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Sigma State Wisconsin

Forms, Forms, Forms, Forms

I What forms are needed?
a. Chapter President
b. Chapter Treasurer
c. Chapter Membership Chair

1. Where to find the form?
a. Forms under Membership
b. Forms under Reports
c. Recruitment under Resources

1. How to log into DKG?

V. How to download the form?

I What forms are needed?
Chapter President:

Form 54 — Chapter Reports
e due Feb 1, of each year
e To Sigma State President, Marilyn Lambert @ genmarsue@centurytel.net
e For Chapter Files
e For Chapter President files

Form 2 — Chapter Necrology Report (can also be completed by chapter membership/necrology chair instead
of chapter president)

e Due by February 1, of each year

e To Sigma State membership Services chair bmusallam@charter.net

Form 6 - Reporting death of a member

Complete as quickly as possible

To International Membership Services Dept. mem@dkg.org

To Sigma State treasurer sigmatreas15@gmail.com

To Sigma State membership chair bmusallam@charter.net

Please include a picture (headshot) and brief write-up of deceased member for membership chair

Form 110 - Chapter list of officers
e Due after each chapter officers election (biennial) typically May 15 of even years
e To International Membership Services Dept. mem@dkg.org
e Sigma State President genmarsue@centurytel.net
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Form 27 - Change of Address
e Complete as quickly as possible
e To International Membership Services Dept mem@dkg.org
e To Sigma State Treasurer Sandra Ruesink @ sigmatreas15@gmail.com
e To Sigma State News Editor Sharon Storms @ sstorms@wildblue.net

Chapter Treasurer:

Form 18 — Report of Dues and Fees, or can use an interactive Form 20
e To Sigma State Treasurer sigmatreas15@gmail.com
e For Chapter Treasurer’s file

e Form 18A- Report of Dropped Member
e To Sigma State Treasurer sigmatreas15@gmail.com
e For Chapter Treasurer’s file

Form 15 = Annual Report of Chapter Treasurer
e Due July 15, of each year
e To Sigma State treasurer sigmatreas15@gmail.com
e For Chapter Finance Chair
e For Chapter President’s file
e For Chapter Treasurer’s file

Form 990 or electronically Form 990n — Internal Revenue Service Reports

e Due between July 1 and November 15 of each year

e Send confirmation of filing 990 immediately upon completion to Sigma State Treasurer
sigmatreas15@gmail.com

Chapter Membership Chair:

Form 81 — Initiate Card
e Due upon initiating new member
e To International Membership Services Dept. mem@dkg.org
e To Sigma State treasurer sigmatreas15@gmail.com

Form 82 — Membership Biography
e Due for accurate chapter records
e To Chapter President or Chapter Treasurer

Form 83 — Reinstatement Form
e Due upon reinstating former member
e To International Membership Services Dept. mem@dkg.org
e To Sigma State Treasurer sigmatreas15@gmail.com

Form TR-A Transfer Request
e Filled out by individual member requesting transfer
e To International Membership Services Dept. mem@dkg.org

Transfer Letter of President
e May be prepared by chapter president/chapter membership chair to new chapter to introduce and facilitate
speedier transfer of transfer requesting member.
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Chapter Webmaster:

Form 72 - Society Website Compliance Assurance Form

Needed to receive DKG Official Seal and be linked to DKG website

Completed by chapter webmaster at time of request for new site

Must pay a first-time setup fee of $15.00 using Form 79

Compliance with standards must be assured once each biennium, using current compliance standards
Forward your completed request form to the society headquarters compliance@dkg.org

Websites that have already received must renew using Form 72 by Oct. 1 of even years

Form 74 Webspace Rental Request

Application for renting web space on the DKG International web server

Completed by chapter webmaster

Fax Form 74 to Joyce Hill (512-474-2494) with credit card payment or mail to The DKG Society International,
PO Box 1589, Austin, Texas, 78767-1589, with a check

Cost of $36.00 a year

If using another server like Weebly or Google, no rental fee required

Form 79 Website Account Set Up

Completed by chapter webmaster

Fax Form 79 to Joyce Hill (512-474-2494) with credit card payment or mail to The DKG Society International,
PO Box 1589, Austin, Texas, 78767-1589, with a check

There is a one-time fee of $15.00

Must be paid even if not renting web space from DKG International

Website Release Form for Chapters
Used to get permission to publish contact information
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Il. Where do you find the forms on the Delta Kappa Gamma Society
International website?

Under Forms, Membership, you will find the following:

Committees Events Forms Resources Be a Member Projects AboutUs MyDKG Contact Us

Home » Forms » Membership

- Form 6 Report of Death of a Member
Membership Forms

(Microsaft Word Document)

Form 21 Request far Charter Applications
(Microsoft Word Document)

Award Concepts Order
Form 21b Request for Charter Instructions

(Microsoft Word Document) Contributions
Form 27 Change of Address Form General
(Microsoft Word Document)
Membership
Form 81 Initiate Card
(Microsoft Word Document) Press Releases
Form 82 Chapter Member Biographical Data Sheet
) Reports
(Microsoft Word Document)
Form 83 Reinstated Member Form Treasurers
(Microsoft Word Document) )
Website

Form TR-A Transfer Request
(Microsoft Word Document)

Transfer Letter from President

(Microsoft Word Document)

Under Forms, Reports, you will find the following:

Home Committees Events Forms Resources Bea Member Projects AboutUs MyDKG Contact Us

Home » Forms » Report

Form 110 Chapter Officers Report Form

Forms
(Microsoft Word Document)

Reports

Form 15 Annual Report of Chapter Treasurer Applications
(Adobe PDF File)

Award Concepts Order
Form 16 Annual Report of State Org Treasurer

(Adobe PDF File) Contributions

General
Membership

Please Note: Reports are posted and Press Releases

become available for specific time

frames to ensure that a member always Reports

has the most up-to-date report form.

Watch the home page for notices that
Treasurers

specific reports are available.

Website



Home Committees Events Forms Resources

Home » Resources

Brochures Chapter Resources

Ceremaonies

Chapter Leadership Calendar
Chapter Leadership Guidelines
Chapter Strengthening

New Member Info Kit

Orientation
Reorientation
Recruitment
Presentations Publications
| . s ___ |

Under Resources, you will find the following:

Be a Member  Projects

Logos

Society Documents

About Us

MyDKG

Music

Contact Us

Resources
Brochures
Chapter Resources
Logos

Music
Presentations

Publications
Bulletin - Journal
Bulletin - Magazine
DKG NEWS
Presidents’ Page

Archive

Society Documents

Under Resources, Recruitment, you will find the following by scrolling down to towards the end of the page:

8. Helping with classroom. If the new member is still teaching, offer to help with such things as setting up her classroom before school

starts or helping her write a grant for classroom supplies or for professional development. Let her know you are available to help with
lesson plans, observations, locating resources, efc.

9. Summer. Don't forget to stay in touch during the summer: email, call, take a class together, etc. Invite her to be your roommate at the

convention.

Membership Recruitment Plan 2015

Membership Plan Qverview - Print
(Adobe PDF File)

Prospect Card Sample
(Microsoft Word Document)

Prospect Letter
(Microsoft Word Document)

Chapter Member Application
(Microsoft Word Document)

Initiation Letter
(Microsoft Word Document)



Under Forms, Website, you will find the following:

2 DKG I T
P T 85 Years and Beyond: Advancing Key Women Educators for Life

Home  Committees Events Forms Resources Be a Member Projects AboutUs MyDKG  Contact Us

Cart

Home » Forms » Website
Website

The latest Adobe Reader is required to open a usable form.

Forms
Get it here.

Applications
Standards Checklist for Society Website Compliance

(Adobe PDF File) Award Concepts Order

Form 72 - Society Website Compliance Assurance Form
(Microsoft Word Document)

Contributions

Form 72a Standards for Website Certification General

(Adobe PDF File)

Membership

Form 74 Webspace Rental Request
(Microsoft Word Document)

Press Releases

Form 79 Website Account Set Up Reports
(Microsoft Word Document)

Treasurers
Website Release Form for Chapters
(Microsoft Word Document) Website

lll. How to Log into DKG International?

The web address for Delta Kappa Gamma Society International is www.dkg.org.

@DKG
Semes s 85 Yeors and Beyond: Advancing Key Women Educators for Life

=) Keyword Search

Home Committees Events Forms Resources Be a Member  Projects About Us MyDKG Contact Us

View the Hot Topics, taking place in the Markeiplace, and make your schedule on the app.

DKG Educational Foundation

-3

Donate to DKG DKG Websites DKG Fine Arts Gallery

]

News [ Justa Quek Queston 8 Join the DKG Educational Foundation

* To access some of the parts of the DKG website you need to Sign In
e  Click on the Sign In button in the upper right corner

=

To get help with signing in:


http://www.dkg.org/

e Call Society Headquarters

e Username is your six digit member ID that can be found on your membership card.

e Username is also on the back of your DKG NEWS but must remove the last number.

e Contact your chapter treasurer or chapter president for ID and password.

e Contact me (Barb Cody) by email, bjcody46@gmail.com or Contact Us on the Sigma Website.
e Check Remember Me to keep the information.

2 DKG
= 85 Years and Beyond: Advancing Key Women Educatars for Life

Keyword Search

Home <Committees Events Forms Resources BeaMember Projects AboutUs MyDKG Contact Us

Sign In (use Member ID as Username)

Username

434830 Website Navigation Guide

Password I 5
oo . Be==2
CRemember me f—

Forgot my password
Non Member Sign In

For assistance, email mem@dkg.org,
512-478-5748
888-762-4685 (US and Canada only)

IV. How to download the Form?

e C(Click on the form to download it.
e C(Click Enable Editing.
e Follow instructions on the form.
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Instructions:
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—+  Membership-Services-Administrator, P.O. Box-1389,-Austin, TX-78767-1589, Email: mem@dkg org{

-+ State-Organization Treasurer?

—+  State-Organization Membership-Chair-(or-Necrology-Chair. where-applicable){
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Please send-a-copy-to-your-state-organization-and-a-copy-to-Society-HeadquartersY

Please-complete-the- form'a.nd'email -or-mail ne-later-than-May-15,-2016, to your-state-organization president-and to-Society Headquarters-
at-mem(@dkg.org-or-Membership-Services, PO-Box-1589,-Austin, - TX-78767. -The-form-may-be-downloaded-as-an-interactive-form-from-
the-Society-website-and -forwarded-as-an-email -attachment 9
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For more information, click on this link:
http://deltakappagamma.org/WI/Website%20Information%20from%20June%20Leadership%20Training.pdf
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