
Alpha Gamma Rho Fraternity
 



Vice Noble Ruler-Planning

Suggested Job Description
Basic Functions:
The Vice Noble Ruler-Planning shall be the chief record keeper of the chapter and enthusiastically recognize and reward accomplishments consistent with our Promise and Values. 
Duties, Responsibilities, and Authority:
1.
Operating Plan
a. Keep a chapter calendar of all events and times to have important task 


completed

b.
Schedule and chair annual strategic planning meetings

2.
Chapter Records
a.
Keep accurate minutes and attendance of each chapter meeting in a permanent hardbound minutes book and electronically 
b.
Keep initiation records (stud book) up-to-date, in numerical order

· Keep Home Office informed of any chapter membership changes, first 


and last month of every semester or quarter

· Formal Initiation of prospective members shall be conducted within


seventy-two (72) hours of acceptance of bids, or other formal invitation 


of membership

· Initiation fees – fees must be remitted to the Home Office 


postmarked within 48 hours of initiation


-   Officer election list - immediately following election


-   Expulsion notices - immediately

-   Death notices - immediately

-   Credentials of Convention delegates - thirty (30) days prior 






 to Convention


-   Demit and affiliations - immediately
c.
Semi-Annual Review results

3.  Maintain up-to-date file cabinet of all records and reports

a.  Initiation Form copies

· All reports turned into Home Office and IFC

· Keep copies of all contracts and manuals

4.
 Responsible for all Chapter correspondence
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