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2022-23 Policies and Procedures
Summary of Changes

Approved Policies & Procedures
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Service Area

Page Number
(Approved P&P)

ARTICLE SECTION NUMBER

7 I 2 A
PREVIOUS Language APPROVED Language

A. The Austin Alumnae Chapter serves the cities of Austin, Round 
Rock, Pflugerville, Cedar Park, Leander, Georgetown, Manor, 
Hutto, Elgin, Del Valle, Dale, Buda, Dripping Springs, San 
Marcos, Kyle, Cedar Creek, Lago Vista, Bastrop, and Taylor.

A. The Austin Alumnae Chapter serves the Austin Community.

Rationale:  The National HQ reflects the service area of Austin Alumnae as the “Austin Community.”

Executive Board

Page Number
(Approved P&P)

ARTICLE SECTION NUMBER

8 II 2 G
PREVIOUS Language APPROVED Language

G. The duties of the Executive Board include:
1. supervises the affairs of the chapter between its regular 

chapter meetings and
2. performs such other duties as may be specified in these Policies 

and Procedures.
H. The report of the Executive Board is based on the minutes of its 
meetings and will be submitted to the chapter at its regular meetings. 
All chapter committee chairs who wish to report at chapter meeting 
must have reported at the prior Executive Board meeting.
I. The Executive Board will not supersede the desires of the chapter 
and its decisions.

G.  All chapter committee chairs who wish to report at chapter 
meeting must have reported at the prior Executive Board meeting. 

Rationale:  The removed items were redundant.
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Elected Positions

Page Number
(Approved P&P)

ARTICLE SECTION NUMBER

12 III G
35 IX 2 F.10-11

PREVIOUS Language APPROVED Language
Listed as appointed 9. Assistant Corresponding Secretary

10. Assistant Recording Secretary

Rationale:  The National Scholarship and Standards requires these positions to be elected.

Committee:  
Membership Services (Hospitality and Courtesies)

Page Number
(Approved P&P)

ARTICLE SECTION NUMBER

23 IV 1 J.11.f
PREVIOUS Language APPROVED Language

None NSS language kept with no chapter specifics at this time.

Rationale:  Highly recommended that the committee be established per Chapter Management Handbook, which may be a Standing 
Committee or left as a component of Membership Services. 
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Committee:
Technology

Page Number
(Approved P&P)

ARTICLE SECTION NUMBER

25 IV 1 Q
PREVIOUS Language APPROVED Language

9. The Technology Chair must have attended at least one of the last 
two National Conventions or one of the last two Regional 
Conferences held prior to her appointment.

Item was removed

Rationale:  This exceeds National requirements for participation on the National Technology Committee. 

Records Retention

Page Number
(Approved P&P)

ARTICLE SECTION NUMBER

29 VII 1 F
PREVIOUS Language APPROVED Language

F.  Please refer to the Records Management Matrix in Appendix 8. Item F and Appendix 8 were removed.

Rationale:  Item is no longer required as a part of the P&P.  Instead refer to the Chapter Management Handbook. 
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Travel Policy
Page Number

(Approved P&P)
ARTICLE SECTION NUMBER

31- VIII 6 A.1a.i., 5.a, 6a.
31-32 VIII 6 B.1.a.i., 5.a, 6a.

32 VIII 6 C.1.a.i, 5.a., 6.a .
PREVIOUS Language APPROVED Language

1. Transportation
a. Personal Vehicle Mileage / Gas

i. The chapter will reimburse based upon the state prevailing 
rate.

5.  Meals
a.  The chapter will reimburse delegates/representatives for meals 
based upon the prevailing state rate.

6.  Per Diem
a.  All reimbursements will be based upon the prevailing state 
rate.

1. Transportation 
a. Personal Vehicle Mileage / Gas 

i. The chapter will reimburse based upon the state 
prevailing mileage rate. 

5. Meals 
a. The chapter will reimburse delegates/representatives for 

meals based upon the state prevailing per diem rate. 

6. Per Diem 
a. All reimbursements will be based upon the state prevailing 
per diem rate. 

Rationale:  Language modified to reflect the type of rate, i.e., prevailing mileage rate and per diem rate. 

Unconsumed Funds: Year End Reconciliation
Page Number

(Approved P&P)
ARTICLE SECTION NUMBER

33 VIII 9 B.1.-2.
PREVIOUS Language APPROVED Language

B.  Purchases not previously allocated will be presented for consideration 
through existing fiscal practices detailed in Chapter’s Policies and 
Procedures. The policy of the Austin Alumnae chapter is:

1. Any unconsumed funds that exist at year end reconciliation will 
roll over to become a part of the beginning balance for next year’s 
budget.

B. Purchases not previously allocated will be presented for consideration 
through existing fiscal practices detailed in Chapter’s Policies and 
Procedures. The policy of the Austin Alumnae chapter is: 

1. Any unconsumed funds will be transferred from the Checking 
account to the Money Market account and will not be used as a part of 
the next year’s budgeting process. 

2. If there are expenditures that require additional funding that is 
not included in the current year’s budget, the committee may make a 
request for an increase in the committee budget that will come from the 
unallocated funds transferred from the Money Market account. 

Rationale:  Each year’s budget is to be based on a zero budget (Money received should be fully expended). Unconsumed funds may be used if the 
budget does not cover expenditures in a sorority year but should not be included as a part of the chapter’s operating budget. B.2. was added  to 
conform with national and local financial policies.
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Eligibility Criteria for Elected Officer/Position
Page Number

(Approved P&P)
ARTICLE SECTION NUMBER

35 IX 1 J
PREVIOUS Language APPROVED Language

J. The candidate must be present at the Chapter meeting wherein she 
is to be elected, except in extenuating circumstances (for example, 
death in the immediate family, work obligations, attending Sorority 
functions, etc.) as determined by the Executive Committee.
K. The President, First Vice President, Second Vice President, 
Recording Secretary, Corresponding Secretary, Treasurer, Assistant 
Treasurer, Financial Secretary, and Assistant Financial Secretary must
have been financial for the fiscal year preceding the year of election.
L. A member holding an elected or appointed position may only hold 
one position.
M. Financial or accounting related experience, and/or degree in a 
related field, is preferred for the offices of Treasurer, Assistant 
Treasurer, Financial Secretary, and Assistant Financial Secretary.

J. The President, First Vice President, Second Vice President, 
Recording Secretary, Corresponding Secretary, Treasurer, Assistant 
Treasurer, Financial Secretary, and Assistant Financial Secretary must 
have been financial with Grand Chapter for the fiscal year preceding 
the year of election.

Rationale:  Under the previous language, items J, L, and M were removed as they are not a requirement for eligibility.  Item K became letter J. 
Grand Chapter was inserted to distinguish financial status which allows financial collegiates and transfer members to be eligible for elected 
officer/position.

Transition of Officers
Page Number

(Approved P&P)
ARTICLE SECTION NUMBER

39-40 XI 1 A.4.-6.
PREVIOUS Language APPROVED Language

4. All newly elected officers and outgoing officers must participate in training/transition 
activities by May 31st. It shall be the duty of each outgoing officer to train and 
familiarize her newly elected replacement.
5. After new officers, positions, and committee chairs have been elected and/or 
appointed, there must be a transition meeting between the outgoing and incoming 
members. This transition will:
a. acquaint them with rules, regulations, procedures, and managerial tasks of the 

position or committee
b. enable them to obtain a basic knowledge of principles, operations, and conceptual 

framework
c. assist them in obtaining a thorough knowledge of the functions and business 

aspects related to the officer/position/committee and other routines
d. persons required to attend the transition meeting are as follows:

i. all outgoing and incoming elected officers and positions
ii. all outgoing and incoming appointed officers and positions
iii. all outgoing and incoming committee chairpersons

6. An official transfer checklist listing tools and documents transferred from each 
officer to their successor (i.e., procedure documents, manuals, reference guides, keys, 
chapter legal transfers, records, properties, electronic merchant accounts, etc.) with 
signatures of both the outgoing and incoming officer shall be executed. The transfer 
forms will be given to the Recording Secretary and housed with official chapter records.

Items 4-6 were removed.

Rationale:  This process is governed by the Chapter Management Handbook. 
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Follow Up

● 2022-2023 Approved Policies and Procedures and Rules of 
Order Form (ROOF) will be posted to the Member Portal

● Questions and/or comments may be submitted to Policies 
and Procedures at:  dstatxpolicies@gmail.com

Policies and Procedures Committee
Patricia Shorter, Chair

Jeffery Archer · Avis Gipson · Pamela Hall 
Donna Jackson · Brenda Kennedy · Mary Lewis-Winston
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