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MEMORANDUM

TO:

Chapter Officers, Faculty Advisors, and National Councillors
FROM:

Thomas Petry – National Secretary/Treasurer


DATE:

August 15, 2007
SUBJECT:  
Unauthorized Initiations and Proper Processes

I hope that this message finds each of you starting what will be a great semester.  This note is intended to offer two things: First, a complete and workable definition of an “authorized” initiation; Second, what would be considered “best practice” in preparation for an initiation.

An Authorized Initiation:  This is an initiation conducted after submitting a chapter order, with payment, after the National Office personnel have had time to process this chapter order, and after the chapter receives an “official authorization” for the initiation from the on line ordering system.  If a chapter finishes the chapter ordering process after their initiation or has not received the “official authorization” before they conduct an initiation, that is an “unauthorized” initiation.  Unfortunately, according to the Chi Epsilon Constitution and Bylaws, the National Office is required to fine a chapter that has an unauthorized initiation.  Also, if the chapter receives the authorization to initiate members by email from the on line order system after they have conducted their initiation, they still have conducted an unauthorized initiation; but each chapter must have this authorization for their initiation to count and their initiates to be members of Chi Epsilon.   I know that this seem very legalistic, but the Constitution and Bylaws have set it out this way.
The National Office of Chi Epsilon has office hours of Monday-Friday from 9 AM to 4:30 PM, Central Time (whether normal time or daylight savings time applies.)  The Office personnel need time to process your chapter order, after they have received it and the payment required.  Therefore, I am setting some deadline times for you to be aware of when you are planning your submittals and getting ready for your initiation.  Those chapter orders received by the Office, complete with payment, by 4 PM Monday-Thursday will be processed as soon as they can and will be done, most likely by the end of the next day.  That means to have the “authorization” to hold an initiation on Friday evening, the order needs to be received and complete by 4 PM the Thursday before.  The same is true if you are wishing to hold an initiation on Saturday, or Sunday.  I am sure that, if you take this into account in your planning, you will have no problem with it.   The Office personnel wish to serve you and your needs and you can help us in this way.
Payments for chapter orders can be made and will apply as shown below:

a. Check – The chapter order can be processed as soon as possible upon receipt of a check.

b. Credit Card – The chapter order can be processed as soon as possible.

c. PayPal – The chapter order can be processed as soon as possible.

d. Purchase Orders or Check Voucher:  The chapter order can be processed as soon as possible after receipt of the following by fax to: 817-272-2826:




1). Copy of the PO or check voucher and 2). Copy of Form 1.
Best Practice in preparation for initiation:  The best practice is to submit your chapter order with payment at least 5 to 6 weeks before your planned initiation.  This will allow you to have an “authorized” initiation, for sure.  It is even more important that your chapter is very likely to have the keys and certificates to pass out either at the initiation or at a social event following the initiation.
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