Chapter 5. Officers
Section 1.
All officers must be members of Phi Theta Kappa, in good standing, have a 


Grade Point Average of at least 3.25, and must be carrying a course load of 12 


semester hours per academic year.
Section 2.
The Upsilon Pi Chapter of Phi Theta Kappa shall have the following officers: 


President, Vice President of Membership, Vice President of Public Relation, Vice 


President of Fellowship, Secretary, and Fundraising Coordinator.
Section 3. 
All officers are required to attend all executive board meetings and all general 


chapter meeting unless excused by fellow officers.
Section 4
The duties of the president shall be as follows:
1. Represent Phi Theta Kappa at all events unless other arrangements are made.
2. Preside over all meetings.
3. Prepare meeting agenda, lead meetings and the majority of chapter projects.
4. Call special meetings when necessary.
5. Appoint and establish any necessary chairpersons, representatives, and committees.
6. Serve as an unofficial member of all committees.
7. Vote only in the case of a tie.
8. Create a time line for meetings, projects, events, and important deadlines. 
9. Develop goals for the chapter with the help from officers and advisors.
10. Oversee chapter projects and award entry preparation.
11. Appoint a new officer in the case of a vacancy in an officer position.
12. Assist the Advisor and other officers with the orientation and induction ceremony.
13. Assist Advisor in achieving 5 star goals.
14. Assist Advisor with the annual report.
15. Assist Advisor in meeting with the administration.
16. Assist Advisor and Fundraising Coordinator with budget management and soliciting funding requests.
17. Assist Advisor and Fundraising Coordinator with the auditing of financial records.
18. Encourage academic excellence.
19. This position is likely to require a minimum average of five (5) working hours per week.
Section 5. 
The duties of Vice President of Membership shall be as follows:
1. Participate in all regularly scheduled meetings and the majority of chapter projects.
2. Perform all duties of the Chapter President in the event of his/her absence.
3. Function as chair on the College Project Committee and help organize and implement the College Project.
4. Maintain current member roster and mailing list.
5. Be responsible for membership applicants by the mailing of invitation letters and by placing phone calls to prospective members.
6. Assist the Chapter President with the orientation and induction ceremony.
7. Assist Advisor with the annual report.
8. Assist the VP of Public Relations and the VP of Fellowship with the recruitment of new members.
9. This position is likely to require a minimum average of five (5) working hours per week.
Section 6.
The duties of Vice President of Public Relations shall be as follows:
1. Participate in all regularly scheduled meetings and the majority of chapter projects.
2. Perform all duties of the Chapter President in the event of his/her absence.
3. Promote the chapter at all levels of the organization.
4. Write and submit articles to the campus and community newspapers.
5. Oversee the development and update to the Chapter Website (i.e. Blog, Facebook, etc.)
6. Take photographs or appoint someone to take photographs at all chapter events.
7. Regularly forward Chapter newsletters to the Chapter Coordinator Programs at Phi Theta Kappa Headquarters.
8. Function as chair for the Honors in Action committee and help to organize and implement the Honors in Action project.
9. Assist the Chapter President with the orientation and induction ceremony.
10. Responsible for photo montage used in the Induction Ceremony.
11. Assist the VP of Membership and the VP of Public Relations with the recruitment of new members.
12. Assist the Advisor with the annual report.
13. This position is likely to require a minimum average of five (5) working hours per week.
Section 7. 
The duties of Vice President of Fellowship shall be as follows:
1. Participate in all regularly scheduled meetings and the majority of chapter projects.
2. Perform all duties of the Chapter President in the event of his/her absence.
3. Develop activities that promote fellowship and team building.
4. Develop activities that promote volunteerism and community service.
5. Responsible for the staffing of both on and off-campus activities.
6. Assist Advisor in meeting with other student organizations.
7. Assist the Chapter President with the orientation and induction ceremony.
8. Assist the VP of Membership and the VP of Public Relations with the recruitment of new members.
9. Assist the Advisor with the annual report.
10. This position is likely to require a minimum average of five (5) working hours per week.
Section 8.
The duties of the Secretary shall be as follows:
1. Participate in all regularly scheduled meetings and the majority of chapter projects.
2. Keep a record of attendance at the meetings.
3. Take, read, and keep copies of minutes of all meetings (board, chapter, etc.) -- if unable to attend, make arrangements for another officer to record minutes.
4. Distribute copies of minutes to officers, advisors, and members within 3 days of meeting.
5. Serve as the Chapter Coordinator by keeping meeting, projects, and other deadlines on track.
6. Maintain membership roster and manage chapter correspondence via email.
7. Maintain a historical record of all chapter activity and events, which may include photos, flyers, etc.
8. Place all records in the chapter record book at the end of each academic year.
9. Assist the Advisor and Chapter President in meeting with the administration.
10. This position is likely to require a minimum average of five (5) working hours per week.
Section 9.
The duties of the Fundraising Coordinator shall be as follows:
1. Participate in all regularly scheduled meetings and the majority of chapter projects.
2. Head and oversee all fundraising committees.
3. Receive all monies and turn into the Student Activities desk.
4. Maintain a financial account for the chapter.
5. Make a report of finances including a report concerning fundraising at each general meeting.
6. Be in charge of purchase orders.
7. Keep a set of financial records that shall be audited by the Chapter Advisor and Chapter President.
8. Assist Advisor and Chapter President with budget management and soliciting funding requests.
9. File all financial records in the chapter's official files at the end of each academic term.
10. This position is likely to require a minimum average of five (5) working hours per week.
