadership should use diligence and prudence when dealing with financial decisions.  

Appendix – Sample By-Laws

By-Laws of the Chi Phi Club of _____________________

Article I

Name, Location, and Purpose

1. The name of this organization shall be the Chi Phi Club of __________________.

2. The location of the club shall be in ______________________.

3. The purpose of the club is to promote fellowship among the members of the Chi Phi Fraternity, alumni and actives, to support and encourage the active chapters and colonies of the Fraternity and to advance the welfare of the Fraternity in general.

Article II

Members

1. Every alumnus of the Chi Phi Fraternity residing within _______________ shall be eligible for full, active membership.  

2. Active member of the Fraternity whose homes are within the boundaries named or who are in residence at an educational institution located within these boundaries shall be eligible for associate membership.

Article III

Meetings

1. There shall be held an annual meeting of the members of the club on ________________.  At such meeting the members shall elect the officers to serve for the ensuing year and until their successors are elected and qualified.

2. Special meetings of the members shall be held upon call by the President or upon written request of the members, at such place as may be stated in the call therefore.

3. A quorum at any meeting of the club shall consist of six members.

Article IV

Officers

1. The club shall be elect a Board of Directors consisting of a President, Vice President, Secretary and Treasurer, _________ at-large members, and such other officers as the by-laws shall provide.  The offices of Secretary and Treasurer may, however, be held by the same member.  

2. Only members in good standing shall serve on the Board of Directors.

3. The Alpha(s) of the _____________ chapter(s) shall be an ex-officio honorary Board of Director(s) of the club.

Article V

Duties

1. The President shall:

a. Reside over the meetings of the Board of Directors and regular club meetings.

b. Assign specific tasks and responsibilities to subcommittees/teams or individual Board members.

c. Coordinate the work of the Board.

d. Serve as the main point of contact with the national office and other local alumni organizations.

e. Work with the Secretary to communicate the club’s progress and its events.

f. Act in the club’s best interest between the meetings of the Board and regular club meetings

2. The Vice President shall:

a. Serve in the President’s role during his absence.

b. Help subcommittees/teams achieve their objectives.

c. Assist the President with his duties and responsibilities.

3. The Secretary will shall:

a. Record and distribute minutes of Board and regular club meetings.

b. Keep a record of meeting and event attendees.

c. Distribute a listing of the club’s membership to the general membership and  the national office.

d. Communicate the progress and plans of the club and send out invitations for club events to all area alumni.

4. The Treasurer shall:

a. Maintain the financial records and bank accounts of the club.

b. Record the receipt of annual membership dues payments.

c. Provide regular financial reports to the Board and the general Club membership.

d. Pay all necessary, approved expenditures.

e. Notify members who have failed to pay their dues by calling their attention to Article VI of these by-laws.

5. The Board of Directors shall:

a. Act as the executive body of the club in between the regular club meetings.

b. Form the appropriate subcommittees/teams as deemed necessary by the President.

c. Fill any vacancies on the Board until the next regular Club meeting.

Article VI

Finances

1. The dues of the association shall be $_____ and payable on or before ________ of each year.

2. All members who have not paid their dues by ____________ shall not be in good standing.  Member not in good standing may be reinstated by the payment of their current annual membership dues.

Article VII

Miscellaneous

1. At the regular __________ meeting of the club, the Secretary shall present for approval and adoption by the club, a report to the Grand Council of the Fraternity, which shall be transmitted to the Grand Gamma of the Fraternity within ten days of adoption, and shall contain or have attached thereto a list of the officers of the association, showing their chapter, class date, full address and occupation, and a list of all the members of the club in active standing together with their chapter, class date, full address, and occupation

2. Within ten days after the first day of ____________ of each year, the Secretary and/or Treasurer shall transmit to the Grand Delta of the Fraternity the sum of _______ as dues of the association for the twelve months following such first day of ____________.

3. This club, if chartered, will obey strictly the Constitution and By-Laws of the Chi Phi Fraternity.

4. The club by-laws may be amended at any regular meeting of the club by a two-thirds vote of the members present.
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