Appendix Ftc "Appendix F"
SAMPLE MEMO WITH INDUCTION CEREMONY

AND EVENT INFORMATION

Send with Letter of Invitation

TO:

Beta Gamma Sigma Nominees

FROM:
Chapter President (or other Chapter Officer)



Beta Gamma Sigma

DATE:



SUBJECT:
Induction Ceremony and Event Information

Congratulations on your election to Beta Gamma Sigma – the highest scholastic honor that can be achieved in the (College of Business Administration).  Listed below are details concerning your induction as a member of Beta Gamma Sigma.

1.
Please indicate your acceptance of this honor so that we may order certificates and jewelry as quickly as possible.  Please confirm your acceptance by notifying (chapter contact) at (phone #) or (email address) and by making full payment for the lifetime membership fee which is ($________).  Please make your check payable to (the BGS Chapter at University of XXX).  Your response must be received by (date) to ensure receipt of your membership materials prior to the induction ceremony.

2.
The Induction Ceremony will begin promptly at (time) in (room).  You are encouraged to invite guests to this ceremony.

3.
A reception for new inductees and their guests will be held in (room) immediately following the ceremony. 

4.
You are urged to invite your parents, other relatives and friends to the induction ceremony, (reception/event).  Please make reservations for your guests with (contact).  The cost for guests is ($______) per person.  Checks for reservations should be made payable to (the BGS Chapter at the University of XXX).

5.
Dress for the induction ceremony will be business attire.

6. If you have graduated and are no longer on campus, you may accept by writing directly to (name), Secretary-Treasurer, Beta Gamma Sigma, (name of institution).  Be sure to include your lifetime membership fee of ($_____), and the event reservation form.  Your acceptance must be received by (date).

7. Following payment of your fee, you will be provided with a link to register on-line. Registration must be completed by (date) to assure creation of your membership certificate and placement of your record into the Society’s system allowing you access to the benefits of Beta Gamma Sigma membership.

