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To ensure all co-chairs are aware of the tools
and resources available to help them

successfully manage their committees and
execute their calendar events.

Retreat Objective



Corresponding Secretary
TBD

Vivian Thomas
President Rae Jackson

1st Vice President

Meet Our Executive Team

Dr. LaShondra Manning

Katrina Druery

Recording Secretary

2nd Vice President



Tomica Hallums
Treasurer

Lora Ledbetter
Assistant Financial Secretary

Meet Our Executive (Finance) Team

Danielle Crawford
Financial Secretary



ICE BREAKER

Soror Rae Jackson
1st Vice President



ICE BREAKER
DELTA SIGMA THETA

Delta Sigma Theta
THE SWIM THE STRETCH THE DUCK WALK



CHAPTER
MANAGEMENT

Soror Vivian Thomas
Chapter President
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COMMUNITY IMPACT

EMPOWERMENT OF WOMEN AND GIRLS

APPRECIATION OF OUR CULTURE





NCTA Strategic Focus

Elevate Our Programs

Elevate our Brand

Elevate our Marketing Strategy

Elevate our Sisterly Bond

Elevate Future Leaders

Continue to offer signature events while improving
the experience, expanding our reach in the
commmunity

Develop new community partners and maintain
our current partnerships with our local community
college, D9 organizations,  and corporate entities.

We will expand our digital and print marketing
footprint by elevating our social media presence
on Facebook and Instagram.

Increase membership participating and retention
by establishing WHY (We Heard You) focus groups
and develop intentional strategies to engage
members

Create a collaboration between Membership
Services, LEAD Coordinators and the Nominating
committee to establish a pipeline of future leaders. 



KEY PERFORMANCE INDICATORS
2024 - 2025

Committee
Participation

50%

Meeting
Attendance 

50%

Conference &
Convention
Registration

20%

Community
Programming

50%

Chapter members will actively
participate in at least one

committee

Chapter members will attend
chapter meetings

Chapter members will
register for National

Convention and Regional
Conference

Programming
scheduled will be
open to the public



EXPECTATIONS
Be Respectful and Dependable 
Collaborate with Other Committees and Organizations 
Develop  a ‘Quality over Quantity’ Mindset
Ask Questions  
Plan Your Events 45- 60 Days in Advance
Submit Contracts and Branding Materials for Review
Respect Everyone’s Time
Engage with Your Committee Members
Familiarize Yourself with The Policies and Procedures
Submit Your Committee Reports On Time
Schedule An Office Hour Appt, When Necessary



COMMITTEE
MANAGEMENT

Dr. LaShondra Manning,
2nd Vice President



1. Work with the committee to carry out the programs of
the Sorority and chapter;

7. Sign all committee POs/reimbursement vouchers before
forwarding them to the president for signature before any fund
disbursement;

2. Attend Executive Board meetings; 8. Ensure the president signs all contracts and letters to external
parties;

3. Facilitate and coordinate tasks to get the work of the
committee accomplished; 9. Advise the treasurer of all vendor payment requirements and

timetables before deadlines;

4. Submit a budget for all programming no later than the
requested date to the Budget and Finance Committee;

10. Ensure the chapter president secures/obtains general
liability insurance for all programs or events attended by
individuals that are not members of the chapter;

5. Prepare written committee report summaries and
present the reports to the Executive Board and chapter;

11. Sign and submit all reimbursement vouchers with receipts at
Executive Board, chapter meetings, or special called meetings
designated by the president before fund disbursement; and

6. Approve only budgeted committee expenses; 12. Reconcile budget expenses before signing a committee
member’s PO/reimbursement voucher.

Committee Duties & Responsibilities
Divide & Conquer



Committee Meetings: 
Before, During, & After



Event Management



Marketing Steps 

Create
Flyer

Submit for
approval

Create content
for media
platforms

Submit
Communications
Form

Send flyer to
Committee
Members &
PP&D
GroupMe

Send to
Soror
President

Submit a flyer request to Technology
outlining details for the flyer.
 (60 - 90 days before event)

Email flyer to Soror President for
approval.

 (60 - 90 days before event)

Once flyer is approved, complete
communications form to publish in

newsletter, social media, and / or  send
remind texts. Be sure to include links. 

Create content for social media and
text reminders 

Send approved flyer to committee
members with verbiage to post on

their social media sites

Send approved flyer to Soror
President to send to SW Region and

NPHC - Tarrant County



Sponsorship Packet



Thank You



Forms

Committee Report Form1.
Motion Form2.
NCTA Flyer Request Form3.
Communication Request Form4.
Voucher: Payment/Reimbursement5.
Announcement Form6.
Zoom Sign-Up Form7.
Property Request Form8.



Committee Report Form



Committee Chairs @
E-Board Meetings

Committee Reports

Informational Reports

Educational Reports

Vote

High-Level Overview
Provide awareness or details about an upcoming event.
2-3 mins.

        *You will be timed.

Used to share educational tips with the chapter.
4 mins. (*President’s Discretion-5 mins. max)

       *You will be timed.

1 Vote per Standing Committee (Ch. Mgt. Handbook, 2023, p. 105).
Special Committees cannot vote (NCTA P&P, p. 6). 

Applicable if there is a motion.
2-3 mins.

        *You will be timed.



Flyer Request Form



Communication Request Form



Voucher Form



Announcement  & 
Zoom Sign-Up Forms



Approved Survey Questions



5 Pt. Thrust Committees Only:
PP&D Quarterly Assessment Tool

Due: December, February, & June



GroupMe
Committee GroupMe

Use the calendar for meeting/event reminders.
Use polls for voting.
Sub-Committees can have their own folder.
Post flyers & verbiage for committee members to share.
You can mute, but check often.

PPD GroupMe
All Elected & Appointed Positions and Committee 

              Chairs are apart of the PPD GroupMe.
Check often for updates.
In PPD GroupMe, only post content that pertains 

               to all committees. 
Sorors President, VP1 & VP2 should be included in 

       all Committee GroupMe(s).



LUNCH
BREAK 
15 MINUTES



Communication Styles: 
Colors Test

Dr. LaShondra Manning,
2nd Vice President



What Color are You?

Blue Green Orange

Relationships Responsibility Competence Freedom & Fun

Gold Orange



Your Color in a Nutshell



Relationships

Orange

Leadership Style

Blue Green

Responsibility Competence Freedom & Fun

Gold Orange





Others May See You As…



PARLIAMENTARY
PROCEDURES

Dr. Stephanie Spears,
Parliamentarian



Parliamentary Procedures

Meetings and Sessions

Understanding Motions

Making Motions

Purpose of Executive Board, Committee,
Chapter, and Call Meetings

Writing Motions



Meetings and Sessions

Chapter
Meeting

Call 
Meeting

Purpose: Plan and help coordinate
officers’ and committees’ work.
Chair: Chapter President
Participants: Elected and
appointed officers, elected
positions,  standing committee
chairs, and immediate past
president. 
Meeting Frequency: Monthly
Quorum: 25% of the Board. 
Agenda: The President prepares
the agenda, which must be
adopted.
Voting: Chapter members may
attend but may NOT VOTE.

Purpose: Accomplish the
chapter’s work by deliberating,
organizing, making decisions,
coordinating efforts, and
implementing plans.
Chair: Committee chair(s)
Participants: Committee
members
Meeting Frequency: Monthly
Quorum: 25% of the committee
members.
Agenda: The Chair prepares.

Purpose: Discuss activities,
review reports, and make
collective decisions.
Chair: Chapter President
Participants: Chapter members
and pre-approved sorors.
Meeting Frequency: Monthly
Quorum: 25% of the membership
needed to transact business.
Agenda: The President prepares
the agenda, which must be
adopted.
Voting: Chapter members only.

Purpose: Ensure timely action on
urgent matters.
Chair: Chapter President 
Participants: Chapter members
Meeting Frequency: As required
with a 10-day notice.
Quorum: 25% of the membership. 
Agenda: The President prepares
the agenda, which must be
adopted.
Voting: Chapter members may
vote.

Committee
Meeting

Executive
Board

Meeting



Original Main Motion (Lowest motion)
How business is brought to an assembly
Requires a second

Subsidiary Motion (Secondary motion)
Relates to the main motion.
Disposes of or perfects the pending motion
(e.g., Move to Amend or Move to Order the
Previous Question)

Types of Motions

Incidental Motion
For example, Parliamentary Inquiry
Divide the question (Requires a 2ⁿᵈ)

Privileged Motion (Highest motion)
Related to the right of members
Not debatable (e.g., adjourn)



Making Motions (Steps 1 through 5)
1. Member A raises her hand, and the Chair recognizes her.

2. Member A makes the Motion:¹ “I move that [insert].”

3. Member B seconds the motion: “I second the motion” or

“Second.”

4. The Chair re-states the question/motion: “It has been

moved and seconded that [insert].” (REPEAT)

5. The chair pauses to see if Member A wants the floor; if yes,

the Chair states: “The Chair recognizes Member A.” 

Member A provides context.

The chair must recognize the member.1.



Making Motions (Steps 6 through 10) 
6. The Chair opens the floor to debate: “Is there any debate?” 

7. If yes, for example: “The Chair recognizes Member C.” Member C

addresses concerns to the Chair.

8. When debate has closed, the Chair ensures no one else wants to

speak: “Is there any further debate?” or “Are you ready for the

question?”

9. The Chair Puts the question to a vote: “The question is on the

motion that [insert]. Those in favor of the motion, raise your vote

card.” The Chair pauses while the Recording Secretary counts the

votes. “Those opposed, raise your vote card.” The Recording Secretary

counts the votes and shares results with the Chair.

10. The chair announces the result: “The motion carries 30 to 5” or

“The motion failed 5 to 30.”



Writing a
Motion

Member A: “I move that the chapter
allocate $1,000 for the Alpha’s party.”
Member B can “Second” or …?
What’s wrong with this motion?
What’s the best course of action?

Main Motion

Dispose or perfect the motion
Member C: “I move to amend or dispose…”

Subsidiary Motion



ADMINISTRATION /
SUPPORTING CAST



Keeping the
Record Straight

Soror Katrina Druery,
Recording Secretary



Keeping The Record Straight

The Warm-up

Chapter
Meeting

Finalize
Documents

for the
Record

The Warm-up

Conduct Committee Meeting

Assign a recorder to take minutes

Submit Committee Report Monthly
by 10 pm the Thursday before
EBoard to Soror President, 2VP and
Recording Secretary  

The Starting Line

Committee Report Review

Motions Finalized

Chapter Meeting Agenda Set

The Main Event

Chapter Meeting Presentation Ready

Chapter Meeting Documents Ready

Chapter Roster Ready for Sign-in

Record Set!!! 

Obtain Signature for Previous
Month Meetings and File

Finalize Minutes for this Month’s
Meetings and post in preparation
for next month

EBoard
Committee

Meeting /
Report



FINANCE

Soror Tomica Hallums,
Treasurer



Chapter
Budget 

Voucher
Submission

Mailbox
Visits

Chapters must have an
approved budget by
January 1 of the upcoming
fiscal year 
Chapter budget starts at
zero each year
No allocation of funds from
previous year are rolled over
Proposed budget comes
from local dues received

National and Local Dues will
cover January 1 –
December 31, 2025
Pay dues by September 25,
2024, to allow time for
processing in the Red Zone
Dues received after
September 30, 2024, will
incur lates fees

Vouchers can be emailed or
submitted in person
Submit vouchers within 45
days of expenditure
Cash checks within 90 days
Receipts should only include
chapter purchased items
Check your math

First Saturday of the month
from 11am – 1pm
Two exceptions – August 17
and September 21 during dues
period 
Vouchers will be reviewed,
signed, and checks mailed

Annual Dues

Teamwork Makes the Dream Work



Budget Is Your Torch

Budget
Fiscal Year

July 1, 2024 – September 30, 2024 September 1, 2024 October’s Executive Board and
Chapter Meeting

September 30, 2024

Chapter vote in November January 1 – December 31, 2025

Budget
Request

Forms Due

Proposed
Budget

Presented

Chapter
Vote

Budget
Request Forms

Sent To
Committee

Chairs

Dues
Period



Play Your Part

Profile in RedZone

Budget Planning

Support Membership

Pay Dues On Time

Support Chapter Events

Profile information in the RedZone should
always be current

Committees Chairs meet with their
committee to prepare the Budget Request
Form and submit by the due date

Recruit inactive members

It's important to pay dues on time. This helps
the Budget and Finance Committee prepare
the proposed budget

Support fundraisers & committee events,
seek sponsorships, and share on social
media

Financial Reports

Review financial reports posted to Sorors
only section of the website

Financial Reports



TECHNOLOGY 
AND  SOCIAL MEDIA
Dr Kimble Colbert, Tech Chair 

& 
Soror Jennifer Clark, Social Media

Coordinator 



The purpose of this committee is
to oversee and advise the

Executive Board on matters of
innovation and technology.

How We Serve



Key responsibilities include:
Responsibilities

Updating the chapter’s website

Flyer creation

Email account support

Provide training to Deltas (mainly our Dears)

*During the sorority year, this committee supports other committees by
assisting them with their technology needs.



Technology Request
Steps

Submit for
approval your

technology
request

Upon approval
Technology
Committee will
review

Returned to
Committee Chair
for review

Submit a
communication
request 

Admins
will post 

Form located in
Members Portal

Allow Committee Chair to review to
committee

If any questions we will reach out to
Committee Chair

This form is located in Member Portal
and provide direction on when and

where you flyer will be posted

Your request will get posted to where
you requested



Flyer Design
Chapter Name and Logo

Date and time

Attire

Venue Address

QR code (registration link)

Event Title



APPROVED SOCIAL MEDIA PLATFORMS

7.2 REGIONAL & CHAPTER SOCIAL MEDIA ACCOUNTS
DELTA TECHNOLOGY GUIDELINES LAST REVISED: APRIL 2021

FACEBOOK INSTAGRAM TWITTER YOUTUBE LINKEDIN
@NCTADELTAS @DSTNCTA1913 NCTA1913



All information on the chapter's social media
account must be reviewed and approved by the

chapter president!

CONTENT RESPONSIBILITY



SOCIAL MEDIA POSTS SWIMLANE

Review
chapter

calendar

Design your
flyer &

message

Seek approval
from Soror
President

*45-60 days prior to
event

Complete the 
Communication

Distribution Form 

PREP



SOCIAL MEDIA POSTS SWIMLANE

EXECUTION

Flyers appear
in chapter
newsletter

Messages will be
posted

Committees and
chapter members

support event
*Sorors can repost

After event
communications

should be
submitted

POST



NCTA’S
 Increasing engagement

Mention/tagging community partners
Use of hashtags (i.e. #DST1913 , #NCTA1913 #Thatchapter
#powerinourvoice #elevatewithncta
Use of canva suite to create campaigns

Social media content calendar 
Post will occur on every Thursday and Monday
of the following week.
Post will appear on both social media channels

Transition to Facebook business page



Heritage &
Archives

Soror Nikeya Anderson,
Historian



Photo Circle Process

Request Use Photo
Circle

Created by
H&A

Account

Speakers and
Non-Chapter

Members

Requests your committee Photo Circle
within five (5) days of the activity by
texting (972) 467-1726 or emailing

historian@dstncta.org 

Include the flyer in the Photo Circle By doing this, all NCTA photos can be
accessed and downloaded in a central

repository and aid in future transitions

Please identify them by clicking on the
picture to add a comment using the

bubble in the lower right corner

Flyer



Photo Circle Information
and Guidelines

Why to
Follow the

Process

Enter Text Enter Text

If a committee creates a Photo
Circle, please remember, to

upload the respective committee
pictures to the official Chapter

Photo Circle for the Heritage and
Archives account. If not done,

there is a chance the pictures will
not become a part of the

chapter’s history and archives. 

Do not give the Photo Circle link to
non-members of the North Central

Texas Alumnae Chapter. 

If pictures are uploaded and the
name or email address isn’t

recognized; the person will be
removed from the Photo Circle
and not allowed to upload any

pictures.

When uploading pictures, please
use your name and or email
address that is listed on the

chapter roster. 

For NCTA
Only

Who are
You

Removal



Flattering Photos

Lighting

Camera Angle

Pose

Posture

Background

Natural light is most flattering, but if you're indoors, you can
stand near a window or use a ring light.

Position the camera slightly higher than the subject's eyes to create
a slimming effect.
 

 Leaning forward can create a slimming effect and soften the
pose. You can also try keeping your shoulders relaxed and your back
straight to look more confident.

Good posture can help you look confident in photos. Keep your
shoulders relaxed and your back straight.

Pay attention to the background. You can use portrait mode on a
smartphone to gently blur the background while keeping the
subject in focus.

Expression

Try to relax and be yourself in front of the camera. A genuine smile
that involves the muscles around your eyes and mouth can make
your face look more attractive.

NOTE: Upload complimentary photos by excluding pictures of backsides, cutting sorors out the pictures, pictures with bad lighting, duck lips, etc. 
 



Chapter Display Request
Request Eight Weeks in Advance
Schedule Meeting with the Historian to discuss details of the
display
Historian requests artifacts from the storage
Approve mock display set-up
Agree to set-up time and breakdown time
Historian verifies artifacts are returned back into the storage



Custodian

Dr. Jackie McNair,
Custodian



Custodian

Custodian Introduction

The Properties Catalog

Transferring Properties

Properties Reservation Link

Check-Out Process



Custodian 2024-2026

Dr. Jacqueline “Jackie” McNair
601-392-9502

dstncta.custodian@gmail.com



Properties Reservation
Link

https://docs.google.com/forms/d/e/1FAIp
QLSftZVA2EFtAcIdhVAcxVs3TSzG04I20Ex
EQwa0Yz2ryP4RqYg/viewform



Complete the form as indicated
for each section. The Committee
section and the event name
section both have drop-down
menus. If the even name is not
listed, please choose OTHER. If
other is chosen, please provide
event details in the other event
details section.

Check-out
Form



Enter Text

Enter Text

Properties  Catalog

Enter Text Enter Text



Transferring Properties



Upcoming Events



Upcoming Events



Evaluation



Appendix



TECHNOLOGY 
AND  SOCIAL MEDIA,

cont.

Dr. Kimble Colbert, Tech Chair 
& 

Soror Jennifer Clark, Social Media
Coordinator 



Delta’s Code of Conduct applies
to both online and offline

activities. Violation of the Code
may form the basis for

disciplinary action.

Social Media Disclaimer



SOCIAL MEDIA POSTS

Fundraising events

Community Service Events

Founders Day Events

Public Sorority programs and events

Noteworthy accomplishments of
members or sorors, or other related
info of general interest
Reclamation events

Upcoming chapter meetings

Closed ceremonies

Business or personal promotions

Pre or post parties

Membership Intake Activities



How often should this be posted?
include appropriate verbiage for the event

PROMOTION

GOING FOR THE         ? 
Allow 1-2 weeks for flyer creation, review and approval
If the committee is creating the flyer, all approvals are still required!

COMMUNICATION CASCADE

How can this be set apart from others and draw in interested stakeholders?
Use of other virtual applications (i.e. facebook live)

CREATIVITY



FAQs
Can I share social media content?1.

 Sorors and the general public are encouraged to use a platform’s share feature
or content reposting apps to distribute posts from national, regional, or chapter
social media pages/accounts to their personal networks. However, do not edit
official Delta social media posts (captions) prior to sharing on a personal social
media page.

a.

 There have been a lot of discussion regarding member’s negative
social media post. Can I respond?

2.

 No. This information should be reported to the Scholarship and Standards
Committee, National First Vice President, and Executive Director by contacting
dstemail@deltasigmatheta.org.

a.

 Does NCTA have a LinkedIn or Twitter/X account?3.
NCTA does not have a LinkedIn account. The Twitter/X account is being removeda.

Refer to Section 7 Social Media Guidelines
Delta Technology Guidelines

Last Revised April 2021



TECHNOLOGY CONTACTS

DR. KIMBLE COLBERT

JENNIFER CLARK
CHAIR, TECHNOLOGY

SOCIAL MEDIA COORDINATOR

Contact us at:

technology@dstncta.org

dstncta.socialmedia@gmail.com

mailto:technology@dstncta.org

