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FOREWORD

In February 1983, a recommendation was made by the state president that a committee be formed to write a policies handbook for Indiana. This recommendation was approved by the state executive board.

The responsibility of the committee was to bring together in one booklet, all the policies, both written and unwritten, which govern the operation of Indiana Alpha Delta Kappa in accordance with state and International bylaws.

The policies set forth in this manual may be revised, as needed, by the state executive board.
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STATE EXECUTIVE BOARD

Members:  President, president-elect, vice president for membership, recording secretary,
corresponding secretary, treasurer, historian, chaplain, sergeant-at-arms, immediate past president, and president of the council of chapter presidents.

Expenses:
1. Travel expenses ($.30 per mile) shall be paid to each member attending executive board meetings (excluding state convention). 
2. Registration fees shall be paid for president, president-elect, immediate past president, and vice president for membership for International convention plus one-half (1/2) the cost of a double room per person per convention night, and plane coach fare or direct mileage, whichever is least costly, plus tolls.  Parking fees shall be paid for the president only.
	3. 	Registration fees and ICP/IMC function shall be paid for president, president-elect, immediate past president, and vice president for membership for regional conference plus one-half (1/2) the cost of a double room per person per conference night, and plane coach fare or direct mileage, whichever is least costly, plus tolls. 
	4.	Travel expenses ($.30 per mile) shall be paid to the state president when on Indiana Alpha Delta Kappa business out of her own council area.
	5.	If the treasury allows, registration expenses shall be paid for all state executive board members when attending regional conference and International convention.

Meetings:
	1.	Post-convention
	2.	Summer (executive board and committee chairs, if needed)
	3.	Fall
	4.	Winter
	5.	Pre-convention
	6.	State convention general business meeting	  


COUNCIL OF CHAPTER PRESIDENTS
(See President of Council of Chapter Presidents)

Members:  Chapter presidents, immediate past presidents, and presidents-elect. The state president
shall be an ex officio member of the Indiana Council of Chapter Presidents.

Officers: 
1. President: Chapter president or immediate past chapter president elected by members of the council at state convention in even-numbered years.
2. Secretary: A member of the council, appointed by the president.

Responsibilities:
President:
1. Brings the president, president-elect, and immediate past president of each chapter in the state into active, friendly relations for the purpose of exchanging and discussing ideas and  
	seeking solutions to mutual problems.
2. Keeps chapter members informed on actions taken by the state and International through their representatives on the council.
3. Makes recommendations to the state executive board.  The council may not set policies.

Secretary:
1. Records and makes copies of the minutes for the president to distribute at the state executive board meeting. 

Meetings:
	1.	A meeting will be held at each state convention.
	2.	A fall meeting will be held each year.
	3.	Additional meetings may be called by the state president and/or president of the council of chapter presidents.

Communications:
1. The state president’s newsletter will notify council members of the date, time, and place of meetings other than during state convention.
2. The president of the council will distribute a copy of the minutes of each meeting to the state executive board and to each council member in attendance at the next council meeting.
3. The president of the council will report to the state executive board any matters discussed at the meeting of the council.
4. The president of the council will make a report at the general business meeting of the state convention. 


 AREA COUNCILS

An area council will be organized by state executive board when there are two or more chapters in the same area.

Members:  President, immediate past president, and president-elect of all chapters within the 
council area.

Officers: 
	1. 	President: A chapter president or immediate past president 
	2. 	Secretary and/or treasurer:  Member(s) of the area council 
	3.	Other officers if needed

Responsibilities:
1. Sends roster of officers to the state president no later than June 1 of even-numbered years. (area council president)
2. Develops closer fraternal relationships and training among area chapters.
3. May assist chapters by holding joint pledge and/or initiation ceremonies and installation of officers.
4. May coordinate the activities of area chapters, e.g., Founders’ Day, A∆K Month, altruistic projects, officer training, and prospective member tea.
5.	Assists area chapters in solving problems.
6.	Encourages participation in state conventions, regional conferences, and International conventions.
7.	Sends copy of area council minutes to state president, state president-elect, and president of the council of chapter presidents, if applicable. (secretary/treasurer of area council)
8.	May cCollects an agreed upon fee from member chapters, if a fee is agreed upon, to be sent to area council treasurer to defray council expenses, if applicable.
9.	Provides for chapter sales at Founders’ Day celebrations.


STATE GUIDELINES

STATE ACADEMIC GRANT
Students who are currently enrolled at an Indiana college/university and who have applied for student teaching qualify to apply for a state academic grant.  Students return the form to the supporting chapter president by the due date, and then the president sends it to the state academic grant committee chairperson.  The committee may choose one to three recipients based on individual qualifications.  The amount of each grant will be determined yearly based on the availability of funds.  The selected recipient(s) will be recognized at the state convention.  Proof of enrollment must be sent to the state treasurer before a check will be issued.

STATE ALTRUISTIC PROJECT
The state altruistic chairmanchair recommends a state altruistic project to the executive board for approval at the fall board meeting.  Chapters and individuals may make donations for the project at the state convention.  Donations may be in cash or by check (made out to Indiana Alpha Delta Kappa).

STATE ARCHIVES
The state historian is the keeper of the state archives and makes two books, the pictorial to be presented to the state president at the end of her term of office and the written to become part of the official state archives. The state books are displayed at state conventions and regional conferences.  

STATE BANNER
The Indiana State Banner is displayed at state conventions, regional conferences, and International conventions. The sergeant-at-arms is responsible for the care and storage of the banner when it is not on display. The sergeant-at-arms will arrange for the transportation of the banner to and from conventions and conferences. She is responsible for delivering the banner to the designated person or place at the conferences and conventions and is also responsible for picking it up.

STATE BYLAWS
Indiana Bylaws are amended the second year of a biennium.  The bylaws must be in compliance with the most recent International Bylaws and the International Constitution.  The state bylaws chairmanchair presents the proposed changes in the state bylaws to the executive board for approval at the winter executive board meeting in even-numbered years.  The proposed amended bylaws are sent to all chapters thirty (30) to ninety (90) days before the convention.  Delegates vote to approve or reject the amended bylaws at the business meeting during the convention.  Copies of the approved bylaws are given to state officers, state committee chairmenchairs, and chapter presidents at the fall meetings.  The bylaws may also be posted online.  The approved bylaws are sent to the International Bylaws ChairmanChair by October 15 of even-numbered years.  The bylaws may be amended at the state convention in odd-numbered years if made necessary by state executive board action.   Chapters must have been notified 30 to 90 days before the convention.
	
STATE CONVENTION
All Indiana Alpha Delta Kappa members shall meet annually.    

Required Meetings Held During the Convention:
1. Executive board – before and after convention
2. Council of chapter presidents
3. General business meeting
4. Luncheon
5. Workshops – may promote fraternal, professional and personal growth
6. Omega service
7. Installation of officers in even-numbered years
Does there need to be a statement about fund-raising tables, drawings, displays/exhibits?
Should there be a statement about following protocols outlined in International guidelines? 
Location of Convention:
The location of the convention is determined by the state executive board, considering the recommendations from the state president.

State Convention Theme:
The convention theme is chosen by the state president.

Installation of State Officers:
An International representative may install state officers. The state president should invite this representative when her name is received from Headquarters.

Presentation of Gift to the International Representative:
The state courtesy chairmanchair presents a gift to the International representative on behalf of the state organization.

Presentation of State President’s Pin and Past President’s Pin:
After the installation of the new officers, the immediate past state president presents the state president’s pin to the newly installed president. This pin is passed from one state president to the next.  The newly installed president presents the past state president’s pin to the immediate past state president. This pin is kept by the immediate past president; therefore, the state treasurer must purchase one each biennium.

Presentation of Gift to the Past State President:
The state courtesy chairmanchair presents the state gift to the immediate past president prior to the close of the convention.  In order to maintain the dignity of the installation of officers, it is suggested that only the state gift be presented at this time.  Individual chapters or persons wishing to honor the past state president should do so at another time.				

STATE DUES
The Indiana A∆K dues are $15.00 ($13.00 state plus $2.00 scholarship) for each member.  The dues are sent to the state treasurer by December 15. 


STATE NEWSLETTER
The state president is responsible for the publication of the state newsletter that appears August through May, depending upon the need for a communication. The newsletter is mailed or e-mailed to the following:
1. International Headquarters
2. International President and International President-Elect
3. International Vice-President for North Central Region
4. President, International Council of Presidents
5. North Central regional membership chairmanchair
6. North Central regional state presidents, presidents-elect, and immediate past 
presidents (optional)
7. Past Indiana state presidents
8. Sustaining members living in the state
9. Honorary members
Also mailed or emailed to tThe following groups. Each member will provide her current email address to the state president with a current e-mail address atprior to the state convention in even-numbered years. 
1. State executive board members
2. State committee chairmenchairs
3. Chapter presidents, presidents-elect, and immediate past presidents
4. Chapter membership chairmenchairs 


STATE POLICIES AND PROCEDURES MANUAL
The state bylaws committee shall review and revise the manual the second year of each biennium.  Such revisions must be approved by the state executive board no later than the winter executive board meeting of the second year. 

A copy of the approved Indiana Alpha Delta Kappa Policies and Procedures manual shall be given to each of the new state executive board members, state committee chairmenchairs, and chapter presidents at the state convention in even-numbered years.  Each chapter may make copies for its members.  The manual may also be posted online.

Revisions shall be made immediately in the handbook whenever any action that changes policy has been taken by the executive board at a regular executive board business meeting.  No additional action is needed to approve these changes in the manual

STATE THEME
The state president chooses the theme for her biennium, basing it on the International and regional themes and her own goals for Indiana Alpha Delta Kappa during her biennium. She announces her theme immediately after her installation as president at state convention.
	






STATE OFFICERS

Officers: President, president-elect, vice president for membership, recording secretary, corresponding secretary, treasurer, historian, sergeant-at-arms, chaplain, immediate past president, and the president of the council of chapter presidents.  These officers comprise the state executive board.

Elections: Officers are elected at state conventions in the spring of even-numbered years.

Officer Responsibilities:
1. Reports periodically to the state president, as requested.
2. Prepares a written biennial report in duplicate. One copy is given to the state president by the date set by the president in even-numbered years.  The other copy is included in the officer notebook to be passed on to the new officer. 
3. Reports at the state convention.
4. Attends state executive board meetings.
5. Contacts chapter or chapters for which she has been designated as their chapter consultant.
6. Is required to keep the officer’s notebook updated and include important papers and information for the next officer in the notebook. This notebook is to be given to the new officer immediately following the state convention.
7. Provides appropriate forms for the state website.

PRESIDENT
Responsibilities:
1. Serves as chairmanchair of the executive board.
2. Plans agenda and presides at executive board meetings and the state convention.
3. Votes only to break a tie unless the vote is by ballot.
4. Appoints all committees except the candidate qualifications committee.
5. Serves as ex-officio member of all committees except the candidate qualifications committee.
6. Monitors and guides the activities of state officers and committee chairmenchairs in the fulfillment of their duties.
7. Leads in the development of goals for the biennium and presents these goals to the executive board and the membership.
8. Maintains communications with chapters through visits, individual correspondence and newsletters to chapter presidents.
9. Confers with Headquarters and state membership chairmanchair to formulate plans for new chapters and growth within chapters.
10. Interprets International and state bylaws, policies and procedures to chapters through communications and visits.
11. Maintains a file of pertinent state materials including board minutes, financial reports, annual 	reports, and reports made to International Officers and Headquarters, and gives the file to her successor.
12. Compiles/submits all reports required by International President, International Vice President and Headquarters.
13. Reviews all forms submitted by chapters and responds to their questions and requests for assistance.
14. Plans/makes all arrangements for the state convention and submits a report to Headquarters and to the International Vice President of the Region.
15. Serves as a member of the International Council of Presidents.
16. Serves as a delegate to the International convention.
17. Plans a proposed budget for the state convention and presents it to the executive board by the winter meeting.

PRESIDENT-ELECT
Responsibilities:
1. Assumes the duties of president in her absence or if she is temporarily unable to perform her duties, or if the president turns the gavel over to her in a meeting.
2. Serves as a member of the International Council of Presidents
3. Serves as a delegate to the International Convention and attends Regional Conference.
4. Performs any duties assigned to her by the president or by the executive board.
5. Serves on the state executive board.
6. Performs duties as described in the state policies and procedures handbook.
7. Serves as acting state president should the immediate past state president not be available to complete the unexpired term. She shall serve in this capacity until the regular election in the even-numbered year, at which time she shall be installed as state president.

VICE PRESIDENT FOR MEMBERSHIP
(See Membership Development Committee)
Responsibilities:
1. Reports all membership information received from International Headquarters to the state executive board.
2. Chairs the state membership committee.
3. Leads the state membership team in its responsibilities as listed on the Membership Team for Success Model found in the Membership Development Manual.
4. Performs duties as described in the state policies and procedures manual.
5. Helps establish state membership goals and implement strategies to promote membership development.
6. Promotes effective partnerships among chapters.
7. Collects and shares Chapter Needs Assessment submissions.
8. Analyzes and distributes membership data through either the state president’s newsletter or one of her own design.
9. Conducts membership workshops at state conventions if requested.
10. Awards six and seven pearl certificates at each convention.
11. Engages in communication with any collegiate clubs in our state about helping their members join chapters upon graduation.

RECORDING SECRETARY
Responsibilities:
1. Records the minutes of all executive board meetings, of the convention, and of any other called meetings.
2. Presents the minutes as directed by the president.
3.	Maintains a permanent file of all records and transfers them to her successor.
4. 	Serves on the state executive board and attends all meetings.
5. 	Records motions, debates, and votes on all business matters brought before the state executive board.
6.	Maintains an accurate membership list for roll call at executive board meetings.  Calls the roll when requested to do so by the president.
7.	Offers the minutes for the perusal of the state president.

CORRESPONDING SECRETARY
Responsibilities:
1.	Prepares correspondence as directed by the president.
2. 	Mails notification of all executive board meetings, if requested.
3. 	Assists the president in editing/mailing the state newsletter, if requested.
4. 	Maintains a correspondence file and makes it available at all meetings.
5. 	Retains correspondence for any legal matters for eight years.
6. Retains official forms and correspondence for current and immediate past biennia for four years.
7. Reads personal notes sent to the president and the membership and passes them on to the state historian for inclusion in the archives.
8. Reads the signature and position of the writer first when reading correspondence at a meeting.
9. Sends cards at the direction of the president or executive board. 

TREASURER
Responsibilities:
1. Continues using checking account at Old National Bank or opens a new account at another bank.
2. Deposits grant fees into savings account at Old National Bank
3. Administers the operating account(s) of the state, keeping itemized records of all receipts and expenditures for the biennium in a permanent file.
4. Sends notification of deadline for remittance of International dues, publication fees, and state dues to sustaining members.  Collects and remits all publication fees and International dues of sustaining members to International Headquarters by the January 1 deadline.
5. Receives chapter monies for state dues and scholarship fees.
6. Prepares a report for the state budget meeting tabulating projected expenditures of state officers and state chairmenchairs, and also has the estimated number of paying members for the upcoming year.
7. Prepares a report of state officers’ and state committee chairmen’s’ expenditures for the state budget meeting.
8. Serves as a member of the budget committee.
9. Pays all bills as directed by the president or the executive board and according to approved deadlines.
10. Prepares and distributes Cash Flow Statement Reports at the state convention.
11. Takes care of all state sales at state conventions, regional conferences, and the International conventions.
12. Submits required annual financial reports to Headquarters.
13. Files required Internal Revenue Service (IRS) forms or electronic reports - 990-N (e-Postcard).
14. Prepares and presents financial statements in compliance with the IRS requirements using the reporting forms provided by Headquarters.
15. Attends state board/state executive board meetings.
16. Prepares and distributes a chapter treasurer’s packet for all executive board members (fall and winter meetings) and chapter presidents (fall meeting only).
17. Prepares handouts (chapter treasurer’s packet) and explains the C-1 form and the 990-N (e-postcard) for the IRS to chapter presidents at the presidents’ council meetings.
18. Prepares handouts (chapter treasurer’s packet) and explains the C-1 Form and the 990-N (e-Postcard) to the chapter presidents at the presidents’ council meetings and to the chapter presidents and chapter treasurers at the state conventions.
19. Receives verification of chapter’s 990-N (e-Postcard) filing acceptance dates, records date of filing acceptance on International Headquarters’ report, and mails that report to Headquarters.
20. Receives C-1 Forms from chapters, records date received on International report, and mails that form to Headquarters.
21. Sends Honor Award Verification Form for the H-138 and C-1 forms to the honor award chairmanchair along with a list of consultant visits.
22. Presents the treasurer’s records for audit at the conclusion of the biennium.

HISTORIAN
Responsibilities:
1. Collects information pertinent to the history/activities of the state.
2. Prepares the two archives books, the pictorial to be presented to the state president at the end of her term of office and the written to become part of the official state archives.  Displays the books at state convention and regional conferences.
3. Sends to the regional historian and International Historian materials appropriate for consideration for inclusion in regional and International archives.
4. Advises chapter historians on the content and format of chapter archives and histories.
5. Arranges and supervises the display of chapter and state archives at the state convention.
6. Writes the state history for the biennium for inclusion in the official state archives.
7. Confers with state president as to format, length, and theme of her pictorial archives.
8. Reminds members through state newsletters to collect and send chapter pictures and news articles. 
9. Provides biennium forms to chapters at state conventions.
10. Recognizes chapters who display chapter pictorial archives at each state convention.
11. Recognizes chapters who display chapter written archives at the state convention in even-numbered years.

SERGEANT-AT-ARMS
Responsibilities:
1. Serves as official doorkeeper at the state convention and other meetings, requiring proper identification for admission to business meetings.
2. Assists the president and committees in coordinating meeting activities.
3. Preserves order as the chair may direct.
4. Assists in the installation of new state officers, if requested.
5. Serves as protocol officer for state functions, if requested.
6. Arranges for, coordinates and directs assistant sergeant-at-arms whose duties at the state convention include checking the credentials of all persons admitted to the state convention, and when needed, helping with the counting of ballots during an election.
7. Is responsible for care and storage of the state banner when it is not on display.
8. Is responsible for delivering the state banner to the designated person or place at the regional conference and the state and International conventions, and if requested by the state president, should bring the state banner to the state board meeting.
9. Is responsible for picking the state banner up after meetings.
10. Creates (provides) tent cards for each state officer, with their name and office, and any         International or regional guests or speaker, if they are seated at the head table/another table.
11. Places state officers’ tent cards and any International or regional guests or speaker’s tent cards on the head table/another table, following head table seating protocol found on seating chart provided by International Headquarters (included in sergeant-at-arms officer’s notebook), at state conventions and executive board meetings.
12. Creates (provides) name tags for all the state officers and committee chairmenchairs, with their names and offices, to be worn at the fall and winter executive board meeting, and also creates (provides) blank name tags to be filled in by the guests who will be attending the fall Council of Chapter Presidents’ meeting. The name tags should be placed on the registration table located by the door outside of the meeting room.
13. Arranges to have a color guard or group of sisters for the presentation of the flags at the state convention.
14. Leads the Pledge of Allegiance at the beginning of the business meeting at the state convention.
15. Arranges for an individual or a group to lead the National Anthem following the presentation of the flags at the state convention, and makes arrangements for a musical accompaniment, if desired.

CHAPLAIN
Responsibilities:
1. Has charge of devotions at all state meetings.
2. Prepares and delivers devotions/thoughts for the day at the request of the president.
3. Assists in the installation of new state officers, if requested.
4. Prepares and presents a memorial service for the state convention.
5. Receives from chapter presidents the state’s copy of the H-119 form about deceased members.
6. Compiles a list of members who joined the Omega Chapter since last state convention.
7. Obtains personal information about such members for the Omega service
8. Publishes a program to be distributed at state convention
9. Sends sympathy cards to chapter of deceased member.
10. Keeps a notebook of services that have been presented at state convention

IMMEDIATE PAST PRESIDENT
Responsibilities:
1. Serves in an advisory capacity to the state.
2. Serves as a member of the International Council of Presidents.
3. Serves as a delegate to the International Convention and attends Regional Conference.
4. Completes the unexpired term of the president if the office of president becomes vacant.
5. Is eligible for the office of President of the International Council of Presidents.

PRESIDENT OF THE COUNCIL OF CHAPTER PRESIDENTS
Responsibilities:
1. Plans the agenda and presides at the council of chapter presidents’ meetings in fall and at the state convention, and any additional meetings called by the state president and/or president of the council of chapter presidents.
2. Serves in an advisory capacity to any city/area councils of chapter presidents.
3. Brings the president, president-elect, and immediate past president of each chapter into friendly relations for the purpose of exchanging and discussing ideas and seeking solutions to mutual problems.
4. Keeps chapter members informed on actions taken by the state and International through their representatives on the council.
5. Makes recommendations to the state executive board.  The council may not set policy.
6. Plans the agenda for all meetings of the Council of Chapter Presidents by communicating in advance with officers and committees.
7. Utilizes the state president’s newsletter to notify council members of the date, time, and place of meetings other than during state convention and send reminders as needed.
8. Appoints a secretary to take notes at each meeting.
9. Distributes a copy of the minutes of each meeting to the state executive board and to each council member in attendance at the next council meeting.
10. Reports to the state executive board any matters discussed at the meeting of the council.
11. Makes a report at the general business meeting of the state convention.


STATE COMMITTEES

Standing Committees:  Academic Grant, Alpha Delta Kappa Month, Altruistic, Arts and Crafts, Audit, Budget, Bylaws, Candidate Qualifications, Courtesy, Directory, Excellence in Education, Fraternity Education, Honor Chapter Awards, Membership, Parliamentarian, Public Relations, State Convention, and World Understanding. 

Each committee, except the candidate qualifications committee, is appointed by the state president. The number of members on a committee and the selection of these members shall be the responsibility of the state president.

Responsibilities of Committee ChairmanChair:
1. Calls the committee together and conducts meetings as needed.
2. Familiarizes committee members with their responsibilities.
3. Reports periodically to the state president concerning progress of the committee’s work.
4. Prepares a progress report to be presented at executive board meetings or at the state   convention upon the request of the state president.
5. Prepares a written biennial report in duplicate. One copy is given to the state president by the date set by the president in even-numbered years.  The other copy is included in the committee notebook to be passed on to the new committee chairmanchair. 
6. Reports at the state convention upon the request of the state president.
7. Attends state executive board meetings upon the request of the state president as a non-voting participant.
8. Provides appropriate forms for the state website.

Communications:
1. The committee chairmanchair shall notify the members of her committee and the state president (as ex-officio member) of the date, time, and place of each meeting.
2. The committee chairmanchair shall send a copy of reports for approval to each member of the committee before presentation to the executive board or to the state convention.
3. The committee chairmanchair shall forward a copy of any major communication to the state president for her files.

Expenses:
1. The mailing expenses of the chairmanchair and/or members of the committee shall be paid in full.
2. Travel expenses ($.30 per mile) shall be paid to each committee chairmanchair attending fall and winter executive board meetings.  Mileage for executive board meetings held in conjunction with state convention shall not be reimbursed.
3. The cost of reproducing necessary materials for distribution at executive board meetings or to chapters shall be paid in full.

ACADEMIC GRANTS COMMITTEE

Members: The chairmanchair selects a committee consisting of 4-5 members living in a geographical
area in order to facilitate communications and needed meetings.  During the annual fall meeting, the executive board sets the number and amount of the scholarship(s) to be given.
 
Responsibilities:
1. Prepares an appropriate number of applications and disseminates them to each chapter at the fall meeting of the council of chapter presidents.
2. Notifies each candidate upon receipt of her/his completed application.
3. Notifies each sponsoring chapter as each completed application arrives.
4. Contacts three designated chapters to obtain the name of an impartial judge from each.
5. Evaluates all completed applications to determine the finalists to be sent to the judges.
6. Makes copies of each finalist’s application and sends to each judge with an evaluation form and a letter of explanation.
7. Determines winners by tabulating the ranking from each judge.
8. Sends a thank you letter and a gift card to each judge.
9. Notifies the winners and sponsoring chapters by letter. Makes a follow-up call or email to the grant winner.
10. Sends a letter of regret to other candidates.
11. Sends a letter of regret to other sponsoring chapters.
12. Prepares copies of a brief written statement introducing the grant winners to be made available at the state convention. This may be in the form of a place card that can be incorporated into the theme of the table or the convention.
13. Serves as hostess for the grant recipients at state convention.
14. Prepares nametags for the recipients and their guests to be worn at the state convention.
15. Furnishes the state treasurer with the recipient’s name and address
16. Assists the state president in whatever duties are assigned to complete the function of the grant committee.
17. Updates the notebook with the most recent examples of letters and forms to be used as references the next year. 




ALPHA DELTA KAPPA MONTH COMMITTEE
Responsibilities:
1. Writes a brief article to be included in the state president’s newsletter prior to the Founders’ Day events. 
	2.	Provides suggestions to chapters regarding appropriate activities and events in observation
	of Alpha Delta Kappa Month.
3.	Encourages 100% chapter participation.
4.	Requests that each chapter send pictures and articles about its activities to the public relations chairmanchair by December 1.
5.	Requests that each chapter send a short, written statement about activities to the state
AK Month chairmanchair by December 1.  Founders’ Day is observed during Alpha Delta Kappa Month in October of each year. It is suggested that each area council meet to organize this observance. The purposes of Founders’ Day are to pay tribute to the founders of Alpha Delta Kappa and to enhance the pride each member shares with her sorority.
	6.	Prepares a brief summary of the chapters’ activities to be placed in the state convention 
		delegate packets.
	
ALTRUISTIC COMMITTEE
Responsibilities:	
1. Promotes altruistic projects within chapters.
2. Asks the state president to remind chapters of altruistic report deadline of March 15 in newsletters. 
3. Presents a written report compiling chapters’ annual altruistic activities at state convention.
4. Sends compiled state altruistic report by April 15 to the regional altruistic chairmanchair.
5. Maintains a file of altruistic ideas.
6. Presents ideas for state altruistic project to executive board for approval at the fall board meeting.
7. Coordinates the state altruistic project as directed by the executive board.
8. Conducts research on an altruistic program and makes recommendations to the state executive board, if requested.
9. Carries out plans for any altruistic programs as directed.

ARTS AND CRAFTS COMMITTEE
Responsibilities:
	1.	Serves as directed by the state president.
	2.	Coordinates decorations at state convention with president’s theme.

AUDIT COMMITTEE

Members:  A member (or members) will be appointed by the state president, none of whom shall be serving currently on the executive board, and no more than two from the same chapter.

Responsibilities:
1. Audits the treasurer’s books no later than June 30 of even years.
2. Checks checkbook items with items in the ledger.
3. Checks copies of checks written with bank statements.
4. Checks the reconciliation of the bank statements.
5. Checks each ledger item and balance for income and disbursements.
6. Writes statements of audit in the checkbook, ledger, and written report: “Audited and certified to be accurate on date____.” This should be followed by the signature of the committee members.
7. Presents a written report of the audit to the state president to share with all members.
8. A professional audit shall be made upon recommendation of the executive board.

BUDGET COMMITTEE

Members:  State president, state president-elect, state treasurer, state budget chairmanchair, immediate
past state treasurer, and one other member not currently serving on the executive board that will meet annually in the winter and present a proposed budget at the winter state executive board meeting.

Responsibilities:
1. Makes arrangements for the winter committee meeting.
2. Prepares an annual budget of funds, taking into consideration all necessary expenses for the year including the following:
a. Travel expenses of the executive board members when attending executive board meetings (excluding state convention).
b. Travel expenses of committee chairmenchairs when attending fall and winter executive board meetings.
c.	Expenses of the state president, president-elect, immediate past president, and vice president for membership when attending regional conference, and International convention.  These expenses include registration, one-half (1/2) the cost of a double room per person per conference/ convention night, plane coach fare or direct mileage (whichever is least costly) plus tolls, ICP/IMC functions as related to the conference/convention, and any parking fees for the state president only.
d.	Expenses of the state vice president for membership for ICP/IMC functions at the regional conference when her attendance is expected.
e.	If funds are available, registration expenses, full or partial, for all state executive board members when attending regional conference and International convention.
f.	State president’s expenses for carrying out her duties:  postage, newsletter, supplies, 
mileage, and one-half (1/2) room expense for state A∆K travel (if other arrangements cannot be made to stay with an A∆K sister, friend, or relative).
g.	State vice president for membership expenses for work within Indiana:  postage, newsletter, supplies, mileage, and any other expenses approved by the executive board.  (She is encouraged to stay with an A∆K sister, friend, or relative.)
h.	Mailing expenses, including the reproduction of materials of state executive board members and committee chairmenchairs.
i.	Courtesies extended to state, regional, and International officers.
j.	Allocation for state scholarship. 
k.	Publication of state directories, bylaws, and policies and procedures manuals as needed.
l.	Membership award: 25-, 30-, 35-, 40-, 45-, and 50-year sisters.
m.	Excellence in Education award.
n.	Treasurer’s bond.
o.	All member newsletter.
p.	Expenses, excluding travel, for the International Representative(s) assigned to state meetings.
q.	Courtesy fund to extend courtesies to outgoing president and International visitors.
3.   Presents the proposed budget to the state executive board for approval at the winter
board meeting.
4.   Places a copy of the proposed budget in each state convention delegate packet.
5.   Presents the proposed budget to the delegates at the state convention for approval.

BYLAWS COMMITTEE

Responsibilities: 
1. Receives and considers recommendations sent from chapter and individual members for changes in state and/or International bylaws.
2. Sends the approved recommendations for International bylaws to the chairmanchair of the International Bylaws Committee.
3. Reports to the state executive board needed changes in the state bylaws in order to comply with International Bylaws revisions and/or directives from International in even-numbered years.
4..	Presents recommended changes to the state executive board for approval at the winter
executive board meeting.  Sends copies of the approved changes to each chapter 30 to 90 days prior to the state convention. 
5.	Presents the proposed amendments for approval at the state convention.
6.	Prepares and distributes copies of approved state bylaws to the state executive board and state committee chairmenchairs at the fall executive board meeting and to all chapter presidents at the fall meeting of the council of chapter presidents. 
      7.	Sends approved state bylaws to International Headquarters by October 15 of even-numbered years. 
	8.	Makes available suggested guidelines and templates from International for chapter bylaws and handbooks to chapter bylaws chairmenchairs.  
9.	Receives a current copy of chapter bylaws for certification of conformity with Indiana and International Bylaws or the official policy statement from the chapter policies and procedures manual that satisfies the requirement of the Internal Revenue Service.  Chapter bylaws or policy statements are due to the state bylaws chairmanchair by March 15 of odd-numbered years.  Keeps on file one copy of each chapter’s current bylaws. Notifies chapters of the status of their bylaws
	 10.	Presents proposed amendments to the state policies and procedures manual for approval of the executive board at the winter executive board meeting in even-numbered years.
    11.	Prepares and distributes copies of the approved state policies and procedures manual to the state executive board, state committee chairmenchairs, and all chapter presidents at the state convention in even-numbered years.
    13.	Revises state manual as needed following action by the executive board.
    14.	Reviews policies and procedures manuals received from chapters by March 15 of even-numbered years for certification.  Notifies chapters of the status of their manuals.  Keeps one copy of each chapter’s manual in state file.
	 15.	Encourages chapters to study the state and International bylaws and manuals for fraternity 
	education.


CANDIDATE QUALIFICATIONS COMMITTEE

Members:  A member (or members) plus an alternate shall be elected by the executive board by the
fall executive board meeting in even-numbered years.  (Only one may be a member of the executive board).  The state president shall designate one member to serve as chairmanchair.  

Responsibilities:
1. Mails Candidate Qualifications Information Form to each chapter president along with a letter giving instructions for filling out the form including the due date, and asking chapters to encourage qualified members to allow their names to be put in nomination for a state 
office. It shall be sent with the November state newsletter in the preceding odd year.
2. Checks the qualifications of each candidate, as given in the Candidate Qualifications Information Form, in order to certify that eligibility requirements have been met, according to the qualifications given in International Bylaws, Article VII, Section 2a.      
3.   Notifies the state president for aid in obtaining nominee(s) for any office(s) for which no one
has been nominated.
4. Sends the slate of nominated officers to the state president prior to the winter meeting in                      
even years.
	5.	Presents names of qualified candidates to state executive board at the winter meeting in
		even years. Writes a report for inclusion in the state all member newsletter. 
      6.	Posts all information forms and pictures on a bulletin board at the state convention.
      7.	Prepares ballots, if necessary, for the election of officers at the state convention.  If there is
only one candidate for each office, the chairmanchair will move that the proposed slate be
accepted by acclamation.
      8.	Presents a report at the state convention, giving the rules governing the election and the slate
of nominees.
      9.	Distributes ballots for the election of officers with the aid of the state sergeant-at-arms.
    10.	Assists the state sergeant-at-arms in counting the votes. (Majority required).
    11.  	Prepares a teller’s report, giving the number of votes cast for each office, the number 
necessary for election, the number each candidate received, and the number of illegal votes cast, if any. This report is given to the state president, who announces the results of the election.
    12.  	Updates Candidate Qualification Information forms and pictures on the bulletin board
immediately after the results of the election have been announced, if needed. 

COURTESY COMMITTEE
Responsibilities: 
1. Extends courtesies and presents a gift to the official visiting International representative.
2. Extends appropriate courtesies to state honorary members.
3. Sends flowers and/or a memorial gift in case of death of the Executive Director, the International President, the International Vice-President for North Central Region, or any Indiana State Executive Board member. An appropriate amount will be set by the state executive board.
4. Purchases a gift for any Indiana member serving on the International Chapter, to be given at International convention. Amount of the gift will be set by the state executive board.
5. Purchases a gift for the outgoing state president and presents it to her at the state convention. The gift is not to exceed $100.
6. Purchases a memento for 25- and 50-year sisters and creates a certificate for 30-, 35-, 40-, and 45-year sisters. These sisters must be notified of the award before the state convention registration deadline. Check with state treasurer for those who qualify.
7. Oversees the hospitality of the members in attendance at state conventions, regional conferences, and International conventions. Arranges special tours and/or dinners during International conventions and regional conferences, if so desired.
8. Extends appropriate courtesies as directed by the state executive board.

DIRECTORY COMMITTEE
Responsibilities:
Prepares the biennial State directory for publication in the fall of even numbered years.
1.	Obtains details about members of all Indiana chapters, including sustaining members, from the International website’s online directory. Compares with the previous biennium’s Indiana directory and make changes as necessary.
2.	Arranges material in a logical order.
	a.	Section 1
		1.) Title page, including biennium logo 
		2.) International Officers 
		3.) North Central Regional Officers 
		4.) State Officers 
		5.) State Committee ChairmenChairs 
		6.) State Chapter Consultants 
		7.) Area Council Information 
		8.) Indiana Map showing locations of chapters and area councils 
		9.) Past Indiana State Presidents 
		10.) Other information deemed necessary by the state executive board
	b.	Section 2
			1.) 	Rosters of each chapter
				a.) Sorted by chapter 
				b.) Sorted by member last name
			2.)	Roster of sustaining members
	3.	Formats material for computer display and printed copies.
		a. Membership rosters – Microsoft Excel format 
		b. All other parts of the directory - Microsoft Word or PDF format	
	4.	Surveys state officers, state committee chairs, chapter presidents, and past state presidents about their preference for the format of their copy, using SurveyMonkey or another method. Choices are:
		a.   E-mail
		b.   CD
		c.   Printed paper copy
	5.	Prepares directory for distribution.
		a.  Convert Excel and Word files to PDF format for e-mails and CDs
		b.  Compresses/Zips files to E-mail
		c.  Burns and labels CDs
		d.  Print copies to snail mail
	6.	Distributes copies in the fall off each new biennium (even-numbered years) via e-mail, mailed CD, or mailed print copy. If feasible, distributes some mailed copies in person at the fall Executive Board/Council of Chapter Presidents meetings.
a. International Headquarters (Section 1)—snail mail print copy
b. International Vice President for North Central Region (Sections 1 and 2)—E-mail
c. State presidents of other North Central Region states (Section 1)—E-mail
d. Indiana State officers (Sections 1 and 2)—according to stated preference
e. Indiana State committee chairmenchairs (Sections 1 and 2)—according too stated preference
f. Indiana Past State Presidents (Sections 1 and 2)—according to stated preference
	7. 	Asks the Public Relations chair to include the directory on the Indiana website.
	8.	In the fall of odd numbered years, after information is available, updates Section 1 of the directory with any changes (including new International Officers, new North Central Region Officers, etc.). Emails the updated Section 1 to the new International Vice President for the North Central Region, and those state officers, committee chairmenchairs, chapter presidents, and past state presidents who stated a preference to receive updates.

EXCELLENCE IN EDUCATION COMMITTEE

Members: The committee shall consist of five (5) members, one (1) chairmanchair and four (4) judges.
The International guidelines indicate that one award is given in even-numbered years.

Timeline: The process of nomination begins in the fall of odd-numbered years and the state
recipient is recognized at the state convention of even-numbered years.

Responsibilities:
1. Makes sure nomination forms have been received by the chapter presidents at the fall council of chapter presidents meeting in odd-numbered years
2. Contacts an area council to find (4) four impartial judges –three Alpha Delta Kappa members and one non-member.
3. Sends list of committee judges to International Headquarters by December 1 of odd years.
4. Makes sure nomination forms are submitted through Kaleidoscope, an online service, by November 1 of odd years.
5. Writes letters to judges thanking them for their willingness to serve.
6. Receives completed nomination applications online, through Kaleidoscope, by January 31 of even years.
7. Sends a letter or email to nominees verifying that their application has been received.
8. The committee will receive secure passwords to use the Kaleidoscope Review Portal for adjudication.  
9. Adjudication scores are due February 28 of even years.
10. Each S/P/N recipient will be announced and honored at the respective S/P/N convention in even-numbered years.
11. All recipients will be sorted by Region and their applications will be sent to the Regional EiE committees.
12. International Headquarters notifies state recipient by March 30 of even-numbered years.


FRATERNITY EDUCATION COMMITTEE

Responsibilities:
1. Maintains a file of fraternity education ideas.
2. Reports at executive board meeting or state convention at the request of state president.
3. Performs any other duties at the request of the state president.
4. Provides suggestions and materials to chapters in support of fraternity education as requested.
5. Carries out plans for fraternity education programs as directed.
 
HONOR CHAPTER AWARDS COMMITTEE

Responsibilities:
1. Gives a copy of the Indiana Chapter Honor Award Form to chapter presidents at the fall meeting of the council of chapter presidents.
2. Contacts the following for verification of IN chapter accomplishment:
a.	State president
b.	State corresponding secretary
c.   State treasurer
d.	State historian
e.	Academic Grant chairmanchair
f.	Altruistic chairmanchair
g.	Chapter consultants
	h.   Bylaws chairmanchair
3. Contacts International Headquarters for Chapter Net Growth information sheet.
4. Determines qualified chapters from check sheets.
5. Reminds chapter presidents to return chapter award form by September 1.
6. Asks the state president to include a reminder of honor award deadline in newsletter.
7.	Arranges for the printing of honor award certificates as needed.
8.	Determines honor award chapters and completes the certificates before state convention.
9.	Presents honor award certificates at the state convention whenever directed by the state president.
10.	Submits revisions of criteria for honor award to executive board for approval.

MEMBERSHIP DEVELOPMENT COMMITTEE
(See Vice President for Membership)

Members:  The committee shall be made of the state membership team which includes the state 
president, president-elect, vice president for membership, and immediate past president.  It may include members selected from different areas of the state.  The vice president for membership serves as chairmanchair.

Responsibilities:
1. Prepares and provides training sessions for chapter membership chairmenchairs
2. Plans, with the state president and International Headquarters, for membership growth in the state, both within established chapters and by sponsoring new chapters.
3. Notifies International Headquarters of intentions to establish a new chapter.
4. Assists sustaining members and non-resident members to become affiliated with a chapter within their area.
5. Keeps accurate account of chapter membership, sustaining members, and non-resident members.
6. Keeps a file of pertinent correspondence as well as records of membership provided by the state president. 
7. Presents a report at state executive board meetings and state conventions on growth within the state, as directed by the state president.
8. Collects and reviews Chapter Needs Assessment
9. Conducts an analysis of existing chapters’ membership and membership actions (transfers, resignations, etc.). and provides guidance to chapter leadership 
10.	Conducts an analysis to determine the state potential for new chapters and advises existing
chapters on the sponsoring of new chapters.

PARLIAMENTARIAN
Responsibilities: 
1. Is available for conference with the state president before a meeting opens to answer questions concerning the agenda.
2. Gives advice to the chair and, when requested, to any other member during a meeting.
3. Reviews the “Rules of Convention” and revises when necessary.
4. Presents the “Rules of Convention” to the members at state convention for adoption.

PUBLIC RELATIONS COMMITTEE
Responsibilities:
1. Works with the state president, state convention chairmanchair, Alpha Delta Kappa Month chairmanchair, scholarship chairmanchair, chapter presidents, and any others so designated by the state president, in releasing information concerning meetings and activities of Indiana Alpha Delta Kappa.
2. Creates, maintains, and regularly updates the Indiana web page on the Alpha Delta Kappa International web site.
3. Assists chapters, as requested, by providing handouts and/or workshops designed to increase skills working with the media, accessing the International and Indiana web sites, and using Alpha Delta Kappa multimedia materials. 
4. Encourages chapters to create and preserve a favorable attitude toward Alpha Delta Kappa, both among members and non-members, by publicizing their activities and honors.

STATE CONVENTION COMMITTEE
Responsibilities:
1. Works with the state president to plan and prepare for the annual state convention.
2. Carries out responsibilities concerning convention as requested by the president.
3. Receives convention registration forms and compiles lists of attendees, their meal choices, and their session choices.
4. Notifies location of meal orders.  Notifies session presenters of number of attendees, if needed.
5. Makes name badges for attendees, presenters, grant recipients, and any other guests.
6. Checks attendees in and reports the Registration and Credentials during the business meeting.

WORLD UNDERSTANDING COMMITTEE
Responsibilities:
1.	Assists the state president with the inclusion of world understanding presentations at the state conventions.
2.	Serves as consultant to chapters on world understanding efforts within the state.



INDIANA STATE BYLAWS 
 COMMITTEE CHAIRS


1990-1992	Joyce Paschka
1992-1994	Bonnie Crawford
1994-1996		Wilda Jean Stephens
1996-1998		Marsha Eckert
1998-2000		Donna Humphreys
2000-2002		Donna Humphreys
2002-2004		Phyllis Dorn
2004-2006	Lois Johnson, Phyllis Dorn; Presented to the Indiana State Executive Board and typed by Lynette Varner
2006-2008	Laurel Van Dyke
2008-2010	Betty Schmitt 
2010-2012		Betty Schmitt
2012-2014		Patty Hinton
2014-2016		Becky Carter
2016-2018		Becky Carter
2018-2020		Sharon Luth
2022-2024		Jane Thompson
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