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FORWARD 
The Leadership Team of the local chapter of Delta Sigma Theta Sorority, Inc. has, as part of its 

composition, the fiscal officers elected by the chapter or appointed by the chapter president. The fiscal 

officers have a fiduciary responsibility, meaning a legal or ethical relationship of confidence and trust 

specific to each position. The fiscal officers consist of the chapter president, treasurer, financial secretary 

and any assistants to the treasurer or financial secretary. 

 

The information set forth in this document provides policies and procedures for the fiscal operations of 

local chapters. It should be used to assist chapters in developing and reviewing local fiscal policy that 

ensures appropriate internal controls are in place to safeguard and account for the chapter’s assets. 

 
Although chapters may set local fiscal policy, policies set by the local chapter must not be in conflict with 

this manual, the Constitution and Bylaws, Chapter Management Handbook and other governing 

documents of Grand Chapter. 
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SORORITY STRUCTURE 
Consistent with the mandate of the sorority’s Constitution and Bylaws, the Grand Chapter of the Sorority 

constitutes a single distinct corporate entity (organized under District of Columbia law) which embodies 

the entirety of the Sorority and all of its Chapters.  It is only the Grand Chapter which is authorized as a 

corporate body under the Sorority’s Constitution and Bylaws. 

 
The Chapters of the Sorority are expressly defined under the Bylaws as a “local branch” of the Sorority 

and, as noted below, this branch designation is crucial to the important tax exemption enjoyed by the 

Chapters of the Sorority. 

Tax-Exempt Status – A Historical Perspective 

In 1952, the Grand Chapter of the Sorority was awarded tax-exempt status by the Internal Revenue 

Service (“IRS”).  Although there are a number of categories of tax-exempt status recognized by the IRS, 

the specific category assigned to the Sorority (as conventionally assigned by the IRS to virtually all 

sororities and fraternities) falls under Section 501(c)(7) of the Internal Revenue Code – a category 

reserved for tax-exempt.   

The Sorority’s 501(c)(7) tax-exempt status constitutes the sole basis upon which the Sorority is entitled to 

receive virtually all of its revenues and receipts (principally membership dues, fees and assessments) on a 

tax-free basis.  In the absence of this 501(c)(7) status, the Sorority would be forced to pay regular Federal 

corporate income tax on all its revenues and receipts.  

For this reason, preservation of the Sorority’s 501(c)(7) status is crucial to the Sorority’s financial health 

and operations, and the Sorority’s compliance with applicable 501(c)(7) standards is the subject of 

ongoing audit scrutiny by the IRS through the process of the Sorority’s mandatory filing of annual (Form 

990) returns with the IRS. 

Group Tax Exemption 

The IRS granted the Sorority the benefit of a “group tax exemption.”  The IRS has for many decades 

recognized each U.S. chapter of the Sorority as automatically constituting a tax-exempt 501(c)(7) 

organization by reason of constituting as part of the tax-exempt “group” previously established by the 

Grand Chapter of the Sorority. 

 

Essentially, each Chapter is permitted to “piggyback” on to the Sorority’s pre-approved tax-exempt 

status, without the requirement of anything more – i.e., without the necessity of having to establish 

independently a basis for tax exempt status to the satisfaction of the IRS; without the necessity of having 

to comply independently with applicable IRS rules for maintaining 501(c)(7) tax-exempt status; and 

without the necessity of having to file independently its own annual Form 990 returns with the IRS 

subject to ongoing IRS audit scrutiny.  As a prerequisite for this automatic tax-exempt status for the 
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Chapters, the IRS insists that each Chapter remain under the supervision or control of the Grand Chapter 

of the Sorority. 

The Grand Chapter is entitled to file consolidated annual Form 990 returns on behalf of all Chapters 

reflecting Sorority-wide revenues and receipts, and Section 5 of Article IX of the Sorority’s Bylaws (2019 

Edition) accordingly requires that each Chapter “shall submit an Annual Financial Report and Federal 

Income Tax Group Return Authorization form by August 31.” 

 
Consequently, each Chapter of the Sorority is free to operate on a tax-exempt basis only by reason of 

inheriting the tax-exempt status of the Sorority.  This inherited tax-exempt status of the Chapters is the 

sole basis upon which membership dues, fees and assessments generated at the Chapter level can be 

received tax-free.   

Other 501(c) Status   

There is no other 501(c)status for chapters to qualify for.  The inherited tax-exempt status of all the 

Chapters is exclusively the very same 501(c)(7) tax-exempt status that applies to the Sorority.  As a result, 

Chapters do not, and cannot, qualify under any other category of tax-exempt organization. 

Although chapters provide many cultural, educational and service activities, neither the Sorority nor any 

one of its Chapters can qualify as a charitable organization recognized under Section 501(c)(3) of the 

Internal Revenue Code.  The chapter MUST NOT directly or inadvertently misleads the public or any local 

governmental authority by representing or inferring that the Chapter is operating as a charitable 

organization for any purpose. 

The unavailability of the 501(c)(3) charitable organization status to the Sorority and its Chapters is the 

reason why the Delta Research and Educational Foundation (“DREF”) was formed.  Recognizing that 

neither the Sorority nor its Chapters could directly pursue 501(c)(3) charitable activities (or receive tax 

deductible charitable donations), DREF was created as a separate and distinct 501(c)(3) vehicle to pursue 

the charitable programs and activities valued by the Sorority. 
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KEY FINANCIAL DATES AND MAILING ADDRESS 
 
January 1 –  March 31 

Dues Payable Period  
(Includes per Capita Fee)  

 
March 1 

Second Quarter Internal Audit Report  
  
March 31  

• Annual Chapter Fees 
• National Corporate Fees 
• Regional Corporate Fees 
• Annual Chapter Liability Insurance 
• Annual Chapter Bonding Insurance 

 
December 1 

 First Quarter Internal Audit Report 
 
December – May 

Delta Days Registration 
Convention/Conference Registration 

 
June 1 

Third Quarter Internal Audit Report 
 

August 1 
Fourth Quarter Internal Audit Report 

 
August 31 

• Annual Financial Report and Federal Income Tax Group Return Authorization 
• Annual Internal Audit Report (IAR-1) 
• External Audit/Review of Financial Statements (if applicable) 
• Acceptance of Fiduciary Responsibility Forms 
• 501(c) (3) Annual Registration Statement (if applicable) 

 
All funds shall be remitted to National Headquarters within 30 days of receipt. All remittances should 
be forwarded to: 
 
Delta Sigma Theta Sorority, Incorporated 
P.O. Box 418194 
Boston, MA 02241-8194 
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DELTA ONLINE TOOLS AND FORMS 
Financial information, forms, publications, and supplies can be found on the National website 

www.deltasigmatheta.org in both the Members Only Area and the Red Zone under Compliance/Actions-

Forms/Financial Mailings and Forms. The following forms are available on the Delta website: 

 

 

 

 

Finance Forms 

President’s Acceptance of Fiduciary Responsibility 

Treasurer’s Acceptance of Fiduciary Responsibility 

Financial Secretary’s Acceptance of Fiduciary Responsibility 

Assistant Treasurer’s Acceptance of Fiduciary Responsibility 

Assistant Financial Secretary’s Acceptance of Fiduciary Responsibility 

Internal Audit Chair’s Acceptance of Fiduciary Responsibility 

Unconsumed Dues/Dues Transfer Form 

Credit Card Authorization Form 

Application for Organization Certificate of Insurance 

Wire Transfer Form 

Annual Financial Report Template 

Regional Meeting/Budget Form 

Regional Meeting/Projects Accounting Form 

 

 

 

 

 

 

 

 

 

 

 

http://www.deltasigmatheta.org/
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/President%20AFR.pdf
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/Treasurer%20AFR%20(Sept%202014).pdf
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/Financial%20Secretary%20AFR%20(Sept%202014).pdf
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/Assistant%20Treasurer%20AFR%20(Sept%202014).pdf
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/Assistant%20Financial%20Secretary%20AFR%20(Sept%202014).pdf
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/ACCEPTANCE%20OF%20RESPONSIBILITY%20FORM%20-%20Chair,%20Internal%20Audit%20Committee.docx
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/Dues%20Transfer%20Form.pdf
https://members.dstonline.org/getmedia/678c0812-e1cc-43c8-8693-7721894fb4bb/CreditCardPaymentForm.pdf
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/Application-Organization-Insurance-Form19.pdf
https://redzone.dstonline.org/ClientDocuments/Financial_Forms/WIRETRANSFERFORM.doc
https://members.dstonline.org/National-Area#fin
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ROLES AND RESPONSIBILITIES 

President 

• Manages and oversees the operation of the chapter 

• Is accountable to the chapter for the expenditure of funds 

• Responsible for the management and collection of revenue 

• Approves the expenditure of funds (ensures that all checks have two signatures) 

• Under NO circumstances should the president pre-sign checks 

• Ensures a voucher system is used for the disbursement of funds 

• Ensures fiscal officers attend financial workshops at least once a year 

• Ensures bonding insurance is secured for the chapter  

• Attends finance training workshops 

• Signs all checks except her own 

• Initials all deposits that contain cash 

• Ensures treasurer and financial secretary provide separate written reports 

• Ensures the Annual Financial Report/Federal Group Authorization Return is completed 

• Ensures that internal/external audits are completed 

• Ensures the outgoing and incoming fiscal officers conduct an effective transition 

• Completes the Acceptance of Fiduciary Responsibility Form 

• Reads and is familiar with the Fiscal Officers Manual and chapter’s financial policies and procedures 

• Reviews all bank statements and fiscal officer reports monthly using the following guide: 

✓ The balances on the bank statements are in alignment with the reports of the treasurer and 
the financial secretary. 

✓ There are no deposits or withdrawals that are not recognized 

✓ All account transfers are to/from the appropriate chapter accounts. 

✓ All checks have the signature of the president 

✓ There are no debit/credit card (withdrawals) transactions. 

✓ Deposits were made within two business days of chapter receipt 

✓ Collection procedures have been initiated for all outstanding checks 

 

Treasurer 

• Keeps the official financial records of the chapter 
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• Provides a written report of the chapter’s income and disbursements monthly to all chapter 
members 

• Keeps actual records of income, disbursement and summary ledgers on a monthly basis (see 
Chapter Recordkeeping) 

• Prepares and submits annual fiscal reports by the established due dates 

• Deposits income received by the financial secretary within two business days 

• Submits Grand Chapter funds within 30 days of receipt 

• Makes disbursements on written authorization as outlined in the chapter’s policies and procedures 
(ensures all checks have two signatures) 

• Signs all checks except her own 

• Ensures a voucher system is used for the disbursement of funds 

• Reconciles all accounts on a monthly basis 

• Ensures books are audited in accordance with current internal audit guidelines (See Audit of Chapters) 

• May serve as Chair, Finance Committee, as prescribed by the chapter’s policies and procedures. 
Otherwise, serves as member of the Finance Committee 

•  If Chair, Finance Committee, presents the annual operating budget for the ensuing fiscal year 
(prepared by the Finance Committee) to the chapter for approval by May of each sorority year 

• Monitors expenditures of the chapter budget 

• Completes the Annual Financial Report/Federal Group Authorization Return 

• Attends finance training workshops 

• Completes the Acceptance of Fiduciary Responsibility Form 

• Reads and is familiar with the Fiscal Officers Manual and chapter’s financial policies and procedures 
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Financial Secretary 

• Records all income received 

• Issues official receipt for income upon receipt of funds 

• Turns all funds over to the treasurer to ensure the two business days deposit requirement is met 

• Serves as a member of the Finance Committee 

• Signs checks only when reimbursement is for another fiscal officer or when specifically requested by 
the president (this should be a rare occurrence) 

• Prepares the roster of financial chapter members 

• Serves as a member of the Minerva Circle 

• Attends finance training workshops 

• Presents a written monthly report to the chapter of all income received 

• Completes the Acceptance of Fiduciary Responsibility Form 

• Reads and is familiar with the Fiscal Officers Manual and chapter’s financial policies and procedures 
 

Assistant Financial Secretary/Assistant Treasurer 

If the chapter is large enough to support these positions, these officers may assist with all duties except 

signing checks, depositing funds, entering information in the Red Zone and managing accounts. 

 
• These positions are elected in accordance with the chapter’s policies and procedures 

 
 

• The assistant financial secretary can assist in the collection of funds and can be assigned to assist 
chapter committees with the collection of funds for events such as Jabberwock, fashion shows, 
Founders Day, etc. 

 
 

• The role of these fiscal officers is to assist and therefore do not supersede the duties of the 
treasurer and financial secretary 

 
• The assistant financial secretary/assistant treasurer shall attend finance training workshops 

 
• Reads and is familiar with the Fiscal Officers Manual and chapter’s financial policies and procedures 
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Small Chapters and Special Dispensation 

Every chapter with three or more members must have the following three elected positions. 
• Chapter President 
• Chapter Treasurer 
• Chapter Secretary 

 
However, a soror may not serve in more than one of the fiscal officer positions at the same time. 

 
If a chapter’s membership is small, and there are not sufficient members to serve as corresponding 

secretary and financial secretary, then one soror may serve in both roles. However, if the corresponding 

secretary is also serving as the financial secretary, she cannot serve in another chapter fiscal officer 

position. 

 
Example: 
A chapter has only three members. Soror A is the elected president, Soror B is the elected treasurer and 

Soror C is the elected secretary. Soror C serves as the financial, secretary, corresponding secretary and 

recording secretary. 

 

A chapter with two members, which has been granted special dispensation, shall elect one soror as 

president and the other soror as treasurer. The Regional Director shall designate a fiscal officer of an 

alumnae chapter to assist in the role of financial secretary. 

 

A chapter with one member, which has been granted special dispensation, shall be deemed the chapter 

president. The Regional Director shall designate two fiscal officers of an alumnae chapter to assist in the 

roles of financial secretary and treasurer for the collection and disbursement of funds.  All funds will be 

deposited in the collegiate chapter’s account by the collegiate chapter president. All disbursements will 

be supported by vouchers approved by the alumnae chapter member designated as treasurer and the 

collegiate chapter president. All checks will be signed by the collegiate chapter president. In either 

situation, the designated alumnae fiscal officers will not have signatory authority on the collegiate 

chapter’s accounts. 

 

If a collegiate chapter is being reactivated and there are no current members, the Regional Director 

shall designate an alumnae chapter to assist with the collection of funds during the reactivation, and/or 

membership intake process. All funds received will be collected and disbursed by the fiscal officers of 

the alumnae chapter. Funds collected by the alumnae chapter must be reconciled and disbursed to the 

collegiate chapter when the following steps are completed: 

 
• reactivation, and/or the membership intake process is completed, 
• election of collegiate chapter officers has occurred, and 
• bank accounts have been established 

 
The reactivated chapter must pay bonding insurance immediately upon reactivation. 
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Finance/Budget Committee 

This committee may be chaired by the treasurer and is composed of about five members including the 

treasurer (if not chair), financial secretary, president, and other members as designated by the chapter’s 

policies and procedures.  If the treasurer does not serve as chair, then the chair must be elected by the 

chapter.  Any member of the current Internal Audit Committee cannot be a member of this committee. 

Its mandate is to: 

• Consider the financial needs and programs, and develop a balanced budget based upon 
the needs of the chapter 

• Prepare the operating budget for the ensuing fiscal year, which is presented by the chair to 
the chapter for approval by May of each sorority year 

• Review and recommend budget modifications quarterly 
 

Internal Audit Committee 

The Internal Audit Committee should consist of an elected chair plus two to six members who perform 

quarterly and annual reviews of the chapter’s financial records. If a chapter’s membership is small, the 

size of the committee may be decreased. 

 

Use of an Assisting Soror 

A chapter operating under special dispensation or a chapter with less than four members is required 

to use an Assisting Soror to complete the internal audits. The Assisting Soror cannot be a member of 

the chapter needing assistance. She may be a current or former financial officer of another chapter 

or a soror with financial / accounting expertise. The use of an Assisting Soror is required even if the 

current chapter president is the immediate past Chair, Internal Audit. 

 

 

 

 

 

 

 

Chapter Advisors are not permitted to conduct internal or external audits for 
chapters they advise. 
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Chair, Internal Audit Committee 

The Chair, Internal Audit Committee is elected by the chapter. Her duties include: 

• Preparing and submitting the Quarterly and Annual IAR-1 reports in accordance with 
current guidelines and procedures. 

• Meeting with the chapter fiscal officers regarding the financial review findings and 
recommendations 

• Reporting audit findings and recommendations to the fiscal officers, executive board and 
chapter on a quarterly basis 

• Documenting recommended improvements to internal control weaknesses 

• Notifying the chapter of any weakness in financial structure and recommending 
improvements 

 
Members, Internal Audit Committee 

All members, other than the chair, are appointed by the chapter president. The committee members 

assist in the preparation of the Quarterly and Annual IAR-1 reports in accordance with current guidelines 

and procedures.  Audit Committee members are most effective when they have some knowledge of the 

chapter’s fiscal operations. Members of the audit committee may not be current fiscal officers 

(president, financial secretary, treasurer or assistants to these positions) or members of the chapter’s 

current Budget/Finance Committee. Immediate-past fiscal officers can be members of the committee 

as long as they are not auditing financial transactions that occurred during their tenure. 

 
Knowledge of the chapter’s fiscal operations helps committee members fulfill their 

responsibilities which include: 

• Assisting in the preparation of the IAR-1 reports (quarterly or annual) 

• Ensuring adherence to budget line items 

• Ensuring adherence to separation of fiduciary responsibilities 

• Recommending for chapter approval an independent auditor for the annual review, as 
applicable 

• Reviewing and proposing internal controls 

• Reviewing the chapter financial records and indicating any material weaknesses in controls 

• Verifying balances for all accounts 

• Verifying expenditures and supporting documentation (receipts, invoices, etc.) for the period 

• Verifying receipts (income) for the period 

• Verifying the existence of and adherence to internal controls 
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Chapter Advisor 

The Advisor should make sure the chapter is maintaining good internal controls by ensuring the chapter: 

• Obtain bonding insurance 

• Prepares and approves a budget for the upcoming chapter year during their April/May chapter 
meeting 

• Only permits authorized disbursements 

• Uses payment vouchers which are supported by receipts, invoices, etc. 

• Utilizes two signatures on all checks unless there is only one member in the chapter 

• Segregates the financial duties (no one person handles a financial transaction from start to 
finish) 

• Has detailed financial policies and procedures 

• Conducts or has someone else perform quarterly internal audits 

• Meets the sorority’s financial due dates and deadlines 

• Sends representatives to financial workshops at national conventions, regional conferences, 
state meetings, and cluster meetings 

• Participates in at least one financial training per year 

• Reconciles bank statements monthly 

• Handles financial transactions in a timely manner 

• Holds a transitional meeting following the election of new officers 

• Does not have or utilize a Debit or Credit Card for any chapter expenses 

• Meets the two business days deposit requirement 

 

Note: If possible, the primary advisor should be listed as a contact person on all bank accounts. 

 

The Advisor Shall Not: 

• Mandate how the chapter funds should be spent 

• Become a signatory on the checking account unless specifically mandated by the school or 
university 

• Sign vouchers 

• Perform any of the fiscal officer’s roles 

• Perform audits for the chapter they advise 

• Receive any compensation from the collegiate chapter 
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Committee Chairs 

 

Though not fiscal officers, committee chairs play an integral role in the management of finances of the 

chapter. Responsibilities include: 

 

• Where applicable, preparing and submitting a budget to Budget/Finance Committee that 
supports and is in alignment with the committee’s planned events and initiatives 

• Assists with managing the committee budget by preparing a budget for committee events and 
monitoring expenditures. 

• Serves as an approver of committee expenditures except when voucher payment will be made 
payable to the chair. In this case, the president will approve the voucher 

• Informs the Finance chair of budget modifications when needed 

• Keep the fiscal officers informed of any payments needed to fulfill contractual obligations related 
to committee events 

• Coordinate with the fiscal officers the management of the collection of revenue. This includes 
collection of monetary donations and ticket sale revenue. 

 

Acceptance of Fiduciary Responsibility Forms 

In order to ensure fiscal officers (president, treasurer, financial secretary, assistant treasurer and 

assistant financial secretary) clearly understand, acknowledge, and accept their fiduciary responsibilities, 

each fiscal officer shall upload the Acceptance of Fiduciary Responsibility Form in the Red Zone by August 

31 of each year and maintain a copy for the chapter records. The Chair of the Internal Audit Committee, 

also, has an Acceptance of Responsibility form to sign. 
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INTERNAL CONTROLS 

Safeguarding Chapter Assets  

The chapter’s fiscal officers have a fiduciary responsibility to safeguard chapter assets to prevent losses, 

limit unauthorized access to assets, promptly disclose discrepancies and provide accurate financial 

information. This includes cash, checking accounts and investments. The misappropriation of funds is due 

primarily to fiscal officers not performing their duties and responsibilities as defined in the Chapter 

Management Handbook and the Financial Policies and Procedures. All chapters should have chapter 

policies and procedures in place that define internal controls for safeguarding chapter assets and documents 

the responsibilities of each fiscal officer. Internal control procedures should include but not be limited to the 

following: 

• Preparing account/bank reconciliation monthly 

• Depositing funds within two business days of receipt by the chapter’s treasurer 

• Preparing and presenting monthly financial statements to the financial chapter members. 
Statements can either be written or disseminated electronically in a manner consistent with the 
Delta Internet Guidelines. 

• Conducting internal quarterly audits and the annual audit/financial review 

• Having adequate bonding of chapter fiscal officers (president, treasurer, financial secretary, 
assistant treasurer, assistant financial secretary) 

• Requiring a minimum of two signatures on checks. (Fidelity bond carrier requests 
countersignatures on all accounts) 

• Transacting all financial business (collecting funds and writing checks) during, before or after chapter 
meetings, executive board meetings or any time or place designated by the president and fiscal 
officers 

• A preferred method of collecting all chapter dues, fees and other funds. The collection of cash is 
strongly discouraged. Certified checks, personal checks and money orders are favored. 

• Issuing checks only when expenditures are authorized 

• Using a voucher system for all transactions 

• Obtaining sales slips, invoices, receipts, etc. to support payment vouchers 

• Prohibiting the issuance of checks payable to CASH 

• Under NO circumstances should checks be pre-signed 

• Under NO circumstances should fiscal officers sign checks made payable to themselves 

• Chapter credit cards/debit cards shall not be obtained or issued to members 

• All chapter correspondence with financial institutions including bank statements, checks, 
invoices or contracts shall be viewed online or mailed to the chapter’s official mailing address, 
not to the home or work address of any chapter member. Bank statements may be obtained 
electronically 
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• All receipts for funds collected shall be written immediately and distributed within 30 business 
days 

• Remove the handling and recording of a transaction from start to finish by one person. 

• This means the handling of income and disbursements must be the responsibility of different fiscal 
officers 

 

Chapter Audits 

Annual Internal Audit Report 

The Constitution and Bylaws requires that: “The books of a chapter shall be audited by a certified 

public accountant or an audit committee within 30 days of the close of the fiscal year. The audit 

report must be submitted using the online system in the Red Zone by August 31st.” 
 

 
 

Gross Income Requirements Performed By: 

Level 1: 
$0 - $50,000 

• Internal Audit Report (IAR-1) • Internal Audit Committee 

Level 2: 
$50,001 - $100,000 

• Review of Financial Statements 
 

• Internal Audit Report (IAR-1) 

• Certified Public Accountant (CPA) 
with an active license 

 
• Internal Audit Committee 

Level 3: 
more than $100,000 

• Audited Financial Statements 

• Internal Audit Report (IAR-1) 

• Certified Public Accountant (CPA) 
with an active license 

 
• Internal Audit Committee 

 
Quarterly Internal Audit 

The Internal Audit Committee is to conduct quarterly reviews of the chapter’s books and records. The 

Internal Audit Committee should present the results of their quarterly audits to the chapter. 

 

Refer to the Internal Audit Manual for additional information. 
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CHAPTER FISCAL POLICY 

Fiscal Management 

Good fiscal management requires adherence to chapter policies and procedures, which help protect the assets 

of the chapter.  These procedures should include the following practices: 

• Adopt operating budgets annually (May of each year) 

• Review budgets quarterly (Finance Committee) 

• Use pre-numbered receipts for all monies received 

• Deposit funds collected and received promptly (within two business days) 

• Require approved vouchers before making any disbursements 

• Check the budget prior to issuing checks (president/treasurer) 

• Execute disbursements on approved and signed vouchers 

• Keep receipt and disbursement journals up-to-date (treasurer/financial secretary) 

• Reconcile bank statement monthly 

• Prepare and present a monthly financial report to the chapter members (treasurer and financial 

secretary) 

• Deposit marketable securities in bank safe deposit box under dual signatures 

• Conduct a transition meeting involving incoming and outgoing fiscal officers 

• Contracts are signed by the chapter president 

• Submit a written financial report to treasurer for reconciliation following income producing 

activities (committee chairs) 

• Secure bonding insurance for the chapter 

• Require two signatures on all checks.  Chapters with only one member follow the procedures 

outlined in the Roles and Responsibilities section. 

• Chapters may not secure credit or debit cards 

• Chapters are prohibited from selling Delta merchandise online via chapter websites 
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Chapter Fiscal Policies and Procedures 

Chapters may set local fiscal policy but they must not be in conflict with the National Constitution and 

Bylaws, Chapter Management Handbook, Fiscal Officers Manual, Internal Audit Manual, and other 

governing documents of the sorority. 

 

All fiscal officers are strongly encouraged to attend finance workshops that are held at Regional 

Conferences, National Convention, Cluster Meetings, State Meetings, etc.  

 

A chapter’s policies and procedures should address such items which include, but are not limited to: 

• Budgeting 

• Fundraising 

• Dues 

• Conference/Convention Travel Policy 

• Per Diem Calculation 

• Courtesies 

• Returned Check Policy 

• Scholarship 

• Reimbursement/Cash Receipt Policy 
 
A chapter: 

• May not charge fees when sorors are absent or late 

• May not charge local assessments and refuse dues because of nonpayment of these assessments 

• May not make a financial member inactive without the written approval of the Regional Director 

• Shall follow recommended fiscal management procedures 
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TRANSITION OF CHAPTER OFFICERS 

Chapter Corporate Accountability Form 

After new officers, committee chairpersons and committee members are elected or appointed, there must 

be a transition meeting between the outgoing and incoming sorors. The Scholarship and Standards 

Committee requires that each elected or appointed officer and committee chairperson complete the 

Corporate Accountability Form Checklist at the end of her term to assure communication with the outgoing 

members and continuity of programs is maintained. The outgoing fiscal officers should complete the 

Finance Department section of the form by indicating the date(s) the information was submitted to 

National Headquarters. The complete checklist should be given to the incoming fiscal officers during a 

scheduled transition meeting at the end of the sorority year. This form should be kept in the chapter file 

with copies of forms, reports, etc. submitted. The checklist items which pertain to the fiscal officers of the 

chapter are highlighted on the Corporate Accountability Form indicated below: 

 

 

Finance Department 

1. Submitted all National dues collected during the fiscal year 

2. Submitted all Corporate Fees (Due by March 31) 

3. Filed Annual Financial Report and Federal Income Tax Group Return with National 
Headquarters by the following dates: 

Alumnae Chapters August 31st of each year 
Collegiate Chapters August 31st of each year 

4. Conducted quarterly audits and submitted Annual Internal Audit Report (IAR-1) to 
National Headquarters by August 31st 

5. If applicable, submitted external review or audited financial statements to National 
Headquarters by August 31st 

6. Obtained Comprehensive Liability Insurance through Grand Chapter (Due by March 
31) 

7. Obtained General Bonding Insurance through Grand Chapter 

(Due by March 31) 

8. Uploaded the president’s, treasurer’s, financial secretary’s, assistant treasurer’s and 
assistant financial secretary’s acceptance of Fiduciary Responsibility Forms in the Red 
Zone by August 31st 
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Fiscal Officers Transition 

 

While the fiscal officers should participate in the general chapter transition meeting, a separate meeting 

or transition period is required for all fiscal officers. It is extremely important to the financial health of the 

chapter that the fiscal officers have an effective and comprehensive transition. The president, who is 

ultimately responsible for ensuring that a transition occurs, should actively participate in the fiscal 

officers’ transition. During the fiscal officers’ transition, the incoming and outgoing fiscal officers should: 

 
• Address and resolve any outstanding or pending fiscal issues or requests 

 
• Discuss any current fiscal processes that should be continued or changed 

 
• Review important dates and commitments 

 
• Conduct a detailed review of the chapter’s financial records including but not limited to dues 

records and transmittals, bank reconciliations, vouchers and deposit receipts, investment accounts, 
chapter obligations, current and historical budgets 

 

 

• Transfer equipment, software, or other devices purchased or rented by the chapter 
 

• Transfer account passwords, user ID’s, computer login information, for electronic bank statements and 
accounts 

 
• Provide the incoming fiscal officers with a copy of the most recent Annual Financial Report 

and Federal Income Tax Group Authorization Return and Annual IAR-1 
 

• After the election of new fiscal officers (president, treasurer, and financial secretary) or if a 
vacancy occurs during the sorority year, new bank signature cards must be completed and 
provided to the chapter’s banking institution(s) within 10 business days of officer installation or 
appointment 

 
• Introduce the incoming fiscal officers to bank personnel 
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CHAPTER RECORDKEEPING AND SAMPLE 
FORMS/REPORTS 

Fiscal operations and chapter accounting measures the activities of the chapter in financial terms and 

ensures accurate accountability to the chapter. 

 

The chapter accounting process includes: 

• collecting and disbursing: receiving funds and writing checks. 

• recording: putting the information into the books. 

• classifying: grouping all the same income and disbursements. 

• summarizing: totaling the amounts, i.e. Total dues = $10,000. 

• analyzing: looking at what happened and how the chapter was affected. 

• reporting: provide the chapter with financial statements and reports which tell the results of the 

previous functions. 

 

Good internal controls require accurate and timely documentation. 

At a minimum, each chapter’s fiscal officers must maintain the following forms of documentation: 

  

Bank Reconciliations Treasurer Reports 

Bank Statements Financial Secretary Reports 

Budgets Receipt Books/Electronic Receipts 

Check Registers Receipt Log 

Deposit Slips Vouchers and Supporting Documentation 

 

Accurate records of income, deposits and disbursements must be maintained and kept up to date by the fiscal 

officers of the chapter. It is recommended that financial records and documentation be maintained with 

accounting software such as QuickBooks, Quicken, Peachtree or applications such as Excel or Access. 
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Receipts 

All funds collected by a chapter should be documented with a receipt. Receipts should be pre-

numbered and issued by the financial secretary or assistant financial secretary. Funds should be 

collected at meetings scheduled by the chapter (Insurance Requirement). Funds are to be 

turned over to the treasurer to ensure the two business days deposit requirement is met. All 

receipts should contain the date funds were received, name of person providing the funds, 

amount, type of payment, purpose, program, category or line item. 

 

Where the chapter utilizes PayPal or a merchant accounts to accept payments via credit card, 

electronic receipts provided by the payment systems are acceptable. The systems should be set 

up to deliver the receipts to the payor and the chapter financial secretary electronically. The 

receipts should include the name, the contact information, a description and the amount of the 

transaction. 

 

SAMPLE RECEIPT 

 

Any Chapter 

Delta Sigma Theta Sorority, Inc. 

1001 

DATE: 4/15/20XX   

 

RECEIVED FROM:  Sharon Bell       400.00 

  

  FOR  2020/2021 National Dues 200.00 

    2020/2021 Local Dues  150.00 

   Fundraiser Ticket    50.00 

    

 

TYPE OF PAYMENT 

CASH    By: Financial Secretary 

CHECK 

MONEY ORDER 

CREDIT CARD 
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Financial Secretary’s Receipt Log 

A receipt log is a chronological listing of all income received. The data on the log should include the date 

received, received from, amount, category, type of payment (check/cash) and total for the month/period. 

 

ANY CHAPTER 

SAMPLE FINANCIAL SECRETARY'S RECEIPT LOG 

FOR THE PERIOD: 

April 1, 2020 - April 30, 2020 

      

DATE RECEIVED FROM CHECK # DESCRIPTION AMOUNT TOTAL 

4/5/2020 Sharon Bell 1234 Nat'l Dues 2020/2021 $200.00   

   Local Dues 2020/2021 $150.00   

   Fundraising Ticket $50.00  $400.00  

4/15/2020 Mary Smith 202 Jabberwock Ticket $100.00  $100.00  

4/21/2020 Sue Green 101 Raffle Ticket $75.00  $75.00  

    Grand Total $575.00  
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Disbursements 

All disbursements must be supported by an approved voucher with original receipts. Receipts should not 

include personal expenses. Vouchers are approved by a committee chair and the president. The requester 

must complete the voucher with the date, name and address of payee as well as reason for the request. 

The chapter budget should be checked prior to issuing the check. The treasurer documents the check 

number, date the check is issued and the amount on the voucher and check register. Two signatures are 

required on all checks (president and treasurer). Checks should not be payable to cash and blank checks 

should never be signed. Generally, receipts should be submitted with approved voucher within 30 days 

of event. 

 

Chapters may also use electronic payment systems and banking bill pay for the payment of bills/invoices. 

Invoices paid through electronic payment systems MUST be initiated through the voucher process. Once 

the electronic payment is submitted the associated receipt/submission transmittal MUST be attached to 

the original voucher. 
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Check Register 

The check register is used to record checks, deposits and other transactions of the chapter used in 

documenting and maintaining the chapter’s book balance. At a minimum, it includes the beginning balance, 

date of transaction, check number, amount, payee, type of transaction and other information categorized as 

needed. Any bank charges or credits from the bank statement are recorded in the check register. 

 

SAMPLE CHECK REGISTER 
 

XYZ CHAPTER 
APRIL 1, 20XX - APRIL 30, 20XX 

 
 

Date Check# Recipient Amount Balance Purpose Category 
Balance Brought Forward $ 40,300.90 

National/Local 

  4/10/0X  Deposit  $ 3,300.00  $    43,600.90  Dues 20XX   Dues________ 

Admin Bank 

  4/10/0X  Statement  Bank One  $  59.95  $     43,540.95  Check Printing  Charges _____ 

 

  4/20/0X  5468  Web Site, Inc.  $  79.02  $    43,461.93  Website  Admin Web Page 

Delta Sigma 

  4/20/0X  5469  Theta  $   2,650.00  $     40,811.93  National Dues   National Dues  

Point of Origin 

  4/20/0X  5470  Design, Inc.  $  562.59  $     40,249.34  Chapter  Membership  

 

  4/20/0X  5471  Leo's Ribs  $  500.00  $   39,749.34  Picnic Deposit    Hospitality  

Admin: Printing & 

  4/20/0X  5472  Kinko's  $  19.98  $    39,729.36  Copies  Copying ___ 

 

  4/30/0X  Deposit  $  925.00  $     40,654.36  Picnic Income  Hospitality _ 
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Bank Statement 

The bank statement is to be downloaded, emailed to the chapter, or sent to the chapter mailing 

address monthly. It reflects transactions recorded by the bank usually for a 30-day period. The bank 

statement reflects any deposits received, checks cleared, and other charges or additions to the 

bank balance. The bank statement should be reviewed monthly by the chapter president. 

 

 
 

 

  

SAMPLE BANK 
STATEMENT 

XYZ 
Chapter 

AMERICAN NATIONAL BANK 

Statement ending April 30, 

20XX 

 
BEGINNING BALANCE + TOTAL DEPOSITS (CREDITS) - TOTAL CHECKS (DEBITS) = ENDING BALANCE 

 
4/01/20XX  Beginning Balance  $40,943.65 

  ……. DEPOSITS AND OTHER CREDITS …….   

Date   Amount  

4/11/20XX  Deposit $3,300.00  

  ……. CHECKS AND OTHER DEBITS …….   

Date Check #  Amount  

4/22/20XX 5468  $79.02  

4/22/20XX 5469  $2,650.00  

4/22/20XX 5470  $562.59  

4/22/20XX 5471  $500.00  

 
4/10/20XX 

Check 
Printing 

  
$59.95 

 

4/30/20XX  Ending Balance  $40,392.09 
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Bank Reconciliation 

The bank reconciliation is prepared monthly by the chapter treasurer. It explains the difference between the 

balance on the bank statement versus the balance in the chapter’s check register as of a specific date. The 

bank reconciliation identifies any differences or irregularities, such as: 

• Deposits in Transit – deposits made that are not reflected on the bank statement 

• Outstanding checks – checks that are recorded in the check register that have not been presented to 

the bank, thus, not deducted from the bank balance 

• Service charges and interest income – deductions and additions shown on the bank statement 

• NSF (nonsufficient funds) – a check that has been returned due to insufficient funds in the drawer’s 

account 

 

SAMPLE BANK RECONCILIATION 

 

Ending Balance per Bank Statement (4/30/XX)  $       40,392.09 
Deposit in Transit  $ 925.00 
Outstanding Checks 

 5428 City of XYZ $ 10.00  

 5438 Staples $ 82.75  

 5460 Faith Fellowship $          150.00  

 5465 Jackson Elementary $          400.00  

 5472 Kinko’s $ 19.98  

Total Outstanding Checks         ($ 662.73) 
Balance   $     40,654.36 
Balance per Check Register (4/30/XX)  $     40,654.36 

 

 

 

  

 

Where possible, perform the bank reconciliation prior to preparing the 
Treasurer Report. 
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Reporting 

The treasurer and financial secretary are required to provide monthly reports to the chapter.  These should 

be presented in writing or disseminated electronically prior to the meeting, in a manner consistent with the 

Delta Internet Guidelines. The treasurer’s reports should summarize the chapter’s income and 

disbursement activities for the reporting period and compare actual income and expenses to the budget. 

The financial secretary’s report should summarize all income received for the period excluding bank interest. 

Transfers of funds between accounts do not constitute income or expense; however, the effect of the 

transfer would be reflected in the account balances. 

 

 
 

SAMPLE FINANCIAL SECRETARY’S REPORT 
 
 

ANY CHAPTER FINANCIAL SECRETARY'S REPORT 
FOR THE PERIOD: 

April 1, 20xx - April 30, 20xx 

 
CURRENT MONTH 

GENERAL FUND  RECEIPTS  YEAR TO DATE 
 
 

Membership Dues - Current Fiscal Year  $  17,500.00 

Hospitality $  925.00 $  1,200.00 

Delta Christmas Party  $  1,900.00 

Delta Days at State Capitol  $  1,700.00 

Other  $  3,100.00 

Membership Services  $  2,000.00 

Interest Income  $  500.00 

ENCUMBERED - Next Fiscal Year Dues  $  3,300.00  $  19,500.00 

TOTAL RECEIPTS  $    4,225.00  $     47,400.00 
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Sample Treasurer Report 
ANY CHAPTER TREASURER'S REPORT 

FOR THE PERIOD: 

April 1, 20xx - April 30, 20xx 
        

 

BEGINNING 
BALANCE  

CURRENT 
MONTH 
ACTUAL  

YEAR TO 
DATE 

ACTUAL  

TOTAL FUNDS 
TO BE 

ALLOCATED 

Prior Period Carryover $500.00     $0.00   $500.00  

Membership Dues - Local (Current Year) $7,875.00     $150.00   $8,025.00  

Membership Dues - National (Current Year) $0.00     $200.00   $200.00  

Membership Dues - Local (Next Year) $0.00   $1,650.00   $9,000.00   $9,000.00  

Membership Dues - (National Next Year) $0.00   $1,650.00   $10,500.00   $10,500.00  

Hospitality Picnic Receipts $0.00   $925.00   $2,225.00   $2,225.00  

Membership - Reclamation $0.00     $2,500.00   $2,500.00  

Delta Christmas Party $0.00     $1,500.00   $1,500.00  

Interest Income $0.00     $200.00   $200.00  

Delta Days at State Capital (DDSC) $0.00      $1,500.00   $1,500.00  

TOTAL RECEIPTS $7,875.00   $4,225.00   $27,775.00   $36,150.00  

 BUDGET  

CURRENT 
MONTH 
ACTUAL  

YEAR TO 
DATE 

ACTUAL  

BUDGET 
REMAINING 

CASH DISBURSEMENTS:        
Administrative Expenses        
     Regional/National Fees $100.00     $100.00   $0.00  

     General Liability $150.00     $150.00   $0.00  

     Bonding Insurance $60.00     $60.00   $0.00  

     Printing $1,200.00   $59.95   $710.25   $489.75  

     Web development $1,000.00   $79.02   $935.82   $64.18  

     National Membership Dues (Current Year) $200.00   $0.00   $200.00   $0.00  

     National Membership Dues (Next Year) $10,500.00   $2,650.00   $9,500.00   $1,000.00  

Membership Services        
     Membership Point of Origin Design, Inc. $2,500.00   $562.59   $1,775.59   $724.41  

     Hospitality Leo's Ribs $2,225.00   $500.00   $1,100.00   $1,125.00  

     Girl's, Inc. - Delta Christmas Party $1,500.00     $1,500.00   $0.00  

Educational Development $1,200.00     $935.00   $265.00  

     Delta Academy $1,000.00     $700.00   $300.00  

     Delta GEMS $1,000.00     $800.00   $200.00  

Political Awareness and Involvement $1,200.00     $935.00   $265.00  

     Social Action $900.00     $200.00   $700.00  

     Delta Days at State Capital $1,500.00     $1,500.00   $0.00  

Contingency Fund $915.00      $0.00   $915.00  

TOTAL DISBURSEMENTS $27,150.00   $3,851.56   $21,101.66   $6,048.34  
        

Local Membership Dues (Next Year) $9,000.00        

 $36,150.00        
        
Beginning Balance   $13,674.90      
Plus: Current Month Income   $4,225.00      
Less: Current Month Expenses   $3,851.56      

Ending Balance   $14,048.34      
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Chapter Budgets 

A chapter budget is a financial plan that expresses how to allocate funds received from local dues, 

fundraising, investment income, and other resources to chapter programs, projects and administrative 

expenses. 

 

Planning is linked to budgeting and financing. Planning that does not include full account of costs, and of 

the realities of obtaining the required funds is a fruitless exercise. Planning and budgeting are 

interdependent. The best budgeting is concerned with what should be done in the future and is not 

shackled by what has been done in the past. 

 

Budgets should be based on programs and activities that support Delta’s Five Point Programmatic Thrust. A 

budget for each program or activity should be developed, preferably by the respective committee, and 

submitted to the Finance/Budget Committee. The Finance/Budget Committee should review each budget, 

modify it based on fiscal knowledge and limitations and compile all program and activity budgets into one 

consolidated chapter budget. 

 

In addition to the programs and activities, the Finance/Budget Committee should ensure the budget 

contains the following: 
 

• Chapter bonding and liability insurance 

• All required Regional and National fees 

• National Convention/Regional Conference expenses for voting and alternate delegates 

• Annual audit/review expenses 

• Other fixed administrative expenses of the chapter 

• Any other budgetary provisions outlined in the chapter’s policies and procedures 
 

All chapters must have an approved budget prior to the beginning of each fiscal year (July 1). Therefore, the 

Finance/Budget Committee must present the budget for chapter review and approval by May of each year 

for the ensuing fiscal year. The treasurer should include budget to actual revenue/expenses in her monthly 

financial report to the chapter. 
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Minimum Budget Process Suggestions: 
 

• Establishing goals and objectives in alignment with the chapter 
calendar 

 
• Preparing the annual forecast 

 
• Preparing the approved budget to be used as an operating plan 

 
• Comparing actual results with the budget forecast at regular 

intervals 
 

• Analyzing the variances of actual from budgeted performance 
 

• Deciding on what, if any, corrective action needs to be taken to 
eliminate the cause of the variance (including revising the budget) 
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SAMPLE BUDGET 

 
 
 

ABC ALUMNAE CHAPTER 
20XX-20XX ANNUAL BUDGET 

 

 
Revenue  Dues $ 16,500 

Seed Grant $ 500 

Interest Income $ 300 

Annual Dance $ 3,000 

Raffle  $  2,500 

TOTAL REVENUE  $   22,800 
 

Expenses 

Administrative Printing $ 500 

Meetings $ 750 

Postage $ 225 

Supplies $ 600 

Amenities $ 700 
Publicity/Ads $ 500 

Annual Corporate Fees $ 100 

Annual Liability Insurance $ 55 

Bonding Insurance $ 210 

Delegate/Alternate Delegate Expenses $ 2,100 
Reclamation Tea $  300 

Total Administrative  $   6,040 
 

Fundraising 
Expenses Annual Dance $ 1,200 

Raffles  $  1,500 

Total Fundraising Expenses  $  2,700 
 

Program Expenses Delta GEMs $ 5,000 

Financial Fortitude $ 800 

Scholarships $ 5,000 
International Outreach $ 1,000 

Project Homeless $ 1,500 

Arts & letters Project  $  760 

Total Fundraising Expenses  $   14,060 

 
 TOTAL EXPENSES  $     22,800  
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FUNDRAISING 

Overview 

Just as human resources are the heart of nonprofit organizations, financial resources are the lifeblood. 
Their finances determine how much they can do, and how well they can do it. 

 
Service organizations rarely have enough money to meet all of the needs they are trying to address.  
Inflation and the rising costs of goods and services make it necessary to raise more funds each year. 

 
Better organized and executed fundraisers will reap greater benefits. There are untapped resources 
available to assist chapters in this regard. Many books have been written on effective fundraising. 

 
The purpose of the fundraising event is to raise funds so that the chapter can carry out its public service 
projects.  Before embarking on a fund-raising program, the following items must be considered: 

 

• The Goal 

• The Plan 

• The Budget 

• Resources and Volunteers 

The Goal 

The chapter should be alert to changing needs and opportunities in the community it serves.   The 

chapter should define its priorities and concentrate on the needs and services that are central to 

their purposes and the sorority’s mission.   The goals should be set annually as part of the chapter’s 

budgeting process.  Essentially, the fundraising goal is the difference between the funds necessary to 

carry out the chapter’s programs and the membership dues.   There is no policy mandating all funds 

raised from fundraising be used for scholarships.  However, if the event is advertised as a means to fund 

scholarships, then the net proceeds must be used for scholarships. Below are some examples of 

fundraising events: 
 

• Dances 
• Banquets 
• Golf Tournaments 
• Raffles 
• Bake Sales 
• Candy Sales 
• Working in Amusement Parks 
• Concessions at Ball Games 
• Walk-A-Thon 
• Car Wash 
• 10K Runs 
• Fashion Shows 
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• Silent Auctions 
• Step Shows 

 
The number and type of fundraising events should correlate with the amount of funds needed and the 

strengths of the chapter.  Chapters that excel in selling tickets may want to focus on banquets and 

dances, while chapters that find selling tickets more of a challenge should consider working at 

amusement parks. Consider the network of the members in the chapter and then clearly identify the 

target population (i.e. individuals, corporations, churches, schools, etc.). 

 

Net proceeds from fundraisers advertised to support a specific project or program must be used for 

that purpose. A small percentage of the net proceeds (5% - 15%) may be used for seed money for future 

fundraisers. 

 

Chapters may not use funds raised from the public to give scholarships to the child of a soror in the 

chapter. Scholarships to a chapter member’s child should come from internally generated funds. Children 

of chapter members are permitted to participate in cotillions and Jabberwock and to benefit from the 

funds raised as a result of their efforts. 

The Plan to Accomplish the Goals Set 

Planning is intrinsic to the success of an event.  Planning for a fundraising event should be proactive. 

Proper planning is done in detail. Chairpersons should be the strongest leaders in the chapter, individuals 

with the ability to influence others and carry out the project successfully. They also should be the people 

most deeply concerned with the programs of the Sorority. 

 
There must be an organized structure: 

• All committee members and chapter members must know their responsibilities 

• Chairs are in place to make sure ALL members are carrying out their responsibility 

• Timetables are set for each phase of fundraising, with target dates for completion so that they 

do not drag on endlessly 

• Progress is monitored so that adjustments and corrections can be made 
 
 

Collection of Money 
Money collected for the purpose of chapter fundraising should be collected by the financial secretary or 

assistant financial secretary and handled according to Delta Sigma Theta Sorority’s financial policies and 

procedures. Sorors who collect money from friends and family members for chapter events are responsible 

for those funds until they are received by the chapter’s financial secretary or assistant financial secretary. In 

the event that the funds are lost or stolen, the chapter has no obligation to honor those tickets or 

acknowledge receipt of any funds not delivered to appropriate chapter fiscal officers. 
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In the event that a patron would like to write a check to the chapter for the event or fundraiser, the check 

should be made payable to the local chapter and mailed to the chapter P.O. Box. 

 

Raffles & Event Tickets 

Chapters should contact state officials to ensure that raffles are legal in their state if a chapter is conducting 

a raffle as part of a chapter fundraising event. Chapter 

members can collect small amounts of money from participants assuming the financial secretary is present 

at the event to receive the funds and it will be turned over to the financial secretary within 30 minutes of 

collection. 

 

If a raffle is to occur separate from a fundraising event, then sorors can sell raffle tickets to friends and 

family members. These funds and tickets are then turned over to the financial secretary or assistant 

financial secretary. The chapter will furnish one receipt to the soror for the funds.  The tickets will not be 

included in the raffle and the chapter is not responsible for those funds until the funds are received by the 

financial secretary or assistant financial secretary. 

 
There may be local or state laws governing the sale of raffle tickets and other types of soliciting. Make sure 

that local and state laws do not prohibit the fundraising 

activity and that the chapter complies with state and local rules. 

 

Sorors should take great care when collecting money from friends and family members for fundraisers. The 

soror is taking responsibility for the funds until the monies are received by the financial secretary or are 

mailed to and received in the chapter P.O. Box. In addition, tickets are not to be distributed until the 

financial secretary or the assistant financial secretary has received the money for the ticket(s). Please note, 

that it is a form of larceny for tickets received to be utilized without paying for the tickets. Larceny and/or 

theft can be deemed a Code of Conduct violation with ramifications up to and including expulsion from the 

sorority. 

 
Crowdfunding 

It is permissible to use crowd funding accounts to publicize and collect money for chapter events. However, 

the funds must be deposited into a chapter account. 

Crowd funding pages with Delta symbols and graphics cannot be used for the benefit of individual sorors. 

Individuals cannot use a crowd funding account to raise funds for membership intake fees. Sorors cannot 

use crowd funding accounts to raise money for registration fees to attend clusters, conferences or 

conventions. 

Parents of participants can use crowdfunding accounts to raise funds from family members and friends in 

support of their child’s participation in cotillions and beautillions, but they must be reviewed by the chapter 

president prior to launch. 
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Request for W9 

If a donor requests a W9, simply download the form from the IRS website (IRS.gov) and complete it with the 

chapter’s name, address and tax identification number (TIN). 

Fundraising Budget 

Each fundraising event should have its own budget detailing the amount of expected revenues and the 
associated costs. Below is an example: 
 

 
FUNDRAISING RAISING EVENT JUNE 30, 20XX 

DST CONVENTION CENTER 
WASHINGTON, D.C. 

 
REVENUE 

Ticket Sales (500 @ $30.00)    $15,000 

Sponsorship    $5,000 

Ad Sales    $10,000 

TOTAL REVENUE $30,000 

 

EXPENSES 
Food (500 @ $20.00) $10,000 

Postage $500 

Decorations $500 

Courtesies $200 

Printing - Ad Book $4,000 
Awards $300 

Invitations $250 

Entertainment $1,000 

 

TOTAL EXPENSES $16,750 

 
NET REVENUE OVER (UNDER) EXPENSES $13,250 

 

NET PROFIT RATIO 44% 

 

PROCEEDS WILL BE USED AS FOLLOWS: 
Scholarships $8,000 

Community Service Projects $3,500 

Startup Money for Next Year $1,750 

 $13,250 

Resources and Volunteers 

Committees in nonprofit organizations are productive and indeed indispensable in the handling of 

fundraising events.  Committees should not be too large whereby they are dysfunctional. Large committees 

are necessary for larger scale projects, but should be broken up into sub-committees to increase their 

efficiency. 

The chairperson must have the skills to conduct discussions so that each meeting advances the committee 

toward achievement of its goal.   They must know enough about the issue to handle discussions 

intelligently.  The chairperson must have the respect and trust of the members.  They must be open to all 
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views and must have them considered fairly and fully by the committee.  The chair must be able to listen, 

must not dominate meetings, and must refrain from responding personally to every comment. 

Members of any committee should feel rewarded for what they have achieved, shared, and learned.   

Committee members should be selected based on their skills and abilities.   They should not be named to 

the committee because they happen to be friends with the president.  All members of the chapter should 

plan to invest their time and resources in the chapter’s fundraising events. 

Only the president can sign contracts that obligate the chapter.  Contracts should be negotiated by the 

committee chair, but then reviewed and signed by the president. Payment terms should be communicated 

to the treasurer in a timely manner. 

Delta Academy, Delta Gems and EMBODI 

Delta Academy, Delta Gems and EMBODI are youth initiatives.   The participants should not be involved in 

fundraising activities to support these or other chapter programs. 

Step Show Fundraising Event 

Delta Sigma Theta Sorority, Incorporated recognizes that artistic and musical entertainment including, but is 

not limited to, step/stomp shows, stroll-offs, strolls/struts, exhibition shows and/or other affiliated 

demonstrations (hereafter known as “show”), are creative and unique forms of expression, especially at the 

collegiate level. 

 
Participating in a Show 

The parameters around the chapter’s participation in a show should be detailed in the chapter’s policies 

and procedures.  At a minimum, the chapter must approve the participation in each show competition. 

The team represents the chapter and is a committee within the chapter.   For each event, the committee 

should submit a budget that includes revenue and all allowable expenses that will be paid by the chapter. 

Clothing is not allowed to be expensed to the chapter unless it is rented. Some examples of allowable 

expenses include: 

• Registration Fee 
• Props 
• Music (Tapes) 
• Smoke Machine 
• Rented clothing used as costumes for step team participants 
• Travel Cost (If allowed) 

 
All prize monies (winnings) should be deposited in the chapter’s operating account.  It is not to be split 

among show participants.  The proceeds may be used to support the chapter’s programs and to defray the 

chapter’s administrative expenses. 
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When a collegiate chapter participates in a competition, the collegiate advisor is required to accompany the 

team to the competition.  The collegiate chapter shall provide the following when an advisor has to travel 

to a show: 

• Overnight travel: economy lodging and travel expenses 

• Weekend Travel: economy lodging, travel expenses and meals not to exceed $42/day 
 

Hosting a Show 

As is the case with all fundraising, a budget must be prepared for the event.  Begin by listing the anticipated 

expenses.  Some typical expenses are listed below: 

• Facility or equipment rental and related expenses 
• Liability Insurance 
• Printing of flyers 
• Postage 
• Trophies 
• Prize money 
• DJ and/or MC 

 
Once the expenses are detailed, set the registration fee and determine how many participants will be 
needed for the event to be profitable.  If you have indicated that the net proceeds will be used for 
scholarships and public services, the net proceeds must be utilized in that manner.  Approximately 5-15% 
may be retained as start- up money to host the next year’s fundraising event. 

  
 

Remember, preparing a successful fundraising 
program requires consideration of the 
following: 

 
• The Goal 

• The Plan 

• The Budget 

• Resources and Volunteers 
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MERCHANT AND PAYPAL ACCOUNTS 

Merchant Accounts 

A merchant account is an account that enables merchants to process online credit and debit payments. The 

payment gateway (or whatever entity set up the account for you) deposits the funds from your credit card 

sales into the merchant account. According to a designated schedule as determined by your payment 

gateway, the funds are automatically transferred from your merchant account into your business bank 

account. 

 

Chapters   may obtain merchant accounts or secure online payment systems such as PayPal to accept credit 

and debit card charges for payments that include, but are not limited to, fundraisers, dues and other 

collections. Chapters may also use online event services such as Eventbrite and Constant Contact to accept 

charges for fundraisers and events. When setting up a merchant account: 

 

• The use of merchant accounts must be approved by chapter vote and detailed guidelines for the use 

and management of merchant accounts must be included in the chapter Policies and Procedures 

• The Merchant Account must be in the name and Tax Identification Number (TIN) of the chapter 

• The application to obtain a merchant account must be in the name of the chapter and be signed by 

the chapter president 

• The chapter does not have to assume the fees associated with the account.  Associated fees can be 

passed on to the consumer/soror.  

• All statements and correspondence regarding the merchant account(s) must be mailed to the 

chapter’s official mailing address 

• All funds received through merchant accounts must be credited to the applicable chapter account.  

Chapters must establish and maintain written policies and procedures for the acceptance of 

credit/debit cards including the secure retention, storage, and destruction of credit card information 

• Payment Card Industry (PCI) security standards are minimum requirements for protecting your 

customers' payment card information. Adopted by Visa, MasterCard, American Express, Discover 

Card, and JCB, PCI compliance is required for all merchants that store, transmit, or process payment 

card information. 

• Chapters are required to conduct quarterly/annual audits and must include the merchant account in 

the chapters auditing program 
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• The electronic receipts provided by the online payment systems are acceptable. The systems should 

be set up to deliver the receipts to the payor and the chapter financial secretary electronically. The 

receipts should include the name, the contact information, a description and the amount of the 

transaction 

• The financial secretary’s report should detail the amount of receipts received via the online payment 

system for each line item in her report, as applicable. The electronic receipts still need to be documented 

in the financial secretary’s log indicating that they were received via the online payment system 

 

A procedure for transferring ownership of the merchant accounts due to changes in chapter leadership 

(transition of officers) should be created and added to the chapter’s policies and procedures. Passwords 

associated with the merchant account must be transferred and immediately changed during the transition. 

PayPal Business Accounts 

A PayPal Business account allows a business to receive funds through credit and debit cards. The funds can 

be sent or withdrawn from the PayPal Business account to any account. The PayPal Business account can be 

linked to a regular checking or savings account, so funds can be electronically transferred at no charge 

within a few business days. The funds can be withdrawn by check, which PayPal will process for a small fee. 

The use of PayPal is not a mandate and is optional for all chapters. Chapters should thoroughly evaluate the 

advantages and disadvantages of using PayPal and ensure adequate controls are in place to alleviate 

misappropriations, embezzlement and theft. In order to have adequate internal controls and to ensure 

withdrawals are only made from the PayPal account to the chapter’s account, these guidelines should be 

followed in implementing and managing a chapter PayPal Business account: 

• The use of PayPal must be approved by chapter vote and detailed guidelines for the use and 

management of the PayPal Business account must be included in the chapter’s policies and procedures. 

• The PayPal Account must be in the name and Tax Identification Number (TIN) of the chapter. 

• The chapter president should be listed as the owner of the PayPal Business Account. Application to 

obtain a merchant account must be in the name of the chapter and be signed by the chapter president. 

• The chapter does not have to assume the fees associated with the account.  Associated fees can be 

passed on to the consumer/soror.  

• All correspondence regarding the PayPal account must be mailed to the chapter’s official mailing 

address. 

• All funds received through the PayPal account must be credited to the applicable chapter account. 

• Chapters must establish and maintain written policies and procedures for the acceptance of credit/debit 

cards including the secure retention, storage, and destruction of credit card information. 

• Chapters are required to conduct quarterly/annual audits and must include the PayPal account in the 

chapter’s auditing program. 
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• The electronic receipts provided by the online payment systems are acceptable. The systems should be 

set up to deliver the receipts to the payor and the chapter financial secretary electronically. The receipts 

should include the name, the contact information, a description and the amount of the transaction. 

• The financial secretary’s report should include the receipts received via the online payment system in her 

report. The electronic receipts still need to be documented in the financial secretary’s log indicating that 

they were received via the online payment system. 

Changing the PayPal Business Account Owner 

When there is a change in leadership, it will be necessary to transfer ownership of the PayPal Business 

account. Passwords associated with the PayPal Business account must be transferred and immediately 

changed during the transition. 

 

In order to change the name of the PayPal business account owner, it will be necessary to first update the 

account contact name to the new owner’s name. This step alone will not update the owner information, 

but is the first step in the process. After the contact name has been updated, you will be required to supply 

PayPal with documentation verifying the new owner’s identity and that she is authorized to be the account 

owner. Please note that the contact name must be the new owner's name, not the name of the 

business/chapter. 

 

The process is as follows: 

1. Go to www.paypal.com and log in to your account. 

2. Click the Settings icon next to 'Log out' and select Account Settings. 

3. Click Account owner information under 'Business Profile.' 

4. Click Change beside 'Name.' 

5. Select 'Your contact name has changed' and click Continue. 

6. The website will list the required documents in order to complete your request. The following 

documents are required for a business contact name change: 

• Photo ID: You can use your driver's license, passport, or any other government issued photo ID. 

• Document on business letterhead: Include the primary email address, current name, address, 
and phone number on the PayPal account. Provide the new business contact name and the 
reason for the change. 

• New business contact’s SSN: Provide a copy of the Social Security card or a pay stub that shows 
the SSN. 

7. Once you have the necessary documents ready, click Upload Documents to proceed with your request. 
To help protect your information, PayPal does not accept files sent by email attachment. 

http://www.paypal.com/
https://www.paypal.com/businessprofile/settings/
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Peer-to-Peer Payment Systems 

Peer-to-peer payment systems are applications that allow users to send money to one another from their 

mobile devices through a linked bank account or card. 

 

Examples include, but are not limited to: 
• CashApp 
• Zelle 
• Venmo 
 
Peer-to-Peer payment systems are NOT merchant accounts. 
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CHAPTER BANKING  
Even though the tax-exempt status of each chapter derives exclusively from the umbrella of the Sorority’s 

tax-exempt status, chapters of the Sorority are nevertheless free to establish local bank accounts to 

facilitate their financial operations at the chapter level.  The opening of such local chapter level bank 

accounts merely requires the establishment of a distinct employer identification number (“EIN”) for the 

chapter. 

Fortunately, IRS procedures easily allow for the issuance of a separate EIN to a new chapter upon its 

application to the IRS on Form SS-4.  The Form SS-4 permits an applicant chapter of the Sorority to 

identify itself as an unincorporated “association” -- which is completely consistent with the Sorority’s own 

internal designation of its chapters as a local branch of the Sorority under the Sorority’s Bylaws.  In fact, 

the vast majority of all U.S. chapters of the Sorority have successfully been assigned an EIN in this very 

manner for such banking purposes over the years. 

 

Taxpayer Identification Number Request 

National Headquarters must maintain a listing of all chapter’s Taxpayer Identification Number (TIN). If 

you are a newly established chapter, or have recently received a new TIN, please provide the TIN 

provided by the Internal Revenue Service for your chapter to National Headquarters by March 31.  This 

is the number normally used when the chapters open checking accounts.  This should consist of a nine-

digit number as follows: 12-3456789 

 
Chapter Name: _________________________________________________________ 

 

Chapter Number:    Chapter Region:    

 

Taxpayer Identification Number:    
 

 
 

Members should not use their own social security numbers to open accounts because any interest 

earned in these accounts would have to be claimed on their personal income tax returns. 

 

Please check with National Headquarters before requesting a new TIN from the Internal Revenue 

Service to avoid having a duplicate TIN issued. We do have some TINs already on file and several 

chapters already have 2 or 3 different TINs issued for their chapter. 

 

For chapters needing a TIN, complete the Form SS-4 Application for Employer Identification Number 

and return the form to the Internal Revenue Service.  The appropriate mailing address can be found in 

the instructions for the Form SS4.    Please consult www.irs.gov. 

http://www.irs.gov/
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The TIN should be submitted to the following address: 

Delta Sigma Theta Sorority, Incorporated 
Finance Department 
1707 New Hampshire Avenue NW  
Washington, D.C. 20009 

 

Opening a Bank Account 

Periodically, information has come to the attention of the Grand Chapter that certain chapters have been 

told by local banking institutions that a bank account cannot be opened for the chapter so long as the 

chapter is not incorporated because a valid EIN cannot be issued to an unincorporated association.  But, 

simply stated, this feedback is completely incorrect.  There should be no impediment to opening a local 

bank account for a chapter organized as an unincorporated association consistent with the Sorority’s 

governing Bylaws. 

 
When opening a new account, you will need to request an Association Non-Profit (Unincorporated) 

business account. The authorized signers will need to go to the banking institution. Bring the following 

documents with you: 

• Articles of Association (if filed with the state) OR a copy of your chapter meeting  

• Copy of the EIN you filed for your local chapter 

Online Banking 

Online banking allows chapters access to bank deposit accounts through the Internet to perform various 

financial activities. Many major banks provide account management services which provide: 

• Individual and customized authorized access levels to accounts including Bill Pay. 

• Flexibility to limit or block certain transactions. 

• Ability to manage users in a centralized control center. 

• Compatibility with money managing programs such as Quicken, Quick Books and Microsoft Money. 

• Email alerts for notification when checks clear or when the balance slips below a certain level. 

 
To perform online banking functions, chapters must use account management services which allow online 

dual authorization for the movement of funds such as bill payment or funds transfer. The account must allow 

the chapter to set up an email alert to ensure both the chapter president and the treasurer are notified in the 

event of an online transaction. Please note that minimum balance requirements or monthly services fees 

may be assessed when using account management services. 
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The permissible online banking activities include: 

• viewing account balances and transactions; 

• funds transfer between chapter accounts; 

• viewing images of canceled checks; 

• printing copies of canceled checks or duplicate bank statements; 

• requesting stop check payment requests; 

• conducting bill payment transactions; and 

• downloading bank transaction activity into compatible money managing programs. 

Documentation 

When performing transfers of funds between chapter accounts or bill payment transactions, a check 

voucher request should be completed by the committee chair, if applicable and approved by both the 

chapter president and treasurer. Next, the transfer or bill payment confirmation should be printed and 

attached to the voucher to document the transaction. 

Chapter Online Banking Policies and Procedures 

Chapter policies and procedures should designate the chapter president and treasurer as the only 

authorized users of online banking. Therefore, the usernames and passwords should be restricted to the 

authorized users. Passwords should change after each administration. Other topics that should be 

addressed are: 

• Whether bills can be paid online and which types of bills are permissible. 

• Who can pay the bills online? 

• What verification or document images of the transactions must be maintained? 

• Internal Audit procedures need to include the quarterly review of online transactions. 

• Computer and mobile phone security policies to guard against ID theft and to safeguard assets. 

 
Note: If the chapter receives paper bank statements, they should always be mailed to the chapter post 
office box. 
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Policy on Automatic Check Deposits 

Chapters must establish and maintain written policies and procedures for the acceptance of checks 

including the secure retention, storage, and destruction of checks when using an automatic check 

acceptance solution. 
 

Chapters should obtain the appropriate automatic check acceptance equipment for processing checks 

written to the chapter. NOTE: Cell phones are NOT an acceptable form of automatic check processing. 

 
Chapters must safeguard check writer information and restrict access to check processing data and 

equipment. The safeguard of check writer information includes restricted access to processed checks. 

Processed checks should not be retained at a soror’s home. 

 
Chapters must retain the original checks with the rest of the chapter’s historical financial records until the 

end of the current sorority year, but no less than 60 days after the check has cleared the bank and has been 

reconciled to the cash receipts report (check retention period). After the check retention period, chapters 

should securely destroy checks (i.e. shred). 
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GENERAL LIABILITY INSURANCE 

Authority 

The Constitution and Bylaws mandates that each chapter shall be covered by general liability insurance, 

which is solely available through Grand Chapter. This insurance is to be purchased each year from Grand 

Chapter by March 31. 

Details of Coverage 

 
1. The liability policy is secured by Professional Insurers. The expiration date is December 1st (12/1) of each 

year. The policy period is December 1st (12/1) of any given year to December 1st (12/1) of the ensuing 
year. 

 
2. The chapter liability policy provides General Liability in the amount of $1,000,000 per occurrence and 

$2,000,000 aggregate. Extends coverage to the normal operations of chartered chapters including bodily 
injury, property damage, personal and advertising injury for which the chapter may become liable as a 
result of negligence. 

 
3. The cost of liability insurance is based on the number of financial members of the chapter.  If the chapter 

is on special dispensation, then the cost of liability insurance is $75. If the chapter is NOT on special 
dispensation, then the cost of liability insurance is according to the chart below: 

 
 

# of Chapter 
Members 

 

New 
Fee 

Special Dispensation $75 

0-50 $150 

51-100 $375 

101-250 $600 

251-500 $750 

501-OVER  $1,500 

 

4. The policy covers the normally scheduled activities for members of the chartered chapter, which includes 

regular scheduled meetings (at a home, at a luncheon, in a school or on rented premises), installation of 

officer and those regular events attended by members. Regularly scheduled Delta youth initiatives are 

covered under this policy. The transporting of program participants in personal vehicles is not covered. 
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Additional Coverage 

Generally, you may assume that if the general public is invited to the activity, there will be an additional 
insurance charge. Additional charges to the chapter are based on attendance as outlined in the following 
schedule: 
 

NUMBER OF ATTENDEES CHARGE 

0 to 250 $100.00 
251 to 500 $200.00 
501 to 750 $300.00 
751 to 1000 $400.00 

 

Events with expected attendance of 1001 and over will be determined upon receipt of all information and 
submissions to our insurance carrier for approval and charge. 
 
Chapters requiring liability in excess of $1,000,000 and for activities other than normal activities (annual 
activities of the Chapter) must secure a separate rider through a local insurance carrier. In some instances, 
the chapter may be able to secure the additional coverage at a reasonable cost through the insurance carrier 
selected by Grand Chapter, 
 
Professional Insurers and Associates 
7700 Old Branch Avenue E104 
Clinton, MD, 20735-1658 (301) 856-1810 
(301) 868-7719 (Fax). 
 
To obtain additional coverage, you should complete the Chapter Insurance Form and submit it with any 
contracts for the event to Professional Insurers and Associates, Inc. at least sixty (60) days prior to the 
scheduled activity. The chapter is responsible for the direct payment of the additional cost to Professional 
Insurers. 
 
If a Certificate of Insurance is needed, it will only be issued if the following information is available: 

 

1. Name of company requesting the certificate 

2. Description and location of the activity 

3. Date of the activity 

4. Time of the activity 

5. Amount of coverage required 

6. Type of coverage required 

7. Application for Organization Insurance Form has been completed and received by Professional 
Insurers and Associates, Inc. 
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Exclusions 

Coverage applies only to chartered chapters in the United States of America. Coverage is not provided for 

the use of an automobile and providing transportation coverage. Coverage does not extend to athletic 

activities, any co-sponsored activity, any activity which requires liquor liability coverage, and certain other 

activities. Specialty Insurance markets can only cover these. The chapter will be notified immediately if an 

activity cannot be covered. Professional Insurers and Associates will assist you in obtaining special 

insurance coverage. 

Making a Claim 

 

If there is an occurrence which you have reason to believe could possibly result in a claim, take the following 
steps: 

 

1. Immediately call the agent, Professional Insurers and Associates Inc. at (301) 856-1810. 

2. Immediately call National Headquarters (202) 986-2400 and ask to speak to the Director of Finance. 

3. Document the details of the occurrence in writing the next day to National Headquarters and 
Professional Insurers. 

4. Secure all the information possible, witnesses, police reports, etc. 

5. Do not admit to any fault or assume any liability. 

6. Always attempt to minimize any damage and always secure medical assistance if personal injury is 
involved. 
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BONDING INSURANCE 

Authority 

The Constitution and Bylaws mandates that each chapter in Delta Sigma Theta Sorority, Incorporated shall 
be covered by general bonding insurance, which shall be provided by Grand Chapter. 

Who Should Be Covered? 

All chapter members are covered by general bonding insurance. Every chapter must pay a $60 annual fee 
for bonding insurance which provides $100,000 of coverage per claim. 

Details of Coverage 

1. The Fidelity bond is carried with the Hartford Fire Insurance Company, Bond No. 042FCCAU1375. 
Agent – Professional Insurers and Associates, Inc., Insurance Agents and Brokers, Clinton, Maryland. 

 
2. The Policy Period is January 1 to January 1. 

 
3. The bond which is carried for all Delta chapters covers all chapter members for such losses as the 

chapter may sustain of money or other property. Examples would include the following:  
a. larceny  
b. theft  
c. embezzlement 
d.  forgery 
e. misappropriation  
f. wrongful abstraction  
g. willful misapplication  
h. fraud  
i. criminal  
j. dishonest act or acts  

 
These sustained losses are committed directly or through connivance with others by  
any person in the chapter while occupying and performing the duties of any of the  
positions. 

 
4. The bond does not cover the theft of chapter money from the person(s) bonded by the chapter. 

 
5. The bond does cover the theft of chapter money if it is stolen by the person who is bonded by the 

chapter. 
 

6. The carrier requires counter signatures on all accounts. 
 

7. The carrier requires that all deposits which include cash must be deposited within two business days of 
receipt. The chapter president must initial the deposit slip.  
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Description of Coverage 
 

1. The premium is due at the time annual dues are paid (March 31) and can be paid between January 1 - 

March 31. 

2. A $500 deductible pertains to each loss. 

3. Maximum amount of bonding per chapter available in the Red Zone is $100,000.  Chapters requiring 

higher levels of bonding insurance should contact the Director of Finance at National Headquarters. 

4. The bonding insurance covers the entire chapter.  

5. Chapters should review the amount of coverage annually to ensure it is adequate. 

Procedure to Follow in Case of Loss 

Upon discovering loss of funds due to fraud from theft, embezzlement or other dishonest or fraudulent 

activity, the chapter president or officer discovering the loss should take the following steps to safeguard 

the chapter assets: 

1. Report loss to Regional Director. 

2. Report loss to National Treasurer. 

3. Report loss to National Scholarship and Standards Committee through the National First Vice 
President. 

4. Report loss to local Chapter Executive Committee. 

5. Gather all chapter financial records for the past five years, including bank statements, cancelled 
checks, vouchers, receipts and treasurer’s monthly reports to the chapter. 

6. Audits will be provided by the Internal Audit Committee if requested by the Regional Director or 
National Treasurer. 

7. File a police report with local law enforcement jurisdiction. 

8. Report loss to: 
Professional Insurers and Associates 
7700 Old Branch Avenue, Suite E104 
Clinton, MD 20735 
301-856-1810 (phone) 
301-868-7719 (fax) 

 
 

9. Report loss to local chapter bank, close accounts and open new accounts at existing bank or 
transfer to a new bank, if necessary. 

10. Report loss to local Chapter Executive Board. 

11. Complete investigation and report to local chapter. 

12. Send progress or final report to Regional Director, National Treasurer and National Scholarship 
and Standards Committee. 
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13. Finance Training will be provided by the National Finance Committee to the entire chapter and a 
separate session to the chapter fiscal officers. 

14. Forward a copy of your report of loss to the National Headquarters office to the attention of the 
Executive Director and the Director of Finance. 

 

Required Claim Information 

1. The name and position of the officer/chapter member and her last known address. 

2. A sworn itemized statement describing the loss within 90 days after the date of discovery of the 
loss. 
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DUES AND FEES 

Grand Chapter Dues 

 
Regular Member $200 
($190 Dues, $10 per capita fee) 
 
Member-at-Large Collegiate $240 
($190 Dues, $50 Member-at-Large Fee which includes $10 per capita fee) 
 
Member-at-Large Region $390 
($190 Dues, $200 Member-at-Large Fee which includes $10 per capita fee) 
 
Regular, Diamond Life, and Golden Life members shall pay a $10 per capita fee. A 
member who wishes to change her membership status will pay a $25 processing fee. 

 
Life Member 

• Life Members shall pay local dues annually 

• Life Members-at-Large shall not pay an annual activity fee to National Headquarters 
 

Golden/Diamond Life Member (Do not pay late/reinstatement fees) 

• Golden/ Diamond Life Members shall pay local chapter dues annually 

• Golden/Diamond Life Members pay no Annual Grand Chapter Dues 

• Golden/Diamond Life Members shall pay $10 Per Capita Fee 

• Golden/Diamond Life Members-at-Large shall pay a $200 MAL Fee which includes the $10 per capita fee) 
 

Late/Reinstatement Fees – Regular Members Only 
 

• Grand Chapter Late Fee 
Due if currently financial and remitted between April 1 and June 30) 

  $10 

• Grand Chapter Reinstatement Fee 
(Due if currently not financial and remitted after June 30) 

$15 

• Grand Chapter Reinstatement Fee 
(Due if not financial two years or more) 

$30 

 

Local Chapter Dues 

Local chapter dues vary by chapter and are outlined in the chapter’s policies and procedures. Local dues are 

due and payable at the same time as Grand Chapter dues. Local Chapters CANNOT impose a late or 

reinstatement fee. Installment plans for local and national dues are prohibited. Refer to the Dues and Fee 

Schedule or the latest edition of the Constitution and Bylaws for the current fees. 



  

 Fiscal Officers Manual | 58 

Unconsumed Dues 

A chapter member who graduates or transfers after paying dues, can have the unconsumed portion of her 

local dues transferred to her new chapter for application towards her current year local dues liability. 

 

Chapters are required to transfer unconsumed dues to a soror’s new chapter when requested prior to the 

deadline by the soror in writing. The Unconsumed Dues Form for an Alumnae member must be submitted 

to the new chapter by December 31st. Dues may be prorated on a twelve-month basis. 

 

Graduating sorors have no more than 6 months from the time of their graduation to request a transfer of 

dues.  After the deadline, the chapter can use the funds for operations. 

 

In order to transfer unconsumed dues, the soror requesting the transfer completes the Member 

Information and Former Chapter section of the Dues Transfer Form, completes the bottom section and 

signs. The requesting soror will submit the form to the financial secretary of the new chapter. The financial 

secretary of the new chapter will submit the form to the president of the former chapter. The president of 

the former chapter will ensure that the form is processed. The treasurer of the former chapter will submit 

the unconsumed dues to the official mailing address of the new chapter. The Unconsumed Dues Form can 

be found on the National website. 

 
 

  

 
Remember… 
 

• Both National and Local Dues MUST be collected at the same 

time. 

• Grand Chapter Dues for regular members CANNOT be submitted 

to National Headquarters unless the local dues have been paid. 

• Each initiate MUST pay two years of local and Grand Chapter 

dues. 

 



  

 Fiscal Officers Manual | 59 

Grand Chapter Initiation Fees 

Alumnae 

• Initiation Fee (for persons initiated September 1 – April 30) $605 
• Capital Fund $100 
• Delta Research and Educational Foundation (DREF) Support Fee          $20 

Total Grand Chapter Initiation Fees for Alumnae  $725 

 

Collegiate 
• Initiation Fee (for persons initiated September 1 – April 30) $605 
• Capital Fund $50 
• Delta Research and Educational Foundation (DREF) Support Fee $20 

Total Grand Chapter Initiation Fees for Collegiate   $675 
 

 

1. The Grand Chapter Initiation Fees cover the basic sorority pin, pyramid pin, the Constitution and 

Bylaws, Protocol and Traditions Manual (electronically) and Membership Certificate. 

2. By action of the National Executive Board August 19, 1990, effective September 1, 1990 each initiate 

will pay a one-time fee for the Capital Fund. Collegiate initiates pay $50.  Alumnae initiates pay 

$100.  The Capital Fund is for the maintenance and upkeep of the National Headquarter Buildings. 

3. By action of the 46th National Convention, July 2002, each initiate will pay a one- time fee to support 

the Delta Research and Educational Foundation (DREF). 
 

Local Chapter Initiation Fees 

• Chapters must collect dues for the current fiscal year and the ensuing fiscal year. 

• The dues for the ensuing fiscal year should be earmarked for that period and should not be used until 

then. 

• Chapter shall collect an application fee: $15 Collegiate; $30 Alumnae 

• Chapters may collect an additional initiation fee up to $300. If more than $25 per 

new initiate remains at the end of the process, it should be returned to the initiates. 

• The initiation fee should not be used to pay for a chapter gift to the initiates. 
 

Annual Chapter Fees 

National Corporate Fees 
• Alumnae  $50 
• Collegiate  $25 

 
Regional Corporate Fees 
• Alumnae  $50 
• Collegiate  $25 
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• Chapter Management Handbook (available online)   N/A 

• Charter Fee $25 

• Bookkeeping System $35 

• Chapter Liability Insurance – See Fee Schedule ** 
• Corporate Fee (National $25 and Regional $25) $50 
• Bonding Insurance $60 

 

• Chapter Management Handbook (Available online) N/A 

• Charter Fee $ 50 

• Bookkeeping System $ 35 
• Chapter Liability Insurance – See Fee Schedule ** 
• Corporate Fee (National $50 and Regional $50) $100 

• Bonding Insurance  
 

$ 60 

 

Liability Insurance 
 

 

# of Chapter 
Members 

 

New 
Fee 

Special Dispensation $75 

0-50 $150 

51-100 $375 

101-250 $600 

251-500 $750 

501-OVER $1,500 

 

Bonding Insurance $60 
 

Chartering Fees 

Chartering fees must be paid before the chapter is established. Before the chapter can be established, the 

members of the Chartering Group who are not members of Delta Sigma Theta Sorority, Incorporated must 

be first initiated as members of the Sorority. All fees for candidates to be initiated must be submitted on the 

Delta Sigma Theta Grand Chapter forms (group must request forms from National Headquarters) before the 

chapter is established. 

 
Collegiate Chapter (Campus Based or City-Wide) Charter Fees 

 
 
 
  
 
 
 
 
 
 
 

Alumnae Chapter Charter Fees 
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DUES AND FEES PROCESSING IN THE RED ZONE 

Accessing the Red Zone 

The sorority uses the Red Zone to transmit member dues and fees and chapter fees. Chapter presidents, 
treasurers, and financial secretaries are among those members that are considered authorized users of the 
Red Zone.  Assistant financial secretaries and assistant treasurers are not authorized to use the Red Zone. 

 
The following guidance is provided to assist in your efforts to record and transmit dues and fees. 

 
Dues and fees are to be processed in the Red Zone.  To access the Red Zone, the fiscal 
officer must enter the “Sister Portal” using her own specific username and password. 

 
If you do not have a Sister Portal username and password, you will need to create an account. In creating an 
account, you will be required to provide a System ID number.  
If you have lost, misplaced, or did not receive your System ID Number, please send an email to 
systemid@deltasigmatheta.org to request one. Be sure to include your name and member number for 
prompt assistance. 
 
If you are having trouble with your username and password, please email 
usersupport@deltasigmatheta.org 

Dues Payment in the Red Zone 

Before entering any data into the Red Zone, it is very helpful to have a summary developed of all member 
dues and fees to be processed, and all chapter insurances and fees to be paid. 

 
When ready to enter data and begin processing dues, sign into the Red Zone and from the home page 
select Membership Management > Actions > Manage Dues. 

  

mailto:systemid@deltasigmatheta.org
https://members.dstonline.org/DSTWeb/FIVE/usersupport%40deltasigmatheta.orgusersupport%40deltasigmatheta.orgmailto%3Ausersupport%40deltasigmatheta.org
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Once successfully within the Dues Portal of the Red Zone, the dues payment process will contain five steps: 

• Step 1: Overview 
• Step 2: Selection 
• Step 3: Additional Information 
• Step 4: Validation 
• Step 5: Receipt 

Manage Dues - Step 1: Overview 

Read the Overview statement provided upon accessing the Manage Dues tab. Information on how to enter 

dues will be found here. 

After reviewing, click “Continue” to move to the remaining steps. 

Manage Dues - Step 2:  Selection 

Review the instructions provided on the screen. All members currently in your chapter will be visible. ONLY 

select those chapter members whose dues you plan to submit on this transmittal. 

To reclaim a soror who has paid dues to your chapter, or to transfer a soror/member into your chapter, 

please select the “Add member to list” button at the top of the roster. You will need a member number to 

perform this action. 

Be certain to choose the appropriate category for each member selected. The category represents the year 

for which dues are being submitted. 

1. Renew NFY: Submit dues for the Next Fiscal Year 

2. Renew CFY: Renew dues for the Current Fiscal Year 

3. Renew CFY & NFY:  Submit dues for the Current Fiscal Year and the Next Fiscal Year 

4. Renew PFY & CFY:  Renew dues for the Previous Fiscal Year and the Current Fiscal Year 
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After selecting members to process, please select “Continue” to move to the next processing screen. 

 
Manage Dues - Step 3:  Additional Information 

The detail for the members selected in the batch and the appropriate action should now appear on the 

screen.  To change the action for a selected member, use the drop- down menu in the action column. 

Enter the appropriate information for dues and any additional contributions to be made by a member. 

Optional contributions include those to the Delta Research and Educational Foundation (DREF) and the 

Distinguished Professors Endowed Chair (DPEC). 

A transaction summary of the batch total should be available in the right hand column and is aggregated by 

category. Verify the Transaction Summary and verify totals reflect appropriate dollar amount for selections 

made. 

Please note: All members selected for dues payment must have paid local dues through your chapter. 

After verifying the transaction summary, select “Continue” to move to the next screen. 

 

 
Manage Dues - Step 4:  Validation 

After the batch has been reviewed to ensure accuracy, confirm that the Transaction Summary equals the 

amount to be transmitted for dues for all members included. 

Once this is confirmed, enter the electronic signature information. Please understand that upon entering 

your electronic signature, you are certifying that the information provided is true and correct and is valid 

according to the Constitution and Bylaws of the Sorority. 
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Select “Continue” to move to Step 5. 

 

Manage Dues - Step 5:  Receipt 

The next screen provides a summary receipt of the batch transaction. Print this receipt for your records and 

click on the “Go to Task Center” button to complete the Dues process. 
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Dues Transmittal Form 

After you have submitted dues in the Red Zone and printed a copy of your receipt, you must now remit 

payment using the Dues Transmittal Form. 

 

From the Banner heading in the Red Zone, Select Membership Management > Reports> Transmittal of Dues 

and Fees. Print out the form and complete the necessary section(s). 

 

Mail the completed form along with payment to the address listed on the form and noted below. Acceptable 

payment forms to be mailed include certified/cashier’s checks, money orders, and credit card payment 

forms. 

Delta Sigma Theta Sorority, Incorporated 
P.O. Box 418194 

Boston, MA 02241-8194 
 

If payment is made by Wire Transfer or Direct Deposit, use the existing procedures covered in the 
Remittance Procedures Section. 

 

The Dues Transmittal Form should provide a page(s) that displays the total of all member financial actions 

executed during this batch. 
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Insurance Payment in the Red Zone 

Bonding Insurance and General Liability Insurance fees are due and payable by March 31st of each fiscal year 
for the ensuing fiscal year. All recording and processing for such fees are required using the Red Zone. To 
access the Red Zone, utilize the procedures provided under the Dues and Fees Processing in the Red Zone 
section of this manual.  

 

 

When ready to process fees for bonding and general liability insurance, sign into the Red Zone and from the 
home page in the Red Zone, select Compliance > Actions- Forms > Officer Bonding and General Liability. 

 

Similar to the processing of dues, submitting bonding and general liability fees in the Red Zone is a five-step 

process.  These steps include: 

 

• Step 1: Overview 

• Step 2: Selection 

• Step 3: Additional Information 

• Step 4: Validation 

• Step 5: Receipt  
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Step 1: Overview 
 

The chapter fiscal officers shall be covered by general bonding insurance.  
 

Each chapter in the sorority will be covered by General Liability Insurance, which will be provided by Grand 
Chapter. Chapters will pay the assessed premium.  

 
To complete this form, you will need the level of coverage for General Liability Insurance. 

 
The National and Regional Corporate Fees are included with fees submitted. After reviewing the overview, 
select “Continue.” 
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Step 2:  Selection 
 

Review the instructions provided on the screen. 

 

Select the appropriate fiscal year fees for payment of bonding and general liability insurance. Note: 

Previous year’s fees will display indicating payment submittal and posting dates.  A “view notes” field is 

available for any prior comments noted. 

 

 
 

 

Step 3:  Additional Information 
 

Step 3 allows you to select the bonding insurance and purchase of general liability insurance as needed. 
 
Select “Continue” once you have selected the level of coverage. 

 
Step 4:  Validation 

 
After selecting the coverage level, review the transaction information to ensure accuracy. Once this is 

verified, enter the electronic signature information. 

 
Step 5:  Receipt 

 
A receipt will be generated for the bonding insurance and general liability insurance fees. Print this receipt 

for your records and click on the “Go to Task Center” button to complete submission of the Bonding 

Insurance and General Liability Insurance fees. 
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Remittance Procedures 

There are (4) forms of submitting remittances to National Headquarters: 

• Money Order/Cashier’s Check/Certified Check 

• Credit Card 

• Wire Transfers 

• Direct Deposit 

 
No personal checks or chapter checks will be accepted. 

 
Credit Cards 

The following credit cards are acceptable for payment: Visa, MasterCard, Discover and American Express. 
Personal Credit Cards can be used for payment of national dues and fees. The soror must complete the 
Credit Card Authorization Form. 

 
Remit funds and Credit Card Authorization Forms within 30 days of receipt to the following lock box address: 

 

Delta Sigma Theta Sorority, Incorporated 

P.O. Box 418194 

Boston, MA 02241-8194 
 

Wire Transfers 

Complete the Wire Transfer Form and take the completed form to your respective bank for funds to be 

wired to Delta Sigma Theta Sorority, Incorporated. The form is available on the national website. 

 

Complete the form in full and submit the supporting documentation to National Headquarters at 

finance@deltasigmatheta.org.  Please include in the subject matter: Wire Transfer. Once you have sent the 

email to the Finance Department, DO NOT MAIL the supporting documents to the lockbox. Mail the 

supporting documents to: 

 

Delta Sigma Theta Sorority, Incorporated  

1707 New Hampshire Ave. N.W. 

Washington, D.C. 20009 

ATTN: Finance Dept. 

 

The supporting documentation must include the Transmittal of Dues and Fees Report printed from the 

Online Membership Management System in the Red Zone. 

 

You must email the Wire Transfer Form to ensure that the Wire Transfer Funds are credited to your chapter. 

Failure to send the form will result in a delay in processing and crediting fees that you remit. 

 

mailto:finance@deltasigmatheta.org
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Direct Deposit Procedures – Bank of America 

The direct deposit procedure is appropriate for any chapter that has a Bank of America in their area and would 

like to deposit fees directly into Delta’s account. The fees are acknowledged immediately. There is no cost 

associated with this transaction. Complete the following instructions when directly depositing funds in Grand 

Chapter’s Bank of America Account: 

 

1. Complete a Bank of America deposit slip that is available for out of state deposits. Enter the date, the 

name and address for the account, the telephone number, the account number and the amount of the 

deposit. 

Name on the Account: Delta Sigma Theta Sorority, Incorporated 

Address:                           1707 New Hampshire Ave. N.W., Washington, D.C. 20009 

Telephone Number:              (202) 986-2400 

Account Number:              002086147618 
 

2. Enter Delta Sigma Theta Sorority, Incorporated’s account number in the boxes at the bottom of the 
deposit slip. 
 

3. Give the deposit slip and the fees to a bank teller. The teller will give you a customer receipt after the 
transaction is complete. 
 

4. Please fax, email, or mail a copy of the customer receipt along with the appropriate paperwork (dues 
forms, online dues transmittal pages, initiation fees forms, publication request, etc.) to the Finance 
Department of Delta Sigma Theta Sorority, Incorporated. The fax number is (202) 986-2513. The email 
address is: Finance@deltasigmatheta.org.  The address is listed above. 
 

5. The Finance Department will acknowledge the fees and complete all of the necessary transactions. 
 
Please check all remittances for accuracy and completeness.  

mailto:Finance@deltasigmatheta.org
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ANNUAL FINANCIAL REPORT AND FEDERAL INCOME 
TAX GROUP AUTHORIZATION FORM 
 

The Annual Financial Report and Federal Income Tax Group Return Authorization Form must be completed 

and uploaded in the Red Zone in accordance with the Constitution and Bylaws. 

 

To protect and strengthen our status, it is important for each chapter to review its financial operations in 

terms of the regulation for tax exempt organizations. As you review your financial operations and close 

your books for the fiscal year ending June 30, please be cognizant of the following important facts: 
 

• Delta Sigma Theta Sorority, Incorporated – Grand Chapter (DST) is tax exempt under Internal Revenue 

Code 101 (a), Section 501(c)(7). DST has a group exemption. All chapters are required to file this 

report with National Headquarters. Chapters exempt under sections other than 501(c)(7) and/or have 

separate Foundations must file this report at National Headquarters. The Foundation is still 

responsible for completing and filing its own Form 990 to the Internal Revenue Service (IRS). 

• All chapter funds must be reported. 

• All funds raised for special projects (i.e. scholarships) must be earmarked and used for that purpose. 

• The due date for reports is August 31st of each year. 

 
Failure to comply with this constitutional requirement will bring about the following: 

 

• Suspension and/or probation of the chapter. 

• Elimination the chapter from our group tax exemption and require the chapter to deal with the IRS on 

its own. 

• IRS penalties of $20 a day for each day the return is late. The same penalty may apply if the 

organization does not give all the information required on the return or does not give the correct 

information 

• In general, the maximum penalty for any return is the lesser of $10,000 or 5 percent of the 

organization’s gross income for the year. 

• The organization who fails to comply may be charged a penalty of $10 a day. 

o If the organization is subject to this penalty, the IRS may specify a date by which the return or 

correct information must be filed 

o If the return is not filed by that date, the maximum penalty on all individuals for failures shall 

not exceed $5,000. 

• Abatement if the organization has reasonable cause for the failure to file timely, completely, or 

accurately. 
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• The IRS requiring a list of chapters included in the group return as well as those excluded from the 

return. This of course enables the IRS to identify those chapters, which have not filed and therefore are 

subject to late filing penalties. 

The Annual Financial Report and Federal Income Tax Group Return Authorization Form must be submitted 

by the chapter treasurer online through the Restricted Area/Financial Transactions (The Red Zone) section. 

Please review the latest Red Zone Webinar in the Members Only/National Committees/ Finance 

Committee of the National Website for step by step instructions on how to complete the Annual Financial 

Report in the Red Zone. 

Questions regarding Red Zone access should be directed to helpme@deltasigmatheta.org. 

 

Questions regarding the completion of the online form should be directed to the Finance Department at 

National Headquarters. 

 

  

mailto:helpme@deltasigmatheta.org
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TAX EXEMPT STATUS INCOME REQUIREMENTS 

General Information 

Delta Sigma Theta Sorority, Incorporated (DST) is an organization exempt from income tax under Section 
501 (c) (7) of the Internal Revenue Code.   No soror can benefit personally from its activities.  The exempt 
status means that an organization does not pay federal income tax.   This status does not exempt the 
chapters from paying sales tax. 

Group Exemption 

DST has been granted a group exemption by the Internal Revenue Service.  The headquarters in 
Washington, D.C. is considered to be the central organization of DST and local chapters around the country 
are classified as subordinates. 
 
This group exemption includes the parent (central) organization and all its named chapters. 
 
The parent organization acts as an agent of the IRS requiring that the parent organization responsibly and 
independently evaluates the exempt status of its chapters.  A parent organization is required and 
authorized to record with the IRS on an annual basis its organization so that the IRS need not carry out an 
independent investigation. 

Support  

In general, the organization should be supported solely by membership fees and dues. 
 
A section 501 (c) (7) organization is permitted to receive up to 35% of its gross income, including 
investments income from sources outside of its membership without losing its tax-exempt status. Not more 
than 15% of the gross may be derived from the use of the club’s facilities or services by the general public 
or from other activities not furthering social or recreational purposes for members. 
 
Gross income is income from the normal and usual (traditionally) conducted activities of the organization.   
This income includes charges, admissions, membership fees, dues, investment income and normal recurring 
capital gains on investments.  Gross Income does not include initiation fees and capital contributions.  
Unusual amounts of income, such as from the sale of the clubhouse or similar facility, are not included in 
gross income or in figuring the percentage limitations.  

Gross Income from Non-Member Sources 

Income from non-members have tax implications for organizations exempt under section 501(c)(7).  Income 
from non-members constitutes unrelated business.  Organizations are subject to corporate income tax on 
those incomes from nonmembers as unrelated business income. 
 
Membership income is, in brief, income from members.  More precisely, it is the gross income from dues, 
fees, charges, admissions, investments income and normal recurring capital gains on investments. 
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The organization may deduct (from taxable income from non-members) any directly connected expenses 
including an allowable portion of depreciation for club facilities.  Attached is an explanation of how each 
chapter can test to ensure compliance with gross income from non-member income. 

Gross Receipt Example 

To figure or make a determination as to whether the chapter meets the test, complete the following steps; 

1. Multiply the total gross income by 35% (.35). The result is the computed 

maximum that may come from outside sources. 

2. Multiply gross income by 15% (.15). The result is the maximum amount that may be derived from 

use of the club facilities or services from the general public. 

Compare the results of: 
 
Step one to the amount of the income derived from sources outside the membership including investment 
income. 
Step two to the income derived from the use of the club’s facilities or services by the general public, or from 
other sources not furthering social or recreational purposes for members. 
 
Both tests must be met.  This means, chapters must keep track of the sources of income. 
 
Total Gross Income Maximum Outside Income (35% Test) Maximum Club Use Income (15% Test) 
  $5,000                $1,750        $750 
$10,000                $3,500     $1,500 
$15,000                $5,250     $2,250 
$20,000                               $7,000     $3,000 
$25,000                $8,750     $3,750 
$30,000              $10,500                    $4,500 

 

Unrelated Business Income 

Social clubs, such as DST, are subject to the tax on unrelated business income.  Generally, the only tax-free 
items are membership income, set aside income and certain gains from the sale of property.  The basic 
principle that establishes exemption from income taxes is that an organization is exempt only if its primary 
purpose is to engage in the type of activity for which it claims exemption.  The first question in determining 
the taxability of an activity is whether it is related to the organization’s exempt functions. 

Unrelated Business 

When an organization conducts a profitable business that is unrelated to its exempt 
purposes, the profits are subject to taxation. 
 
 
 
There are three conditions that must be present for an exempt organization to be engaged in an unrelated 
trade or business: 
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1. The activity must be a trade or business; 

 

2. The trade or business must be carried out regularly; and 

 

3. The trade or business must not be substantially related to the organization’s exempt purposes. (Having 
need of the business profits does not make a business related to exempt purposes.) (Reg. 1.513-1(b)). 

 
A trade or business generally includes any activity carried on for the production of income from the sale of 

goods or the production of services (Reg. 1.513-1(b)).  The unrelated trade or business need not have a 

separate identity.  A hospital pharmacy may supply drugs to the hospital in furtherance of its exempt 

function and simultaneously sell drugs to the public. The sale of drugs to the public may be an unrelated 

business even though conducted within a larger exempt activity. 

 

A business activity is regularly carried on if the activities are conducted with frequency and continuity; and 
are pursued in a manner similar to comparable commercial activities.  The operation of a sandwich stand 
for two weeks at a state fair would not be the regular conduct of a trade or business.  Operation of a 
parking lot each Saturday on a year-round basis would constitute a regular business. 
 
Intermittent activities are not considered a regular business operation unless the organization uses 
promotional efforts typical of commercial endeavors.  Some intermittent activities occur so infrequently 
that neither their occurrence nor their manner of conduct will cause them to be considered unrelated 
businesses.   For example, an annual dance or other fundraising event of charity is not a regular trade or 
business. (Reg.1.513-1(c)(2)). 
 
In order to be substantially related to exempt purposes, the business activities must make an important 
contribution to the accomplishment of those purposes. (Reg.1.513-1(d)). To be exempt, the activity must be 
limited to the scale necessary for the performances of exempt purposes.  If the business operation is larger 
than necessary, the excess business activity is an unrelated trade or business. 
  

Set Aside Income 
Exempt from unrelated business income tax on membership organizations is “set-aside income” defined as 
any income that is set aside by the organization for a religious charitable, scientific, or an educational 
purpose for the prevention of cruelty to children or animals.  In addition, a sorority is allowed to make set 
asides for scholarships, student loans, local chapter housing loans, schools for leadership and similar 
purposes. 
 

Examples of income eligible for set asides are dividends, interest, and capital gains, royalties and real 
property assets.  Organizations are taxed on such income if it is not set aside.  To properly set aside income, 
the funds must be earmarked and placed in a special account.  A mere bookkeeping entry is not sufficient. 
 
Set aside income is not considered when computing unrelated business income tax.  However, this income 
(gross) is included in gross income when applying the 35 and 15 percent tests. 
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If an organization has outside income in excess of the 15 and 35 percent limits, the Internal Revenue Service 
considers the facts and circumstances.  As long as the organization stays within the limits, and its business is 
the type normally carried on, the exempt status should not be jeopardized. 
 
Certain types of income are excluded from the computation of unrelated business taxable income.  Where a 
specific type of income is excluded, all deductions directly connected with that income are also excluded 
from the computation of unrelated business taxable income. The following types of income are excluded: 
 
1. Dividends and interest. 

2. Certain payments to an exempt organization for the loan of securities whether the payment is in 
respect to interest or dividends on the securities during the loan or a fee for the loan. 

3. Annuity and royalty income. 

4. Gains or losses on sale or exchange of property, except for dispositions involving inventory and certain 

sales involving cutting of timber. 

The following are specifically excluded from the definition of unrelated trade or business: 

• Any trade or business in which substantially all the work is performed for the organization without 

compensation is excluded.  For example, a retail store operated by an exempt orphanage where 

substantially all the work in carrying on the business is performed for the organization by unpaid 

volunteers is unrelated trade or business. 

• Any trade or business that consists of selling merchandise, substantially all of which has been received 

by the organization as gifts or contributors is excluded. A thrift shop operated by a tax-exempt 

organization, which sells donated clothes and books to the general public with the proceeds going to 

the exempt organization, is not an unrelated trade or business. 
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ASSESSMENTS AND REGIONAL FUNDS 

Assessments 

Under Grand Chapter’s Fiscal Policy on Assessments, Regional and State Funds, no assessments are to be 
paid by chapter members. This policy is consistent, and in accordance, with the Bylaws of Grand Chapter, 
specifically: 

 
Article X, Section 1.F – Chapters shall not assess members any fees or fines other 
than chapter dues. 
 
Article X, Section 4.B – Each chapter shall remit a regional corporate fee to National 
Headquarters for the support of regional operations. 

 
No assessments are to be paid by chapters or members for any of the following: 

• State Operating Funds 

• State Meetings 

• State Councils 

• State Leadership Meetings 

• State Founders Day 

• Chapter Meetings 

• Regional Leadership Meetings 

• Convocations 

• Any other activities involving more than one chapter 

Collaborative Meetings, Events and Regional Projects 

A treasurer and/or treasury shall not be maintained on a regional or state level. The only treasurer and 

treasury that can be maintained are at the chapter level. All such existing treasuries should be liquidated 

immediately and reported to the National Scholarship and Standards Committee. 

 

All funds raised for regional or state projects and/or scholarships shall be directed through a designated 

chapter or National Headquarters. Due to legal and tax implications, it is imperative that all funds collected 

in the name of Delta Sigma Theta Sorority, Incorporated be reported through a chapter or National 

Headquarters. Violation of this policy places the 501(c)(7) tax status in jeopardy and will result in 

disciplinary action. 

 

Registration fees (includes cost of meals, facility rental, printing, and costs directly associated with the 

event) collected for meetings, activities such as Founders Day, involving more than one chapter shall be 

coordinated and collected by a designated chapter. No mandatory chapter assessments are to be collected. 

The group, cluster, state, region, etc., where the activity is being held, shall determine the designated 

chapter. This chapter must complete the Regional Meeting/Budget Form which can be found on the 

national website. 
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Accounting for Collaborative Meetings, Events and Regional Projects 

It is the responsibility of the Host Chapter President and Treasurer to ensure the Regional Meeting Budget, 

Regional Project Form and Regional Meeting Accounting Form are completed and submitted timely. 

 

Regional Meeting Budget/Regional Project Form Procedures 

1. The Regional Meeting Budget Form or Regional Project Form must be submitted in excel 

format/spreadsheet to both the applicable Regional Member and Chair of the National Finance 

Committee 60 days prior to the meeting or the commencement of the project. 

 

2. The budget for any state leadership, Founders Day, cluster meeting or any meeting involving more 

than one chapter, should include estimated revenue including registration fees and estimated 

expenses for meals, equipment, space rental and materials. 

 

3. The budget for any state projects (regional pins, scarves, t-shirts, hats, donations, etc.) should include 

the estimated quantity to be sold, cost of the merchandise sold, shipping, set up fees and the planned 

use or distribution of funds raised. 

 

4. If the gross income from the event or project causes the chapter to meet the requirements for an 

annual review of the chapter’s financial statements or a complete audit, the estimated cost of this 

service should be included in the budget as an expense. 

 

5. The budget for the meeting or project must also include the name of the designated chapter, which 

will be collecting the funds, as well as the name, telephone number and email address of the chapter 

president. 

 

6. The budget should be based on breaking even. However, any excess revenue must be donated to 

charity or submitted to National Headquarters to be used for scholarships distributed by the National 

Scholarships and Standards Committee. 

 

7. Within 30 days of the meeting/activity/project, the treasurer of the chapter will be required to 

complete the Regional Meeting /Projects Accounting Form and submit to the Regional Member and 

Chair of the National Finance Committee. This form should be signed by both the chapter treasurer 

and chapter president.  
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Regional Meeting/Projects Accounting Form (RMAC) Procedures 
 

1. The RMAC must be completed for each meeting/activity/project conducted by the region. 

2. The RMAC must be completed by the treasurer of the host chapter and signed by the chapter treasurer 

and chapter president. 

3. The RMAC Form is due to the National Finance Committee 30 days from the date of the 

meeting/activity. 

4. The RMAC Form and copies of all receipts must be attached and emailed to both the applicable 

Regional Member and Chair of the National Finance Committee. Copies should be submitted to the 

Regional Director and maintained by the chapter. 

5. The chapter must explain the disposition of all net income or if there is a loss, how all expenses were 

paid. 

6. Excess revenues received from Statewide Meetings, Clusters, Founders Day and Leadership Meetings 

shall be donated to local charities or submitted to National Headquarters when the form is submitted 

(30 days). 

7. All income and expenses for the meeting, activity, etc. shall be reported on the chapter’s Annual 

Financial Report and Federal Income Tax Group Return Authorization. 
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DELTA RESEARCH AND EDUCATIONAL RESEARCH 
FOUNDATION  

What is the Delta Research and Educational Foundation? 

The Delta Research and Educational Foundation (DREF) was established by Delta Sigma Theta Sorority, 

Incorporated as a nonprofit foundation supporting scholastic achievement, public service programs, and 

research initiatives focused upon African American women. DREF is a public, nonprofit tax-exempt 

corporation that is organized to receive, invest and distribute funds for charitable, religious, educational and 

scientific purposes. 

What is the Mission of DREF? 

DREF’s guiding principle is to realize social and economic equality for future generations of African 

American women.  DREF promotes research which identifies and fashions solutions to issues affecting 

African American women and their families nationally and globally through funding and support of 

charitable and educational programs.  DREF, approved as a 501(c)(3) nonprofit by the Internal Revenue 

Service, receives both unrestricted and restricted donations from individuals, organizations and institutions 

to pursue its mission.  DREF executes its mission through: 

• fund development (direct solicitation of donors and funders, special events, grant writing, major gifts 

and challenges, sponsorships, in-kind donations and planned giving etc.); 

• funding charitable and educational programs of Delta Sigma Theta Sorority Incorporated and other 

charitable organizations with similar missions through grant- making and program partnerships; 

• providing charitable giving services for Sorority chapters; and 

• facilitating research and public dialogue on socioeconomic policy to resolve critical issues affecting 

African American women, their families and communities. 

How Can Delta Sigma Theta Sorority, Incorporated Utilize DREF’s Charitable Giving Services? 

DREF provides charitable giving services to Delta Sigma Theta Sorority, Incorporated as outlined in the 

Charitable Engagement Manual found on the DREF website at www.deltafoundation.net. Chapters desiring 

to use the services of DREF should access the Charitable Engagement Manual through the above-cited 

website.  For additional information please contact DREF at info@deltafoundation.net or call 202-347-1337.  

http://www.deltafoundation.net/
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CHAPTER FOUNDATIONS 
For information regarding chapter foundations, please refer to the Housing and Properties Manual found 

on the national website. 

 

Existing chapter foundations are required to return the Delta Sigma Theta Sorority, Incorporated 501(c)(3) 

Annual Registration Statement. This form provides to Grand Chapter the following information: 

1. Name 

2. Purpose 

3. Structure 

4. Charter and Bylaws 

5. List of current officers and directors  
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CHARITABLE CONTRIBUTIONS  

Charitable Contribution Characteristics 
 

Charitable contributions made to 501(c)(7) organizations are not tax deductible. Delta Sigma Theta Sorority 

is a 501(c)(7) organization. However Charitable contributions made to 501(c)(3) organizations, such as Delta 

Research and Educational Foundation (DREF), are tax deductible. However, it should be noted that 

contributions which are deposited in any accounts of Delta Sigma Theta Sorority are not tax deductible 

even if subsequently transferred to DREF or another 501(c)(3) organization. 
 

Remember charitable contributions in Delta Sigma Theta Sorority, Incorporated: 

Do not include membership dues   

Do not include the value of your time or services as a volunteer   

Do not include personal expenses incurred as a volunteer   
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ACKNOWLEDGEMENTS 
Beverly E. Smith, National President & CEO 

Lois Elizabeth Bingham, Executive Director 

Dorcas E. Washington, Deputy Executive Director/Staff Liaison 

Deidra K. Diaz, Chair, Information and Communications Committee 

Deirdre Z. Shoulars, Director, Document Management/Headquarters Policies & Procedures 

Lakeisha Scott, Director, Customer Support Service Center 

Amber J. Williams, Archivist/Staff Liaison 

 
NATIONAL FINANCE COMMITTEE 

Doreen A. Dixon, Chair 
 

Pamela R. Hill, National Treasurer 
 

Members, National Finance Committee 
 
Central Region Jeanice Baker 
 
Eastern Region Sylvia L. Quinton 

Farwest Region Rafaela T. King 

Midwest Region Helen Hill 

South Atlantic Region Rosalyn Glenn 

Southern Region Toni H. Johnson 

Southwest Region Shondra R. Fields 

Collegiate Member Robin Wesley 

Contact the National Finance Committee at: 
ChairDixonDST@gmail.com 

 
 

 

 

  

mailto:ChairDixonDST@gmail.com
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NATIONAL DOCUMENTS REVIEW AND MANAGEMENT COMMITTEE 

2019 - 2021 

Sandra K. Parker, Chair – Southwest Region 

Cheryl Cooper Boyd, Midwest Region 

Stephanie Cooper, Farwest Region 

Angela Brown, Farwest Region 

Helene Fisher, South Atlantic Region 

Latasha A. Jennings, Central Region 

Torey Stewart Tolson, Midwest Region 

Tamera Wells-Lee, Eastern Region 


