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1. INTRODUCTION 
 

The purpose of the Kappa Psi Pharmaceutical Fraternity Inc. Graduate Chapter Manual is to offer Graduate 
Chapters a guide to continue to excel in the areas of Industry, Sobriety, Fellowship, and High Ideals post- 
graduation. The hope is that this manual will provide relevant information that will benefit new and long-standing 
Graduate Chapters. This manual, along with the Graduate Chapter of the Year Form, should be used as a tool to 
gauge the Chapter’s year to year progress. The Graduate Development Committee would like to thank all the 
Brothers that have contributed to the manual. A special thanks goes out to the Brothers that spent countless hours 
editing the content. 

 
1.1  What Can Kappa Psi Do For You Post-Graduation? 

During our pledging and initiation experience, Brothers took an oath that Kappa Psi was not just a Collegiate 
organization, but a lifetime commitment. The reality is that the Fraternity experiences a 1-2% retention rate post- 
graduation. As a pledge, we were inspired to develop a deep and lasting pride in our Fraternity and in the 
profession of pharmacy. As a Graduate Brother of Kappa Psi, we are expected to continue the rich traditions and 
the objectives of our great Fraternity. Graduate Brothers that continue to be active post-graduation can be 
exposed to a myriad of opportunities. The activities can range from fellowship or collegiate mentorship to 
community/professional involvement. These are just a few examples of what Kappa Psi can offer Graduate 
Brothers. In the process of participating in the above mentioned examples, many lifelong friendships are created 
and sustained. The benefits of staying active with the Fraternity are endless. Remaining active post-graduation 
can be challenging. Brothers have additional responsibilities such as familial obligations, careers, and other 
professional organizational involvement. So, we must consider the question: What was so appealing about the 
Brotherhood that made you pledge and stay active as a Collegiate Brother? 

 

 

“Kappa Psi, for almost 50 years, has largely been my life. My closest friends are Kappa Psi brothers. Kappa 
Psi's history is my history. I have so many fond memories from province assemblies and Grand Council 
Conventions. The majority of pictures in my photo albums are fraternity related. My wife and sons tell me the 
majority of our family vacations centered around KY functions. A day does not pass that I do not have either a 
thought or activity associated with the Fraternity. As Grand Council Deputy of Beta Rho for 38 years I instructed 
the pledges that Kappa Psi is for life and I have tried to live it.” 

 
Brother Dewey Garner, Grand Regent (1979-1983) & Grand Historian Emeritus 
Personal Communication, June 2011
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“What “Kappa Psi for Life” means to me is that there is no expiration on brotherhood. I remember after I 
graduated in 1986, thinking I could only go back and visit the chapter for another three years, after that, 
everyone I knew would have graduated. What I hadn’t begun to understand yet was that my collegiate days in 

Kappa Psi were just the tip of the iceberg in my Kappa Psi experience! I have found in Kappa Psi a continuing 
adventure in my life. It would be after graduation that I have met thru Kappa Psi, the best friends in my life. I 
found the even truer meaning of Kappa Psi for Life, in the times of crisis in my life. The support group I found at 
those times could not be valued with any price. In believing in Kappa Psi for Life, I found a family, I found a 
vocation in life, and experienced the greatest moments in my life. The truth of the matter here is that Kappa Psi 
for Life is only a reality if it is a choice. Kappa Psi can be left behind after graduation like the text books we 
used in class; or it can be embraced for what it is, a lifelong fraternal bond of friendship, to accompany us thru 
life during our brightest and darkest days. Kappa Psi for Life is what YOU make it….and it has no expiration 
date unless you give it one!” 

 
Brother David E Maszkiewicz, Grand Regent (2005-2007) 

Personal Communication, July 2011 
 

1.2 Establishing a New Graduate Chapter 
 

Article VI Chapters, Sec 1 (019) 

Collegiate and Graduate Chapters may be established in any city or limited area of the United 
States, Canada, or other countries. Graduate Chapters shall be named after the city, limited area or 
county in which they are established. 

 
Constitution and Uniform By-Laws of the Kappa Psi Pharmaceutical Fraternity, Inc. 

 

 

“In my opinion Graduate brothers should look to existing graduate chapters for membership. The older 
chapters may be inactive, dormant or even off the radar but they can be revitalized and by doing this we add to 
the history of the older graduate chapters. New chapters are fine but they should be only started up when no 
other alternative is available. By just totally ignoring the older chapters available then we are disrespecting the 
work, history and the brothers of the older chapters, even though they are not active, new blood can give them a 
fresh start and a new meaning.” 

 
Brother Johnny Porter, Grand Regent (1991-1993) 

Personal Communication, July 2011 
 

 

As more and more Brothers are graduating and moving to rural areas, we may see an increase in new Chapters. If 
there are Graduate Brothers located in an area where no Chapter exists and are interested in continuing the 
objectives of our great Fraternity, then initiating a new Graduate Chapter should be considered. Prior to applying 
for a new Chapter, the Brothers are required to contact The Central Office to find out if there are other Brothers 
in the area and if there is an inactive or dormant Graduate Chapter in close proximity. Another consideration prior 
to initiating a new Chapter would be to evaluate the long term viability of the Graduate Chapter. 

 
The “Steps to Charter a Graduate Chapter” can be found in Appendix A and in the policy manual.
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1.3 Membership Drive 
 

1.3.1 Recruiting Brothers in the Area 

Locating Graduate Brothers in your local area is often a challenge, especially in larger metropolitan areas. Start 
with contacting The Central Office. They will be able to generate a list of Graduate Brothers in the area. Another 
resource would be nearby Colleges/Schools of Pharmacy. Most have alumni offices with Kappa Psi Brother 
contact information. Once contact information is obtained, Chapter announcements and activities can be sent to 
Brothers via e-mail, regular mail, telephone, and social utilities/networks. Information on how to get involved or 
become a member of the Graduate Chapter should be included in this communication. Additional ideas to locate 
Brothers in the area would be to advertise in national/state/regional pharmacy organization publications or at their 
respective meetings. Graduate Brother recruitment will be challenging. Be assertive. Don’t give up. Continue to 
send out invitations even if Brothers do not respond to the first communication. Perhaps, there will be a 
professional event that may pique the interest of an “inactive” Graduate Brother. Consider contacting area 
pharmacy supervisors for potential contact information. If possible, attend a regional meeting to make an 
announcement about the Graduate Chapter. Distribute formal invitations at the state organizational meeting. 
Lastly, a Graduate Chapter should not disregard the local Collegiate Chapters in the area. These Brothers are the 
future of our Graduate Chapters. It is easier to keep Brothers in the system than to try and recruit them back post- 
graduation. Continue to work with local Collegiate Chapters to encourage these Brothers to transition over to the 
local Graduate Chapter in the area. 

 

 

1.3.2 Recruiting Advanced Pharmacy Practice Experience (APPE) Collegiate Brothers from the Associated 
Collegiate Chapters 

Here are tips for the successful recruitment of APPE Collegiate Brothers (Brothers in their last year of pharmacy 
school) to the local Graduate Chapter (Please note that the below are tips and are not requirements): 

1.   It is recommended that the Graduate Chapter has a Graduate Liaison officer (Graduate Brother would 
serve as a liaison between the Collegiate and Graduate Chapters). Duties would include working with the 
Collegiate Brothers on developing professional, community service, and social activities. Ideally, the 
liaison should not be the Chapter’s Grand Council Deputy. If a Graduate Chapter is affiliated with more 
than 1 Collegiate Chapter, then there should be 1 liaison elected for each Chapter. [For the Graduate 
Chapter to do this, they would need to add this position in their local ordinances] 

2.   If a Collegiate Liaison officer exists, they can join the Graduate Chapter and assist the Graduate Liaison. 
[For the Collegiate Chapter to do this, they would have to include this position in their local ordinances] 

3.   Graduate  Chapter  Regent  sends  an  invitation  to  the  APPE  Collegiate  Brothers  to  join  the 
Graduate Chapter prior to their class initiating clerkships. 

4.   The invitation should also include the date of the next Graduate Chapter event. 

5.   Throughout the APPE year, the Graduate Liaison and respective Collegiate Liaison work together to 
create activities that will encourage the APPE Collegiate Brothers to attend Graduate Chapter sponsored 
activities. The goal is for the graduating class to maintain their engagement with the Fraternity. Also, a 
comfort level will form between the Collegiate and Graduate Brothers prior to commencement. This will 
hopefully promote a smooth transition over to Graduate Chapter involvement. 

6.   The Collegiate Liaison can keep the Graduate Brothers posted on the progress of their respective 
Chapter. In the past, some Collegiate Liaisons have written their respective Chapter news updates for the 
local Graduate Chapter newsletters. 

7.   Prior to commencement, the Graduate Liaison is responsible for signing up the graduating class for the 
local Graduate Chapter. 

8.   The Graduate Chapter organizes a welcoming social soon after commencement for the new Graduates.
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1.3.3 Recruiting Graduates from Other Geographical Areas 

As Brothers are accepting positions and residencies/fellowships across the country, it is important to welcome 
these new Graduates to the local Graduate Chapters. The Graduate Referral Form (if used) has proven to be an 
excellent means to connect Brothers whom are relocating to the local Graduate Chapter. This form can be located 
on the national website under the “For Brothers” tab, “Graduate Referral Form” tab. It is filled out by a Collegiate 
or a Graduate Brother that is relocating and can be submitted online. The Central Office or the Graduate Member- 
at-Large will then identify the closest Graduate or Collegiate Chapter in the area. The relocating Graduate Brother 
will be connected with the Graduate Chapter Brother. It is suggested that the Graduate Brother invite the 
relocating Graduate to the next Chapter activity or event. 

 

2. GETTING STARTED 
 

2.1 The Basics 

All Graduate Chapters should have in their possession the following references and documents: the most current 
Kappa Psi Pharmaceutical Fraternity Ritual Book and the Constitution and Uniform By-Laws of the Kappa Psi 
Pharmaceutical Fraternity, Incorporated. Both documents are available through The Central Office. The 
Constitution and Uniform By-Laws of the Kappa Psi Pharmaceutical Fraternity Inc. can also be accessed on the 
national website, www.kappapsi.org. To access Chapter information on the national website, click on the Log-In 
on the upper right corner. Then click Log-In as a Chapter. The general password is 1879. If the Chapter 
password has been changed or cannot be remembered, contact the national Webmaster to have it reset. 

In addition, Graduate Chapters should have the Policy Manual on hand. This manual can also be accessed online 
via the Kappa Psi national website. Other suggested Chapter references may include The History of Kappa Psi 
Pharmaceutical Fraternity 1879-1993 written by Dewey D. Garner and The History of Kappa Psi Pharmaceutical 
Fraternity: Our Modern History and Beginnings Revisited compiled and edited by Michael Cournoyer and Kali 
Weaver. These excellent resources of our rich fraternal history can be purchased through The Central Office. 
Brothers may find it beneficial to have a current edition of Robert’s Rules of Order – Newly Revised handbook. It 
should be noted that the national website is full of relevant information and updates. Chapters should be regularly 
checking their respective Province websites for updated information such as Province meeting registration details, 
upcoming activities, and projects. All Graduate Chapter Brothers should be signed up to receive communication 
via the national Kappa Psi electronic mailing list, kappapsifraternity@googlegroups.com. Brothers should 
consider signing up for the Kappa Psi pages on social utility/networking sites for the most up to date information. 
Lastly, Brothers are strongly encouraged to attend their respective Province meetings and the Grand Council 
Conventions (GCC). 

 
2.2 Chapter Meetings 

Chapter meetings should be held regularly. Minutes should be recorded either by paper or electronically and kept 
on file. These documents should be readily available for members to review. Graduate Chapter Officers should 
be elected annually or biennially, as defined in the Chapter By-Laws. The Chapter Officers Address Form can be 
located on the national website under the “Forms” tab, “Chapter Forms” tab. This form must be filed by the 
Chapter Secretary or Chapter Regent at least once a year and immediately upon the election of new officers.

http://www.kappapsi.org/
mailto:kappapsifraternity@googlegroups.com
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2.3 International  Electronic Mailing List (Official International Kappa Psi Listserv) 

As mentioned earlier, important Fraternity news and updates are emailed to Brothers via the national Kappa Psi 
electronic mailing list, kappapsifraternity@googlegroups.com. All Brothers are welcome to join the group. 

Brothers can sign up to receive emails via the national website under “Communications” tab, “International 
Group and Mailing List” tab. The Graduate Chapter Regent and Secretary would be responsible to disseminate 
relevant information to the members of the Graduate Chapter. 

 
2.4 National Chapter Dues and Membership Roster 

National Chapter dues are set in the Constitution and By-Laws and should be paid in full by March 15th of each 
calendar year. Failure to pay annual dues may result in disqualification from the Graduate Chapter awards, loss 
of GCC voting rights, and if continued, loss of the Chapter Charter. In addition, the Chapter Secretary or Regent 

must submit the Chapter Membership Roster Form to The Central Office by March 15th of each calendar year. 
The form can be found in the Fall and Spring Packets and on the national website under the “Forms” tab. 

 
2.5 Province Dues 

Province dues amounts and due dates are variable depending on the Province. Please visit the respective Province 
website or contact the Province Treasurer to determine the amount and payment deadline. Failure to pay Province 
dues may result in a loss of voting rights at Province meetings. 

 
2.6 Voluntary Graduate Dues (Separate from chapter dues) 

As Kappa Psi has given us unlimited opportunities throughout our careers and lives, Graduate Brothers are 
encouraged to pay a nominal monetary sum each year. Graduate Chapters should promote the payment of these 
national dues at regular Chapter meetings. 

 

Regular Voluntary Graduate Dues is the 1st level of payment. The dues are set in The Constitution. 

For Graduate Brothers that are interested in paying higher dues amounts, there are various levels of annual 
Graduate dues. 

 

Graduate Dues Level Annual Dues Benefits 

 Regular   $50.00   Annual subscription to The Mask  

Silver (Original Ninety-Niner’s Club) $99.00 Annual subscription to The Mask, 
Kappa Psi Lapel Pin, and name listed 
on the national website 

Gold  $250.00  Annual subscription to The Mask, 
Metallic Pen featuring the Kappa Psi 
Coat-of Arms, and name listed on   

  the national website 

Platinum $500.00 
 
   

Annual subscription to The Mask, 
Official Badge of Kappa Psi, and 
name listed on the national website 

 

The cycle for Voluntary Graduate Dues is January 1 to December 31. The suggested due date for Graduate 
Voluntary Dues is March 15. With a cycle and a suggested due date in place, Brothers will be well aware when 
their Mask subscription is up. The suggested due date will assist in giving Brothers a targeted time to pay.

mailto:kappapsifraternity@googlegroups.com


Graduate Chapter Manual 2017 

 

 

 
 
 

National dues can be paid either by check to The Central Office: 
The Central Office 

Kappa Psi Pharmaceutical Fraternity 
2060 North Collins Boulevard Suite 
128 Richardson, TX 75080-2657 

 
Or by phone 972-479-1879 using a credit card 

 
Brothers that are interested in paying Voluntary Graduate Brother dues may pay online at www.kappapsi.org 

 
2.7 Correspondence 

 

2.7.1 Within the Chapter 

There are various venues for communicating within the Graduate Chapter. Regular mail, telephone, chat rooms, 
conference calls and physical meetings are all effective methods of communication. Some chapters have chosen to 
communicate with their members via a Kappa Psi Graduate Chapter electronic mailing list (listserve) using 
Google or Yahoo Groups. Other options include creating a home website or a social utility/networking page 
(Facebook©, Twitter©, etc.). Chapter news and events can be emailed via the listserve or posted on the social 
utility/networking page to keep Chapter members informed. Chapters are encouraged to regularly update their 
websites and their social utility/networking pages. 

 
2.7.2 With the Province 

Chapter members should sign up for their respective Province listserves. This can be completed either online on 
some Province websites. Otherwise, contact your Province Webmaster or Province Secretary for further 
instructions. 

 
2.7.3 With The Central Office 
Please note the majority of the correspondence to The Central Office is conducted electronically via the Graduate 

Chapter’s Kappa Psi email account. Each Chapter has a designated email account and can be accessed via the 
national webpage under the “Communications” tab, “Kappa Psi E-mail (direct link)” tab. The Username is the 
[Graduate Chapter Name]grad@kappapsi.org. If this is the first time the email account has been accessed or the 
password cannot be remembered, contact the webmaster. The password has to be reset once the email has been 
accessed for the first time. The Chapter Secretary should be checking their Fraternity email regularly for Chapter 
dues statements and important Fraternity news. If any Chapter is experiencing problems logging into their email 
account, please contact the national Webmaster or The Central Office immediately. 

 
2.8 Risk Management Policies 

The Risk Management Policies were implemented to assure the safety and well-being of members and non- 
members interacting with a Chapter, Province, or the Fraternity in anyway. These policies address concerns and 
provide guidelines on hazing, sexual harassment, and alcohol and substance abuse. The general Kappa Psi 
Pharmaceutical Fraternity Risk Management Policies can be located on the national website under “Central 
Office” tab, “Risk Management Policies” tab. Each Graduate Chapter must create its own Risk Management 

Guidelines. The completed document must then be sent to The Central Office and the national Webmaster for 
placement on the national website. To assist in the creation of these guidelines, general templates can be found on 
the national website. Chapters must take on the responsibility of educating all Brothers annually. Additional 
questions or concerns can be directed to The Central Office or the Risk Management Committee. It is imperative 
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that all Graduate Brothers are properly trained in the Kappa Psi Risk Management Policies. As Graduate Brothers 
serve as positive role models, all Graduate Chapters must support and promote these policies with the Collegiate 
Chapters. 

 
2.8.1 Risk Management Assessment Fee 

The Fraternity has liability insurance. Graduate Chapters are expected to complete any actions required by the 
liability insurance including paying any required fees. 

 
2.9 Kappa Psi Picture Policy 

This policy was created to protect the professional image of Kappa Psi Pharmaceutical Fraternity Inc. Photos that 
may harm or misrepresent the professional image of Kappa Psi should not be physically displayed or posted on 
any websites including social utility/networks such as Facebook© or Myspace©. Detailed policy guidelines can 
be found on the national website under “Central Office” tab, “Kappa Psi Picture Policy”. Graduate Chapters 
should review the policy with all members annually. 

 
2.10 The Ritual Use 

 

“The Rituals are the stuff which characterizes your Fraternity; without it, your chapter is just another club” 

 
Brother Richard M. Doughty, Grand Ritualist Emeritus 
The Book of Rituals of Kappa Psi Pharmaceutical Fraternity Inc. 
Copyright 2007 

 

 

Graduate Chapters should have the current Ritual books. These documents are considered confidential 
information and should be kept under lock and key by the Graduate Chapter Regent or Chapter Chaplain. All 
Graduate chapters are encouraged to use The Ritual at the opening and the closing of all business meetings. The 
Ritual must be exercised with the installation of new officers. The Graduation Ritual should be performed for 
graduating Brothers that intend to join the Graduate Chapter. Lastly, Graduate Chapters should conduct the 
annual Grand Agora exercise in December. Memorial services can take place during the calendar year. These 
exercises pay tribute to the memory of our departed Brothers. If a Chapter would like to obtain a list of deceased 
Brothers in their area, consider contacting The Central Office, the State Board of Pharmacy, or other state 
pharmacy organizations. With the above stated, secrecy must be maintained. When using The Ritual, Chapters 
must consider the location of the meeting prior to performing sacred ritual exercises. 

 
2.11 Chapter History 

The Mask of Kappa Psi Pharmaceutical Fraternity 

 
“The MASK is truly the documentation of our history, our life as a Fraternity. As editor for fifteen years, on 
numerous occasions chapters having anniversaries would ask me to send them past articles on their chapter or 
Brothers. It is critical to the fraternity that we have this information. Also remember the MASK is an important, 
even critical tool for public relations. The circulation is considerably wider than the Brotherhood. Deans, other 
organizations, and often most importantly, our friends, family and spouses often have the only impression of our 
beloved Fraternity through reading the MASK. 

 
Tony Palmieri, Grand Regent (2003-2005) & Editor of The MASK Emeritus
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As Kappa Psi’s official journal, The Mask, documents the history of our Fraternity, all Graduate Chapters should 
submit chapter news/updates and photographs for the Spring, Summer, Fall and Winter issues. All Chapter 
articles, news items, or digital photographs to be included in The Mask should be sent to the Editor of The Mask 
at: mask@kappapsi.org. Photographs submitted must abide by the approved Picture Policy that governs use of 
Fraternity-related photos in the public domain. Additional information on The Mask Photography Guidelines can 
be found in the national website under the “The Mask” tab. 

 
The Mask Submission deadlines: 

Spring Issue: March 1st, Summer Issue: July 1st, Fall Issue: October 1st, Winter Issue: December 1st
 

 
In an effort to expand or detail Chapter events and announcements, many Graduate Chapters have chosen to 
publish newsletters. These newsletters contain a wealth of information regarding upcoming Chapter events, 
national/Province news, Collegiate correspondence and wedding/birth announcements. Graduate Chapters are 
encouraged to create newsletters and forward these to their associated Collegiate Chapters and the national 
Webmaster for publication on the national website. 
. 

2.12 Local Chapter Ordinances 

Local Chapter Ordinances should be revised every four years and submitted in electronic format, within seven 
days of adoption, to the Grand Counselor and the Central Office, for approval/rejection by the Grand Counselor 
or Legislative Committee. Failure of the Grand Counselor and/or Legislative Committee to act within ninety days 
on any Ordinance, shall constitute automatic approval. Upon receipt by the Chapter of any rejections or 
recommendations to the proposed Ordinances by the Grand Counselor or Legislative Committee, the Chapter 
must act, within ninety (90) days, on these rejections or recommendations and submit a response. Failure to do so 
shall constitute an automatic approval of the Legislative Committee recommendations. (Article VII, Sec. 2., 
[022]). The time to final approval is variable, but the Legislative Committee will let the Chapter know when the 
Local Chapter Ordinances are approved and will submit the final document to the Kappa Psi Webmaster for 
placement on the national website. 

 

 

3. Annual Taxes: Keeping the Graduate Chapter in Compliance with the 
Internal Revenue Service 

 
Question 1: Do all Graduate Chapters need to file taxes on an annual basis? 

Answer:       Yes. Since all Graduate Chapters charge membership dues in the Uniform Graduate Chapter By-Laws, 
By-Law XVII Local Chapter Ordinances, Ordinance 11, Sec. 2, then the Internal Revenue Service (IRS) 
expects to see tax filings from said Chapters to account for all revenues and expenses. 

Question 2: What is the due date for filing taxes? 

Answer:       Taxes are due on the 15th day of the 5th month after the close of your fiscal year. Therefore if your fiscal 

year is a calendar year, then your due date would be May 15th. However if your fiscal year ends on a 

different month then your due date would be the 15th day on the 5th month after your fiscal 

year ends (for example, if your fiscal year closed on June 30th, then your due date would 

be November 15th). 
Question 3: How do I determine my fiscal year? 

Answer:      Your fiscal year is set when you set up your Employee Identification Number (EIN), also known as a 
tax identification number, with the IRS. If you file via the 990-n e-postcard system (see below) then 
when you file, it should state your fiscal year. If you are having trouble determining your fiscal year, 
then please contact the Grand Counselor or The Central Office as they have a master document on 
file with this information.

mailto:mask@kappapsi.org
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Question 4: What happens if I do not file by the due date? 

Answer:      If you do not file by the due date (May 15th for most Chapters but it is dependent on the close of 
your fiscal year), then technically there is no penalty by the IRS. You can still file after that date for 
the previous year. However, if the Chapter does not file for three consecutive years, then you will 
lose tax exempt status with the IRS. It is best to get into the habit of filing annually to avoid losing 
tax-exempt status. It takes a few minutes to file an e-postcard 990-n online. 

Question 5: What happens if our Chapter loses tax exempt status? 

Answer:      If the Chapter loses tax exempt status then you are responsible to file and pay taxes for the revenues 
received by the Chapter. All Chapters technically have revenues, since all Chapters charge dues as 
stated above. Therefore if tax-exempt status is lost, then the Chapter is expected to pay taxes on all 
revenues (i.e. dues income, etc.) to the IRS. If these taxes are not paid, then the Chapter is open to 
legal action by the IRS. This is a potentially serious situation, so please file your taxes annually to 
avoid this scenario. 

Question 6: What if I do not have an EIN? 

Answer:      If you do not have an EIN, then you must obtain one. All of the Chapters need to account for all 
revenues with the IRS. Since your Local Ordinances (commonly referred to as Chapter By-Laws) 
are approved and contain a provision for collecting dues money, then you need to account for said 
monies with the IRS. Please contact the Grand Counselor for assistance in obtaining an EIN. 

Question 7: Which form should I file with the IRS (990, 990 EZ, or 990-n)? 

Answer:      Essentially if the Chapter brings in gross revenues less than $50,000 annually then the Chapter can 
file a form 990-n. This is a simple online document which usually takes about 5-10 minutes to file, 
and requires minimal information. Please refer to the “Instructions to File Taxes” document that is 
updated as needed by the Grand Counselor to assist you in filling out this form. If the Chapter 
brings in greater than $50,000 in gross revenues annually, then the Chapter needs to file taxes via a 
Form 990 or Form 990 EZ. At this point, it is best to work with a certified public accountant in 
order to make sure that everything is in order with filing for the IRS. 

Question 8: What happens when there are other issues regarding tax filings that this document does not cover? 
Answer: Please contact the Grand Counselor and inform them of your situation so they can determine the best 

way to assist you. 

Please Note: A detailed document on “Instructions for Chapters to File Taxes” can be found in Appendix 

B. The following forms can also be located on the national website: IRS Form 990-N) (e-Postcard), IRS Form 
990-EZ Organizations Exempt from Income Tax and IRS Form 990 Organizations Exempt from Income Tax. 

 

4. PROVINCE AND GRAND COUNCIL CONVENTION (GCC) ATTENDANCE 
 

Province meetings are held 1-2 times per calendar year depending upon the Province. The Grand Council 
Convention is a biennial meeting. The decisions made at these meetings may have a direct effect on Chapters. 
This is the opportunity to voice your opinion on all Fraternity matters. Graduate Brothers are strongly encouraged 
to attend both Province and GCC meetings. Many professional/career development opportunities exist at these 
conventions. At GCC, daily on-site Continuing Education (CE) programs are available. Also, many Provinces 
offer CE at their meetings. The cost of attending pharmacy CE can be tax-deductible, so retain all travel receipts. 
Lastly, in an effort to create stronger bonds of fellowship, Graduate Brothers are encouraged to attend OTHER 
Province meetings. By attending these meetings, Brothers are able to observe how OTHER Provinces function. 
This can serve as a perfect opportunity for Brothers from different Provinces to exchange ideas. 
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5. GRADUATE CHAPTER ACTIVITIES 
 

“From my first day as a pledge, I realized I was part of a very big and important movement to make pharmacy 
and all our lives better. I learned leadership skills and responsibility which carried me through my fraternal, 
personal and professional lives. The other major hallmark was to be introduced to service, something which has 
followed me for over 58 years since I was a pledge.” 

 
Brother Norman A. Campbell, Grand Regent (1972-1974) 

Personal Communication, June 2011 
 

 

5.1 Chapter Fundraising 

Upon installation of a new Graduate Chapter, funds tend to be low. Often, the main source of monies is generated 
from Chapter dues payments. Some Chapters have been successful hosting picnics or barbeques. For example, 
one Graduate Chapter hosts an annual NFL football game outing where the Graduate Chapter sells tickets which 
include a barbeque prior to the start of the game. Fifty percent of the monies raised are donated to their associated 
Collegiate Chapter(s) and 50% is retained within the Graduate Chapter. This particular fundraiser has raised 
anywhere between $400-$1700 total for the event (~ $200-$850/ Chapter). The side advantage of this type of 
fundraiser is that the activity is social in nature and fun for all! Other options include designing and selling Kappa 
Psi paraphernalia (t-shirts, hats, pens, jackets, etc.) at Chapter, Province and GCC meetings. 

 
5.2 Collegiate Mentorship 

 
“From our oath we know Kappa Psi is for life. Membership in a graduate chapter is the Fraternity's formal 
mechanism for extending our fraternal experience beyond our collegiate days. Affiliation with a graduate chapter 
provides us the opportunities to continue our social interactions with fellow initiates and to maintain contact with 
the brothers on a province and national level. Many brothers chose to become active in a graduate chapter 
primarily to support their collegiate chapter through scholarship grants and awards and in chapter house 
financing and management. A few chapters have been successful in directing their attention to college education 
loans, to public relations, and to legislative matters of important to the profession. Recall the fond memories of 
your collegiate experience. Multiply those moments over a life time and you have a sense of the value of being a 
member of a Kappa Psi Graduate Chapter”. 

 
Brother Dewey Garner, Grand Regent (1979-1983) & Grand Historian Emeritus 
Personal Communication, June 2011 

 
As Graduate Brothers, one of our responsibilities is to serve as role models for our Collegiate Chapters and 
Brothers. This can be accomplished by giving Professional Presentations (For an example, please refer to 

Appendix C: “Sample Professional Presentation - Alumni Speaker Series”), Collegiate Seminars, conducting 
workshops, and offering career shadowing opportunities. This can be an excellent means of drawing back 

“inactive” Brothers. Ask a Graduate Brother to speak on his or her area of expertise at the next Collegiate 
Chapter meeting. More often than not, they are willing to give back to the Brotherhood in this professional 
manner. The hope is that Collegiate Brothers will appreciate such guidance and “return the favor” post- 
graduation.
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Roundtable Events 

Roundtables or panel discussions are other opportunities to expose Collegiate Brothers to various fields of 
pharmacy in one session/meeting. Similar to the Alumni Speaker Series, these events should be organized by the 
Collegiate and Graduate Liaisons. Collegiate Brothers should be surveyed as to which facets of pharmacy they 
would like to be exposed to. The Graduate Chapter would then be able to identify Kappa Psi Graduate Brothers 
practicing in those particular areas. These types of events take longer to coordinate as multiple Graduate Brothers 
are involved. These activities can occur during a Collegiate Chapter meeting or as a “stand alone” event. A 
formal letter of invitation should be written and sent via email or regular mail to the Graduate Brothers. This 
invitation can be forwarded to their respective supervisors for possible conference time off, professional 
development recognition, and potential funding for meeting attendance. An example of a formal Graduate 
invitation can be found in APPENDIX D: “Sample Formal Invitation for Professional Collegiate Chapter 

Event”. 

 
Collegiate Chapter Development Workshops/Presentations 

 
On the matter of pledge programs' value---it is THE TIME to inculcate into every future brother that Kappa Psi is 
indeed a lifetime commitment and duty. Only one's status changes from collegiate to grad....it is the SAME 
ORGANIZATION! 

 
Brother Norman A. Campbell, Grand Regent (1972-1974) 
Personal Communication, June 2011 

 
Presenting and participating in Chapter Development Workshops and Lectures is an excellent way to strengthen 
our Collegiate Chapters in the areas of pledging, leadership and Fraternity involvement. Additionally, the hope is 
that these seminars and presentations promote that Kappa Psi is truly for life. The following workshops and 
presentations have been presented by our Graduate Chapters in the past: Collegiate Chapter Officer Development 
Seminars, Collegiate to Graduate Brother Transition Presentations, and General Collegiate Chapter Development 
Seminars. 

 
Shadowing Opportunities 

Graduate Chapters should have on file, a list of all their members’ fields of pharmacy specialties. This list should 
be made available to their local Collegiate Chapters. Collegiate Brothers would be able to shadow the Graduate 
Brother for a day. This experience would expose Collegiate Brothers to different facets of pharmacy (community 
practice, managed care, industry, institutional, etc.). [Please note: As the Health Insurance Portability and 
Accountability Act (HIPAA) was endorsed by the U.S. Congress in 1996, there may be strict regulations and 
guidelines with regards to non-employees and direct patient contact. Graduate Brothers must clear this with their 
immediate Supervisors and Human Resources Department prior to setting up shadowing opportunities]. 

 
Sponsor a Pledge/Active Program 

Another mentorship opportunity is to sponsor a pledge or a Collegiate Brother for a semester. A Graduate 
Brother would be assigned to a local pledge or Collegiate Brother. Perhaps, they could support a Collegiate 
Brother to attend a Province/GCC/state pharmacy organization meeting. In return, the pledge or Collegiate 
Brother would be in constant correspondence with the Graduate Brother inviting them to events. The Graduate 
Brother would serve as a mentor throughout their Collegiate experience and beyond. This would help foster 
excellent alumni relations.
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5.3 Province Activities 

All of the above examples can be employed on a Province level. Roundtable events are already being organized at 
GCCs. Roundtable/panel discussions and career building workshops (Curriculum Vitae (CV) Writing, Mock 
Interviews, etc.) are definitely options at Province meetings. These events may be more challenging to coordinate; 
however, they would offer some excellent networking opportunities for the Collegiate Brothers. As with the local 
Chapters, Collegiate Brothers within the Province should be surveyed as to which facets of pharmacy they would 
like to hear about. Once those fields are determined, then the local Graduate Chapter where the Province meeting 
is being held, can assist in identifying Graduate Brothers practicing in those particular areas. Inviting “inactive” 
Brothers to participate is a great option as it brings them back into the Kappa Psi system. As mentioned earlier, 
formal invitation letters should be sent to these Graduate Brothers prior to the Province meeting (APPENDIX E: 

“Sample Formal Invitation to Speak at Province Meetings”). Many of the activities mentioned in the 
“Collegiate Mentorship” section can be implemented on the Province level and vice versa. 

 
5.4 Family Events 

 
“I have been an active and involved Kappa Psi Brother for almost 50 years. This has only been possible with 
the support of an understanding spouse. When we were married, she realized that she would have to share her 
time with me with Kappa Psi. While our children were young she stayed home while I traveled to be a part of 
our beloved Fraternity, Kappa Psi. For her support Kappa Psi and I are forever grateful.” 

 
Brother Tony Palmieri, Grand Regent (2003-2005) & Editor of The Mask (1981- 
1994) Personal Communication, July 2011 

 
Often familial responsibilities may impact Graduate involvement. For this reason, it is essential that Graduate 
Chapters include family activities on the local, Province, and national level. On a local level, include Chapter 
activities such as picnics/BBQs or movie nights. Another option would be for a Brother to babysit so another 
Brother and their spouse can enjoy a night out on the town. To encourage Brothers with spouses and children to 
attend Province and GCC meetings, these types of family activities must be planned in advance. On a Province 
level, perhaps the spouses and children can coordinate activities. The hope is that these spouses and children will 
develop friendships. Lastly, on a national level, great improvements have been made to include spouses and 
families in GCC events. Family breakfasts and receptions have taken place in the past. Also, identifying family 
activities and venues within the city and providing transportation or discounts to these venues have been a great 
hit. As these events have been developed and organized at the discretion of the GCC Planning Committee, they 
may vary depending on GCC year and location. 

 
5.5 Community/Charity Service 

As an organization, Graduate Chapters are encouraged to give back to the community. Some Chapters participate 
in street clean-up programs or volunteer for soup kitchens. Other options include serving as a volunteer for an 
asthma or diabetes walk, organizing health fairs, or conducting brown bag sessions seminars at local retirement 
facilities. One such example can be found in Appendix F: “Sample Graduate Chapter Community Service 
Project”. Chapters can also hold events such as a Masquerade Ball with donations and proceeds to go to a charity 
of the Chapter’s choice. Please refer to the below table for detailed examples of both community service and 
charity events that our Graduate Chapters have participated in over the past several years:
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Community Service Projects                                     Charity Fundraisers 
Toy donation to Children’s Hospital                            Purchased raffle tickets for State Pharmacy 

Foundation 

Pat Tillman Run to benefit Pat Tillman Foundation     Purchased raffle tickets for Children’s Medical 

Center 

Neighborhood Clean-up                                                Relay for Life 

Marathon Water Station Designee                                Walk for Multiple Sclerosis 

Road Race Volunteers                                                  Tour De Cure Platelet 

Donation/Blood Drives                                    The March of Dimes Canned food 

drives/food shelf drives (multiple           Step Out for Diabetes Walk times/year) 

Drug Take Back Drive                                                  Golf Tournament for Celiac Disease 

Church Health Fair                                                       Heart Walk 

Homeless Outreach Network (provide toys, food,       AHA Go Red for Women Heart to Heart Ball 

fellowship for the homeless) 

Volunteer for community health fairs                           March of Dimes/March for Babies 

Loaves and Fishes (feed homeless) 

Scholarship/Masquerade Balls 

Trash Clean-up (multiple times/year)                           Toys for Tots 

Relay for Life                                                                Food bank drive 

American Heart Association Drive                               Livestrong Walk 

Ronald McDonald household item and food drive       Ronald McDonald Charity Event 

(also for tornado relief) 

Kappa Psi International philanthropicproject                Pepsi Fresh Project Competition for International 

Support                                                                          Rett Syndrome Foundation 

Volunteer at a bereavement center for children            Revlon Run-Walk 

Staffing an asthma clinic or general medicine clinic    Pharmacy Foundation of 65 to Stay Alive 

Campaign 

Light the Night Walk                                                    American Lung Association Fight for Air Walk 

Collections for troops overseas                                     National Alliance on Mental Illness Walk 

HIV/AIDS Walk                                                           HIV/AIDS Walk 
 
 

 
65 Roses 5K                                                                  65 Roses 5K 

Tornado/Hurricane Relief                                             County tornado relief fund 

Polar Plunge for Special Olympics                               Polar Plunge for Special Olympics 

Senior Center Brown Bag Event                                   Graduates versus Collegiates football game for 

                                                                                       Scholarship Fund
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5.6 Professional Events 

 
“One of the great things about being Kappa Psi is that whatever meeting I'm attending or committee I'm on, 
there is always at least one other Brother to hang out and talk to. It's like an instant level of comfort. And with 
several Kappa Psi Brothers being Deans and other pharmacy leaders, it makes networking a lot easier. Plus, I 
would never have been elected to the APhA Board of Trustees, if not for all the votes from my Brothers.” 

 
Brother Lawrence “LB” Brown, Grand Regent (2007-2009) 

Personal Communication, July 2011 
 

 

As one of the objectives of our Fraternity is to support all projects which will advance the profession of pharmacy 
and to actively participate in them, Graduate Brothers are highly encouraged to serve as committee 
members/chairpersons and officers in state, regional, and national pharmacy organizations. Kappa Psi Brothers 
are known to be leaders in the profession of pharmacy. Involvement in other organizations hones leadership skills 
which can be brought back and utilized within the Graduate Chapter. As pharmacists, Brothers are always looking 
for professional development activities. These can range from Continuing Education (CE) to Professional 
Development Seminars on leadership and clinical practice. The following are professional events and activities 
that our Graduate Chapters have sponsored or participated in the past few years: Medication Error CE, 
Presentation on Long Term Pharmacy Consulting, Ansel Symposium CE, Legislative Seminars, and Pharmacy 
Law Reviews and Updates. 

 

6. GIVING BACK TO THE FRATERNITY 
 

 

“There are many ways Brothers can contribute beyond the collegiate experience. First, they can become 
preceptors and mentor collegiate students. Second, they can demonstrate civic responsibility by getting involved 
in the state pharmacists association, society of health-system pharmacists, or even on the Executive Committee 
of Kappa Psi Pharmaceutical Fraternity, Inc. (the latter being my personal favorite). Though some get involved 
in professional organizations one could give back by becoming active in a Civic Organization. Lastly, give back 
to Kappa Psi. We all had wonderful collegiate experiences due to our bonds in Kappa Psi, make an annual 
donation to the fraternity by sending something to the Kappa Psi Foundation.” 

 
Brother John Grossomanides, Grand Regent (1995-1997) & Kappa Psi Pharmaceutical 
Fraternity Inc. Foundation President 
Personal Communication, July 2011 

 
6.1 Kappa Psi Pharmaceutical Fraternity Inc. Foundation 

The goal of the Kappa Psi Foundation is to create a scholarship program to help deserving Kappa Psi Brothers to 
complete their pharmacy education and become contributing members of the pharmacy profession. Graduate 
Brothers are encouraged to donate yearly. Monies donated will go towards the national scholarship programs 
which recognize deserving Collegiate Brothers. The Foundation has awarded over $161,000 in scholarships 
since its inception. In 2010, fourteen Collegiate Brothers were awarded scholarships totaling $15,000. Additional 
information on the Kappa Psi Pharmaceutical Foundation can be located on the national website under the 
“Foundation” tab.
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There are several options available for Brothers wishing to donate to the Foundation. Personal checks can be sent 
to: 

Kappa Psi Pharmaceutical 
Foundation PO Box 11723 
Saint Louis, MO 63105-9998 

 
Brothers can opt to donate online on the front page of the national website. 

For record keeping purposes, please indicate if the donation is on behalf of a Province, Chapter, or individual 
Brother. It should be noted that all donations are tax-exempt from the Internal Revenue Service under  Section 
501(c)(3) of the IRS Code. 

 

6.2 Graduate Chapter Scholarship Awards 

In an effort to support our Collegiate Brothers, Chapters are urged to offer a Graduate Chapter Scholarship 
Award to their respective local Collegiate Chapter(s). The monetary amount or award does not have to “break the 
Graduate Chapter Bank”. This is simply a means to annually recognize a Collegiate Brother for their exemplary 
performance in the areas of academics and service to the profession, community and the Fraternity. Certificates 
of Excellence, gift cards, text books, and monetary awards are all appropriate awards. The exact criteria can be 
determined by the Graduate Chapter. For an example, please refer to APPENDIX G: “Sample Graduate 

Chapter Scholarship Document”. 

 

7. GRADUATE CHAPTER AND BROTHER AWARDS 
 

 

7.1 Graduate Chapter of the Year Awards 

The Graduate Chapter of the Year awards are presented annually to deserving Chapters for their exemplary 
contributions to the Fraternity, profession and community. The standing awards include the Top Graduate 

Chapters and the Most Improved Graduate Chapter. Chapters are encouraged to apply for these awards by 
filling out the annual Chapter of the Year Form. The Chapter of the Year Forms are modified and released 
annually. Chapters are encouraged to use the form as a tool to gauge their annual performance. Once the yearly 
form is released, Chapters should review the form and attempt to complete all items listed prior to the submission 
deadline. Chapters that apply for the Chapter of the Year Award for 2 consecutive years are eligible for the Most 
Improved Chapter Award. This is presented to the Graduate Chapter that has shown most improvement in 
Chapter function within 1 year. Please refer to the 2011 Chapter of the Year form located on the national website 
under the “Forms” tab. Please note: Chapters in arrears with The Central Office will automatically be 

disqualified from these awards.

http://en.wikipedia.org/wiki/501_(c)_(3)#501.28c.29.283.29
http://en.wikipedia.org/wiki/501_(c)_(3)#501.28c.29.283.29
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7.2 Graduate Brother Awards 

Brothers can be recognized for their service to the Fraternity and the profession. Graduate Chapters are 
encouraged to present such awards to deserving Brothers. Please contact The Central Office to nominate a 
Brother for the following awards: 

 
Award                                       Award Description 

F. Harvey Smith Order of       Restricted to Brothers of the Fraternity for 75 years or more (issued 

the Platinum Mortar               upon request and is presented at the expense of the Grand Council) 

Preston W. Eldridge, Jr.         Restricted to Brothers of the Fraternity for 50 years or more (issued 

Order of the Golden                upon request and is presented at the expense of the Grand Council) 

Mortar 
Robert A. Magarian Order    Restricted to Brothers of the Fraternity for 25 years or more (issued 

of the Silver Mortar                 upon request and is presented at the expense of the Grand Council) 

F. Harvey Smith Grand          Awarded as a form of recognition for distinctive service and/or 

Regent’s Letter of                    dedication by a Brother (can be requested by any Brother, Chapter or 

Recognition                              Province and is presented at the expense of the Grand Council) 

W. Bruce Phillip Kappa Psi    Awarded as a form of recognition of important or conspicuous service 

Certificate of                            or achievement by a Brother in the interest of the Fraternity or 

Commendation                        Profession(issued at the discretion of the Grand Regent or a Chapter 
and is presented at the expense of the Grand Council)
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8. TIPS FOR A SUCCESSFUL COLLEGIATE TO GRADUATE TRANSITION 

PROCESS 
 

 

It is known that many Collegiate Brothers lose touch with the Fraternity during their Advanced Pharmacy 
Practice Experiences (APPEs). As a Fraternity, a transition process should be promoted nationally. A “Collegiate 
to Graduate Transition Process” workshop could be offered at each Grand Council Convention (GCC). As 
Collegiate Delegates are more likely to attend a Province meeting yearly, the critical factor in the transition 
process is the promotion of this within the Province. The Graduate Member-at-Large (GMAL) and Collegiate 
Member-at-Large (CMAL) should assist in transitioning over Collegiate Brothers to Graduate status. While this 
process will be most successful if promoted within the local Graduate and Collegiate Chapters, it should be noted 
that a link to the national Graduate Referral Form should be provided on the national/Province listserves and on 
the national Kappa Psi social utilities/networks. 

 
The following is a SAMPLE step-by-step transition process: 

Please note: There are various graduation months (Fall/Spring). For this reason, the timeline has been 
developed without specific months. 

 
2- 3 Months Prior to Collegiate Initiating APPEs 

1.   Collegiate Chapter Secretary creates an APPE Collegiate Brother (For the purposes of this manual, an 
APPE Collegiate Brother is considered a last year pharmacy student) listserve. Many Collegiate Brothers 
in their last year tend to feel a disconnect from their Chapter. This listserve would serve as a means of 
communication to their respective Chapter. In addition, the Collegiate Chapter Secretary would be able to 
communicate relevant information from the national and Province level. Lastly, it allows the APPE 
Collegiate Brothers to remain in contact and organize activities. 

A written description of the Collegiate Liaison position should be posted or included in the Collegiate 
Chapter Policy Manual for the Brothers about to initiate APPEs for review. Collegiate Chapter elects an 
APPE Collegiate Liaison from their Chapter to serve on their local Graduate Chapter Executive 
Committee. The recommendation would be to include this as an official Chapter office that is elected by 
their respective Collegiate Chapter (As indicated in the section “1.3.2 Recruiting Advanced Pharmacy 
Practice Experience (APPE) Collegiate Brothers from the Associated Collegiate Chapters”, this must 
be stated in the approved local ordinances if a Collegiate Chapter chooses to use this SAMPLE process). 

2.   Graduate Chapter Regent sends an invitation to the Collegiate Brothers that are about to initiate 
APPEs offering them to join the local Graduate Chapter. Soon after, it is suggested that the Graduate 
Chapter hold a meeting with a social activity to welcome the APPE Collegiate Brothers to their 
Chapter. Of course, the invitation to the activity should be extended to all Collegiate Brothers. 

3.   Collegiate Chapter Secretary records all contact information of the APPE Collegiate Brothers. As some 
APPE Collegiate Brothers may be relocating at this time to other cities and states for their clerkship 
experiences, the “Graduate Referral Program” should be promoted within the Chapter at the last 2 
attended meetings. The referral form can serve to connect the APPE Collegiate Brother with the local 
Collegiate or Graduate Chapter in the area where they are moving for their clerkship experience. While 
this is a temporary move, it continues to keep the Collegiate Brother engaged with the Fraternity. 

 

 

Please Note: If a Chapter or Province chooses to adopt the above SAMPLE process or to create and implement 
their own process, it is critical that a transition process be promoted within the Collegiate Chapter and their 
respective Province for this to be successful. A suggestion would be to include the above duties under the 
Chapter Secretary’s officer position. [These additional duties would have to be added to the local ordinances]
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4-6 Months During APPEs 

1.   Graduate Chapters should include an officer position titled “Graduate Liaison”. A Graduate Liaison 
should be elected for each local Collegiate Chapter (As indicated in section“1.3.2 Recruiting Advanced 

Pharmacy Practice Experience (APPE) Collegiate Brothers from the Associated Collegiate Chapters”, 
this must be stated in the approved local ordinances if a Chapter chooses to use this SAMPLE process). 
For example, if a Graduate Chapter is associated with 2 local Collegiate Chapters, Omega Beta and 
Omega Gamma (both theoretical Chapters), then 2 Graduate Liaisons should be voted on. The positions 
would be Graduate Liaison – Omega Beta and Graduate Liaison – Omega Gamma. In general, the 
Graduate Liaison position description must include mentoring their respective Collegiate Liaison. The 
Graduate and Collegiate Liaisons should work together in creating mutually beneficial activities for the 
APPE Collegiate and Graduate Brothers. The intention is to form a connection between the Collegiate 
and Graduate Brothers prior to graduation. Once a connection is established, the hope is that the transition 
process is a smooth one. Furthermore, the liaison position description can be tailored to the needs of the 
local Graduate and Collegiate Chapters (Please note: The Graduate Chapter cannot pass an Ordinance 
that is binding to the Collegiate Chapter so stating that they can create a position that will serve on the 
Collegiate Chapter committee is unconstitutional. They can create a position in case the Collegiate 
Chapter is willing to partner with them but they cannot dictate it). 

2.   During the time that the Graduate Chapter Liaisons are hosting events, the Collegiate Liaison should not 
only be the APPE Collegiate contact person for the Graduate Chapter and their respective APPE class, but 
also be in constant communication with the Collegiate Chapter Secretary. 

3.   Suggested activities can include social occasions, community service activities, and professional events. 
Consider professional activities such as panel discussions or roundtable events. These types of 
professional events will encourage networking with Graduate Brothers. These seem to be popular 
activities as Collegiate Brothers are in the process of making critical career decisions during this time. 
Other suggested professional events could include Curriculum Vitae workshops or Mock Residency 
Interview sessions. These types of professional activities will truly encourage Collegiate Brothers to 
attend Graduate Chapter sponsored events. 

 
Please Note: The purpose of the Liaison (both Graduate and Collegiate) positions are to properly transition the 
APPE Collegiate Brother class over to the local Graduate Chapter. 

 
2-3 Months prior to commencement 

1.   Collegiate Chapter Secretary sends out an email via the APPE Collegiate Brother listserve with the link to 
the Graduate Referral Form located on the national website under “For Brothers”, “Graduate Referral 
Form” encouraging APPE Collegiate Brothers to continue their Kappa Psi experience post-graduation. A 
brief description should be included in the email. In addition to sending an email, the Collegiate Chapter 
Secretary is encouraged to provide the link via social utilities/networks such as Facebook©. 

2.   A second reminder should be sent 1-2 days after Pharmacy Residency Match Day. 

 
One month prior to commencement 

1.   Collegiate Chapter Secretary and APPE Collegiate Liaison should begin collecting APPE Collegiate 
Brother contact information. The information obtained should (at the very least) include the following: 
name of graduating Brother, mailing address, phone number, and email address. This will be a continuous 
process as APPE Collegiate Brothers will be accepting positions at various periods prior to 
commencement. In an effort to avoid scrambling for the above information 1-2 days prior to and after 
commencement, it is suggested that this process should start at least 1 month prior to commencement. As 
APPE Collegiate Brothers may be re-located all over the country, contact information can be obtained
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either via email or a Google Doc form. The Chapter Secretary and the APPE Collegiate Liaison should 
work together to create 1 form. As APPE Collegiate Brother contact information is collected, the 

“Graduating Brothers: Change of Address/Permanent E-mail Address Form” should be filled out 
and submitted to The Central Office either online via Webform or by regular mail. The Graduating 
Brothers: Change of Address/Permanent E-mail Address Form can be located on the national website 
under the “Forms” tab, “Central Office Forms” tab. Please note: For convenience, multiple Brothers’ 
contact information can be entered on one form. Collegiate Chapters should retain this contact 

information for their own alumni database. Form submission deadline is November 15th (Fall Semester 

Graduates) and May 1st (Spring Semester Graduates). 

2.   Local Graduate Chapter Regent sends an invitation/email inviting the APPE class to join the local 
Graduate Chapter. This communication should include date of the next meeting and activity. The 
invite should be followed by another email from the APPE Collegiate Liaison encouraging his or her 
class to join. 

3.   APPE Collegiate Liaison and the Graduate Liaison would be responsible for signing up the graduating 
Brothers that are staying in the area. The contact information obtained in the Google Doc should be 
forwarded to the Graduate Chapter Secretary. Graduating Brothers’ email addresses should be 
immediately added (if not already) to the Graduate Chapter listserve. 

 
Post Commencement (Graduate Brothers that are re-locating) 

For the Brothers that are re-locating, once the Graduate Referral Forms are filled out and submitted to the 
Graduate Member-at-Large and The Central Office. The graduating Brother will be contacted by the local 
Collegiate or Graduate Chapter in the area where they are moving to. It is suggested that a Graduate Chapter 
officer invite the new Graduate to their next event or activity. 

 
For a process illustration, please refer to APPENDIX H: “Sample Collegiate to Graduate Transition Process 

Timeline”.



 

 

APPENDIX A: Steps to Charter a Graduate Chapter 
 

 

 

The process for establishing a new Graduate Chapter or reactivating a Graduate Chapter takes a minimum 

of one (1) year. The proposed Chapter shall be required to complete the aforementioned steps, in order, 

and charter within 36 months of receipt of the original letter. If the proposed Chapter does not complete 

the process within this time period, they shall be required to restart the entire process. 

•   Step 1. Interested person(s) must submit a formal letter to The Central Office (CO) regarding 
their interest in starting a Kappa Psi Graduate Chapter in a defined geographical area. This formal 
letter will include the interest in starting a Chapter AND five (5) signatures of Graduate Brothers 
in the area (living in the city, county, or predefined geographic region) that are requesting the 
formation of the Chapter. In addition, the formal letter must include one (1) designated point 
person and their respective contact information. Please note: Once The Central Office has 
received the completed formal letter, a minimum of one (1) year must elapse before the Chapter 
may be chartered or reactivated. Chartering’s will not take place after June 1st during GCC years 
or within 60 days prior. The Central Office sends a copy of the policy as well as any other 
information they have regarding a Kappa Psi Chapter in that geographical area and a list of any 
known Brothers located in the area. The Central Office notifies the International Executive 
Committee. The Grand Regent will appoint a person which will have the designation as the “The 
Grand Regent’s Liaison” to oversee the Chartering from this point forward. 

• Step 2. The Liaison will notify the Province Satrap and Supervisor(s) in which the proposed 

Chapter would be located. The appointed Liaison and the point person will work together to 

ensure that a timely plan is in place to complete the Graduate Chapter Checklist attached below. 

• Step 3. The appointed Liaison is responsible for contacting the point person and interested 

individuals to offer necessary support from the International Executive Committee. The Province 

Satrap is responsible for providing support and information from the Province. The appointed 

Liaison and Province Satrap should continue to work with the designated point person to keep the 

proposed Chapter on track with all that is required from The Central Office to ensure a timely 

Chartering. 

• Step 4. The group will create local ordinances as required by the Constitution and ByLaws. The 
local ordinances should then be submitted to the Grand Counselor (GC) for review and approval. 

• Step 5. The point person is responsible for keeping the Proposed Chapter, Province Satrap and 

appointed Liaison up to date with the progress of the Chapter by sending documentation of at 

least two business meetings and two (2) activities (professional, community service, collegiate 

development, etc.). Two meetings must be conducted a minimum of 6 months apart and, along 

with the activities, must be completed at least 120 days prior to the chartering. All documentation 

shall include the names of the Brothers involved in the activity or business, the date of the 

activity or business, and the nature of the activity or business. Meeting minutes, general nature of 

business conducted via email with those participating, and a brief account of activities as defined 

above are all acceptable. This documentation must be sent to Central Office and the appointed 

Liaison within thirty (30) days of the activity or business. Should documentation of activities or 

business not be reported to the appointed Liaison and Central Office within 30 days, the events 

will not count toward the requirements for chartering and may result in a delay in Chartering 

date. 

• Step 6. The Constitution and By-Laws allows the Legislative Committee ninety (90) days to 

review Local Ordinances and notify the Proposed Chapter of approval or corrections necessary. 

Once all minimum requirements are met and the three hundred dollars ($300.00 US) Chartering 

fee is received at the Central Office, as confirmed by the appointed Liaison and the Central office, 

the proposed Chapter shall then submit at least three (3) potential non-sequential (i.e-may not be 

Friday, Saturday, Sunday of the same weekend, etc.) Chartering dates to The Central Office and 

appointed Liaison along with the Charter member names. The dates can be no less than 120 days



 

 

from completion of the minimum requirements. The Central Office sends communication to the 

international Executive Committee that all of the above has been received. The appointed Liaison 

forwards the completed Graduate Chapter Checklist with additional documentation (meeting 

minutes, etc.) to the Grand Regent. This documentation is then forwarded to the Executive 

Committee for review and discussion. Please note: If any of the documentation required is 

incomplete, this could further delay the Chartering process. 

• Step 7. Provisional Officers should be elected by the Proposed Chapter Members. Officer roster 
and contact information should be forwarded to the Liaison by the Proposed Chapter point 
person. It is recommended that this be conducted at the second meeting to allow more prospective 
members to become involved with the Chapter. 

•   Step 8. At least ninety (90) days prior to Chartering, The Executive Committee chooses a date for 
Chartering and a motion is made that includes the Chartering date. 

• Step 9. If the motion for the Charter passes, the appointed Liaison notifies the Provisional 

Chapter Regent, Province Satrap, and Province Supervisor(s). The Provisional Chapter Regent 

will provide a secure address for the Charter to be shipped to The Central Office. The Executive 

Director orders the Charter. The Grand Regent makes the announcement via the international 

listserv. The announcement should include the Chartering date as well as the Provisional Chapter 

Regent’s and appointed Liaison’s contact information for those interested in attending the 

Ceremony or for those interested in sending letters of communication.  

• Step 10. Appointed Liaison will notify the Chapter of the international Executive Committee 

(EC) member(s) overseeing the Chartering. The Liaison and the EC member(s) will work with 

the Provisional Chapter Regent to create an itinerary for the Chartering day. The itinerary along 

with suggested hotel(s) should be forwarded to the appointed Liaison, The Central Office, the 

Province Satrap, Province Supervisor (s), and all Brothers that expressed interest in attending at 

least sixty (60) days prior to the Chartering date. 

•   Step 11. Twenty-one (21) business days prior to Chartering, the Liaison verifies with The Central 
Office that the Charter has been ordered and shipped and notifies the Provisional Chapter Regent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Proposed Graduate Chapter Name:  

Executive Committee Liaison:   
 

Email:  Phone:  

Proposed Chapter contact: 
 

Email: 
 

Phone 

Province Satrap:  
 

Email:  Phone: 

In the event that a new Province Satrap takes office, their name and contact information should be documented 
below.  It is the responsibility of the appointed liaison to ensure that the communication is seamless. 

Province Satrap 2(if necessary): 
 

Email: Phone: 

Province Supervisor: 
 

Email: Phone: 

In the event that a new Province Supervisor is appointed, their name and contact information should be documented 
below.  It is the responsibility of the appointed liaison to ensure that the communication is seamless. 

Province Supervisor 2 (if necessary): 
 

Email: Phone: 

Step/Activity  Date completed  Comments 

Letter from Graduates submitted to CO   

Date of first meeting   

Date of second meeting (must be a minimum of 6 
months after first meeting and >120 days prior to 
proposed chartering date) 

  

Election of Provisional Officers   

Date of Activity 1    

Date of Activity 2 (completed >120 days before 
chartering) 

  

Dates of additional meetings/activities   

Local ordinances submitted to GC   

Local ordinances approved   

Chartering fee paid to CO   

Submission of at least 3 dates for Chartering to 
the Liaison (must be >120 days from completion 
of minimum requirements 

  

List of names for Charter send to liaison and fwd 
to Central Office 

  

The items below to be completed by The Central Office and/or the International Executive Committee 
EC approval (motion must be at least 90 days 
prior to the Chartering date) 

 Chartering Date: 

Provisional Chapter Regent,, Province Satrap, 
Province Supervisor(s) notified of Chartering date 
by Liaison 

  

Announcement made via international listserv   

Liaison requests letters of communication from 
EC 

  



 

 

APPENDIX B: Instructions for Chapters to File Taxes 
 

 
For Chapters with Gross Receipts Totaling < $50,000 Annually 

•   You must file an IRS Form 990-n e-postcard annually even if you brought in $0.00. 

•   This is due on the 15th of the fifth month after the close of the tax year. 

o Most tax years close on a calendar year unless otherwise stated in an 
organization’s by-laws. If unsure, you can call the IRS to verify your tax year. 

o Therefore due May 15th annually! 
o There is no penalty for late filing, but if this is not filed for three consecutive 

years then you will lose your tax-exempt status. 

• All Chapters need to make sure they fill out their 990-n, 990, or 990 EZ at least once 

within the last three years 

•   The 990-n e-postcard must be done electronically.  http://epostcard.form990.org/ 

•   Items you will need in order to fill out an e-postcard are: 

o Employer Identification Number or Tax ID Number 
▪   Contact the Central Office for yours if you do not know it 
▪   Do NOT use the Tax ID # for Kappa Psi nationally 

▪   You must get your own Chapter Tax ID# 

▪   If you do not have one please see below for a step-by-step guide 

o Tax Year (currently you would file for 2013) 
▪   It is possible to file for a previous year, but for a fee (not worth it if you 

are filing at least once every three years) 

o Legal name and mailing address (recommend GCD & School address) 
▪   Legal name is as it appears on Certificate of Incorporation (Charter) or 

on the organization’s application for federal tax exempt status 

▪   Please use Kappa Psi Pharmaceutical Fraternity [Chapter Name] 

o Any other name that the organization uses 
o Name and address of a Principal Officer 

▪   Recommendation is to use the GCD for Collegiate Chapters 

o Web site address if the organization has one 
o Confirmation that organizations gross receipts are <$50,000 

▪   Chapter will get an email of acceptance or rejection 
▪ Best to use Chapter email @kappapsi.org in order to keep as a record 

over time 

▪   If a mistake is made when submitting then cannot correct 

▪   For all questions call Customer Account Services at 1-877-829-5500 

 
For Chapters with Gross Receipts Totaling > $50,000 Annually 
- Your Chapter is not eligible to use the IRS Form 990-n postcard. 

- Instead you need to use the IRS Form 990 or 990-EZ 

- Perhaps it is best to consult an accountant when gross receipts exceed $50,000 

 
To Apply for an Employer Identification Number (EIN) Online 

•    https://sa2.www4.irs.gov/modiein/individual/index.jsp 

•   Step 1: Click “Begin Application”

http://epostcard.form990.org/
mailto:@kappapsi.org
https://sa2.www4.irs.gov/modiein/individual/index.jsp


 

 

•   Step 2: Check “View Additional Types Including Tax-Exempt and Gov’t Org” and click 

Continue 

•   Step 3: Check “Other Non-Profit/Tax-Exempt Organizations” and click Continue 

•   Step 4: To confirm selection please click Continue 

•   Step 5: Check “Banking Purposes” and click “Continue” 

•   Step 6: Check “Individual” and click “Continue” 

• Step 7: Enter pertinent individual name, check “Authorized Member or Officer”, and 

click “Continue” 

•   Step 8: Enter mailing address and individual name to receive mail and click “Continue” 

• Step 9: Under legal name state Kappa Psi and Chapter name for example: “Kappa Psi 

Pharmaceutical Fraternity Idaho Graduate Chapter”, fill in the rest of the information, 

and click “Continue”. If you do not do this then the name may already be in the system 

and you will get denied. 

•   Step 10: Check the appropriate responses (usually No) and click “Continue” 

•   Step 11: For what does your business or org do, check “Other” and click “Continue” 

•   Step 12: Check “Organization” and click “Continue” 

• Step 13: When asked to define Other, check “Other” and state “Fraternal society” then 

click “Continue” 

•   Step 14: Check receive confirmation online and click “Continue” (needs Adobe) 

• Step 15: In a few minutes your EIN should pop up. Please make sure you open the 

document and print this out IMMEDIATELY to avoid losing it and save for your 

records. Click “Continue”. 

•   Step 16: Click “Continue” and you should be finished. 

 
To Obtain Tax-Exempt Status: 

•   Contact the Grand Counselor to write a group exemption letter 
o Provide SS-4 form (or Chapter EIN & Address) along with principle officer 

listed with IRS on original application form 
o Chapter must mail this in to the IRS 
o Takes about 6-8 weeks for them to process 

 
To Reinstate Tax-Exempt Status: 

• Can request a reinstatement by following instructions at  http://www.irs.gov/Charities-&- 

Non-Profits/Automatic-Exemption-Revocation-for-Non-Filing:-Reinstating-Tax- 

Exempt-Status however, this requires a fee. 

•   May be best to apply for a new EIN (see above). 

 
To File Your E-Postcard (Form 990-n): 

•   Go to http://epostcard.form990.org/ 

•   Enter user id (often your EIN +01 at the end) 

•   Enter password 

•   Click create form 990 postcard 
 
Search for Your Chapter’s E-Postcard to Verify if Filed: 

•    http://www.irs.gov/app/ePostcard/

http://www.irs.gov/Charities-&-Non-Profits/Automatic-Exemption-Revocation-for-Non-Filing:-Reinstating-Tax-Exempt-Status
http://www.irs.gov/Charities-&-Non-Profits/Automatic-Exemption-Revocation-for-Non-Filing:-Reinstating-Tax-Exempt-Status
http://www.irs.gov/Charities-&-Non-Profits/Automatic-Exemption-Revocation-for-Non-Filing:-Reinstating-Tax-Exempt-Status
http://epostcard.form990.org/
http://www.irs.gov/app/ePostcard/


 

 

•   Type in your EIN, if you don’t have that available contact the Grand Counselor 

•   Look for a filing under the current tax year 

 
Search for Your Chapter’s Full 990 or 990EZ to Verify if Filed: 

•    http://www.guidestar.org 

•   Type your EIN (or other key information) into the search field 

o Ensure Nonprofit Search is selected from dropdown 

•   Click the button “Start New Search” 

•   Click on Organization Name which will show details of the organization (see below) 

o OR Click “Preview Report” 
o Review report which should include all 990 Forms for years filed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To Subscribe to IRS Exempt Organization Update on Form 990-n: 

•   http://www.irs.gov/charities/content/0,,id=154838,00.html

http://www.guidestar.org/
http://www.irs.gov/charities/content/0


 

 

APPENDIX C: Sample Professional Presentation -Alumni Speaker Series 

 

 

 
(Please Note: This is a sample mentorship activity and NOT the standard. Chapters are encouraged to 

create their own programs to suit the needs of their Brothers) 
 

Alumni Speaker Series (Forty-five minute - hour formal presentation) 

Graduate Brother speaks on a particular facet of pharmacy at a Collegiate Chapter meeting. This is an 
ongoing Graduate-Collegiate activity throughout the year. Suggestion: 1-2 Speakers/semester. An 
alternative would be to have a panel discussion (See below) 

1.  Collegiate chapter is surveyed by their respective Collegiate Liaison (Please refer to the “Recruiting 
P4 Collegiate Brothers from the Associated Collegiate Chapters” section for inclusion of this position in 
the local ordinances). The purpose of this survey is to determine the pharmacy topic interests within the 
Collegiate Chapter. 

2.  Once a list of topics is generated, the Collegiate Liaison consults with their counterpart, Graduate 
Liaison (Please refer to the “Recruiting P4 Collegiate Brothers from the Associated Collegiate 
Chapters” section for inclusion of this position in the local ordinances). 

3.  The Graduate Liaison along with the Graduate Chapter will assist in identifying local Graduate 
Brothers that practice in those particular facets of pharmacy. 

4.  Once a Graduate Brother is identified, the Graduate Liaison will make the initial informal contact. A 
request to speak with date and time is given to the Graduate Brother. 

5.  Once the Graduate Brother confirms, then a formal letter is physically or electronically mailed to the 
Graduate Brother This letter is to be written and sent by the Alumni Chairperson or Chapter Secretary 
and Regent of the local Chapter. The formal letter is professional in nature and written on Kappa Psi 
Letterhead. This formal invitation can be used by Graduate Brothers to obtain professional or conference 
time off from work. 
6.  The speaker officially confirms their presence. 

7.  The Collegiate Chapter should consider offering incentives (professional points) or order food for 
the Collegiate Brothers to encourage attendance. 

8.  The day of the presentation, the Collegiate Chapter should present a small token of appreciation (KY 
mug, glass, etc.), a card signed by all officers, and compensated parking (if needed). 

 
The Secret of Success: Consistency and Variety! 

Schedule a different topic each month or every other month. For example: January - Pediatrics, February 
- Home Infusion, March - Medical Science Liaison, April - Nuclear Medicine 

Forget community and institutional practice? No way! As majority of pharmacy graduates go into 
community practice, it is imperative that we target their interests. Come up with creative topics within 
those practices such as "How to effectively manage pharmacy technicians in the community practice 
setting" or "Financial planning for the new pharmacy graduate".



 

 

 

APPENDIX D: Sample Formal Invitation for Professional Collegiate Chapter Event 
 

 
 
 
 

Month XXth, 2017 
 

 
Dear Dr.    

 
As a Graduate Brother of Kappa Psi Pharmaceutical Fraternity Inc., we would like to cordially extend an 

invitation to speak at the annual Residency Roundtable at the University of              . The Residency 

Roundtable brings together professional Kappa Psi alumni, residents and current pharmacy students in an 

effort to serve as the bridge towards future careers and residency preparation. Each Kappa Psi alumni 

possesses certain experiences, knowledge and expertise which can help guide and shape the young minds of 

the Kappa Psi Collegiate Chapter. The Residency Roundtable will be held on 

. 
 

 

The objective of the Residency Roundtable is to provide Kappa Psi Collegiate Brothers the opportunity to 

gain knowledge about residency choices, preparation for ASHP midyear clinical meeting, and advice for 

students during the interview process. As a speaker, the goals would include providing career history, 

career development, benefits and challenges of current field of work, potential for long-term growth, etc. 

 
We feel that this is an opportunity for both students and alumni to foster a growing relationship 
through the guidance provided and information gathered. 

 
Fraternally, 

 

 
 
 

                  _, [Collegiate Chapter Alumni Chairperson or Secretary] 
 
 
 
 
 
 

, [Collegiate Chapter Regent]



 

 

 

APPENDIX E: Sample Formal Invitation to Speak at Province Meetings 
 
 
 
 

Province    

Kappa Psi Pharmaceutical Fraternity Inc. 
[ADDRESS] 

 

 
Dear Dr.                 , 

 
As a Graduate Brother of Kappa Psi Pharmaceutical Fraternity Inc., we would like to cordially extend an 

invitation to speak at the Province        Roundtable Event in [City, State]. The Province        Roundtable 

Event brings together professional Kappa Psi Graduate Brothers and current pharmacy students in an 

effort to serve as the bridge towards future careers. Each Graduate Brother possesses certain professional 

experiences, fraternal knowledge and specialized expertise which can help guide and shape the young 

minds of the Kappa Psi Collegiate. 

 
The objective of the Province        Roundtable Event is to provide Kappa Psi Collegiates the 

opportunity to gain knowledge about certain fields of discipline. As a speaker of careers in pharmacy, 

the goals would include providing career history, career development, benefits and challenges of 

current field of work, potential for long-term growth, etc. 

 
In addition, this event encourages interaction between Graduate and Collegiate Brothers. The hope is that 

this connection will encourage Collegiates to stay active post-graduation. We feel that this is an 

opportunity for both students and alumni to foster a growing relationship through the guidance provided 

and information gathered. Participation in mentorship activities is one way of giving back to the 

profession and the Brotherhood. This in turn encourages our Collegiate Brothers to continue the tradition 

post-graduation. 

 

The Province       Roundtable Event will take place on Saturday, October 15th between 2pm-4pm in 

Room 1879 at the University of          _, College of Pharmacy. The confirmed Roundtable Topic is 

“"Developing Clinical Services in the Community Practice Setting". 

 
On behalf of the Province Assembly Planning Committee, we thank you in advance for your time 
and effort in making this event a success for our Collegiate Brothers. 

 
Fraternally, 

 

 
                            , [Province Committee Chairperson or Province Officer] 

 

 
                            , [Province Satrap]



APPENDIX F: Sample Graduate Chapter Community Service Project 
 

 

 

 
(Please Note: This is an example document only and is NOT considered the “standard”. Each Chapter is 

encouraged to develop their own service projects to best benefit the needs of their community) 
 
 

 
Camp SuperKids is a weeklong camp in the summer. The Graduate Chapter Brothers coordinate 

the pharmacy and are responsible for medication dispensing in the health service. 
 

 

There are 2 Graduate Brothers that are heavily involved in the coordination of this community service 

activity. Brother 1 and Brother 2 are the two lead pharmacists and they work directly with the American 

Lung Association (ALA) and camp director to finalize the pharmacy services. They arrange for 

pharmacist volunteers to staff the camp pharmacy 24 hours a day. Brother 1 and the Collegiate Chapter 

contact coordinate a schedule for interns, provided by Collegiate Chapter Brothers. Additionally, Brother 

1 and Brother 2, work with the ALA to provide medication samples for the health service for new 

medication orders or refills of camper’s personal medications. 
 

 

Prior to arriving at camp, Brothers will work with the charts complied by the ALA to transcribe the 

campers medication lists into the med boxes used for a cart fill type process. A licensed pharmacist must 

check the work of any interns volunteering. 
 

 

While at camp the day one responsibilities include checking in the camper’s medications and setting 

up the pharmacy. Any medication changes needed are made to the camper’s med boxes. Then the 

initial medication box fill and exchange process is completed with the camp nurses. 

Daily responsibilities of the pharmacists at camp include: 

Medication box refill and exchange 

Leading/assisting with educational games and learning sessions to teach the campers about their 

asthma and their medication 

Assisting respiratory therapists and nurses with medication pass 
 

 
Excerpt from a Graduate Chapter’s “2011 Most Innovative Graduate Chapter Activity Award” 
Submission Document



APPENDIX G: Sample Graduate Chapter Scholarship Document 
 

 

 

 

(Please Note: This is a sample document only and is NOT considered the “standard”. Each Chapter is 
encouraged to develop their own scholarship criteria and format) 

 
 
 
 
 

 
 

Proposal: 

Kappa Psi Pharmaceutical Fraternity, Inc. 
Graduate Chapter Scholarship Guidelines

1.   The Kappa Psi Graduate scholarship awards a gift certificate to Kappa Psi Brothers at Collegiate 
Chapter(s) to promote the fraternal ideals of “Industry, Sobriety, Fellowship and High Ideals.” 

2.   The Scholarship was established in 2008 and recognizes brothers who have actively participated 
in the fraternity and perform well academically. 

3.   The Kappa Psi Graduate Chapter will award one student from each chapter. 

4.   The Graduate Chapter Scholarship will be funded by chapter funds (i.e. dues, fundraisers, 
donations, etc.). 

5.   Scholarships will be awarded during a Kappa Psi formal meeting by a Graduate Chapter Brother. 

Eligibility: 
1. The Graduate Chapter Kappa Psi awards are limited to Kappa Psi Brothers at the associated 

Collegiate Chapter(s). 

2. Applicants for the awards must be in their second or third professional year of pharmacy 
school (i.e. P2, or P3). 

3. Applicants who have received the Graduate Chapter Kappa Psi award previously are ineligible. 

4. Applicants  must  be  in  “good  standing”  with  the  Fraternity  (i.e.,  dues  paid,  no 
outstanding documents, etc.). 

Qualifications: 

1.   Applicants who meet the eligibility requirements for the Graduate Chapter Kappa Psi award will 
be considered for awards on the basis of the criteria listed below. 

a. The  applicant  shall  have  demonstrated  a  high  potential  for  success  in  their 
professional pharmacy program 

b.   The applicant shall have been an active member of their Kappa Psi Collegiate Chapter 
locally and nationally 

2.   The applicant shall be considered based upon their packet which shall consist of: 
a.   Official Application 

b.   A one page letter indicating career goals and why the applicant is interested in the 
pharmacy profession, or in pursuing a graduate degree, if applicable. If the Collegiate 
Brother is especially interested in emphasizing retail, hospital, or clinical practice, it 
should be noted in this section. 

c.   A  single  sheet  to  include  a  statement  about  the  applicant’s  involvement  in  the 
Fraternity (locally and nationally).



 

 

 

Kappa Psi Pharmaceutical Fraternity, Inc. Graduate Chapter 

Scholarship Supporting Documents 

 

 
 

1. Include a one-page letter stating why you are pursuing a Pharmacy career and/or your career goals, or 

why you are interested in a graduate degree, if applicable. Special interest such as retail, hospital, or 

clinical practice, should be noted in this section. How has your involvement in the professional aspects of 

your Kappa Psi Chapter assisted you reaching this goal? 

 

 
2.    Curriculum vitae (Optional) 

 

 
 

NOTE: All application materials must be emailed to the Vice Regent of the Graduate Chapter as a Microsoft 

Word document by 11:59pm CT, March 13, 2011. Any applications received after this deadline will not be 

considered. 

 
Vice Regent email address:



 

 

 
Graduate Chapter Kappa Psi Pharmaceutical Fraternity, Inc. Scholarship 

Name  
LAST                                                                FIRST                                              M.I.

 

Present Address:                 
 

 

Telephone          (     ) (     )                           (     )

HOME                                        WORK                                         FAX

Kappa Psi Chapter Name         

Education 

 

Date of Initiation  

INSTITUTION / LOCATION                                                          DEGREE                                      YEAR                         MAJOR 
 

 
 
 
 
 
 

Present Academic Status: (year in school) 
 

 

List Membership in any Professional, Scientific, Scholastic or Honor Societies 
 
 
 
 
 
 
 
 

List Scholarships or Fellowships held indicating places and period of tenure and studies pursued 
 
 
 
 
 
 

 
Anticipated Date of Graduation: (month/year)



 

 

 
 
 
 
 
 
 

APPENDIX H: SAMPLE COLLEGIATE TO GRADUATE TRANSITION PROCESS TIMETABLE 

 

 

 

 

 

 

   

    
  

 

 

 
 
 
 

   

 

  

 

   

   

   
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*APPE Advanced Pharmacy Practice Experience 
**FB Facebook© 



APPENDIX J: Quick References and Contact Information  

 

 

Central Office                                 Executive Director – Mr. Johnny W. Porter 
Executive Assistant – Ms. Wendy Flores 

 
The Central Office 

Kappa Psi Pharmaceutical Fraternity 

2060 North Collins Boulevard Suite 128 

Richardson, TX 75080-2657 

United States 

 
E-mail:centraloffice@kappapsi.org 

Phone Number:972-479-1879 

Fax Number:972-231-5171 
 
 
 

Official Kappa Psi Website            www.kappapsi.org (Log-In Password: 1879) 

Kappa Psi Pharmaceutical            Kappa Psi Pharmaceutical Foundation 

Fraternity Inc. Foundation            PO Box 11723 

Saint Louis, MO 63105-0523 
United States 

 
Atlantic Province                            http://kappapsiatlanticprovince.webs.com/ 

 

Great Lakes Province                     https://sites.google.com/site/kappapsigreatlakesprovince/ 
 

Gulf Coast Province                       http://kappapsigulfcoast.weebly.com/index.html 
 

Mid-America Province                   https://kappapsimap.wordpress.com/ 

 

Mountain East Province                http://kappapsimep.com/ 
 

Northeast Province                         https://www.kappapsi.org/for-brothers/provinces/northeast 
 

Northern Plains Province              http://www.kynpp.org/ 
 

Northwest Province                         http://www.nwprovince.com/ 

 
Pacific West Province                     https://www.kappapsi.org/for-brothers/provinces/pacific-west 

 

Southeast Province                          https://www.kappapsi.org/for-brothers/provinces/southeast 
 

Southwest Province                        http://swkappapsi.org/

mailto:centraloffice@kappapsi.org
http://www.kappapsi.org/
http://kappapsiatlanticprovince.webs.com/
https://sites.google.com/site/kappapsigreatlakesprovince/
http://kappapsigulfcoast.weebly.com/index.html
http://kappapsimep.com/
https://www.kappapsi.org/for-brothers/provinces/northeast
http://www.kynpp.org/
http://www.nwprovince.com/
https://www.kappapsi.org/for-brothers/provinces/pacific-west
https://www.kappapsi.org/for-brothers/provinces/southeast
http://swkappapsi.org/


APPENDIX J: Quick References and Contact Information  

 

(continued) 
 

Grand Regent grandregent@kappapsi.org 

Grand Vice Regent grandviceregent@kappapsi.org 

Grand Counselor grandcounselor@kappapsi.org 

Grand Historian grandhistorian@kappapsi.org 

Grand Ritualist grandritualist@kappapsi.org 

Graduate Member-at-Large gmatlarge@kappapsi.org 

Collegiate Member-at-Large collatlarge@kappapsi.org 

Immediate Past Grand Regent imedpastgr@kappapsi.org 

Executive Director centraloffice@kappapsi.org 

Editor of the Mask mask@kappapsi.org 

Webmaster https://www.kappapsi.org/contact-us 

mailto:grandregent@kappapsi.org
mailto:grandviceregent@kappapsi.org
mailto:grandcounselor@kappapsi.org
mailto:grandhistorian@kappapsi.org
mailto:grandritualist@kappapsi.org
mailto:gmatlarge@kappapsi.org
mailto:collatlarge@kappapsi.org
mailto:imedpastgr@kappapsi.org
mailto:centraloffice@kappapsi.org
mailto:mask@kappapsi.org
https://www.kappapsi.org/contact-us


Appendix K: Important Documents and Deadlines  

 

Listserve (sign-up)  

 
“International Group and 

Mailing List” tab 

Chapter Regent and 
Secretary 

should be signed up to 

 receive emails 

Province Listserve 

(sign-up) 
 Immediately Check on your Province 

Website 
Chapter Regent and Secretary 

should be signed up to 

    receive emails 

Graduate Chapter  Immediately create a N/A Suggested to use Google or 
 

“Communications” tab, 

 
 
 

Deadline                      Form Access               Special Comments 
Local Ordinances           Immediately submit to the              National Website:                 Templates exist online 

Grand Counselor for            “Constitution” tab, “Local      Submit to The Central Office 
approval                             Ordinances” tab                      (CO) and National 

Webmaster upon approval, 

revise every 4 years 

National Chapter Dues                 March 15th                                              
N/A                        Pay online, phone or mail to 

The CO 

Province Dues              Check with your Province                           -                           Pay by mail to the Province 
Treasurer                                                                                    Treasurer 

Chapter Membership         October 15
th 

& February       National Website: “Forms”             Each calendar year 

Roster Form                              15
th                                                   

tab &                               Submit to The CO 
Spring and Fall Packets 

Chapter Officers                     Once yearly                 National Website: “Forms”         Also, must be submitted 

Address Form                                                        tab, “Chapter Forms” tab       immediately upon election of 
new elections.Must be filed 

by the Chapter Secretary or 

Regent 

International Kappa Psi               Immediately                        National Website:                     Listserve address: 
“Communications” tab,        kappapsi@googlegroups.com 

 
 
 
 
 
 
 
 

 

Listserve                        Chapter Listserve                                                                                Yahoo 

Graduate Chapter                    Immediately                        National Website:                Username: [Graduate Chapter 
Name]grad@kappapsi.org 

Designated Email                                                                                                Initial Password:kappa1879

Account 
“Kappa Psi E-mail 

(direct link)” tab                  Will need to be reset by 

Chapter Secretary after 1
st 

time log-in. Check regularly 
for billing invoices and 

important announcements
 

Risk Management                   Immediately 
National Website: 

“Central                       Each Chapter must create

Policies (RMP)             Submit to The CO and the               Office” tab, Risk                        their own RMP 
national Risk Management      Management Policies” tab          Templates can be found 

Committee                                                                                     online 
Review annually with 

Chapter members 
 

Picture Policy                             N/A 
National Website: 

“Central                         Review annually with 
Office” tab, “Kappa Psi                 Chapter members

mailto:kappapsi@googlegroups.com
mailto:grad@kappapsi.org


Appendix K: Important Documents and Deadlines  

 

 Deadline Form Access  Special Comments 
Mask Photography  N/A National Website: “The  - 

Guidelines   Mask’ tab   

Annual Tax Filing  15th of the 5th month after National Website: “Forms”  Must obtain a Tax 
  the close of your fiscal year tab, “Central Office  Identification Number to be 

   Forms” tab  able to file 

Graduate Referral Form  Anytime National Website: “For  Collegiate and Graduate 

   Brothers” tab, “Graduate  Brothers can fill out the form 
   Referral Form” tab  and submit online 

Kappa Psi Foundation  Donate Anytime National Website:  Donations can be made 

Donations                                                                 “Foundation” tab                   online on the national 

     website or mailed 

Graduate Chapter of the  Spring/Summer National Website: “Forms”  Must be in “good standing” 

Year Award Form   tab  with The CO to apply for 

     these awards 

Graduate Brother  Anytime National Website:  Consider nominating 

Awards   Award Descriptions:   

   “Central Office” tab,   

   “Awards and Honors” tab   

   
 

Award Request: “Central 
 

 

Requests can be made online 

   Office” tab, “Award  via the national website or 

   Request” tab  by contacting The CO 

The Graduating 

Brothers: Change of 

 November 15th (Fall 

Graduates) & May 1st
 

National Website: 

“Forms” tab, “Central 

 Submit online or regular mail 

to The CO 

Address/Permanent E- 
 (Spring Graduates) Office Forms” tab   

 

 

(Continued) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

deserving Graduate Brothers 
 
 
 
 
 
 
 
 
 
 
 

 

mail Address Form 


