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Chapter Closing Checklist

to encourage a formal, consistent and fair process to close a chapter

o with an effective closing procedure, it significantly diminishes the
potential of the chapter going underground and/or continuing to use the
letters of the fraternity or sorority

Each organization has its protocol and procedures in place on how to ultimately
make decisions about chapter closure/chapter revocation and the
implementation of this difficult decision. The FIPG Legal Affairs Committee has
developed the following checklist to provide you with a resource to ensure a fair
and consistent approach to the communication of this decision to the appropriate
parties. We believe that closing a chapter effectively will significantly diminish
the likelihood of a chapter not understanding why it has been closed, gain the
support of the alumnae and reduce the likelihood of a chapter operating
underground or becoming a “rogue” chapter!

As in so many other effective programs, Communication is the Key. What
follows are some steps that we would recommend you incorporate into your
current procedures:

Timing: Items to be addressed prior to actual closing of the Chapter

Secure all details of financial accounts (i.e. bank accounts,
loans) and based on the rights of the organization, secure
all authorization. Determine if there is currently a
mortgage on the property and establish a plan going
forward to adhere to its terms.

Notify House Corporation and/or property owner of the
plans and solicit their feedback and assistance. They
should consider getting legal advice on local tenant and
landlord issues.

Notify Greek Advisor and or other university personnel.

Be sensitive to academic scheduling and future housing
issues in your timing of the closing.



Communication:

Determine whether chapter or House Corporation owes
money to the national organization.

Every house corporation with a facility lease to a chapter
should have a written agreement that addresses
termination events with the specific notice periods. A
copy of this agreement should be forwarded to the
headquarters.

Headquarters & Leadership

Notify the appropriate entities and individuals of the
impending action and they will need to amend their
database accordingly.

Local Alumni/Alumna and Advisors

Notify the leadership to gain their understanding and
support of the action.

Written communication to arrive at the same time the
chapter is being notified.

Identify a “trustee” to monitor the possibility of returning to
that campus.

Solicit any interest for future involvement should the
chapter return to the campus.

House Corporation and/or Property Owners

Notify in writing the chapter closing and the basis for the
decision.

Hold a local meeting with the leadership to discuss the
matter and to establish plans.

House Corporation should also set up a meeting with the
house employees to discuss the closure.

Chapter

Set up a meeting for all members (new members, pledges,
and members) to attend and have an attendance sheet to
verify attendance. It is also recommended that minutes be
taken at the meeting.



Secure all ritual equipment and the original charter.

Distribute written communication on the chapter closing,
explaining the reasoning for the closing, the procedures of
the closing.

Consider new members (not initiated) and pledges options
that may be available and put in writing to them.

Consider what the status of members will be who were
initiated by the chapter but no on the books at the
headquarters-“ghost brothers”.

Remove the chapters’ website and the chapter from the
fraternity’s website.

Identify a liaison individual in this process to field questions
and include the procedure for alumna status or what other
membership status that may be available.

In the absence of the “members” being present at the
meeting, send them a certified letter and make note in your
records.

Consider a ritual ceremony for the closing of a chapter to put
closure to the matter.

Finances

Secure details on all financial accounts, loans and secure
authorization.

Have all accounts frozen until authorization is secured.

Review vendor bills and make arrangement on any other
chapter debts.

Make the necessary arrangements to return the remaining
financial assets to the appropriate entity.

Consider record retention requirements for the information
secured.

After Physical Closure

Hire security to oversee the property to ensure the
protection of the property.



Document/Inventory the contents of the chapter with
written documentation and video taping.

Secure all ritual equipment and locate the original charter, if
not done earlier in the process.

Consider the storage of above contents if a quick return to
the campus is contemplated.

Insure that all physical recognition of the fraternity is
removed from any building associated with the fraternity.

Parents

Notify the parents in writing of the decision at the same time
of the closing.

If the Parents also signed the “housing agreement” then
other considerations may need to be made.

Include in the written notification the information on the
alumna status or whatever status is being considered.

University Officials (President/Chancellor, Chief student
personal, Greek Advisor)

Notify in writing the decision to close the chapter and
inform them of any particulars that need to be revealed
about the decision and/or future plans.

Attempt to set up a meeting to discuss.

University Officials (Security, Property, Police)

Notify in writing the chapter closing and inform about any
security measures being put in place.

NIC, NPC, NIFC, NPHC etc.

Notify other Greek related organizations of the chapter
closing.

Insurance representative

Notify them of the chapter closing and agree to the new
policy arrangement for that location or complete elimination
from the policies.



Miscellaneous

Place a notice of the chapter’s closing in your National
magazine.

Place a minimum of % page ad in campus publication(s) in
two consecutive issues.

Place a notice on the website for your organization of the
chapter closing.

Address any telephone arrangements that are in place.

Consider a joint Press Release with the University and the
National Organization on the closing.

Consider alternative housing options available for
discussion with the displaced chapter members.

The Chapter Closing Checklist has combined items from a variety of sources so
you will find that some of these may indeed not apply to your specific situation.
We encourage you to “test” your current procedures against this checklist.

We would also ask that should you have some additional items that you believe
would be helpful to your associates, please refer them to the FIPG Legal Affairs
Committee. We intend on updating our information on a regular basis.



SUGGESTIONS FOR A CHAPTER CLOSING
CHECKLIST

Advise all student members, associate members/pledges, in person, face to face, by officially authorized
person(s). This person should not be a volunteer or a consultant.

Insure by personal observation that all physical recognition of fraternity is removed from any building
associated with the fraternity.

Remove all regalia, ritual objects, letterhead, envelopment w/return address, etc., etc. from chapter control. Do
this prior to the official notice of closing being given if possible.

Cancel or change the listed name of all telephone connections that are in the name of the fraternity. Report
chapter’s closing on national website. Remove chapter’s website and chapter itself from your website.

Secure banking accounts, checking/saving, to the National Fraternity if national bylaws or constitution allows.
Advise student members, associate members/pledges, by written communication(s).

Advise student members, associate members/pledges by email where possible.

Advise parents of the above by written communication(s).

Advise chapter advisor(s) and advisory committee members, in person, face to face, by authorized person(s).
Advise chapter advisors(s) and advisory committee members by written communication(s).

Advise all officials of the housing corporation, in person, face to face, by officially authorized person.
Advise all officials of the housing corporation by written communication.

Advise President/Chancellor of college/university by written communication(s).

Advise college/university chief student personal in person, face to face, by officially authorized person(s).
Advise college/university chief student personal official by written communication.

Advise college/university Greek Advisor(s) in person, face to face, by officially authorized person(s).
Advise college/university Greek Advisor(s) by written communication.

Advise college/university security chief by written communication.

Advise local community Chief of Police by written communication.

Advise the NIC by written communication.

Place notice of the chapter’s closing in your National magazine, etc.

Place a minimum of % page ad in campus publication(s) in two consecutive issues,

Notify, with details, in writing, your insurance carrier.

(NOTE: Retain a log with name, details and comments on each personal contact. Retain an active file of all
email messages, letiers, news publication copies (entire issues) with two or more signatures (dates) certifying
that such documents were issued.)
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Closing A Chapter: The Good, The Bad, and the Mostly

Ugly

Perspective:

1.

If you gotta eat a turd, there’s no sense nibbling it (with credit to Mark Briscoe,
Sigma Pi) Make the call and start the clock, ie, accept the fact that something has
to happen and move on—close the chapter, notify the appropriate people, do what
needs to be done. Delaying the decision to close a chapter does not make it easier
and may generate liabilities for the national organization.

Do your very best to remain above the gutter-level commentary and in-fighting
that will occur between and among alumni, undergraduates and parents. Don’t
waste your time reading the chapter list serve or the blogs that will pop up.

Do your best to respect every undergraduate and alumnus member, no matter
what they did or how much they try your patience. Remember that an
undergraduate from the chapter today may be on your board of directors in 2015.
Your primary goal: You and other staff members conduct your affairs in such a
way that every undergraduate and alumnus with whom you come into contact,
directly or by email, telephone or letter, will say now or at some time in the
future, “I didn’t like the decision but I was treated with respect by the staff
members. They listened to what I had to say and they were not condescending,
cruel, self-righteous or sarcastic”.

Keep in mind that your job is to clean up the mess, straighten the furniture, and
prepare for a return in three or four years. Everything you do must be done to
further those goals. Always focus upon setting the stage for the return to
recolonize the chapter. That also gives alumni something to believe in for the
future.

Your board of directors has enacted the equivalent of the NCAA Death Penalty on
a chapter. It is human nature to react with anger, angst, bitterness, spite and
antagonism. Staff members are the lightning rods for those feelings. Accept that,
get over it, and maintain your dignity and decorum.

You will never “win” a closing. Accept that, get over it, and move on.

Future. That is the key word. Everything you do from the moment the decision

is made to close the chapter should focus upon The Future—ie, recolonization
of the chapter.



1) Irrefutable truths
a. No matter what you do or how sensitive you are, there will atways be
someone who insists that you could have been more sensitive or that you
could have avoided the decision to close.

b. If the members live in a house, the house will suffer significant

damage unless steps are taken to preserve it.
c. If you don't clear up the membership status of members when the chapter

is closed, the current undergraduates will ping you for years to come.
Clean up the mess now.

d. No matter what means you use to communicate the closing, there will
always be a loudmouthed alumnus who will call to complain that he never
got the word. There may be several who complain but one will always be
loud and he will usually be a major donor to the foundation. Do your very
best to get the word out by email, traditional letter, and through websites
and alumni publications.

e. It takes about three weeks for the culture of a chapter to begin to influence
an undergraduate. Once that culture has been infused, it is very difficuit to
change it. It becomes the point of reference for the undergraduate.
Therefore, attempting to recolonize an inactive chapter with former
members or former New Members or pledges is next to impossible. They
bring with them the culture that attracted them to the now-inactive chapter.
You will perpetuate the identical attitudes and issues that led to the closing
of the chapter. It is better to start up with a new group of men.

Considerations Before the Decision Has Been Made

Have we exhausted every reasonable option? Membership review/reorganization,
probation with special conditions designed to focus upon specific challenges in the
chapter, the involvement of alumni especially at chapter meetings. You must be prepared
to answer that question. This is no place for what attorneys and judges call, “Arbitrary
and capricious reasoning”.

Have we reached Point Bingo—an aeronautical term meaning the final mathematical
point based upon hard facts—wind, fuel consumption, weather conditions, weight--at
which an airplane or helicopter must turn back in order to land safely? Are we at the
point of, “Enough is enough?” We must ask those questions because those are the
questions that parents, alumni, administrators and others are going to ask.

When a chapter begins to spiral downward, I find it very helpful to maintain a journal of
incidents, problems and difficult situations regarding that chapter. Don’t trust your
memory. The effect of being able to cite by chapter and verse incidents that occurred two
or three years ago as a basis for making the decision today is significant and tangible. It



shows repetition. It also demonstrates that the members were unwilling to change despite
being provided with many opportunities to do so.

And that above anything else is the most compelling reason to cite in response because
that is also the most frequent defense used by parents and the undergrads themselves—
“Give us (them) another chance!” When you can respond with, “That would be six....or
seven chances....and the patience of all involved has been exhausted”, it makes your job

much easier.

Once the decision to close the chapter has been made, what are the goals
of the staff regarding the implementation of the decision by the board?

To communicate in a clear and forthright manner what happened, and what options are
available for stakeholders, depending upon their status. The more information you
include in your communications, the less time you will spend answering angry letters,
phone calls and emails.

To inform all stakeholders of the decision:

To wind up the affairs of the chapter as those may relate to the national organization:

To provide guidance and assistance to the alumni corporation regarding protection
of the chapter house;

To safeguard the charter, Ritual books and other items which belong to the national
organization;

To set the stage for a recolonization of the chapter in the future and to establish good
communication with those who will influence that decision, if that has not already been
accomplished;

Reasons to make certain that the message that the chapter has been closed is sent
and received:



1. Legal liabilities. If the chapter has been closed, but the members continue
to function as a group, the national organization is placing itself in jeopardy
by not communicating the status of the chapter. | recommend using a
specific date and day, as in: “The charter of Mu Alpha chapter was revoked
by the Grand Chapter of Chi Fratemity during a meeting on Saturda
October 29th, 2005".

2. 1 add: “Any activity undertaken by individual members of the former chapter

whether acting individually or collectively, after that date is not authorized,
approved or recognized by the national organization® or words to that effect.

3. Check your national liability insurance policy and make sure that you
address the coverage factor. That will get the attention of the
undergraduates very quickly. | ailways consult with our insurance broker or
representative first to make sure that | am not interfering with the
contractual relationship between the members and the insurance company.
| use the language provided by the broker or representative, such as, °| have
been advised that liability insurance coverage will cease for the chapter and
for individual members as of Monday, November 7t, 2005". | time that
message so that it does not allow members the opportunity to plan a “We're
going out with a bang and not with a whimper” party.

4. |send a press release to the campus newspaper with the information so that
the people in the campus & community understand what is happening.
Remember that press releases are extremely useful tools—you can quote
yourself, among other things.



