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The Chapter Operations Action Plan

The Chapter Operations Action Plan is an essential tool for outlining the chapter’s strategy for success in chapter
operations, which includes finances, budgeting, membership reporting, and maintaining reverence for The Ritual.
The Fraternity believes that its chapters should ensure the necessary structures, systems, and resources are in
place in support of the Fraternity. This includes fiduciary responsibility, organized administration, and effective
planning to best achieve the aims of Sigma Nu.

The foundation of this plan is grounded in the idea that Sigma Nu chapters should be able to effectively plan and
develop the system necessary to achieve their goals. This plan is designed to help the chapter think strategically
about the operational necessities of promoting sound fiduciary responsibility, administrative practices, and
proficiency in performance of the Fraternity's ritual ceremonies.

Resources and Support

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

= Treasurer's Officer Manual

= (Chaplain’s Officer Manual

=  Pursuit of Excellence Guidelines for Chapter Operations

= Strateqgic Planning and Officer Action Plan Overview
= Federal Tax and Form 990 Filing Guide
= |mportant Due Dates

= The Law of Sigma Nu Fraternity, Inc.

= Risk Reduction Policy

Envisioned Future

[Based on the above information, what are some areas where the chapter would like to see improvement? How will
improving in these areas benefit the chapter? What is the chapter's short-term vision for this area?]



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/file/collegiate-members/pursuit-of-excellence/resources/pep-evaluation-guidelines.pdf#page=12
https://www.sigmanu.org/file/collegiate-members/pursuit-of-excellence/resources/pep-evaluation-guidelines.pdf#page=12
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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Chapter Finances

SETTING THE BUDGET

Chapter’s tactics and strategies for creating its budget.

[Outline the process by which the chapter creates its budget. Who are the key players involved, how are general members
incorporated into the process, how does the chapter ensure its budget aligns with strategy and the chapter’s goals?]

STAYING ORGANIZED

Chapter’'s methods for maintaining financial records.

[Outline how the chapter maintains its financial records. Be sure to include how files are maintained electronically,
whether the chapter utilizes a third-party collection agency, and any other relevant information. ]

PROTECTION AND PREVENTION

Chapter's methods for protecting itself against financial harm such as theft, fraud, sunk costs, and lost revenue.

[Outline how the chapter protects itself against financial shortfalls such as theft, fraud, sunk costs, and lost revenue. The

chapter should include methods used by the chapter, such as a third-party collection agency, two signature checks,
advisor auditing, etc.]
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TAX-EXEMPTION AND FORM 990

Chapter’s most recent IRS Form 990 Tax Filing.

The chapter last fileda  Select on

The Finance Committee

THE TREASURER
The role and expectations of the Treasurer.

[Based on the chapter's bylaws and expectations for the position, what are the role and expectations of the Treasurer?
How can he provide support to the membership?]

THE FINANCE COMMITTEE ROSTER

Committee Member Name Position
Treasurer
Advisor Name Advisor Position Phone Email
Committee Advisor

FINANCE COMMITTEE ROLE
The role and expectations of the Finance Committee.

[What is the Committee’s responsibility to the chapter? How can the committee be effective in executing on the
expectations it has been tasked with? What do the bylaws outline as their role, expectations, and authority?]
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FINANCE COMMITTEE GOALS

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

[Insert five to ten goals here. Some examples include: Every chapter member will have their dues paid in full by Nov. 25.

The entire chapter will create a plan for the use of a third-party collections service by Sept. 10. We will file our Form 990
tax information by April 15.]

FINANCE COMMITTEE MEETING SCHEDULE

[Insert chapter information here. Schedule a reqular day, time, and location for committee meetings.]

FINANCE COMMITTEE EXPECTATIONS

[Set expectations for the committee, for both individual members and the committee collectively. Examples include: Hold

meetings weekly, be at every meeting, complete all individual duties, bring a pen and appropriate materials to meetings,
keep a calendar, etc.]
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FINANCE COMMITTEE STANDARD AGENDA
The standard agenda for future Finance Committee meetings will be as follows:

[Use this box to create a standard agenda for committee meetings. Below is a sample that can be changed as needed.
Opening
Roll call
Old Business
Review of Notes/Minutes from Last Committee Meeting
New Business
Review of Chapter Budget (expenses, revenues)
Review of monthly financial statement from General Fraternity
Review of new and updated budget requests
Review of member payment plans
Upcoming Chapter Events/Functions
Review of the Pursuit of Excellence Criteria
Current Progress Toward Excellence Criteria
Review of Calendar
Prepare Report for Chapter Meeting
Review action items for all committee members

FINANCE COMMITTEE BUDGET

[List the specific breakdown of the chapter’s finance committee budget for the current and upcoming term, if applicable.]

Membership Roster and Reporting

MEMBERSHIP ROSTER AND REPORTING

Chapter’s process and schedule for reviewing and updating its roster with the General Fraternity (resource: Members
Area Instructions).

[Outline the process for reporting candidates, initiates, officers, and other updates to the chapter's Members Area roster -
including alignment with the monthly General Fraternity billing statement. Also detail the process for reviewing and
updating any rosters maintained with the college/university (e.qg., IFC, academic reporting, intramurals, etc.).]



https://www.sigmanu.org/file/collegiate-members/officer-resources/commander/Members-Area-Instructions-for-the-Commander-Recorder-and-Treasurer.pdf
https://www.sigmanu.org/file/collegiate-members/officer-resources/commander/Members-Area-Instructions-for-the-Commander-Recorder-and-Treasurer.pdf
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The Ritual

EDUCATING MEMBERS ON THE RITUAL

[Outline the steps and strategies the chapter sets to educate brothers and new candidates/initiates on the Fraternity's
rituals and ceremonies. Does the chapter create space for reflection? Since copies cannot be made, how will members be
taught the call-and-response for opening and closing chapter? Practice the secret signs learned during initiation? How
does the chapter demonstrate reverence for the performance of these ceremonies? Does the chapter participate in
National Ritual Celebration Week in the spring?]

RITUAL INVENTORY

Current condition of the chapter’s Ritual materials.

RITUAL ROBES CONDITION
Commander Select
Lt. Commander Select
Marshal Select
Chaplain Select
Sentinel Select
Honor Candidate Select
RITUAL ITEMS CONDITION / QUANTITY STYLE
Sword Select Select
Bible Select
Candles Select
Ribbon Select
Alpha Chest Select
RITUAL BOOKS [ # of Ritual books]
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CARE FOR RITUAL MATERIALS

Description of the chapter’s plan for taking care of its Ritual items.

[Describe what strategies are in place to ensure the maintenance of the chapter’s ritual items. Provide information on
how items are kept cleaned (polished, dry-cleaned) or replaced when used. ]
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