Chapter Operations Tips
1.) The Chapter should seek to maintain close communication with the National Office at all times. At the close of each school year, the chapter contact officer should send a summer contact address to the National Office. Upon return to the campus, the contact officer should immediately notify the National Office as to new (or continuing) chapter address and contact phone number.

2.) The chapter should send news and information to the National Office each month addressed to the attention of the Editor-in-Chief of the Crescent. This will provide source material for monthly newsletters and periodic magazines as well as document the chapters permanent record folder. News clippings should be included whenever possible.

3.) The first order of business at the beginning of each school year should be the formulation and adoption of the chapter budget. Chapter members will find it helpful if the budget is developed by the budget committee over the summer as this will allow them to plan their finances for the new school term.
4.) If possible, chapter members should pay full national and regional dues to the chapter in the Fall for the following year. These monies can be deposited in an interest bearing account and are to be mailed to the National Office between October 15th and December 31st. By this procedure membership dues will never be late, the chapter will avoid the imposition of late fees and the National Office will not be over-worked prior to each regional conference. The chapter will also gain the proceeds of the interest paid on its deposit.

5.) The chapter budget should be formulated to reflect the routine needs of the chapter and should be financed as far as is possible from dues paid by each member. Chapters should avoid attempting to hold “fundraising” activities to support routine chapter needs.
6.) Chapters should forward their chapter report (covering activities of the previous year) to their regional secretary at least once a month prior to their regional conferences.

7.) Chapters should send proposed constitutional changes to the National Office at least 60 days prior to each National Conclave.

