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Officer Expectations 
Being elected as an officer of Phi Sigma Sigma is a privilege.  As an officer you have 
been chosen to hold a leadership position and to serve your chapter; which indicates that 
your chapter members think very highly of you and believe that you are the right person 
to fulfill the duties of this position.  You are a significant role model, who will provide 
guidance and represent your chapter members.   
 
All members are afforded the opportunity to contribute in meaningful ways to the 
welfare of the chapter; however, as an officer your primary responsibility is to lead the 
chapter.  Most of your chapter members do not, and will not, fully understand the 
responsibilities that go into holding your position.  They may not realize if you fulfill 
your obligations, but they will listen to your words and observe your actions.  In 
listening and watching, your chapter members follow by assessment and example.  A Phi 
Sigma Sigma chapter with trained officers who execute their duties will flourish.  Each 
chapter is only as strong as its executive board, and its executive board is only as strong 
as its individual members.  Each executive board member should hold her fellow 
officers accountable for fulfilling their individual and collective duties. 
 
The business of the sorority, which is different from the social aspect, must always be 
addressed in a professional manner.  You must meet all of your responsibilities to fulfill 
the expectations of your position and to represent your chapter well on campus and 
within international Phi Sigma Sigma.  There may be times when your chapter sisters do 
not understand and may not support you.  It is important to remember that you were 
chosen to lead your chapter and therefore, you must always have your chapter’s best 
interests in mind and at heart.  This can be very challenging at times, especially when it 
is necessary to separate business from personal.  However, you have to look to the future 
and think about what is in the best interest of the chapter as a whole.  Your obligations 
and responsibilities as an officer always should include loyalty to Phi Sigma Sigma and 
promotion of Fraternity growth. 

Responsibilities 
Phi Sigma Sigma International Constitution and Bylaws 

 
ARTICLE VIII:  Government – Collegiate Chapters 
 
SECTION 5.  It shall be the duty of the bursar to collect and disburse all funds 
belonging to the chapter and pay all claims on the treasury, to keep an accurate 
account of all money received and expended, and to render a report at each 
meeting concerning the financial affairs of the chapter. 
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The signature of the bursar and either the archon or chapter key advisor shall be 
required on the chapter’s annual budget and compilation.  If the chapter has an 
active housing corporation, the housing corporation shall be responsible for the 
preparation of the house’s annual budget and compilation. 
 
The bursar shall reimburse only those chapter expenses which have been duly 
approved in advance and for which proof of expenditure is presented.  She shall 
chair the chapter finance committee, which shall be responsible for the preparation 
of the chapter's annual budget and compilation. 

 

Policy and Program Implementation 
 

International Policies and Programs 
·  Demonstrate knowledge of the international constitution and bylaws. 
·  Demonstrate knowledge of all Fraternity policies. 
·  Act as the official marshal during ritual proceedings.  Follow correct and 

compliant ritual procedures. 
·  Be aware of risk management issues. 
·  Ensure that the chapter and its members are following and striving to 

achieve the Chapter Excellence responsibilities of and goals related to self, 
chapter, campus and community and Fraternity. 

·  Emphasize the commitment to achieve excellence and aim high through the 
pursuit of: 
�  being inspired to have the chapter reach its greatest potential. 
�  being held accountable for chapter efforts. 
�  identifying problems and asking for help when needed. 
�  ensuring effective and efficient chapter operations. 

�  fostering an environment of mutual respect and understanding. 
·  Provide all necessary documentation and reports for the Chapter Excellence 

portfolio. 
 

Chapter Policies and Programs 
·  Demonstrate knowledge of the local constitution, bylaws and policies.   
·  Demonstrate knowledge of chapter report compliance and enforcement of 

timely report compliance.   
 

Financial Issues 
·  Establish, oversee, monitor and be knowledgeable of the finances and 

chapter budget.   
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·  Establish, oversee, monitor and be knowledgeable about chapter committee 
budgets such as recruitment, public relations, scholarship, social, etc. and 
any necessary moneys that need to be available and budgeted for to be able 
to have chapter programming and events. 

·  Act as the primary signature on all checks written from the chapter account 
and be certain that a secondary signature from the archon is received. 

·  Work with the member-at-large to communicate and share information 
regarding those member’s on payment plans and specific member’s issues 
pertaining to finance.   

·  Oversee and be knowledgeable of new member fees and initiation fees.   
·  Work with the membership recruitment chair and sister development chair 

to provide a new member budget to potential members during recruitment 
and prior to bid acceptance in order for potential members to be aware of 
the monetary obligations in becoming a new member. 

·  Work with the membership recruitment chair to provide a chapter budget to 
potential members during recruitment for potential members to be aware of 
the monetary obligations in becoming a duly initiated member. 

·  Work with the sister development chair to be certain that all new member 
fees are paid and that all required fees and forms are sent to Headquarters. 

·  Work the sister development chair during orientation to breakdown and 
explain the chapter budget to the new members in order for the new 
members to be aware of their monetary obligations once becoming a duly 
initiated member. 

·  Chair monthly finance committee meetings.   
 

Judicial Procedures 
·  Be familiar with parliamentary procedures.   
·  Be familiar with the chapter judicial policy/procedures. 
·  Be familiar with the three-step process.   
·  Work with the member-at-large by indicating whether members are 

fulfilling payment requirements and provide copies of payment plans for 
the members with financial issues to the member-at-large.   

 

Campus Regulations 
·  Demonstrate knowledge of campus rules and regulations. 
·  Work with the Panhellenic delegate/Inter-Sorority Greek Council and/or 

Greek Council representative to pay any sorority dues owed to these 
organizations. 
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Chapter Responsibilities 
 

·  Always have the chapter’s best interest at heart. 
·  Provide help, reassurance, and positive feedback to chapter members.   
·  Understand the chapter’s strengths and areas that need improvement. 
·  Be consistent and remain neutral, open and honest. 
·  File all reports for your position, as indicated by the collegiate calendar, 

and submit timely reports to the scribe.   
  

Fraternity Fees 
·  Ensure all Fraternity dues and fees are paid on time.   
·  Complete the annual compilation in a timely manner.   
·  Demonstrate knowledge of proper IRS, federal and state tax requirements.   
·  Oversee the chapter reserve account, including knowing the balance, 

paying all monies into the account and making monetary chapter requests 
from the account.   

 
Chapter Checking Account 

·  If necessary, work with the chapter accountant and/or chapter key advisor 
or financial advisor.   

·  Monitor and keep detailed records of the chapter checking account and 
record all transactions into and out of the account.   

·  Reconcile the chapter account each month against the bank statement.   
·  Be aware of what items have and have not cleared the account. 
·  Keep a file of all bank statements and retain records for seven years.  Files 

should include all canceled checks, deposit receipts, monthly statements 
and reports filed with Headquarters. 

 
Monetary Collections 

·  Have a specified time/office hours when money and receipts will be 
received from members and reimbursements made. 

·  Reimburse only those chapter expenses that have been duly approved in 
advance and for which proof of expenditure is presented. 

·  Follow proper collection policies by recording and giving a reason for ALL 
monies received, ALL reimbursements, ALL deposits, ALL donations, and 
ALL disbursements.   

·  Monitor and keep detailed and accurate records of all monetary transactions 
for every member, committee, event, etc.  Show a break down of all monies 
received and paid from the chapter budget. 

·  Create signed payment plans for members when necessary.   
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·  Implement penalties for failing to pay monies owed to the Fraternity and 
follow proper procedures.   

·  Implement penalties and proper protocol for those members that have 
bounced a check with the chapter. 

Role at Meetings 

Executive Board Meetings 

·  Have voice and vote at all executive board meetings on all issues pertaining 
to the welfare of the chapter.  These issues should be discussed amongst the 
executive board members.   

·  Have and maintain open communication with chapter members.  As an 
officer, be in touch with the members of the chapter at all times.   

·  Understand the primary requirements for all officers: responsibility, 
commitment, time management skills and the ability to get along well with 
others. 

·  Share at each executive board meeting the money that has flowed through 
the chapter account for the week, and obtain approval from the executive 
board for checks being paid out in excess of $100. 

·  Discuss consequences for those members delinquent in paying monies 
owed to the chapter and the proper protocol to follow.   

Chapter Meetings 

·  Evaluate and share regularly the estimated versus actual balance with the 
chapter. 

·  Ensure members of the chapter are aware of the deadlines to pay all dues 
and fees. 

·  Hold sisters accountable who have been delinquent in paying dues or other 
fees. 

 
Finance Committee Meeting 

·  Responsible for presiding as chairman at the chapter finance committee 
meeting.  These meetings should be held once per month, at a minimum.  

·  Review all bank statements with members of the committee and the chapter 
accountant and/or chapter key advisor or financial advisor, if available. 

·  Discuss all fees and dues into and out of the account, verify that all records 
reconcile, verify that the chapter is spending money according to the budget 
and discuss any members who are delinquent in payments. 
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Chain of Command 
If any questions or concerns arise, the chapter’s primary contact person is your chapter 
key advisor.  If it is an issue more specific in nature, you can contact the relevant 
member of your chapter advisory board (if applicable).   
 
If your advisor and/or advisory board are not able to appropriately address the issue, 
please contact your membership manager or community archon, in this respective order.   

Additional Resources 
Below is a list of additional resources that will help to contribute to the success of being 
a great bursar: 
 

·  Phi Sigma Sigma Web site 
·  Phi Sigma Sigma database 
·  Phi Sigma Sigma directory 
·  Resource library leadership guides 
·  Resource library reference guides 
·  International constitution, bylaws and policies 
·  Executive Board Officer’s Guide to Success 
·  Local constitution, bylaws and policies 
·  Vision and Reflections manual 
·  Chapter Excellence manual 
·  Ritual book 
·  Robert’s Rules of Order Newly Revised 
·  Collegiate calendar 
·  Chapter budget 
·  Panhellenic Council constitution and bylaws 
·  NPC Manual of Information 
·  Documented campus rules and guidelines 
·  Fraternity personnel working with finance 
·  Chapter accountant, (if applicable) 


