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Alumni Association Chartering Guide
The International Constitution of Phi Theta Kappa defines who is eligible for membership in your alumni association.  It reads:
An alumni member shall be a former member of the Society who terminated active membership in good standing and who was enrolled for at least one year in a two-year college.





- Article IV. Section 1C. 
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The purpose of Alumni and Alumni Associations is to support the people, 
programs and priorities of Phi Theta Kappa.

Types of Associations and their roles
P. 3
Steps to charter
P. 3 
Note that additional steps may be required.  For example, a university-based association may have additional paperwork required by the host institution.   

1. Establish a coordinating committee of 3-6 alumni
2. Identify Association Advisor(s)
3. Recruit 15 members

4. Establish goals, adopt bylaws and select an association name

5. Submit paperwork and $200 one-time chartering fee to PTK Headquarters

6. Plan chartering ceremony, to include induction and officer installation
Forms

P. 5
· Chartering Petition
· Association Reporting Form

Appendices
P. 9
· Invoice Template (p. 9)
· Bylaw Template (p. 10)
· Chartering Ceremony Script Template (p. 14)
· Alumni Five Star Plan (p. 16)
· Phi Theta Kappa Code of Ethics (p. 17)

Role of Community & Regional Alumni Associations
The role of the regional & community alumni association is to support and strengthen area chapter members and advisors.  Association membership and activity may target a chapter, community college district, metropolitan area, state or Phi Theta Kappa region.  Inasmuch, the association is an extension of and is subject to all applicable rules and policies of chapter, college, or region and its program of work is at the discretion of chapter administrators and regional coordinators.  By providing support to the active chapters, advisors, region and/or coordinator, the alumni association ensures greater opportunities for current and future PTK members. In turn, the alumni member continues to experience the fellowship of working with others who have shared in the Phi Theta Kappa experience.
Role of Senior Institution Alumni Associations

The focus of the senior institution-oriented alumni association is to provide programs and materials designed to ease members' transfer from the two-year college to the senior institution.   Inasmuch, the association is an extension of and is subject to all applicable rules and policies of the college/university and its program of work is at the discretion of the institution’s administration.  Phi Theta Kappa members transferring to the senior institution find, through the alumni association, a ready-made "family" or circle of acquaintances to begin their lives at the senior institution. By working with the Office of Admissions, alumni members may assist with the recruitment, orientation and retention of their fellow transfer students. As high-achieving transfer students, the Phi Theta Kappa alumni on the senior institution campus may choose to develop programs which further the positive image of transfer students on the campus. Furthermore, members of the senior institution-oriented alumni association may choose to work in support of local two-year college chapters of Phi Theta Kappa.

Steps to Charter

Step One:  Establish a coordinating committee 
The committee of 3-6 alumni will serve as the interim officers upon the chartering of the Association. This committee will work on association logistics to propose to the general membership. In most cases they will be responsible for the following steps to charter the alumni association.  
Step two: Identify Association Advisor(s)
The success and strength of an alumni association greatly depends upon the selection of the alumni advisor.  The advisor serves as a permanent contact to whom association materials and memoranda are sent.  The role of the advisor, within the Society's infrastructure is, unquestionably, one of the most important positions within Phi Theta Kappa, and this selection should not be taken lightly.

In order to ensure effective communication and continuity, we suggest an advisor of a local active chapter of Phi Theta Kappa serve as an alumni advisor or co -advisor.  If this is not possible, the advisor can often recommend a suitable advisor. University-based alumni advisors are typically staff or faculty from admissions or honors college.   
Responsibilities of the Alumni Association Advisor(s) are to:

· Maintain permanent alumni association records including:

· Roster of Members

· Association financial documents
· Roster of Past Officers

· Roster of Outstanding Alumni

· Distribute Society materials and certificates to alumni association members

· Attend alumni association meetings 

· Submit new members to Headquarters
· Oversee the completion of the Annual Alumni Report due to PTK Headquarters each spring
· Serve as a liaison between the alumni association and active two-year chapters in the local area

· Serve as a liaison between the college administration and the alumni association (when applicable)
· Oversee the chartering and induction ceremonies as well as the orientation of new alumni members

Step 3: Recruit 15 members
Campus events, networking and social media provide many opportunities to engage alumni.  The following suggestions may assist in the recruitment of association members. In most cases, the 15 charter members should include no more than 5 recent alumni – this provides stability to the association.  This requirement is not applicable for university-based associations.   
· The best place to begin is with the chapter advisor(s) to connect with alumni who have been engaged throughout the years.   
· Attend chapter meetings and distribute alumni association information to interested members.

· Co-host inductions and banquets with active chapters and regional events.  While doing so, identify potential members.

· Set up a table during a meeting or commencement practices on two-year college campuses to let graduating members know of your efforts in establishing a Phi Theta Kappa alumni association.  Or you might want to consider hosting a breakfast or reception for graduating Phi Theta Kappans.

· Host a fellowship event.
Step 4: Establish goals, adopt bylaws and select an association name
Establish Goals
When organizing your alumni association, it is vital to decide up front why your association is being created.  Using the Alumni Association Five Star Plan, the coordinating committee can set a “star goal” and then develop activities to achieve those goals.  The full plan is listed on page 16.   

Goals should be challenging but realistic.  A Sample “Statement of Goals and Objectives” is included in this guide.  Consider setting short term goals which can be easily attainable and long-term goals of where you would like to see your association five or ten years down the road.  From here you may even want to establish your action plan on how you will meet your goals.  
Adopt By-Laws
Each alumni association should submit standard by-laws which serve as a governing document for all alumni associations.  These by-laws should adhere to and not contradict the Phi Theta Kappa International Constitution and follow the template with few changes. By-laws should be general in content and reflect the purpose, goals and objectives of Phi Theta Kappa Alumni.  The Executive Committee should present a completed draft of the by-laws to the charter membership for ratification prior to its installation.  Upon acceptance, the Alumni Association By-Laws should be submitted to the Phi Theta Kappa Headquarters for final approval. 
Step 5: Submit paperwork and $200 one-time chartering fee to PTK Headquarters
The following forms should be submitted to Headquarters: 
· Alumni Association Charter Petition 
· Please note that the Alumni Association Charter Petition must be signed by the host institution's Chief Executive Officer.  In the case of a Regional Alumni Association that is the Regional Coordinator. This signature indicates Official Institutional Recognition.  

· Alumni Association Chartering Information Sheet

These two forms should be submitted to Headquarters along with the By-Laws (following the template) and Chartering Fee (one time of $200, a generic invoice is available on page 9 for your convenience).  After reviewing all materials, Headquarters will contact the alumni advisor to coordinate an appropriate time to officially install the new alumni association.  
Step 6: Planning the Chartering Ceremony

The final step in establishing the alumni association is planning the chartering ceremony. The ceremony will induct new members and install the association officers (typically the coordinating committee serves as inaugural officers).   A sample ceremony is included on page 14.  
An appropriate time to conduct the installation ceremony may be following a banquet or preceding a reception held in honor of the charter members.  The association may wish to invite, as special guests, the host institution's administration and faculty as well as family and friends of the charter members.  Ideally the chartering ceremony and future induction ceremonies will take place in a forum where future alumni are present to provide a natural next step.
Don’t forget! 
The chartering process is just the beginning of your association – while this process is done, don’t forget to focus your efforts to support chapters, members and advisors! 
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Alumni Association Charter Petition
   Community Based 
  Regionally Based
  Senior Institution Based

Alumni Association Name Designation
_____________________________________________________
Name of Region or College District
_____________________________________________________
Alumni Association Installation Date
_____________________________________________________
Name of Chief Executive Officer
_____________________________________________________
(Phi Theta Kappa Region: Regional
Coordinator, College District: District Chancellor)
Name(s) and title(s) of Alumni Association Advisor(s) 
__________________________________________

Association Mailing Address
_____________________________________________________
Association Shipping Address
_____________________________________________________
Association Telephone Number
_____________________________________________________
Association Fax Number  
_____________________________________________________
Will association need a Tax ID number or use financial services through the college/university?   

Yes we need an EIN             No, we will use college accounting options

CEO Signature  _____________________________________ 
Date  __________________________
Your request for a charter cannot be completed without this form.  Submit with $200 one-time chartering fee and Association Reporting Form to:

Phi Theta Kappa Society

Alumni Relations

The Center for Excellence

1625 Eastover Drive

Jackson, MS 39211
	Center for Excellence 

1625 Eastover Drive

Jackson, MS 39211

www.ptk.org
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	Alumni Office
p 800.946.9995
alumni.office@ptk.org


Alumni Association Reporting Form
  Community Based 
  Regionally Based
   Senior Institution Based

Name of Alumni Association
_____________________________________________________
Name of Alumni Advisor:
_______________________________________________________________


Advisor College & Title:
 _______________________________________________________________


Advisor Work Address: 
_______________________________________________________________


Advisor’s Work Phone:
 _______________________________________________________________


Advisor’s Email: 
_______________________________________________________________


Advisor Home Address: 
_______________________________________________________________


This advisor _  is / _ is not a PTK member.  If so, what College and Induction Date? 
_________________

Use fields above to report any additional advisors
President
Name:
_____________________________________________________________________________


Primary Mailing Address:
________________________________________________________________


Phone Number:
_________________________________________________________________________


E-Mail Address: 
_________________________________________________________________________

Chapter/College of Induction, and name if different than above:
_________________________________

Additional Officers

Name and Office Held: 
___________________________________________________________________
Primary Mailing Address:
________________________________________________________________


Phone Number:
_________________________________________________________________________


E-Mail Address: 
_________________________________________________________________________

Chapter/College of Induction, and name if different than above:
_________________________________

Name and Office Held: 
___________________________________________________________________

Primary Mailing Address:
________________________________________________________________


Phone Number:
_________________________________________________________________________


E-Mail Address: 
_________________________________________________________________________

Chapter/College of Induction, and name if different than above:
_________________________________

Name and Office Held: 
___________________________________________________________________

Primary Mailing Address:
________________________________________________________________


Phone Number:
_________________________________________________________________________


E-Mail Address: 
_________________________________________________________________________

Chapter/College of Induction, and name if different than above:
_________________________________

Name and Office Held: 
___________________________________________________________________

Primary Mailing Address:
________________________________________________________________


Phone Number:
_________________________________________________________________________


E-Mail Address: 
_________________________________________________________________________

Chapter/College of Induction, and name if different than above:
_________________________________

Use fields above to report any additional officers

Membership Reporting 

Advisor Certification     
The following individuals have been duly elected to alumni membership and meet all requirements of such membership.  
· Membership will be   lifetime    a period of __ year(s)
· They will be inducted on: _____________________
 

Advisor Electronic Signature _____________________________
        Date  ________________________
For each member please submit the following information:

· First Name, Middle Name, Last Name

· Two-Year Chapter and Date of Induction

· Name at time of Induction (if different from above)

· Year member graduated, transferred or left Community College 

· Mailing Address

· City, State & Zip Code

· Telephone Number

· E-Mail Address (preferably a permanent non-.edu email address) 
Your request for a charter cannot be completed without this form.  This form may be submitted electronically to alumni.office@ptk.org in addition to mailed with the $200 one-time chartering fee and signed Association Petition form.   


ALUMNI ASSOCIATION CHARTERING INVOICE

Invoice #AL115

June 4, 2018
DESCRIPTION








AMOUNT

Alumni Association Chartering Fee





$200

Total


$200

 SHAPE  \* MERGEFORMAT 



Mission, Objectives and Goals of the ___ Alumni Association
Mission Statement
The mission of the alumni association is to support the people, programs and priorities of the Phi Theta Kappa Honor Society. Alumni have valuable contributions to make to Phi Theta Kappa. Through alumni support, the integrity of the Society’s programs and service will be protected, and new programs and services can be developed and offered in the future.

Objectives

· Stay abreast of Phi Theta Kappa programs and people through publications

· Provide recognition to outstanding two-year college members and advisors

· Assist two-year college chapter, members and advisors as they need

· Provide support for two-year chapter members to attend regional and international events and meetings

· Work in collaborative activities with the two-year chapter to support the college and the community

· Support the Society’s two-year programs and people by contributing to Phi Theta Kappa’s scholarship and special funds

· Provide programs and materials designed to ease members’ transfer from the two-year college to the senior institution

Goals

Based on the Alumni Five Star Plan, how many stars will your Association attempt to reach. _________
What are ways the Association can assist members and chapters reach their goals? 

· Find out what goals exist and develop Action Plans below.

Action Plans
Work with the membership and chapter to start with plans.

BYLAW TEMPLATE

Please only adjust sections in RED font.

BY-LAWS OF THE _______ALUMNI ASSOCIATION

Preamble
We, the members of the Phi Theta Kappa Alumni Association hereby associate ourselves to continue to uphold the purposes of Phi Theta Kappa; provide a continuing fellowship of Phi Theta Kappa members; help our fellow members and their advisors; and recognize and encourage scholarship and leadership among Phi Theta Kappans.  Inasmuch, the association is an extension of Phi Theta Kappa and its chapters, colleges, regions and senior institution partners, the Association is subject to all applicable rules and policies as introduced by Headquarters and its representatives. The Association’s program of work is at the discretion of chapter and college administrators, regional coordinators, advisors and Phi Theta Kappa Headquarters for the benefit of current and future Phi Theta Kappa members.

Article 1


Name and purpose of the Organization
The name of this organization shall be the___ Alumni Association of the Phi Theta Kappa Honor Society of the Two-Year College (hereafter: the Association).  The purpose of the Association is to support and promote the people, programs and, priorities of Phi Theta Kappa Honor Society, ___ (e.g. supporting specific chapters and regions).

Article II

Membership
An alumnus member shall be a former active member of the Society who left the chapter in good standing.  All members of the Association will adhere to Phi Theta Kappa’s Code of Ethics.  Discrimination based on gender, family or marital status, race, color, national origin, military or veteran status, economic status, ethnic background, sexual orientation, gender identity, transgender status, genetic information or history, age, disability, political affiliation and cultural and religious backgrounds is prohibited.

Section 1.
Active Members. 

A.
An active member of the Association shall be an alumnus of Phi Theta Kappa; have been an active member in good standing of Phi Theta Kappa at a two-year college; and, maintain a current fees status to the alumni association.

Section 2.
Honorary Members. 

An honorary alumnus member shall be a person who has rendered distinguished service to the alumni association and was previously inducted as an honorary member into a Phi Theta Kappa chapter.

A.
Honorary members shall not have the right to vote, hold office or represent the Society. Nor shall honorary members be asked to pay membership fees to the alumni association.


Article III

Officers and Duties
The elected officers of this organization shall be: President, Vice President, Treasurer, Secretary. (Additional officers and duties may be added, please indicate these edits with red font). All officers will serve members, chapters, and regions of Phi Theta Kappa – to include responsibilities defined in the by-laws and duties that arise with the needs of those the Association pledges to support.  
Section 1.
President | The duties of the President shall be to preside over all alumni association meetings, to serve as chairman of the Executive Board, to appoint all committees, to enforce the By-Laws, to call special meetings, to act as spokesperson for the alumni association, and to ensure that proper procedures are followed according to Phi Theta Kappa policies and procedures.  The President will report Association activities and goals to appropriate advisor(s), regional coordinator(s), and Headquarters staff. 
Section 2.
Vice President | The duties of the Vice President shall be to serve as Acting President in the absence of the President, to serve on the Executive Board, to serve as an ex-officio member of all committees and to serve as program chairperson.

Section 3.
Treasurer| The duties of the Treasurer shall be to serve on the Executive Board, to collect fees, to maintain accurate accounting records, to deposit promptly into the Phi Theta Kappa account all money received, to process applicable payments, and to render financial reports upon request.  Financial reports should be submitted at least once a year to all appropriate advisors/coordinators and Headquarters.  The Treasurer will share check signing abilities with the Association president and all advisors.  
Section 4.
Secretary | The duties of the Secretary shall be to serve on the Executive Board, to keep the minutes of the Executive Board and General Assembly meetings, to maintain a membership roster, to provide members and advisor(s) with one week’s notification of all meetings, to take roll call, to act as corresponding agent at all levels – including with represented regions, chapters, colleges or universities.


Article IV

Executive Board

Section 1.
The Executive Board shall consist of all elected officers and two members elected at-large. The Association and Chapter Advisor(s) and Regional Coordinator(s) (when applicable) shall serve as ex-officio, non-voting member(s).  The duties of the Executive Board shall be to handle all questions not specifically dealt with in this document; to make recommendations to the membership; and to submit an Alumni Annual Report to Phi Theta Kappa Headquarters by the stated deadline, with copies to the appropriate chapter advisor or regional coordinator.

Section 2.
The Executive Board shall meet at the call of the chair.

Section 3.
All by-law and fiduciary decisions shall be advisory. The membership must vote on all recommendations, which to go into effect, must be approved by a simple majority of those voting.

Section 4.
Four (4 of 5) members of the Executive Board shall constitute a quorum.

Article V

Election of Officers

Section 1.
An election committee appointed by the President and chaired by the Vice President will present a slate of officers for consideration and open the floor for other nominations at the last meeting preceding the election week.  All active members in good standing are eligible to become officers.

Section 2.
One week during the month of March shall be designated as election week. Balloting times and locations shall be designated by the election committee at the last General Assembly meeting preceding the election week.  
Section 3.
Voting shall be by secret ballot by all members in good standing.  Votes may be made in person, by proxy or electronically.  A simple majority of all members voting shall constitute a choice as counted by the Association Advisor or appointee.  President will only vote in the case of a tie; Association Advisors will not vote.
Section 4.
The term(s) of office shall be for a period of one year beginning with the installation.

Section 5.
In the event a vacancy occurs in an elective office, a special election will be held to fill the vacancy. If a vacancy occurs within 6 months prior to the election date, the Executive Committee may appoint an interim officer.
Section 6.
Installation of new officers shall occur at the General Assembly meeting immediately following the election week.


Article VI
Removal from Office
Section 1.
Any elected officer who fails to maintain active membership, who fails to perform his or her duties, or who fails to uphold the purpose of the Society and his or her office is subject to removal.
Section 2.
The procedure for submitting charges against an officer shall be as follows:

A.
A written statement to be presented to the Executive Board and/or Association Advisor(s). This statement shall include whatever information deemed pertinent to the conflict.

B.
The Executive Board and Advisor(s) shall review these statements and provide the opportunity for each party to discuss the conflict with them.

C.
The Executive Board and Advisor shall present a recommendation to parties presenting charges and to the officer in question.

D.
If the recommendation is not acceptable to any of the involved parties, referral shall be made by the Executive Board and Advisor to the General Assembly for final appeal.

Section 3.
A three-fourths (3/4) vote of the General Assembly shall be necessary to remove any officer; this vote shall be made by secret ballot and counted by the association Advisor(s).

Section 5.
In the event a vacancy occurs in an elective office, a special election will be held to fill the vacancy. If a vacancy occurs within 6 months prior to the election date, the Executive Committee may appoint an interim officer.
Article VII
Advisor -University Based
Section 1.
This association shall have an Advisor appointed by the university administration after consultation with the alumni association membership. The Advisor shall be a member of the faculty or staff of ____, appointed by the university administration.

Section 2.
The Advisor(s) shall perform all duties and responsibilities as defined by Phi Theta Kappa Headquarters.

Article VII
Advisor - Chapter/Community Based
Section 1.
This association shall have an Advisor appointed by the chapter administrator after consultation with the alumni association membership. The Advisor shall be a member of the faculty or staff of ___ or an alumnus designated by the chapter administrator.  

Section 2.
The Advisor(s) shall perform all duties and responsibilities as defined by Phi Theta Kappa Headquarters.

Article VII
Advisor - Regionally Based
Section 1.
This association shall have an Advisor appointed by the Regional Coordinator after consultation with the alumni association membership. The Advisor shall be a chapter advisor or an alumnus designated by the chapter administrator.  

Section 2.
The Advisor(s) shall perform all duties and responsibilities as defined by Phi Theta Kappa Headquarters.

Article VIII
Meetings and Fees

Section 1.
Meetings shall be set at the discretion of the membership. An annual meeting is mandatory for the election of officers and the conducting of business. This annual meeting shall be held during ______(conference, event).   Additional meetings may be called by the Executive Board; members will have one week’s notice of all meetings.
Section 3.
Meetings of committees and sub-committees shall be ad-hoc. These groups shall select their chairs by consensus of the members. Committee meetings shall be called by the chair of the committee. Procedures at such meetings are left to the discretion of the committee chair. Reports of each meeting shall be given to the members at the following association meeting.

Section 2.
Alumni association fees shall be set by the membership in a three-fourths (3/4) vote of the General Assembly. All active members must pay annual or lifetime fees to be on the alumni association roster. Honorary members will not pay fees. 

Section 3.
The Treasurer shall collect all alumni association fees, when applicable. Alumni failing to maintain current fees-paying status forfeit the right to vote and hold office.

Section 4.
All accounts held in the name of the alumni association shall be audited annually and an audit report presented to the General Assembly.
Article IX
Finances
Section 1.
All requests for money to be paid from association funds must be presented in writing for the approval of the Executive Committee. Approval may be obtained by mail or email from at least two-thirds (2/3) of the Executive Committee.
A. Reimbursement requests should be submitted to the Treasurer with accompanying receipts.   

Section 2.
All accounts held in the name of the association shall be verified annually through a written report presented to the membership by the Treasurer. The Treasurer will arrange to have a monthly statement from the bank holding the association account(s) to be shared with the Executive Board and Advisor(s).
Article X
Quorum
A quorum shall consist of those members present at any announced meeting.  Association members will be provided opportunities to vote and respond electronically or by proxy.   

ARTICLE XI
Robert’s Rules of Order
All meetings shall be conducted using Robert’s Rules of Order as a guide publication. Any situation not covered in this document, or under consideration by the Executive Board, shall be governed by Robert’s Rules of Order.

ARTICLE XII
Amendments
Section 1.
Amendments of the By-Laws shall be submitted to the President in writing for submission to the members for a vote at the next General Assembly meeting or by electronic means.

Section 2.
Notice shall be given to all active members prior to any vote to amend these By-Laws of at least three weeks.

Section 3.
These By-Laws may be amended by a two-thirds vote of the active membership given a period of up to 2 weeks to vote electronically prior to the General Assembly meeting.

Section 4.
Amendments shall become effective upon ratification by the membership and the approval by Phi Theta Kappa Headquarters.

ARTICLE XIII
Ratification
Section 1.
These By-Laws shall become effective upon:

A. Approval by Phi Theta Kappa Headquarters after conferring with appropriate administrator(s), chapter advisor(s) or regional coordinator(s).
B. Affirmative vote by a majority of the Association quorum.

C. Approval of Student Affairs Office at______________ . (when applicable for chapter and university-based associations).   

Section 2.
Upon ratification, these By-Laws shall become the governing document of this alumni association, superseded only by the Phi Theta Kappa International Constitution, Phi Theta Kappa Honor Society By-Laws, and the policies and procedures of Phi Theta Kappa.

ARTICLE IVX
Dissolution

Section 1
The association may be dissolved one (1) year after a vote of the general membership to dissolve the association. However, any ten (10) persons eligible for membership under these by-laws may, by unanimous vote, rescind any action to dissolve the association within one (1) year of such action and call for a reorganization meeting.

Section 2
Upon a successful vote to dissolve the association, all funds held in its treasury and in all its accounts shall be frozen except for payment to creditors as of that date and shall be turned over in-full to the Phi Theta Kappa Headquarters within thirty (30) days of the final dissolution of the association.

Section 3
Associations failing to comply with Phi Theta Kappa policies and procedures will be dissolved/retired.  A six-month warning will be submitted to advisors and officers to allow compliance.   
Headquarters Approval Date: 

Ratification Date by General Assembly: 

PHI THETA KAPPA CHARTERING CEREMONY GUIDE
Below is an outline of the typical chartering ceremony.

1. Greeting and seating of guests by ushers. Ushers may be members of the coordinating committee, candidates for induction, faculty, or leaders of student organizations.

2. Processional and seating of candidates for induction.  Candidates, carrying unlighted candles (typically blue) are led into the room by an advisor carrying a lighted candle (typically gold).  Candidates are seated in a special section near the induction table.  The induction table is usually situated in front of the head table.  On the induction table are the candle holder, Charter Certificate, membership certificates or token for alumni (option), a sign of the Phi Theta Kappa Key (if you have one), and a white rose (optional)

3. Processional of special guests and participants conducting the chartering ceremony.  Members of the coordinating committee, guest speakers and chapter advisors having a part on the programs should be seated at the head table.

4. Welcome and introduction of special guests extended by master of ceremonies. Master of ceremonies may be an alumnus, advisor, college president or another individual.

5. Guest speaker presentation.

6. An alumnus will make a brief speech on the purpose of Phi Theta Kappa (a mini orientation for audience members).  

7. Induction and Installation follows. 

8. PTK Song is sung followed by the recessional.   

INDUCTION CEREMONY SCRIPT
PROCESSIONAL
The processional will be led by _____, Advisor of _______ Association. (Phi Theta Kappa song during processional optional) ______, President, will be followed in alphabetical order by the chapter officers and guest speakers. Phi Theta Kappa inductees will follow the stage guests in and be seated on the front row of the auditorium. 

CHARTERING CEREMONY
1.
___ will begin the ceremony by saying a few words of welcome and introduce the presenters and speakers.  Then introduce honored guests and welcome inductees.    

2.
_____ (Guest speaker) will address the inductees and guests.

3.
_____ (Alumnus or Headquarters Representative) will speak concerning the purpose of Phi Theta Kappa Alumni.

4.
_____ (up to 4 individuals) will move next to the induction table to conduct the induction ceremony.

INDUCTION CEREMONY
1.
_____ will proceed to the podium and make the following statement:

"I am pleased to present these alumni for our Society.  As students they have fulfilled all requirements for membership and have chosen truth and service as their Hallmarks.  I acknowledge them as Phi Theta Kappa alumni and recommend their acceptance into the _____  Alumni Association of Phi Theta Kappa Honor Society."

2.
_____ will proceed to the podium and make the following statement:

Our ideals may be expressed in the words of ...  [select a quote from below or one that is meaningful to your association].
· Marian Wright Edelman’s The Measure of Our Success: A Letter to My Children & Yours, where she says, “Education is for improving the lives of others and for leaving your community and world better than what you found it.” 

· Plutarch, who says, “The mind is not a vessel to be filled but a fire to be kindled.” 

· George Washington Carver, who said, “Education is the key to unlock the golden door of freedom.”
3.
_____ will come forth and pick up the large candle from the induction table and come forward to the podium and make the following statement:

"I have in my hand a torch, symbolic of knowledge, which is the servant of wisdom which dwells with prudence and leads in the way of righteousness in the midst of the paths of judgment."

4.
_____ will approach the podium and make the following statement:

"I have the white rose typifying purity and beauty of light, with its white buds signifying new intellectual association."

 (Inductees are motioned to stand.)

"Now that the standard and ideals of this organization have been fully revealed to you, you come to complete the pledge which admits....

Please repeat after me: "I do solemnly promise on this ______   day of ____,     20__,   to uphold the standards of Phi Theta Kappa and to make this object and aim foremost in my mind, and I do solemnly pledge allegiance to my fellow members and promise to aid them in all worthy endeavors."

5.
_____ will then say:

When your name is announced, please come to the induction table, receive your certificate of membership (if you have one), and light your candle."

Stage Directions: 

· _____ will call out each alumnus’ name. Each will come forward.

· _____ will congratulate each inductee and present him/her with token/certificate (optional).

· _____ will congratulate each inductee and present each with a white rose. (rose optional)

When this is done, all members will return to their seats with all their candles lit.  (Candles will remain lit throughout the Recessional)
11.
_____ will the approach the podium and make the following statement:

"It is my pleasure to welcome you as Alumni to the Phi Theta Kappa Honor Society and the lively fellowship of scholars it affords.  I salute you for your accomplishment; I charge you to explore always the truth and to dedicate yourselves to the cultivation of the well-reasoned life, a prelude to service and honor."

INSTALLATION OF CHAPTER OFFICERS

1.
_____ will approach the podium. The officers to be installed will stand in a semi-circle, facing the podium and say: 

"You are charges with the responsibility of learning the duties of your office and executing those duties to the best of our ability. Repeat after me:” I do solemnly promise to fulfill to the best of my ability my duties as an officer of _____ Alumni Association of Phi Theta Kappa."

"You are duly recognized as the executive officers of the _____Alumni Association of Phi Theta Kappa. We pledge the support of the members of this chapter to you.

RECESSIONAL

The recessional will be led by _____, followed by the newly- inducted and finally the platform party. (Phi Theta Kappa song played during recessional is optional)
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Complete Annual Report and submit to Headquarters
Have one business meeting during year

Report Officers/Advisor to Headquarters and Regional AAB Rep

1.8 ¢

Have Induction Ceremony for new association members
Have one Alumni Engagement Event

Members participate/volunteer in events at one level (Chapter, Region, or International)

1.8 & ¢

Members participate/volunteer in events at two levels (Chapter, Region, or International)

Wk k&

Have two Alumni Engagement Events

Members participate/volunteer at all three levels (Chapter, Region, and International)

Complete at least one fundraiser for Scholarships

1 8 6.6 6 ¢

Award scholarship(s) to current members or Golden Opportunity for eligible students





Phi Theta Kappa Society-Wide Code of Ethics
Phi Theta Kappa is committed to the highest ethical standards, efficient stewardship of resources, and compliance with all applicable federal, state, and local laws and regulations. Phi Theta Kappa has developed this Code of Ethics to promote these important objectives. Phi Theta Kappa’s Code of Ethics shall apply in all Organizational operations and to all employees and constituents of Phi Theta Kappa, regardless of rank or position.

These values serve as the permanent foundation upon which Phi Theta Kappa operates.

When engaged in activities or conduct associated with Phi Theta Kappa programs or business operations, all Phi Theta Kappa employees and constituents must endeavor to:

· Promote the best interests of Phi Theta Kappa.

· Preserve the public's trust, respect, and confidence in Phi Theta Kappa.

· Exhibit personal integrity, honesty, and responsibility in all actions.

· Provide an environment of mutual respect, impartiality, and collaboration, free from harassment and discrimination of any kind.

· Maintain confidentiality in all matters deemed confidential.

· Assure independence of judgment free from conflicting interests.

· Ensure that relationships that constitute or could be perceived as conflicts of interest are fully and properly disclosed and that Phi Theta Kappa policies and procedures are followed.

· Comply with the policies and procedures of Phi Theta Kappa and applicable federal, state, and local laws and regulations.

· Demonstrate appropriate and efficient stewardship of Phi Theta Kappa property and resources.

Where appropriate, Phi Theta Kappa will review and address any reported violation of this Code of Ethics determined to have occurred.

The Executive Director and CEO shall establish procedures necessary to implement this policy.
Adopted November 9, 2015




Financial Services Department


www.ptk.org


1.800.946.9995








Center for Excellence


1625 Eastover Drive


Jackson, MS 39211





Please remit payment to:





Phi Theta Kappa


Attn: Financial Services


Center for Excellence


1625 Eastover Drive


Jackson, MS  39211
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