Sample Collegiate Chapter Online Ordering System (OOS) 

Membership Processing Timeline
Prior to Ceremony Date
Task

(minimum time to allow)

9-12 weeks prior
· Create or update chapter account/contact information into the Online Ordering System (OOS) at: http://www.bgschapterservices.org 

· Identify eligible students and faculty; chapter nominating committee selects those to invite; elect to membership

8 weeks prior

· Order membership invitation packets and chapter supplies online from BGS

· Input eligible member database online

7 weeks prior




· Begin promoting Beta Gamma Sigma on campus

· Receive invitation packets and chapter supplies from BGS

· Create local invitation with details to include in invitation; assemble invitation packets
6 weeks prior




· Distribute invitation packets (in person or by mail)

2.5 – 6 weeks prior



· Accept membership payments from each invited student and faculty member
· Note paid memberships in database – ongoing
· Email (and provide in print form when possible) newly paid members the link to the MDP

· Receive automatic emails indicating new members that completed MDPs on-line

· Ongoing basis - encourage paid members to complete online MDPs 

· Send follow-up email/call/note to invited students and faculty  (non-responses) encouraging membership acceptance

· Notify BGS for special shipping requests (domestic orders will be shipped to chapter standard UPS unless otherwise requested)

8-10 days prior



· BGS processes and ships initial (1st) chapter order

1 week prior

· Chapter receives, proofs and prepares initial (1st) chapter membership order materials for ceremony
1 – 10 days prior

· BGS processes and ships additional orders

1 – 8 days prior

· Chapter receives, proofs and prepares additional chapter membership order materials for ceremony 

0 days prior 

· Induction Ceremony Held
Following Ceremony Date


+1 – 14 days after

· Distribute any new member materials to new members not in attendance at the ceremony (include copy of ritual for them to read)

· Mail membership payment to Central Office (one payment for all memberships @ $65 U.S. per member) 

Complete MDPs (as much information as available to you) for new members that did not complete their own 
NOTE: Fourteen (14) days following induction ceremony date Central Office staff must create basic MDPs for remaining paid members’ (using only basic/created information – name, permanent address of school, email address, DOB, gender) to reconcile chapter payment to members paid. Chapters should note that this process by the Central Office will not provide correct and complete member contact information which can only be provided by member or chapter input. 
· Begin planning for next induction ceremony
14+ days after

· Continue follow up to non-responses as long as chapter chooses
· Following end of semester when ceremony was held, BGS Central Office sends a follow-up invitation to membership to chapter non-respondents through a direct email invitation

