
PRESIDENT’S MANUAL

The president of any organization is the symbolic head of that organization. His/her duties are generally divisible into 
three categories and deal with the policies and activities, meetings, and committees of the organization.

 I. POLICIES AND ACTIVITIES 
The one instrument that every president of a local chapter of National Beta should have constantly at hand is the 
constitution. This should be read carefully before assuming office. The president must be constantly alert to institute 
and promote activities that will promote the best interest of the chapter and local school. A chapter that is not active in 
carrying out some project or service program that will make it an asset to its school will not command the respect of the 
student body. 

II. PRESIDING AT MEETINGS 
A President’s effectiveness will be measured by his/her ability – by voice, demeanor, and stage presence – to keep order 
and to conduct himself/herself that fellow members are willing to abide by his/her decisions and directions. In presiding 
at such a routine business meeting, the president should follow regular parliamentary rules, such as Robert’s Rules of 
Order. 

When the President is presiding at a social function, the assembled guests should first be addressed with appropriate 
words of welcome: or if others are to bring welcome greetings, they should be presented with a brief introduction. After 
the public feature of the meeting has been attended to, the President usually has certain comments to make that are 
appropriate to the occasion, before declaring that the meeting is concluded. 

III. COMMITTEES 
The committees of any organization are very important and do much of the preliminary work. In general, they can be 
categorized in two divisions: permanent and temporary – sometimes designated as standing or special. They do not 
transact business but simply prepare and present it to the full meeting of the organization for final action. Usually the 
committee reports are submitted with recommendations. 

Permanent committees, including Program and Entertainment Committees, are either elected or appointed by 
the president, as provided for in the bylaws. They deal with matters that pertain to the continuing operation of the 
organization. The permanent committees may take a matter under advisement and dispose of it by not reporting it to the 
full meeting of the organization. 

Temporary committees, appointed by the President, deal with matters of a special and non-recurring nature. They are 
automatically dissolved after making their report to the full meeting.

  

OFFICERMANUALS



Program Committee makes up a schedule of proceedings for regular and special meetings of the 
chapter and arranges the order and nature of the meetings – in conjunction with the Sponsor and 
school executive head. 

Entertainment Committee should look after the nature and arrangements for entertainment 
at social meetings of the chapter– upon consultation with the Sponsor and the school principal. 
Among these duties are such things as making arrangements for refreshments, decorating the hall, 
securing special features, etc. 

Special Committees might be appointed to look after such matters as fund-raising projects, 
inter chapter meetings, convention arrangement, etc. The functions and duties of such special 
committees should be specifically designated by the president or the membership when the 
committee is appointed. The length of the life of such committees should be defined at the time of 
appointment. 

In the appointment or election of committees, the membership and the President should be careful to select the 
personnel for the committees that can best do the job. People should be appointed to a committee only: 

1. If they have knowledge of, and are interested in, the matters to be handled by the committee. 

2. If they will attend the meetings when they are called. 

3. If they are willing and able to work harmoniously with the other members. 

A President is the President all the time and not just when presiding at meetings. Of course,it is an honor to be 
elected President of an organization to which one belongs, but it is also a responsibility. The public is quick tojudge 
a group by the actions of its leader. 

A good President should realize that the organization can be promoted by close cooperationbetween himself/
herself and the other members of the group and should conduct himself/herself in public contacts and relations as 
to reflect credit and honor upon the organization of which he/she is President. 



VICE-PRESIDENT’S MANUAL

DUTIES OF THE VICE-PRESIDENT 
The Vice-President shall act in the place of the President in the event of the latter’s absence from the school or the 
meetings. He/she shall also act as chair of the Executive Committee, and shall serve as general assistant to the 
President. 

The Executive Committee shall consist of the Vice-President as chairman and two additional members (who are not 
chapter officers) appointed by the President. The duties of this committee shall be to advise the President and to 
assist in the general management of the chapter. This may include discussing the requirements for membership 
and dropping members. 

In some chapters, the Executive Committee plans the programs for the chapter meetings, publishes a yearbook for 
the chapter, and helps in other ways. The following information will help the Vice-President in planning programs or 
heading up the projects committee. 

PROGRAMS 
Programs should be varied to interest the entire group. It is essential to plan and prepare for a successful program. 
Every member should take part in at least one program during the year. Some sources of material may include the 
following: 

• Public resources such as betaclub.org, local newspaper, etc. 
• School and city libraries 
• Government Printing Office documents have valuable information on almost any subject 

and can be obtained free of charge through the district congressmen.
• Your sponsor can download service ideas for you from the Sponsors’ Site. 

PROJECTS

•  Projects should be of value to the membership, entire school or community.
•  Undertake no project of which you, and the entire chapter, cannot be proud.
•  Solicit the cooperation of the school and encourage interest through good publicity. 

betaclub.org


SECRETARY’S MANUAL 

Upon accepting the office of Secretary of a local chapter of National Beta, anyone elected should realize that the effectiveness 
of the chapter rests, to a large extent, upon his/her prompt attention and regular attendance to the duties of the office. Specific 
duties of Beta Secretaries include keeping accurate records and minutes, securing publicity, and answering correspondence in a 
timely manner. 

I. ACCURATE RECORDS AND MINUTES 
It is important for the Secretary to keep a correct roster of membership, as well as a dependable record of attendance. The minutes 
should state the time and place of the meeting, a statement of the general purpose of the meeting and the main items of 
business. The Secretary usually prepares an agenda for the President to follow. When the meeting gets under way, the Secretary 
should be prepared to read the minutes of the last meeting. 

II. PUBLICITY 
Another phase of general Secretary’s duties is to look after the publicity of the organization. In an age where we are constantly 
aware of local and global news issues, it is quite important that the affairs and actions of the group be made known through the 
media. Radio and television are good mediums to be used when they are available. Most radio stations welcome legitimate news 
features for their news spots – usually without any cost to the organization for this coverage. The secretary should work closely 
with the Publicity Committee to carry out this phase of the organization’s activity. 

III. CORRESPONDENCE 
In dealing with correspondence, one should do the following:

•  Be neat and legible.
•  Be specific and complete. Give essential information.
•  Be punctual in answering any communication to your organization or to you as its secretary. 

A secretary should always remember that the tone and reputation of the organization are largely reflected by his/her words and 
actions.

 


