Gamma Pi President’s Transitioning Manual
Running the Meetings

· Create an agenda so you can keep the meeting on track.  

· As president, It’s totally your call to cut people off if things are getting out of hand!
Master Calendar
· Create a master calendar of all the events going on the next semester.  This will help you to plan efficiently.
· Get as many dates as you can at the beginning of the semester (you should announce all mandatory events at the first meeting).  
· Create a calendar and update throughout the semester.  
· After you have been elected, you should meet with the current President to plan out your first semester including meetings & election timelines.

Listserv
· Your predecessor will email OTS & request that you be made the “administrator of the gamma pi listserv.”  

· At the beginning of each new semester, delete all the graduating seniors.  
· When new members join, add their email address at the bottom of the list. 
National Conferences 
· We are required to send at least one person to Grand Chapter.  We send the President (delegate) + 1 (alternate).  
· After the weekend, you should write a short report & email it to the chapter.  It should say stuff like how the delegate voted, why, what the outcome was, etc. 

· Make notes on the packet they give you at Grand Chapter & make it available for review at the first meeting. 

Other Officers
· I gave out a packet of information for each officer and chair at the beginning of each semester.  It included tip sheets, useful info, a description of their position from the bylaws, COPs, chapter bylaws, national bylaws, NOPs, and the master calendar.  I would suggest doing it at the eboard retreat. 
· Have an officer retreat before the semester starts.  Use this time to do some team building, as well as establishing goals for their positions.
Room reservations 

· Can be made only by the president & IA
· At the beginning of each new semester/officer change, go to the SGA & ask for the room reservation card.  Fill out with both the president & IA’s contact info.
· Submit the forms to secretary in events and conference services.
· Try to submit at least 2 weeks in advance to be able to get the room you want, but try to have them in even earlier to really have a good chance of getting the right room. 

· Food waivers need to be in 2 weeks in advance.

· Near the end of each semester, a memo will be sent out notifying you of a date to submit 2 room requests.  One is for the meetings & the other is for the Info session/Meet nights.
· On the first day of classes, submit room res forms for Pinning, Big/Lil ceremony, IT, Band Together, & whatever other rooms will be needed.  It’s much easier to get the rooms if you submit these on the first day.
Chapter Advisor 

· Rachel Repp is the current advisor.  Try to contact her every other week, but at least once a month.  Even if it is just to tell her some of the events and what’s going on with the chapter.  After every meeting, forward her the minutes.
· At the beginning of each semester, schedule a meeting with her.

· Each fall semester, fill out the Chapter Advisor Contract to ensure that our expectations match hers.
· If she ever resigns & you need to find a new one, there is an application on the president disk that you can use/add to for the person to fill out and give back to you.

Risk Management
· The President is required to do 2 risk management programs per year.  In your end of semester report, write up what you did, how it affected the chapter, etc.

· Nationals requires that we have a Risk Management policy which I created last semester.  It is up to you whether you want to maintain it or have the parliamentarian maintain it.  
Region Consultant
· Contact them every other week, but at least once a month.  Let them know what’s going on with the chapter, good and bad.  Don’t be afraid to ask for advice, that’s why we have them. 
· Save all emails you receive & send to the Region consultant (just in case).
Mailbox 
· The mailbox in located in the SGA office.  
· Box 4090.
· Check at least once a week, distribute info to pertinent position, & report pertinent info to the chapter.
Honor Cords/Stoles
· The president is responsible for ordering honor cords for graduation.  The info can be found at http://www.uga.edu/phisigpi/honorcord.html.  Make sure to check this mid-semester and get a count for how many to order.  Also available are stoles from http://gammatheta.org/store.asp, but you have to have at least 5 people interested to order them.

There’s nothing else that this paper can teach you. The rest is up to you and it will take a lot of learning on your own, but it’s going to be enjoyable.  Since I’m going to grad school here, I will still be around.  Don’t be afraid to call me, email, stalk me whenever you have questions.  We all did that, I promise!  In case you ever can’t reach me, I’m including the contact info of previous presidents as well.
Info current as of 4/4/05

	Name/Term
	Address
	Phone Numbers
	Email
	AIM SN

	Laura Toll
Fall 04-Spring 05
	
	
	
	

	Grace Schofield
Fall 02-Spring 04
	
	
	
	

	Meghan Montgomery
Fall 01-Spring 02
	
	
	
	


Attached is a check list to get you started each semester.

After you have been elected but before the semester starts:

· Plan your meeting schedule

· Plan & announce the date of eboard retreat

· Read all the amendments for Grand Chapter

· Bug the heck out of the officers over the summer to make sure they’re prepping their materials for the semester especially the Gen Sec, IA, & RA.
· For Gen Sec: Make sure they know they must announce the number of mandatory events at the first meeting of the semester.  They must also be prepared to say who is being brought up for probation at the first eboard meeting.

· For IA: Make sure they have the initiation packet almost ready to go & are planning dates for exams & all that jazz.

· For RA: Make sure they have events planned for rush & have called the places to reserve space.

Clerical duties for the beginning of each semester:
· Go to the SGA & update the chapter contact info.

· Go to the SGA & update the room res authorization forms.

· Submit remaining room reservation forms.

· Post office hours & submit to Mary Leeper in the SGA & at the UU Info Desk.

· Contact Chapter Advisor.  Schedule a meeting with her & fill out the Chapter Advisor Contract to ensure that our expectations match hers.

At the first Eboard meeting of the semester:


· Stress the important of having position goals (since they need them for the From 110) 

· Work with the Gen Sec to calculate the number of mandatory events

· Ask people to sign up for office hours

· Ask the General Secretary if anyone is due to be brought up for probation

At the first meeting of the semester:


· Introduce the new brothers & brothers who were inactive

· Establish Chapter Goals

· Announce the number of mandatory events

· Ask people to sign up for office hours

· Things to provide eboard at the Beginning

Before you leave office:

· Transition the president elect.
· Edit this document!  Make any changes you deem necessary.  If the previous president didn’t tell you something, add it in here!

