Congratulations on your election as High Gamma of your Zeta! Your chapter has entrusted you to keep the records of its deliberations,
decisions, and activities. In a very real way, records are the building blocks of your chapter’s history, recording and documenting for
the future, the important developments of the present. Your role as High Gamma makes you the recorder of your chapter’s history
who will shape future generations of Lambda Chi Alpha brothers will view what you accomplish during your time as an active

brother. Careful and clear records, the prompt fling of necessary reports, and the maintenance of your Zeta’s archival materials will
ensure that the future will accurately remember your legacy and that you r chapter will be able to operate with effciency and high
standards of compliance with our Fraternity’s rules, policies, and regulations. While often tedious, this role makes possible a history
of accomplishment, which will be forever remembered with accuracy and authenticity.

Charge

The duties of your offce are among the most laborious and precise in the chapter, for you are charged with the responsibility of keeping
all the records of the chapter. You are the connecting link in the chain that binds this chapter to the other units of our international
Fraternity. You must also preserve the materials for the permanent historical record of the chapter.

You are invested with the collar and pendant bearing upon it the QUILL, your emblem of offce.

Oath

IN THE PRESENCE OF ALMIGHTY GOD / AND BEFORE THE BROTHERS OF LAMBDA CHI ALPHA HERE
ASSEMBLED / | / DO SOLEMNLY PROMISE AND SWEAR / THAT, TO THE BEST OF MY ABILITY, / | WILL AT
ALL TIMES / FAITHFULLY, / HONORABLY, / AND IMPARTIALLY / PERFORM THE DUTIES OF MY OFFICE / AS

PRESCRIBED BY THE LAWS OF THE FRATERNITY. / SO HELP ME GOD.

Assoc. Dir. of Chapter Services Brett Baker
Operations Coordinator Tina Waldrop

Lambda Chi Alpha Fraternity
8741 Founders Rd
Indianapolis, IN 46268
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The Purpose

The Position

The High Gamma is the secretary of the chapter.

Duties and Responsibilities

The High Gamma responsibilities are defned by Code I\V-18 of the Constitution and Statutory Code, are as follows:
1. To keep accurate and complete minutes of all meetings of the chapter, High Zeta and Executive Committee.

2. To fle and preserve all records of the chapter, including such documents as are entrusted to his care by the brothers of the Grand
High Zeta and the Offce of Administration.

3. To handle general chapter correspondence with the Offce of Administration, college or university offcials, other chapters.

4, To keep a permanent Fle of all chapter membership records from the date of association to the separation from membership due
to death or other causes and thereafter.

5. To report membership changes to the Offce of Administration.

6. To supply special reports requested by the Offce of Administration offcers, local college or university offcials, the High Pi, the
local chapter Alumni Advisory Board or House Corporation.

The offcial status of associate members and brothers both in the chapter and in Lambda Chi Alpha depends upon the accuracy and completeness
of the High Gamma’’s records. External relations with a chapter’s “publics” depend upon his promptness and care in handling correspondence and
reports. Accurate and complete minutes prevent misunderstandings and controversy in carrying out chapter actions, and they provide a reliable
historical record for future reference. A series of effcient High Gammas give a chapter all the benefts of past chapter experiences, and the good-
will and cooperation for all chapter contacts.

On the other hand, many chapters have found themselves thousands of dollars in debt from situations where the High Gamma’s failed to report
brothers, made mistakes in fling forms and were late with correspondence due to the Offce of Administration and/or the colleges or universities.
The information contained in this manual is a comprehensive look at all areas of chapter operations with which the High Gamma is involved.

Getting Started

Like most every new chapter offcer, you have entered into your new responsibilities as High Gamma with the desire to do your best and to make
your mark in your chapter’s quest for excellence.

The overall goal of each offcer should be to strive toward excellence by improving on the accomplishments of the previous offcer. A year from
now, when your term has been completed, will your good intentions result in signifcant progress, or will only the status quo be maintained?



The Ideal High Gamma Program

Standards for Chapter Excellence Program

There isaresource in Lambda Chi Alpha that has the ability to enable every brother, associate member, and of fcer to achieve marked improvement
in his area of operations. The means for you, as High Gamma, to achieve excellence, or at least begin on the road toward excellence, can be found
within the Standards for Chapter Excellence.

The origins of the Standards for Chapter Excellence came from the need for chapters to better visualize and achieve their potential, while at the
same time, provide a mechanism to set chapter goals and evaluate progress.

The best and most effcient way for your offce to operate is through the utilization of the Standards for Chapter Excellence program.

The Standards of Chapter Excellence program can be ordered from the Office of Administration. In addition to other material, the program
contains an entire section of the implementation and each standard area.

Reporting and Record Keeping (High Gamma)

A. Prompt submission of all reports to the Offce of Administration (e.g., reports of association, initiation, membership
roster, report of election, budgets and fnancial statements, and special reports).

Proper record keeping of rosters, complete roll, attendance records, minutes, and all membership records.
Professionalism in preparing typed, accurate and complete records and reports.

Designated offce space or permanent storage facility for all chapter records and forms.

Maintenance and care of organized fling system for records and forms.

Safe keeping of historical documents as prescribed in the High Gamma Manual

Appointment of a chapter historian.
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Dissemination of information to brotherhood; posting of Offce of Administration bulletins, letters; posting of chapter
minutes and special information (e.g., Emphasis on Excellence, SAC newsletters).

Establishment of a communications program within the chapter (e.g., chapter newsletter and directory; master calendar,
and correspondence program.)

Ordering Supplies, Jewelry, Ritual Equipment, Etc.

A. Each chapter should keep on hand a complete set of chapter supplies as listed in this section of the High Gamma
Manual. The quantities listed herein are the minimum unused quantities you should have at any time. Whenever the
supply falls below the number listed, additional quantities should be ordered or copied based on projected usage.

Note: Many chapter forms can be copied directly from this manual.

B. Ordering Ritual Equipment. Articles used in Initiation, with a few exceptions, may be obtained from Kalamazoo Regalia
(269) 344-4299. This company handles almost all articles. A price list of ritual equipment and supplies may be secured
from your ELC, though prices on articles are subject to change. (Allow at least four to eight weeks delivery, as most
items are custom-made.)

Note: Herf-Jones is Lambda Chi Alpha’s only authorized jeweler. The badge, coat-of-arms, and other insignia are either patented or copyrighted
by Lambda Chi Alpha. A reproduction by unauthorized frms, therefore, becomes very diffcult since they do not have access to offcial designs,
drawings and specifcations. Experience has demonstrated that, as a result, items produced by unauthorized persons and frms are frequently

inaccurate and of inferior quality.

C. To order associate member pins, badges, rings and other restricted jewelry or insignia contact:
Herff-Jones
(800) 422-4348 or
http://Aww.hjgreek.com



D. To order color coat of arms, please contact Headquarters.

E. For a list of all licensed vendors go to merchandise at www.lambdachi.org.

FORM A — REPORT OF ASSOCIATION

(See Appendix A for a copy of this form.)

. This form should be submitted within one week of association along with the $65 association fee. Associate member insurance
will be due on your chapter’s next billing statement.

. After reading his obligation, each associate member must sign the form in the presence of the High Alpha, High Gamma, or
both.

. Make copies for your records and submit.

. Once the form is received, your new associate member will receive a copy of The Paedagogus.

FORM B — REQUEST FOR INITIATION

(See Appendix B for a copy of this form.)

. When a chapter has voted to initiate men, you need to fll out this form. This form should be submitted two weeks prior to
Initiation along with the $170 initiation fee.

. If you do not request the Initiation, you can be fned $200 for an illegal Initiation.
. If you are requesting an honorary initiate be sure to include him on the Form B.
. Have the appropriate offcer’s sign and date the form, make copies for your records and submit.

This Is Important! Authorization cannot be granted unless the fees are paid. See Procedures Concerning Illegal Initiations.

PERMISSION SECURED

Permission to initiate will be granted by the Offce of Administration through the website, if you do not see your chapter listed, and you have not
been contacted, please contact Headquarters. Upon completion of the Initiation, you need to submit a Form C to report the Initiation to the Offce
of Administration.

WHAT IS AN ILLEGAL INITIATION?

Anillegal Initiation is when a chapter proceeds to hold an Initiation for a man or group of men without the written or telegraphic approval of the
General Fraternity’s executive vice president. As stated by law in the Constitution and Statutory Code:

Code VI-12 Official Authorization Required to Initiate. No Active Chapter/Colony or any other group now authorized or to be authorized
to perform initiations, shall be fiee to proceed with an initiation, even if in all other respects it is fully authorized, unless first it shall have
obtained from the Office of Administration a written of telegraphic Authorization to Initiate bearing the signature of the Executive Vice
President and attesting to the fact that the candidate’s General Fraternity Associate Member and Initiation Fees have been received by the
Office of Administration.

An illegal Initiation is an injustice to the associate member being initiated and Lambda Chi Alpha. In many cases, he has paid his Initiation fee in
good faith, yet the chapter offcers use the money for other purposes. It is also an injustice to the chapter, for the offcers are violating their oath
of offce by this misappropriation of funds.

1. The frst offense will result in a chapter fne of $200. Regardless of whether the initiation held is for one man or Ffty, the fne
will be an automatic $200.



2. For the chapter’s second offense, another $200 fne will be levied along with the suspension of the High Gamma and the High
Tau from offce.

At the Office of Administration there is a certain procedure in which the initiated men are recorded as associate members and as initiated brothers.
For us to adequately maintain our records for you, we need you to follow the guidelines set forth to accurately report your new brothers.

FORM C — REPORT OF INITIATION

(See Appendix C for a copy of this form.)

. This form should be submitted immediately following the Initiation.
. All Zeta numbers are assigned based on what is on this form. Please make sure that it is correct before submitting.
. Membership cards and certifcates are ordered based on the names and Zeta numbers on this form so double check for spelling
accuracy.
. Have the appropriate offcer’s sign and date, make a copy for your records and submit.
Important

If someone does not initiate then the Offce of Administration will administer a credit to your chapter account once the Form C is submitted. If
someone is holding over to the next Initiation class a credit will still be issued and you will need to request their Initiation again.

Note:_Several weeks following the receipt of your Initiation form, the High Gamma will receive membership cards and certifcates in the mail.
These must be signed by the High Gamma and the High Alpha, and distributed to the new brothers. If for some reason you fnd an error on any
of the certifcates, please send the certifcate and card to the Offce of Administration with the correction and a new card and certifcate will be
ordered for you.

FORM D — REPORT OF CHANGE IN MEMBERSHIP

(See Appendix D for a copy of this form.)

. This form should be used when changes occur after rosters have been submitted to make any membership changes. This also
includes reinstatements.

. Expulsions and fnancial hardships need to be accompanied by supporting documents. See the section on Maintaining Internal
Records for a full description on these documents.

. Mark the change with the date that the change occurred.
. Have the appropriate offcer’s sign and date.
. Make a copy for your records and submit.

FORM E — REPORT OF ELECTIONS

(See Appendix E for a copy of this form.)

Undergraduate Chapter Roster :

. Rosters are sent twice a year from the Offce of Administration to the chapters you should receive your roster in August and
in January and they are due in the offce by October 15th and February 15th. NO exceptions!

. Most of the time the roster you receive will not be correct and you will need to make changes to it. Each roster comes with
detailed directions on how to make these changes.

. Clearly mark your change on the roster you received, do not create a roster in Excel or any other program, we need the original
roster returned to us.



Have you High Pi and High Alpha look over the changes you made to the roster, verify that everything is correct then sign
and date.

Make a copy for your records and return to the Offce of Administration.

Arranging Honorary Initiations

In proposing and honorary initiation of a man, the following procedures must be rigidly observed.

HONORARY MEMBERSHIP

1.

a.

The laws of the Fraternity regarding honorary initiations are as follows: Article VI, Section 4. Honorary Membership. The
Grand High Zeta shall have the authority to authorize the Initiation of honorary brothers who have been nominated by a chapter,
pursuant to the following provisions and procedures:

Method of Selection. Balloting on candidates for honorary membership by a chapter shall be conducted in the
same manner as provided in Code VI-11 (Moting on Candidates for Initiation). Balloting must be planned are
least 45 days prior to the scheduled Initiation date and voting shall be by written ballot.

Method of Recommendation. Chapters shall recommend candidates for honorary membership by petition
on a form provided by the Offce of Administration. The petition must be supported by at least three letters
of recommendation, which attest to the character of the candidate and indicate evidence of his demonstrated
interest in and service to the Lambda Chi Alpha.

A petition for honorary membership shall be submitted to the Offce of Administration at least 30 days prior to
the proposed initiation date for the candidate.

Chapters should use discretion when discussing with possible candidates the question of membership, since the
Tnal authorization for approval of honorary initiations rests with the Grand High Zeta.

Write a petition to the Grand High Zeta setting forth the qualifcations of the proposed individual and the reasons why the
chapter desires his affliation. Request the special form for Recommendation for Honorary Initiation, Form 500 (found in the
appendix). Three letters of recommendation must be submitted with the petition. Wait for approval of the Grand High Zeta
before sending in Form B.

If permission to initiate is granted send the Initiation fee together with Form B and clearly mark the honorary on your request.

In addition, when you report the Initiation you will need to clearly mark the honorary on the Form C.

Recommending the Appointment of a New High Pi

AHigh Piis not elected by the chapter, but is appointed offcially by the Grand High Pi upon recommendation of the chapter and an administrative
offcer of Lambda Chi Alpha or a member of the Grand High Zeta. If for any reason a chapter loses it’s High Pi, the Offce of Administration
should be advised immediately.

1.

If possible, have the outgoing High Pi prepare a letter of resignation, setting forth the reasons for his resignation, addressed to
the Grand High Pi, in care of the Offce of Administration. If it is not possible to obtain letter, write a letter to the Grand High
Pi explaining the resignation of the High Pi, and recommending a replacement (form located in the Appendix). Include the
candidate’s profession, Fraternity background, marital status, and other pertinent information.

Get agreement of the candidate to serve, if appointed. (Letter of Intent)

Notice of appointment will be sent to the new High Pi and to the High Alpha.



Chapter Action

Rosters Go Out New Member Initiation Elections End of Academic New Officers Take
Associated Term Office
Form Needed
Roster Form A Form B Form C Form D Form E

Turn In Time

October 15%/ As Associated 2 Weeks Prior to 48 Hours Post Prior to Semesters
February 15% Initiation Initiation End

As Officers Take
Office

Miscellaneous Forms

Application for High Pi- All new High Pi’s and every 2 years for current High Pi
Report of Death- As needed for Alumni or Undergraduate



Keeping the Official Membership Roll

The High Gamma is charged with the responsibility of keeping the offcial membership roll of the chapter. This roll consists of a number of forms
and should be kept in the record book (minutes) of the chapter. The forms are:

No. 105.11 Complete Roll (found in the appendix)
105.2 Record of Affliated Brothers
105.3 Record of Deceased Brothers
105.4 Record of Expelled Brothers

In total, they constitute the permanent record book. Note: They should always be typed. Copies are NOT to be sent to the Office of Administration.
They are kept up-to-date in the following manner:

NEW INITATES

Use Form 105.11, Complete Roll:
1. Type the Zeta number in Column 1.
Type the Full name, (frst, middle, and last, no initials) in Column 2.
Indicate the type of membership in Column 3: active, alumnus, faculty, or honorary.
Type the date of Initiation in Column 4.
Check Column 5 when badge is ordered.
Check Column 6 to indicate Initiation fee paid.
Check Column 7 when the Initiation has been reported.

Check Column 8 when the membership certifcate has been received.
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Any miscellaneous notation may be recorded in Column 9 (e.g., offces held).

Reporting the Death of a Member

When defnite information is received concerning the death of a brother, the High Gamma should immediately get the facts and record them on
Form 2.7, Report of Death (found in the Appendix):
1. Fill in Form 2.7, Report of Death, in duplicate:

Name of deceased.

o o

Zeta.

Zeta Number.

o o

Date of death.

@

Place of death.

=h

Cause of death.

Place of burial.

J «

Occupation previous to death.
2. Attach additional information, such as newspaper clippings, to the form.
3. Mail one copy to the Office of Administration.

4, Attach the other copy to the member’s biographical record.



5.

Indicate death (“Dec.”) and date in column 14 of Complete Roll, Form 105.11

Make entries on Form 105.3 of Roll Book.

Arranging Transfers

When a member leaves the college where he was initiated and enters a college where there is another chapter, he may wish to affliate (transfer
his active membership) with that chapter, if he is in good standing fnancially and otherwise, and if he is willing to subscribe to the bylaws and
policies of that chapter. The form used for an offcial transfer is the Certifcate of Transfer, Form 5.

TRANSFER FROM INITIATING CHAPTER

M w0 Do

Use Form 5 (found in the appendix), on the side titled “Certifcate of Transfer.”
Write the full name of the member in the blank space to the right of “This is to Certify That.”
Write the member’s Zeta number and the name of the Zeta on the next line.

Write the name of the Zeta with which the brother wishes to affliate on the next line. (Do not give any brother this form unless
he can furnish this information.)

Secure the signatures of the High Alpha and High Tau on the next line if the brother is in good standing fnancially and
otherwise.

Give the form to the transferring brother.

Record his transfer on Form 105.11, Complete Roll, in Column 12.

ACCEPTANCE OF TRANSFER BY NEW CHAPTER

Insist on a transferring brother presenting a Certifcate of Transfer from his own chapter. If he hasn’t one, tell him how to get
one (see above).

Send the certifcate to the Office of Administration to be dated, signed by the executive vice president and returned.

When the form has been approved by the executive vice president, enter the transfer’s name and other data on Record of
Affliated Brothers, Form 105.2 in roll book.

The brother is required to pay regular local and General Fraternity dues. He retains his original Zeta and Zeta number. DO NOT
ASSIGN HIM ANUMBER ON YOUR ROLL.

Form 5 is placed on fle in the High Gamma folder.

When Transfers Leave the Chapter

10

1.

Complete the reverse side of Form 5, titled “Release,” (found in the appendix) by Flling in:

a. The date of release.
b. The name of the transfer
C. The name of the chapter.

Have the High Alpha and High Tau sign the form.

Give the release to the brother.



Reporting Disciplinary Proceedings

Disciplinary actions must be handled carefully under the laws of the Fraternity. Deviations therefore are forbidden
since any change in legal procedures may subject the accusers and the chapter to considerable embarrassment and
legal action. The High Gamma, therefore, should be certain that the following procedures are exactly followed,
using the procedures outlined in the Constitution and Statutory Code as a reference.

ACCUSATION

1. Notify the accusers that a “Charge” must be submitted in writing on Form 60, Charge and Summons. Give the accusers a copy
of this form (found in the appendix)

2. Accusers must Fll in the “Charge” section of the form containing:
C. Name of the Zeta.
d. Name, Zeta and number of the accused.
Specifc offenses (list separately) and the time and place each were committed. Note: These must be specifc.
f. Name of the accused.
g. Date of making the charge.
h. Signature of the accusers (one or more).
3. High Gamma must Fll in the summons entering:
a. Full name and address of the accused.
b. Zeta and number of the accused.
C. Name of the Zeta holding the trial.
d. Address where accused will be tried.
e. Date and time when the trial will he held.
f. Signatures of the High Gamma.
4, Send the original of Form 60 to the accused, at his last known address, by registered mail and request a “return receipt” from
the post offce. Time of the trial shall be Fxed not more than 20 days from the Fling of the charges and notice shall be served
10 days before the trial.
5. Send a copy to the Offce of Administration.
6. Retain a copy to use at the trial, and to be kept in the chapter’s permanent fle following the trial.
THE TRIAL
1. Trial of an accused member is to proceed as outlined in the Constitution and Statutory Code of the Fraternity. The High Gamma

is responsible for the keeping of the trial record. This should be done similar to the method of keeping minutes of meetings. All
written evidence shall be collected by him and retained for the preparation of the transcript of trial proceedings.
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THE TRANSCRIPT OF TRIAL PROCEEDINGS

1. Fill out the “Transcript of Proceedings,” Form 66 (found in the appendix):
a. Name of the accuser.
b. Name of the defendant
C. Name of the Zeta.
d. Charge.
Date of offense.
f. Date of preferring the charge.
g. Date the accused was notifed.
h. Date the accused was tried.
i Indicate whether or not accused appeared for trial.
J. Witnesses for the accused.
k. Witnesses for the accuser.
l. Counsel for the accused.
m. Counsel for the accuser.
n. List of attached documentary evidence.
0. Plea.
p. Finding.
q. Sentence.
r. Name of Zeta.

Secure the signature of the High Pi (or the presiding offcer at the trial in the event the High Pi did not attend).
Attach all documents used in the trial to Form 66.

Write a brief summary of the trial and attach to Form 66.

o ~ WD

Mail Form 66 and attachments to the Offce of Administration for approval within 10 days after the conclusion of the trial.

Note: If there is an appeal, penalty against the accused is in effect while the trial and evidence are being reviewed by the director of chapter
services, provided the transcript of proceedings is forwarded to the Offce of Administration within 10 days after the trial and the director of
chapter services renders his judgment on the trial within 20 days of receipt of the transcript.
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Lambda Chi Alpha Fraternity Form A
Report of Association

1. Fill out the associate member information listed below and send within one week of association. PLEASE TYPE OR PRINT
LEGIBLY.

2. The associate member needs to verify information and sign this form.

3. The High Alpha and High Gamma need to sign this form.

4. Make a copy of this form for the High Gamma’s records.

5. Mail original form, along with associate member fee of $65, to: Lambda Chi Alpha Fraternity, attn. Operations Coordinator,

8741 Founders Road, Indianapolis, IN 46268.
6. Upon receipt of this form and association fee, a copy of The Paedagogus and Constitution and Statutory Code will be sent.
at
(Zeta) (College/University)
Associate Member’s
Name
(First) (Middle) (Last)
Associate Member’s Parents’
Address
(Street & No. or Box No.) (City) (State/Province) (Zip)
Home Telephone College Graduation Date of Birth
Number Year
Date of
Association - -
E-mail
Relatives in Lambda Chi
Alpha
(Name) (Relationship) (School) (Year)

Parents’
Names

Obligation

Being convinced of the value and desirability of membership in the Lambda Chi Alpha Fraternity | hereby, of my own free
will, offer myself as a candidate for initiation in due form into the Fraternity, pledging upon my honor that:

1. 1 am not a member of, and | hereby agree not to affiliate with, any other national general fraternity at any institution or any
local fraternity at this institution.

2. | am confident | will have the time and means to meet all of my Fraternity obligations as defined in the Constitution and
Statutory Code.

3. | regard the Lambda Chi Alpha Fraternity in a spirit of sincerity and respect, with a desire to give its teachings my earnest
consideration and with the intention to perform cheerfully whatever tasks | may be assigned for the good of the Fraternity.

4. 1 understand the Lambda Chi Alpha ritual is based, in part, upon the moral and ethical teachings of the Holy Bible, and | can
accept membership without reservation.

| promise to conduct myself at all times as a gentleman, to show courtesy to all; to avoid unnecessary display of my affiliation with
Lambda Chi Alpha; to support the interests of the Fraternity; to labor with diligence to maintain my scholarship, activity in college
affairs and other pursuits; and | furthermore promise to receive every member of this chapter as a brother, without reservation or
evasion.

(Associate Member’s Signature in Full)

(High Gamma Signature) (High Alpha Signature)

For Office Use Only:

AM-Fee Initiation Fee Initiation Date Initiation Number




Form B

Lambda Chi Alpha Fraternity
Request for Initiation

at
(Zeta) (College or University)

#1 Requested date of Initiation: (must be in the future).

#2 Please print clearly the names of all new brothers to be initiated and the requested Zeta number beside each name. (Please
remember to report the initiation on a Form C within 48 hours of it taking place.)

Name Zeta # Name Zeta #

11.

12.

13.

14,

15.

16.

17.

18.

OO N|o|g| A~ WM

19.

[EY
°

20.

#3 Verify the following information indicate here with your initials:

A.  Each new member was reported on a Form A, and the $65 association fee was paid.
B. Attached is a single chapter check for § . (8170 per man)

#4 Please sign below:

Date

(High Gamma) (E-Mail)
Date

(High Alpha) (E-Mail)
Date

(High Pi) (E-Mail)

#5 Remember to make a copy of this form to keep for your chapter’s records.

#6 Send originals of this form to: Lambda Chi Alpha Fraternity
Operations Coordinator
8741 Founders Road
Indianapolis IN 46268-1389
Fax: (317) 875-3828

AM-Fee Initiation Fee Initiation Date




