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The National Council

MEMORANDUM 
TO: 

 Chapter Officers, Faculty Advisors, and National Councillors 

FROM: 
 Thomas Petry – National Secretary/Treasurer 

 DATE: 
August 15, 2007
 
SUBJECT: 
Chapter Timeline  

	 
	Timeline

	Confirmation Form [Form 5/7] due no later than 
	10 days after ceremony 

	Chapter Personnel [Form 4-] due no later than 
	10 days after election of new officers but before ending date  of their Term of Office

	These instructions are found online under the  “initiation system” tab and “instructions button” 
	 

	 
	 

	Transit Articles & Photos 
[email to: nrowan@alpha1.net; xehq@uta.edu; joborders@swprint.biz] 
	 

	 Even Numbers Chapters [fall Transit –now posted online now] 
	May 15th

	 Odd Numbered Chapters [spring Transit- now posted online now] 
	Dec. 15th  

	Ballots for new chapter petitions are to be returned to National office 
	Within 60 days of date of Ballot 

	CHAPTER HONOR MEMBER [are either elevated or initiated] requirements: be a registered PE, minimum of 10 years of experience in the civil engineering field; 2/3 vote of a quorum; must have a photo, short biographical sketch and short resume; letter to include all of the above from the chapter on their letterhead] 

 
	Must be approved by your District Councillor and National Office before a Form 2 is filled out online 

	FACULTY MEMBER [are always initiated]  requirements:  2/3 vote of a quorum;  short resume; letter to stating such information from the chapter on their letterhead] 

 
	Must be approved by your District Councillor and National Office before a Form 2 is filled out online 

	 
	 

	All this information can be found in the Constitution & Bylaws and PAROP 
	 


Chi Epsilon 
NATIONAL CIVIL ENGINEERING HONOR SOCIETY 

Member of Association of College Honor Societies 

Typical Time Sequencing for Each Cycle of Chapter Business – By Semester, Quarter or Term Normally: 
A. Start of Semester, Quarter or Term 
B. Chapter obtains potential initiate grade point averages or class ranking 
C. Chapter membership holds election to select potential initiates, Chapter Honor Member and Faculty Member. 
D. Chapter sends or gives out invitations to attend first meeting of potential initiates 
E. Chapter holds first meeting of potential initiates and gets commitments to pledge, etc. 
F. Chapter President reports election of CHM and/or Faculty Member to District Councillor and requests approval to initiate or elevate. 
G. Chapter receives from National Office the approval for CHM and/or Faculty Member initiation/elevation 
H. Chapter submits Chapter Order with payment by check, credit card or Pay Pal: 
 1.  Schedule initiation  
 2. A Form 2 is prepared on line for each initiate, CHM and Faculty Member approved by District Councillor and National 
 
 3. Chapter President goes on line and approves 
 4. Chapter Secretary goes on line and approves 
 5. Faculty Advisor does scholarship confirmation on line 
 6. Chapter President goes on line and approves 
 7. Chapter makes arrangement to pay 
  8. Chapter Obtains Authorization to Initiate from National 
[Look on web site for definition of an Authorized Initiation]
Six (6) Weeks are needed to complete and ship Certificates and Keys 
I. Initiation is held 
J. 10 Days after Initiation Form 5 must be filled out on line (Confirmation Form) 
K. 10 Days after Installation of new Chapter officers Form 4 must be filled out on line 
L. Chapter prints out Form 2’s for those initiated for Chapter records 
Dr. Thomas M. Petry


National Secretary-Treasurer
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Box 19316


Arlington, TX  76019-0316


Toll Free: 866-554-0553
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