Pi Alpha Phi Chapter Treasurer Manual

Congratulations on your election as Treasurer. Next to the President, it is the most critical role in the chapter. Your brothers have expressed confidence in your ability to manage the chapter's resources in a fair, just, and competent fashion. Your stewardship of the chapter's finances greatly impact the stability of the chapter's future. Your brothers will look to you for leadership and trust that you are managing the chapter's resources with integrity and courage. 

Your office is one of trust, for you are confided with the material welfare of the chapter. You must at all times exemplify the highest standards of integrity in maintaining the chapter property, funds, and financial records which have been entrusted to your care.

The Treasurer has an obligation to perform the duties of his office, as stated in the Chapter Constitution, justly, fairly, and to the best of my ability. This involves, but is not limited to the following: 

1. Consistent financial record keeping
2. Reporting to members of the chapter, the chapter's alumni, and the national board
3. Preparing an annual budget
4. Billing and collecting all monies owed from members, pledges, and alumni for dues, fees, and assessments promptly and without any partiality
· Taking vigorous action to prevent any brother or pledge from becoming delinquent in his account;

· Following up on delinquent accounts with whatever actions is necessary, including, but not limited to, suspension and removal of social privileges;
5. Dispersing the money collected in strict accordance to the approved budget
6. Promptly paying all national fraternity and national insurance dues
7. Alerting the chapter of appropriate authority within the chapter when it becomes apparent that the budget is not in balance, whether because of a descrease in income or because of unexpected expenses, so that the situation may be remedied either by reducing expenses or increasing dues or assessments to bring the budget into balance.

The treasurer's position requires strong discipline and attention to detail. Records must be consistent and accurate. There will be times when your leadership will threaten your relationships with some of the brothers. To remain an effective treasurer, you must not allow personal biases or friendships to affect your responsibilities. Your role is to hold brothers accountable to their financial responsibilities.

A treasurer does not need to be an accountant or business major, as long as he is a brother with dedication willing to keep the chapter finances under control. 

Alumni, national officers, or your local campus chapter adviser can be of great assistance to you. They can help establish a better understanding of chapter needs and financial priorities and provide support on important decisions.

Do not allow the position's responsibilities to overwhelm your other responsibilities. Utilize the resources for the position, manage your time effectively, and maintain strict organization of your responsibilities. Though the position can be challenging, it can provide you with great leadership experience.

Office of Treasurer

The Treasurer shall collect all monies due to the national fraternity and the chapter and shall disburse the same according to the approved budget and generally accepted accounting procedures. Below is a list of duties and responsibilities of the treasurer office:

· Inform all members, including actives, pledges, and potentially alumni, of their financial obligations to Pi Alpha Phi.

· Collect all monies owed the chapter, including those who may have graduated with a debt to the chapter, in a timely manner

· Fulfill payment of all accounts payable in a timely manner

· Prepare a balanced budget by the 1st week of each school year to ensure chapter does not incur debt. Make sure each officer is aware of the amount that has been budgeted for him to work with

· Maintain a complete and organized set of bookkeeping records
· Pay all national fraternity and national insurance dues promptly
· Be familiar with and enforce all rules and regulations concerning finances set by the national fraternity and your chapter

· Delegate appropriate tasks and responsibilities to other chapter members to help fulfill all duties and responsibilities

· Maintain good financial relations with the university and your chapter's council by paying fees and council dues promptly

· Prepare and deliver an officer's report at each executive board meeting and each chapter meeting

· Be aware of all chapter obligations concerning financial matters and make sure your successor is aware of these as well


Chapter Treasurer Techniques
· Organization is the key. Stay organized, plan enough time to do the work and you will stay on top of things.

· Use a computer. Every chapter's records should be tracked using a spreadsheet, whether it's Microsoft Excel, Quicken, mint.com or some other such program.

· Stay current with updates and records. It's much easier to stay ahead than play catch up.

· Get a consistent system up and running. The more consistent you are in your work the easier it will be. A regular monthly treasury routine also makes it easier for chapter members to get on a regular routine of paying their bills

· Do not be the bank. Do not get in the habit of giving people extensions on their payment due dates. The chapter has to survive and it is the members' brotherly obligations to make their payments on time. Under NO circumstances should the treasurer lend money to brothers.

· Share financial records with brothers. Announce the chapter accounts receivables on a monthly or weekly basis. How much money is owed the chapter? By whom? Post the chapter budget during meetings for review so all brothers can see where their dues are allocated.

· Delegate anything you can. The treasurer's position is probably the most straightforward of all chapter positions. However, it requires the most administration and paperwork.

· Continually evaluate your budget. Some situation may arise that cause changes in the original budget. Be sure to adjust line items appropriately to maintain the balance between expenditures and income. Do not overspend.

· If you have any questions, GET HELP. The Greek advisor, financial advisor, alumni, or national officers may all have information that can help you.


Communicating with the Chapter

Most chapters run into problems because their members truly do not know what their financial obligations are. Make sure everyone is properly informed on the collection policies and charges of the chapter.

Membership Awareness

Some suggestions in developing a sound financial education plan:

· Prior to the 1st week of school, send an introductory e-mail with a preliminary budget and expected financial responsibilities per brother

· Explain the budget to members in detail. By doing this, the treasurer can show exactly where the money is going and how dues are used.

· Express to members their financial responsibilities to the fraternity and the chapter. It should be emphasized that bills that go unpaid are a burden to every other member of the chapter who must share that burden. Rule #8 in the Pi Alpha Phi Member Code of Conduct states:  I will meet my financial obligations in a timely manner.

In order to set a tone with all members early, it is important to clearly and accurately inform all potential members of the expense for which members of Pi Alpha Phi are responsible. Downplaying the actual financial responsibilities of a member of Pi Alpha Phi only leads to potential problems once the pledge is initiated. In the end, neither the pledge nor chapter will benefit.

Chapter Meetings

Report and make it interesting. At every chapter meeting, the treasurer should give a complete report on the current financial standing of the chapter. This would include any new funds or projects considered. Each report should include the condition of the budget (expenditures and balances), amounts of accounts payable, and a listing of any overdue alumnus, active and pledge accounts receivable and what is being done to collect those accounts. A monthly review of total assets should be broken down, displayed (a pie chart can be extremely helpful for brothers to analyze the information breakdown). This should include balances in the checking account(s), scholarship funds, etc. Verbal reports will aid in later discussion of chapter business. However, the treasurer’s reports should only be highlighted and condensed.

Collection of Accounts

The treasurer must be firm and consistent in his policies. The proper use of peer pressure will be invaluable in the collection of delinquent accounts. A rule to remember is to divorce “brotherhood” from the financial operation. The chapter’s financial operations are just as much a business as any profit-making concern. The necessity of prompt payment is brought to closer focus when one understands the collector is in fact a not-for-profit organization. You cannot pay your bills with “brotherhood.” If the brotherhood argument persists, remind members that a man is a “true brother” only when he makes good on all responsibilities, including his financial responsibility. Carrying one’s fair share of the load is also encompassed in the definition of “brotherhood” . Each member has taken an oath to to follow the rules and regulations of Pi Alpha Phi. Meeting one's financial dues is part of his fraternal obligation and responsibilities.
Getting Things Done

· Plan ahead. Every moment spent in planning saves three or four times the amount in execution.

· Write it down. It helps a great deal to make your plan on paper.

· Don’t get caught up in minutiae. If you do you will never find time to tackle real issues.

· Be Proactive. Don’t procrastinate. Don’t waste time dreading a pesky task.

· Manage your time. Allot yourself the specific amount of time you feel you need to accomplish each task.

· Establish good habits and you will speed up your routine tasks

· Learn to say “no.” Popularity is a wonderful thing but don’t let it prevent you from accomplishing important tasks.

· Relax. The well organized person can expect more leisure time as his just reward. And leisure time is a precious commodity.


Collection of Accounts

There are several measures the treasurer can take at the beginning of the school year to minimize financial delinquencies. The first step is to send a letter to the parents of the members and pledge to introduce yourself and outline their son’s financial obligations. This should be sent out prior to the start of the school year. Make sure each member receives a copy.

Set collections policies in chapter by-laws

All too often the success and burden of the collection of accounts rests on a sole person – the treasurer. Many times this burden becomes too large for one man. To help ease the burden, and at the same time ensure financial success, it is advised that a step-by-step approach to the collection and prevention of overdue accounts be adopted and placed in the chapter bylaws. Having done this, any member has the right to insist on enforcement.

If the problem persists, billing services can be very useful. Billing services such as Greek Bill (www.greekbill.com) or Omega Financial (www.omegafi.com) can do the billing as well as collecting for the chapter at a nominal or per man charge. Chapter brothers will be billed according to chapter specifications and will submit payment to the billing service. The service will then deposit the money into the bank account specified.

Steps for Collection

The first step for collection of unpaid accounts should be applied to those members or pledge who have just recently become delinquent in their accounts. Along with the bylaws policies discussed in the last section, a number of methods are used to collect monies past due.

· Member Code of Conduct Rule #8: I will meet my financial obligations in a timely manner. Review this very important section and how it relates to financial delinquency. Many times a member will come up with good reasons why he cannot pay his bill. This does not excuse him from his responsibility to the chapter. Anyone who is delinquent should be considered for separation from membership.

· Contracts: At the beginning of the year, have members sign a contract stating their owed amount and agreement to pay by a specified date. A written contract is much more effective than a verbal one.

· Posting: Peer-group pressure is an effective tool. Post a list of unpaid members with amounts due on the bulletin board or e-mail listserv. Then show the members who regularly pay on time how those who do not pay may cause cancellation of a social event due to lack of funds.

· Fines: A clear policy might be set up where the member is fined $10 or 10% of his unpaid balance, whichever is less, when his account becomes overdue. This can be looked at as a finance charge or late fee, and is a common business practice. If fines are used, be sure to enforce them. Your chapter standards board may be able to assist you in this endeavor.

· Collection Letters: A further step of a set of collection letters for the members who are no longer active in the chapter.

· Collection Agency: If the collection letters fail to produce any action, then it is time to send the accounts to a collection agency and or take small claims court action


The practical reality is that some brothers are slow to pay their bills and others have to address personal financial dilemmas during the academic year. The application of Constitution and Statutory Codes should be appropriately applied based on facts and circumstances as evaluated by the Executive Board with your input. You must look at facts and circumstances. Factors to consider:

· Current facts and circumstances — why is the brother unable to pay his bill at this time?

· Past history of payment with the chapter — has he been repeatedly late or is this the first time?

· Has the brother come voluntarily to you or the Executive Committee with a plan to pay his account?


Obviously, brotherhood is a main goal of our organization. However, a chapter cannot survive on brotherhood alone; it takes money to run the organization. Some members believe that "true brotherhood" entails letting them go without paying their bill until it is convenient for them. If a person who is not paying his bill truly believes in brotherhood, and if the other "brothers" in teh chapter truly believe that he is good for the chapter, the other brothers should be willing to cover the delinquent brother's debt to meet his obligations. Let that be the test of the chapter's brotherhood.

Collections can be a difficult task. People are human and do not like to talk about financial problems. That said, some people are a consistent problem. The prior treasurer can provide you with valuable insight into the payment habits of your chapter members. Account receivable reccords can also provide great information to past payment habits.

If the Executive Board agrees to allow brothers to payout a balance over several months, you should have a written understanding as to how the obligation will be paid and what the consequences will be if he fails to pay the balance as agreed. This document is referred to as a promissory note. A sample promissory note is attached at the end of this document.

Helpful hints for collections:

· Early Payment Discount: chapters wishing to encourage prepayment can offer a discount off the entire bill. Pay entire semester's bill in full and receive a 5% discount.

· Require those with a balance greater than $100 to meet with an alumni advisor or alumni board treasurer to examine personal finances and work out an effective payment plan.

· Suspension of privileges: If a person is unable or unwilling to pay his bills and the alumni board treasurer cannot work out a solution, the next step is to suspend his privileges. Privileges include the right to vote in meetings, attend social activities, play on intramural teams, or be a Big Brother.

· Do not allow debtor brothers to freeload off the chapter. This avoids eroding the morale of those who are paying and eliminates themessage that it is okay not to pay. 

· De-activating a member: If the increasing sanctions are ineffective, the chapter should have cause in its by-laws to de-active the debtor member until finances are paid up.

· Read the list of accounts receivable at every chapter meeting.

· Recognize those members who have paid their bills.

· I members of the chapter believe it is unbrotherly to expect a brother to pay his past due bill, then make a motion in the chapter meeting to have his delinquent bill split among the rest of the members until the delinquent brother pays. Of course, they will more than likely vote "no" and will then pressure that member to pay his bill.

· If allowed by your university, place a hold on the delinquent member's ability to register, get transcripts, or a diploma.

· Though expensive, services such as Greekbill or Omega Financial may be necessary to improve the chapter's collections.

· Give exact dates that payments are due. (30 day warning. 60 day membership suspension)

· If a member wishes to pay late, require him to stand before the entire chapter and request approval from the chapter; this oftentimes prevents members from paying late.


A brother who does not pay the fees expected of every member in his chapter is not being a true brother. The best solution to the problem of high accounts receivables is not to allow them to accumulate in the first place. The treasurer is in complete control of this situation. Set the rules firmly and enforce them. If the Treasurer insists on payment of every account early, no one will be in a position to run up a large, uncollectable bill. Do not make exceptions to the rules. this will only lead to members tooking for ways to get around paying their bills. The fraternity must have money to operate.


Inactive Status

Technically, Pi Alpha Phi does not have a classification for inactive individuals. You are an active (or a pledge) or alumni suspended for financial or scholastic reasons or expelled. In addition, a brother or associate member may resign. Some brothers are constantly looking for a way out and would rather spend their money somewhere else. Someone always asks if they can just go inactive.

The only exception is when a brother studies abroad or is participating in a work-study program and not active at school. Usually, this occurs for one semester at a time. For these brothers, they are temporarily frozen on the roles and are inactive for purposes of paying national dues and fees.

Earlier, we discussed that a good brother pays his chapter bills. A good brother also knows when to help another brother recognize when they are having financial difficulty and how to work through the issues. Financial hardship provides a respite — a period of time to recover. You should do what you can to help a good brother remain in good standing.

Accounts Payable

Prioritizing payment of accounts (accounts payable) is an important aspect of the treasurer’s role. Businesses often do not understand the way a fraternity chapter operates, and will judge the chapter on its past payment history. It is important to maintain a clean payment record with these businesses. Your actions will effect future options of the chapter.

Balance your checkbook before making your monthly payments. You need an accurate bank balance, including outstanding checks, in order to make accurate judgment on the ability of the chapter to pay its bills. Set aside a specific time and day in each month to pay the chapter bills, balance the chapter checkbook and complete any necessary paperwork.

If the chapter is unable to pay all its bills, contact the businesses you are unable to pay. Often time’s businesses will work out structured payment plans or work with the chapter to meet their obligations. Once again, the relationship you have with the businesses in your area will be inherited by the future treasurers of your chapter. One example is hotels where installations events may be held. If a hotel has a negative experience with the chapter, the hotel may not allow the chapter to hold future events at the hotel. It is important to work to maintain positive relationship.

Prioritize your accounts payable to optimize your ability to collect money from members. These Priorities should be:

1. Pi Alpha Phi National Fraternity dues and insurance

2. Your university or Greek council dues

3. Recruitment Events

4. Brotherhood Events

5. Social Events

Accounting Procedures

This section provides a sample outline of common accounting procedures. The specifics of how each chapter’s finances are operated may vary yet the main procedures are common throughout the Fraternity. You will need the following items: members’ monthly bill record: a spreadsheet with members’ names, credit and debit columns. This details where the money is being spent and how much each person owes; cash book: lists all deposits and withdrawals made to and by the chapter. It could be described as a combination of the monthly bill and your personal checkbook. Be sure to record all important information and keep it up-to-date; receipts: a receipt should be given for all money received and can be made from a receipt book or on computer; annual budget; checkbook: all payments should be made by check; and bank statements. If you have further questions, please contact the national treasurer who can help you tailor procedures to your chapter’s needs.

Annual Budget

1. Each officer should prepare an estimate of the funds needed to meet his plans for the semester. He should be as specific as possible. Using the previous year's budget will be useful in this portion of the budget.

2. After compiling these expenses, the next step is to draft an overall chapter budget. A few question you should ask are:

· Do expenses exceed revenue?

· Are we missing expenses? (Council dues, composite dues, etc.)

· If our expenses are greater than our revenues, what then? Do we raise dues, or cut expenses?

· Do NOT rely on potential fundraising in the budget. While admirable to organize chapter fundraisers, oftentimes they are unpredictable and fall through. It's better to have the budget balanced on member dues and if any fundraisers are successful throughout the year, re-imburse brothers at the end of the year.

3. Present the entire budget to the chapter for approval. Not only should the brothers have a say in how the money is spent, but this also educates them as to how their dues contribute to the overall chapter financial position.

4. Once the budget is approved, input the figures into the budget spreadsheet.


During the month:

· Collection of dues and monies

· Cash book: record the amount, check number, date received, from whom, and how the money was allocated in the cash book.

· Receipt: As a policy, it is wise to make out a receipt for all money received. This provides a useful double check for your cash book

· Bank Deposits

· A record of deposits should be kept in your cash book. Your deposit should equal the sum of the collections to that point.

· Record deposits in the checkbook; otherwise the running balance will be in error.

· Payments

· Record the amount in the checkbook and calculate new balance.

· Record in the cash book the amount of the check, what the check is for, the date, and the check number.


End of month:

· Cash book

· Review deposit and payment records, correct any problems

· Determine total debits and credits made to budget categories

· Figure and check the running balance of all chapters accounts

· Accounts receivable and accounts payable analysis

· List all accounts that are past due as of the end of the month

· Balance Sheet

· A balance sheet lists all the chapters’ assets and liabilities. After adding up the assets list your liabilities and total them. Finally, the difference between total assets and total liabilities becomes you total liabilities surplus


Risk Management Policy

The chapter treasurer has a responsibility to ensure that the following risk Management Policy is followed.
The Pi Alpha Phi Risk Management Policy is posted on the pialphaphi.com website. Please familiarize yourself with the policy as violations of the policy may negate the chapter's insurance policy.

Of specific note to the treasurer are the following 2 passages:

No chapter of Pi Alpha Phi may purchase alcoholic beverages with Fraternity funds, nor may anyone
in the name of or on behalf of the chapter coordinate the collection of any funds for such a purpose.
This includes the purchase of kegs, party balls, and other bulk quantities of alcoholic beverages. In
addition, no alcohol may be served from common source containers (kegs, party balls, or other bulk
containers) on chapter property or at chapter events.

ALCOHOLIC BEVERAGES MAY NOT BE PURCHASED WITH CHAPTER FUNDS. This prohibition includes the
purchase of bulk quantities of alcohol, kegs of beer, or any common source container of alcohol. All
alcoholic beverages consumed at a Pi Alpha Phi chapter function must be brought and purchased by the
individual brothers attending the function or through a cash bar operated by the establishment where the
function is held.

Please be advised that failure to abide by this policy may negate the chapter’s liability insurance coverage.



Tax liability of undergraduate chapters

You will be interested to know most corporations and associations are required to pay Federal Income Tax. Such organizations as college fraternities, which operate on a nonprofit basis, have been exempted from the payment of Federal Income Taxes. However, it is important to note that your chapter may be liable for a state or local tax and you will need to check with the appropriate department of the Internal Revenue Service for this information.

Often time, there is confusion with the term “nonprofit.” This does not mean that a chapter is not able to make money for its operations, but rather that any “profit” not realized goes to the organization and is placed back into the operating account and does not go to the benefit of any individual. Therefore, there is no prohibition for making profits. Actually, each chapter is encourages to realize profits in order to build up funds for future needs.

Each chapter must have an identification number. This number is used on all federal forms including the payroll tax forms. You may wish to apply for this number through you District Director of Internal Revenue. Ask for Form SS-4. Whenever payment of wages to an employee is concerned, you must enter the withholding of Income Tax and Social Security Tax on your payment checks. Chapter’s which have a payroll must determine through their payroll journals and employee’s earnings record how much is owed the Federal Internal Revenue Service.

One not of caution: should penalties occur for late submittal of the appropriate forms, please see a qualified tax expert to see if these penalties may be waived. Often times if a chapter is showing “good intent” in sending the information in and cooperating with the IRS, the IRS will drop these late charges. Please check with your house corporation members to make sure all forms have been completed and all withholdings made accordingly.

The Annual Budget

Every successful organization establishes its financial plan if it wants to be successful and/or survive. Being “successful” is multifaceted
in the sense that the plan may be for an operating profit, or it may be for a loss dependent on facts and circumstances. You have to know where you have been in order to get where you plan to go next. Pi Alpha Phi chapters are no different.

A college fraternity is a business — make no mistake about it. Your chapter must make financial decisions on this basis if it is to financially succeed and continue from year to year. If you fail to plan, eventually, you will find yourself in a deep hole — too deep to climb out of it. Financial problems are generally indicative of other values related problems in a chapter. 

Before a chapter treasurer can begin to plan a budget, many questions must be answered. The following section is designed to answer these questions. Feel free to contact the national treasurer for further information.

What is a budget?

Simply stated, a budget is an estimate. In this case, the chapter is estimating the income and expenses of the chapter in three different departments: chapter operations, and commissary operations. It is important to realize that with more date gathering, research, task delegation, and planning, and adequate estimate becomes a solid estimate. Utilize the previous year’s checkbook, collections records and budget, if available, to judge what the chapter’s income and expenditures will be. A better estimate means less surprise bills and financial problems over the course of the year.

How do I prepare a budget?

1. Set a timetable for the entire process, including committee meetings and deadlines. Completing a budget is essential in the operation of the chapter and could be completed prior to the start of the school year or, at the very latest, the first two weeks of classes.

2. Appoint a budget committee (oftentimes the chapter's executive board)

3. Well before the budget meeting, ask members responsible for the different areas of the budget to prepare and submit a budget request to meet anticipated expenses, justifying expenditures when necessary.

4. Make decisions on different areas based on the previous fiscal year’s expenses, member budget requests, and expected percentage cost increases over the coming fiscal year. 

5. If proposed expenditures are greater than proposed income, first check if any area can truthfully be cut. Reductions can come from social, recruitment, or brotherhood operations. If reductions cannot be made, or if the chapter is not willing to decrease its style of living, then the other alternative is an increase in chapters dues or an increase in membership. Do not get sucked into the fallacy of increasing fundraising to meet a chapter's budget shortfall.

6. Enter the final budget into the computer on your budget form.

7. In addition, include a substantial cushion in the budget to cover unforeseen expenses or shortfall in collections. Suggest a 20% buffer on both expenses and collections.

8. Overestimate expenses and underestimate income.

9. Separate expenses into 3 categories

· Wants - what the chapter wants (social, IM)

· Needs - what the chapter truly needs to operate (i.e. insurance, national dues)

· Waste - what the chapter spends its funds on that is not directly related to its purpose

How do I revise the budget?

A budget is just an estimate. If you find line items going slightly over or under budget then everything is working normal. However, if you do incur a major expense that was not accounted for in the budget, and that expenditure has a substantial impact on the yearly budget, then a revision is necessary. You may also need to reconstruct the budget is an important line item is missed or created during the year. Don’t be afraid to make revisions. Lastly, there is no rule defining when a difference is actual to budgeted figures becomes “substantial” vs. “normal.” As a practical rule, if the difference is greater than 10% of total income, then a revision should be made. 

Things to keep in mind when budgeting

· A budgeting template has been provided for undergraduate chapter use in the downloads section of pialphaphi.com

· Leadership conferences and national convention

· Liability insurance dues

· Installs gifts for other chapters and sororities


Closing Thoughts

M. Scott Peck, M. D., begins his classic book, The Road Less Traveled, with the profound statement that “life is difficult”. Dr. Peck goes on to tell us that “once we truly know that life is difficult — once we truly understand and accept it — then life is no longer difficult.” The treasurer’s role, at times, will be difficult. You will overcome the obstacles.

Life is difficult, and there are a ton of bumps in the road along the way. Allow yourself to make mistakes. If someone in life told you that mistakes are not okay, they lied! Mistakes are okay, healthy and one of life’s best ways to teach us how to improve. Grant yourself permission to screw up, and allow forgive yourself once you do.

Earlier in this manual, you were cautioned to be patient with the process. No one expects you to have all of the answers, and you
should not expect to have them either. You are going to transcend new territory. If you don’t take small steps at first, you will become frustrated and you won’t be productive. Be patient in the learning process.

Finally, learn to take the high road when tough decisions present themselves. The high road is never easy but it is generally the best choice. You will have disagreements with other officers, chapter brothers, and your advisors. Take time to:

· Clarify the problem. Write down the issues that bother you about the other person or situation. Determine which ones you can try
to improve, and which ones you will have to learn to accept. This will help put the situation in perspective.

· Do one thing at a time. If you think you can improve things on your own, choose a small issue and attempt to discuss it with the
other brothers in a non-defensive manner. Listen to what the other person has to say. This is the key to stimulating a constructive
conversation and to finding common ground.

· Let it go. If you decide to ignore or accept the situation as it is, it may be difficult at first, but you can learn to deal with negativity.
Simply refuse to be bothered by the behavior of another for which you are in no way responsible. Learn to pick your battles.



Appendix


Sample Promissory Note

Pi Alpha Phi Fraternity
[]Chapter at State University

 
 
Promissory Note and Terms of Payment

ACTIVE MEMBERS

 
Fiscal Year 2009-2010
 
 
I, _________________, shall make payments to the [ ] Chapter of

 Pi Alpha Phi Fraternity
These payments are to be made payable to “Pi Alpha Phi – [ ] Chapter” and are for active membership dues, Fraternal Insurance/Liability Insurance, and additional fees as levied within the guidelines of [ ] Chapter Bylaws. The payment dates and amounts are illustrated below.  If I should fail to make payment by the corresponding final date below, I understand my privileges, as an active member of Pi Alpha Phi Fraternity will be immediately suspended pending payment and a fine, no less than, 10% (of total balance) will be added to the total due.  If I should fail to make final notice payment, I understand that the full unpaid amount as promised on this note will become immediately due and Pi Alpha Phi may initiate the process of removing me from the fraternity as prescribed by the fraternity’s by-laws.  In addition, I understand that if I am removed from the Fraternity for failure to keep within the guidelines of this note, I am not absolved of my responsibilities for the debts I have incurred.
 
Further, I understand that the Treasurer of [ ] Chapter of Pi Alpha Phi may initiate a collection process including, but not limited to, the use of a legal proceeding and/or collection agencies if I should fail to final notice payment.  In addition, I understand that if such means must be used in the collection of this note, any and all fees, assessments, penalties, and legal expenses will be solely my responsibility.
 
If I have any questions regarding this contract, I understand I am to contact the current Chapter President or Treasurer.
 
I also understand that I am signing a legally binding promissory note and payment contract.  In addition, I understand and agree this agreement is necessary, insofar as to maintain the financial stability and integrity of the [ ] Chapter of Pi Alpha Phi.  Finally, as agreed to by myself and the Chapter Treasurer, I will adhere to the following payment structure.
 
 
 
NOTE:  Please contact the current Treasurer if you need assistance with setting up a payment plan or if the following options below are not acceptable.
 
Payment:  You may pay by Cash, Check, or Credit/Debit.  Make Checks payable to Pi Alpha Phi.  Credit/Debit payments are available via Paypal through Chapter Website.
Payment Due Dates:
List payment dates and amounts and remaining balance

Payment Date
Payment Amount
Remaining Balance

September 15, 2009
$100


$300

October 15, 2009
$100


$200

November 15, 2009
$100


$100

December 15, 2009
$100


$0
Fines: A list of documented fines can be found in the By-Laws of [ ] Chapter.
Fines are final unless otherwise documented by Chapter Treasurer.
 
Signed and Dated:            __________________________________   ____/____/____
 
Print Name:    __________________________________________________
 
Witness and Dated: ______________________________________    ____/____/____
 
Print Name:    __________________________________________________


Please print 2 copies of this contract. The Treasurer and the individual should each keep 1 copy.

