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THE CHAPTER VIRTUAL OPERATIONS ACTION PLAN

The Chapter Virtual Operations Action Plan is an essential tool for outlining the chapter’s strategy for
succeeding while operating virtually. This includes maintaining fiduciary responsibility, organized
administration, and effective planning to best achieve a continued be.

The foundation of this plan is grounded in the idea that Sigma Nu chapters should be able to effectively
plan and develop strategies to achieve their goals. This plan is designed to help the chapter think
strategically about the operational necessities of promoting sound fiduciary responsibility, implementing
a well-oiled committee system, and proficiency in performance of the Fraternity’s ritual ceremonies.

RESOURCES AND SUPPORT

This Chapter Virtual Operations Action Plan was completed under the guidance of the following
resources:

Lt. Commander's Officer Manual

Treasurer’s Officer Manual

Chaplain’s Officer Manual

Pursuit of Excellence Program Guidelines

Strategic Planning and Officer Action Plan Overview
Federal Tax and Form 990 Filing Guide

Important Due Dates

The Law of Sigma Nu Fraternity, Inc.

Risk Reduction Policy

ENVISIONED FUTURE

[Basedon theaboveinformation,whataresomeareasvherethe chaptemwould like to see
improvement™How will improvingin theseareasenefitthe chapter?]



https://www.sigmanu.org/file/collegiate-members/officer-resources/lt.-commander/manual-ltcommander.pdf
https://www.sigmanu.org/file/collegiate-members/officer-resources/treasurer/manual-treasurer.pdf
https://www.sigmanu.org/file/collegiate-members/officer-resources/chaplain/manual-chaplain.pdf
https://www.sigmanu.org/collegiate-members/pursuit-of-excellence
https://www.sigmanu.org/collegiate-members/pursuit-of-excellence
https://www.sigmanu.org/file/collegiate-members/officer-resources/commander/Strategic-Planning-and-Action-Plans-Overview.pdf
https://www.sigmanu.org/file/collegiate-members/officer-resources/treasurer/Tax-Filing-Guide.pdf
https://www.sigmanu.org/file/collegiate-members/officer-resources/commander/important-due-dates.pdf
https://www.sigmanu.org/file/collegiate-members/officer-resources/commander/the-law-of-sigma-nu-fraternity-inc.pdf
https://www.sigmanu.org/file/collegiate-members/risk-reduction/Risk-Reduction-Policy.pdf
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THE CHAPTER’S COMMITTEE SYSTEM

THE CHAPTER’S “WHY”

[In this section the chaptershouldarticulatethe vision andphilosophybehindits committeesystem.
Thechaptershouldbe mindful of answeringhefollowing questionsasit creatests own statemenbn
why committeesnatterto the chapterWhatis the primary purposeof the committeesystem™ow
will thechapterencouraggeneraimemberinvolvementthroughcommittees™Mow will thechapter
decidehow membersareappointedo a committeeandthe work thateachcommitteewill complete?
etc.]

COMMITTEE LIST AND CHAIRMEN
Listed below are the active committees and chairmen of the chapter, as well as the advisor that supports

their work.

COMMITTEE CHAIRMAN ADVISOR
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ADDITIONAL DUTIES AND RESPONSIBILITIES

Listed below are the additional duties and responsibilities of committee officers. Consider if any new or
revised duties or responsibilities should be considered to accommodate the unique needs of virtual-based
operations.

[In additionto the chairmanfor eachcommittee hasthe chapterdesignateény otherofficersor
committeememberswith elevateddutiesandresponsibilitiegi.e. a CandidateClassofficer, Treasurer
of thecommittee Recordeiof the committee gtc.).Outlinethoseresponsibilitieere.]

THE EXECUTIVE COMMITTEE

THE EXECUTIVE COMMITTEE ROSTER

Committee Member Name Position

Commander

Lt. Commander

Advisor Name Advisor Position Phone Email

Committee Advisor

EXecuTIVE COMMITTEE DUTIES AND RESPONSIBILITIES
Listed below are the duties and responsibilities of the Executive Committee.

[Whatis the ExecutiveCommittee’sduty andresponsibilityto the chapteraVhatdo the bylawslay
outasits responsibilitiesandauthority?How canthe committeesupportthe day-to-dayoperationsof
the chapterAny newresponsibilitiegshatshouldbe consideredo meetthe uniqueneedsof
virtual-basedperations?]
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EXecuTIVE COMMITTEE GOALS
Committee goals use the S.M.A.R.T. format (Specific, Measurable, Agreed-Upon, Realistic, and Timely).

[Insertfive to tengoalshere.Someexamplesnclude;Executivecommitteeprepareanddistributes
the chaptemeetingagendawith atleastl day’sadvancedoticefor the chapter ExecutiveCommittee
memberdaveno morethanoneunexcuse@bsencérom committeemeetingdor theterm.]

EXEcUTIVE COMMITTEE MEETING SCHEDULE

[Insertchaptelinformationhere.Schedulearegularday,time, location,andplatform(e.g.Zoom,
Microsoft Teams)or weekly committeemeetings.]

EXECUTIVE COMMITTEE EXPECTATIONS
The following information outlines the committee expectations for itself and its members.

[Setexpectationsgor the executivecommittee pothindividually andcollectively. Examplesnclude:
Hold meetingsveekly,be ateverymeeting,completeall individual duties,makea commitmento
“lead by example,”be preparedo activelyparticipate keepa calendaretc.]
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EXECUTIVE COMMITTEE STANDARD AGENDA
The standard agenda for future executive committee meetings will be as follows.

[Usethis box to createa standarcagenddor committeemeetingsBelow is a samplethatcanbe
changedasneeded.
- Opening
- Roll call
- Old Business
- Reviewof Notes/Minutedrom LastCommitteeMeeting
- New Business
- UpcomingChapterActivities
- Reviewof the Pursuitof ExcellenceCriteria
- CurrentProgresd owardExcellenceCriteria
- Reviewof Calendar
- PrepareReportfor ChapteMeeting
- Reviewactionitemsfor all committeemembers
- Closing]

EXeEcuTIiVE COMMITTEE BUDGET

[List the specificbreakdowrof the chapter’'sexecutivecommitteebudgetfor the currentandupcoming
term,if applicable.]

CHAPTER FINANCES

SETTING THE BUDGET
Listed below are the chapter’s tactics and strategies for creating its budget.

[Usethetextbox providedto outlinethe processy which the chaptercreatests budget Who arethe
key playersinvolved,how aregeneraimembersncorporatednto the processhow doesthe chapter
ensurdts budgetalignswith strategyandthe chapter'sgoals?]




Excelling with Honor

i}gé SIGMA NU FRATERNITY
Q Q’ CHAPTER VIRTUAL OPERATIONS ACTION PLAN

STAYING ORGANIZED
The following section describes the chapter’s methods for maintaining financial records.

[Usethetextbox providedto outline how the chaptemaintaingts financialrecords Be sureto include
how files aremaintainecelectronically whetherthe chapterutilizesa third-partycollectionagency,
andanyotherrelevantinformation.Consideraddressindgnow the chaptemwill ensureproperdues
collectionproceduresvhile operatingvirtually.]

PROTECTION AND PREVENTION
The following section describes the chapter’s methods for protecting itself against financial harm such as
theft, fraud, sunk costs, and lost revenue.

[Usethetextbox providedto outline how the chaptemprotectstself againstfinancial shortfallssuchas
theft, fraud,sunkcosts,andlostrevenueThe chaptershouldincludemethodsusedby the chapter,
suchasathird-partycollectionagencytwo signaturechecksadvisorauditing,etc. It is critical for
membergo understandheir duesarebeingallocatedn accordancevith the approvedchapterbudget,
especiallywhenoperatingvirtually.]

TAX-EXEMPTION AND FORM 990
The following section describes the chapter’s most recent IRS Form 990 Tax Filing.

The chapter last filed a |Select on

THE FINANCE COMMITTEE

THE TREASURER
Listed below are the duties and responsibilities of the Treasurer.

[Basedonthe chapter’sbylawsandexpectationgor the position,whataretheresponsibilitiesand
dutiesof the TreasurerHow canhe providesupportto the membership®Vhatadjustmentsieedto be
madeto the positionto meetthe uniqueneedf virtual-basedperations?]
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THE FINANCE COMMITTEE ROSTER

Committee Member Name Position

Treasurer

Advisor Name Advisor Position Phone Email

Committee Advisor

FINANCE COMMITTEE DUTIES AND RESPONSIBILITIES
Listed below are the duties and responsibilities of the Finance Committee.

[Whatis the FinanceCommittee’sduty andresponsibilityto the chapterHow canthe committeehelp
the chaptemeetits fiduciary responsibilities®hatuniquedutiesandresponsibilitiegloesthe
committeeneedto assumeavhile the chapteris operatingvirtually?]

FINANCE COMMITTEE GOALS
Committee goals use the S.M.A.R.T. format (Specific, Measurable, Agreed-Upon, Realistic, and Timely).

[Insertfive to tengoalshere.Someexamplesnclude;Everychaptemembermwill havetheir duespaid
in full by Nov. 25. Theentirechaptemill createa planfor the useof athird-partycollectionsservice
by Sep10. We will file our Form990taxinformationby April 15.]
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FINANCE COMMITTEE MEETING SCHEDULE

[Insertchaptelinformationhere.Schedulearegularday,time, location,andplatform(e.g.Zoom,
Microsoft Teams)or weekly committeemeetings.]

FINANCE COMMITTEE EXPECTATIONS
The following information outlines the committee expectations for itself and its members.

[Setexpectation$or the financecommittee bothindividually andcollectively. Examplesnclude:
Hold meetingsveekly,be at everymeeting,completeall individual duties,makea commitmento
“lead by example,”be preparedo actively participate keepa calendaretc.]

FINANCE COMMITTEE STANDARD AGENDA
The standard agenda for future finance committee meetings will be as follows.

[Usethis box to createa standarcagenddor committeemeetingsBelow is a samplethatcanbe
changedasneeded.
- Opening
- Roll call
- Old Business
- Reviewof Notes/Minutesrom Last CommitteeMeeting
- New Business
- UpcomingChapterActivities
- Reviewof the Pursuitof ExcellenceCriteria
- CurrentProgresg owardExcellenceCriteria
- Reviewof Calendar
- PrepareReportfor ChapteMeeting
- Reviewactionitemsfor all committeemembers
- Closing]
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FINANCE COMMITTEE BUDGET

[List the specificbreakdowrof the chapter’'sfinancecommitteebudgetfor the currentandupcoming
term,if applicable.]

STRATEGIC PLANNING

STRATEGIC PLANNING PROCESS
The following describes the chapter’s process for creating and/or updating its strategic plan.

[Usethis box to outlinewhatstepsandstrategieshe chaptersetsto conductstrategiglanningfor the
newacademigear.Whenandthroughwhatvirtual meetingplatformwill the chapterconducta
strategigplanningsessionarethe chapter’' sPEPratingsandfeedbackakeninto considerationhow
doesthe chapterutilize its alumniandadvisorsan this processetc. Particularattentionshouldbe made
to proactivelyidentifying the expectedchallenge®f operatingvirtually anddevelopstrategiedor
effectivelyovercomingthoseanticipatecdchallengege.g.membelparticipationexpectations,
accountabilitymechanisms).]

THE RITUAL

EDUCATING MEMBERS ON THE RITUAL
The following describes the chapter’s process for educating members on the Fraternity’s ritual.

[Usethis box to outlinewhatstepsandstrategieshe chaptersetsto educateold andnewmemberon
the Fraternity’sritualsandceremoniesAlso consideringonline meetingplatformsarenot secure
enoughto accommodatenline executionof ritual ceremonieswhat,if any,ceremoniesvill the
chapterattemptto completewhile operatingvirtually. Would it be possibleto conductthe candidate
and/orinitiation ceremonywith only chapterofficers, potentialnewmembers/candidateandpossibly
their Big Brothersin compliancewith local andhostinstitutionsocialdistancingrestrictions?]

10
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RITUAL INVENTORY

The following describes the current condition of the chapter’s Ritual materials

RITUAL ROBES CONDITION STORAGE LOCATION
Commander Select
Lt. Commander Select
Marshal Select
Chaplain Select
Sentinel Select
Honor Candidate Select
RITUAL ITEMS CONDITION/QUANTITY STORAGE LOCATION
sword Select
Bible Select
Candles Select
Ribbon Select
Alpha Chest Select
RITUAL BOOKS [# of Ritual Books]

CARE FOR RITUAL MATERIALS

The following section provides description of the chapter’s plan for taking care of its Ritual items.

[Usethistextboxto describewhatstrategiesrein placeto ensureghe maintenancef the chapter’s
ritual items.Provideinformationon how itemsarekeptcleanedpolished dry-cleanedpr replaced
whenused.]

11
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