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THE UNIVERSITY OF TENNESSEE AT MARTIN Ur

MARTIN

(Hfice of Student Life

223 Hall-Maody Administration Building
Muartin, Tennessee 38234

CMfice: T31-5387-7525

Fux: 731-587-7524

TO: Chapter Presidents

FROM: Denny Bubrig, Coordinator of Student- Activities and Greek Lif»::rjg:\)
DATE: Fall 2002 o 5
SUBJECT: President’s Manual

In our efforts to create and maintain resources for Greek Life at the Universily of
Tennessee at Martin we are pleased to introduce you 1o the 2002 version of the UT-
Martin President’s Manual. Modeled after Indiana University, it is our hope that this

- manual will provide you with resources that you can use in your role as chapter president.

While each year this manual will be revised, it is designed to provide you with
information to be effective leaders and one-stop access to helpful resources. As you are
the first individuals to use this manual, please look at it critically and make suggestions
for things to be added or subtracted in the future.

As we have always been, the Office of Student Life is commitied to working with each of
you to continually improve and strengthen the Greek Community at UT-Martin. Feel free
to contact our office with any questions vou may have. Hopefully, you will find this a
helpful aid for you on a daily basis.







Ode to the President

Sometimes I really wonder why I tock this job
I really don't want the responsibility...

Or tae pressure

In fact, T couid get zlong a lot better without
All the headaches ..

T don't get paid,

[ get no special treatment...

If anything T have to work harder than ever

Sometimes I would like to say hell with it!

et someone else fill my shoes for once...

People just don't understand the pressure,

They go on day after day...getting into fights,
Breaking things,

And bringing me all of their problems

I have my own life to live, but still I make
Sacrifice after sacrifice...

Why do people always complain when things go
Wrong or something 15 broken...

Where are the cheers when things are geing well,
Or, something 15 fixed?

4l] the complaints surely outweigh the compliments...
But that's alright, T know where the credic liss

Sometimes I feel life & father/mother watching aver her children...
Don't do this!

Why did you do that?

Please don't put that there!

When will they all grow up?

1 zuess 1 do enjoy the spotlight, and the attention that it brings
] gusss I am proud that such a great of group of

Menfwomen chose me as their leader

1 guess T have learned a ot...

1 have more confidence than ever before..

And more friends

I'm much cleser than I've ever been with this group

1 call my brothers/sisters

I've has the unique pleasure of working with a group

Of men/women who have really made this chapter work...
Sure we've disagreed sometimes

But they always stood behind me

Many times I've even caught the glory for jobs they've done




A captain of ths greatest vessel
Could not have had better officers than I've had__
They have my undying thanks and respect

I guess Ereally took this job out of the love for my brothers/sisters
I only wish they knew of the opportunity they gave me. ..
Cf the chance to work with them, for them and to learn from them

1 wish this job would last longer for there's many things left to do
1dread the day I must step down

God help the fool who takes my place

I wish him or her all of the headaches, the responsibilities...

And opportunities to grow

I hope he/she will accomplish far beyond his/her wildest dreams. .
But also the spotlights, the attention and the chance

Of learning from his/her brothers/sisters

He/she will be the luckiest of fools

By Williarm Grupenhoff
President, Delta Tau Delta
University of Maryland
May 1981




UT-MARTIN FRATERNITY/SORORITY
INFORMATION

Chapter Address Phone

Alphs Delta Fi Grove Apts. C -3 587-1633
Canspus PO Box 127

Alphs Gumma Rho 225 Universizy 5t SAT-3K96G
Campus PO Box 123

Alphe Kappa Alpha University of Tennessez Manin SHT-TA25
23 Adminisiration Bldp.

Alphs Tau Omega 224 Hannings Lane SHT-S0R8
Campus PO Bux 132

Alpha Omicran Fi Grove Aps. C6-7 SRT-HEIT
Campus PO Kox 1245

Chi Omega Grove Apts. C 15-16 gT-al4
Campuws PO Pox 133

Chelta Sigoma Thelu University of Tenncssce Martin SETT5AS
273 Adpministration Bldg.

Gamma Kappa Pi Univezsity of Tennesses Marin 5577325
2I3 Administratinn Bldy,

Kappa Alpha Order 522 Lec S SET-S081
Campus PO Box 10§

Kappa 4lpha Psi University of Tennessea Martin SET-TI25
223 Admunistation Bldg.

Dmega Psi Phi University of Tenneszea Martin SET-T5L5
223 Admingstratpon Bldg,

P'hi Bet: Sipma Universily of Tenncssee Martir SETS2S
223 Administration Bldg,

P Sigma EKappa 1492 Hurt St. 5859507
Campus PO Hoz 131

P Kapps Aipha 220 Hanmings Lane SET-OH52
Campus PO Box 130

Sipma Adpha Epsilo 528 Lec St SER9117
Cuampu: FO Box 102

Sigena Phi Epsilon G190 Lea St 5874333
Campus PO Box 135

Zeta Phi Beta Universiry of Teonessee Martin 5477525
223 Adminizrrarion Bldg.

Zcia Tau Alpha Grove Apts. C 11-12 557-1642

Campus MO Box 125




FOUNDERS DAYS AND COLORS

CHAPTER
Alpha Delta Pi

Alpha Gamma Rho
Alpha Kappa Alpha
Alpha Omicron Pi
Alpha Tau Omega
Chi Omega

Delta Sigma Theta
Gamma Kappa Pi
Kappa Alpha Order
Omega Psi Phi

Phi Beta Sigma

Phi S:gma Kappa
P1 Kappa Alpha
Sigma Alpha Epsilon
Sigma Phi Epsilon
Zeta Phi Beta

Zeta Tau Alpha

DATE FOUNDED
May i3, 1851

April 4, 1908

January 16, 1908
January 2, 1897
September 11, 1865
April 15, 1895
February 18, 1913
LOCAL—Spring 2001
December 1865
November 17, 1911

January 9, 1914
March 15, 1873
March 1, 1868
March 9, 1856
November 1, 1901
January 16, 1920
October 15, 1898

COLORS
Azure Biue/whiie

[Jark green/gold
Pink/green
Cardinal

Sky blue/gold
Cardinal/straw
Red/white
Purple/green
Crimson/old gold
Purple/gold
Blue/white
Silver/magenta
Garnet/old goid
Royal purple/old gold
Purmpleired
Bluefwhite

Turquoise blue/ steel gray




UTM TELEPHONE DIRECTORY

ampus Main Number and Information

QFFICE OF THE CHANCELLOR
Fax

Otfice of Equity and Diversity

Office of Insticutional Research and Flanning
Fax

ACADEMIC COLLEGES

Colege of Agriculture and Applied Sciences
Fax

Department of Agricultuare and Matural Resources
Fax
Teaching Farm
Martin Experiment Station
Shop
Parker Chair of Excelience
Agriculwural Pavilion
Fax
Stalling Facilities
Department of Family and Censumer Sciences
Fax
Child Care Assessment
Fax
Child Care Rescurce Center
Fax
Family Child Care Repistration
Fax
Heatthy Start-W.W. Tennessee
Fax
[nfant Stimulation Program
Fax
Parent Education and Children’s Health
Fax
Parent Information and Resource Center
Fax
Tennessee Early Intervenlion
Fax
Department of Military Science
Fax
ROTC Rifle Range
Department of Nursing
Fax

College of Business and Public Affairs
Fax
Depariment of Accounting, Finance and Economics
Fax
Department of Computer Science and Information
Systems
Fax

000

7500
7018
7202
7853
14495

7250
7968
7260
7968
7274
2833
7272
7275
1258
7947
1268
1100
7106
7916
7919
7858
7937
7912
7919
7853
7937
113
7142
T34
7957
36
7937
71t4d
109
7150
T161
7160
71N
7939

7215
7241
7226
7241

1573
724]

Department of Management, Marketing, and
Paolitical Science
Fax
Horace and Sara Dunagan Chatr of Excellence
Ciracuate Proprams
Tom E. Hendrix Chair of Excellenes
Student Services Cemler

College of Education and Bebavioral Sciences

Fax

Department of Educational Studies
Fax

Education Student Services

Fax
Advising
Field Experiences
Licensure
Graduate Program Coordinator
Graduate Recrunter
PACE

Environmentz] and Conservation Educ, Center of
Fax

Department of Health and Human Performance
Fax

Department of Psychology
Fax

Department of Sociology, Anthropology, Social Work,

Criminal Justice and Criminal Justice

College of Engineering and Natural Sciences
Fax
Department of Biological Sciences
Fax
Department ol Chemistry
Fax
Department of Engineering
Fax
Department of Geology, Geography and Physics
Fax
Department of Mathematics

College of Humanities and ¥ine Arts
Department of Communications
Fax
Department of Visual and Theater Arts
Fax
Department of English
Fax
English Writing Lab
West Tennessee Writing Project
Department of History and Philosophy
Philosophy [ivision
Fax




l Depariment of Modemn Foreign Languages 7420 Athtetics, Office of Intercollegiate 7660
Department of Visuaf and Theatre Arts 7400 Fax 7962
Fax 7415 Drirector of Athletics 1661
I DIVISION OF ACADEMIC AFFALIRS 7010 Assistant Director 1662
Fax 7503 Administrative Offices
Om Lind University Studies (B.ULS. Program} 7589 Business Dffice 7630
I Fax 1044 Sports [nformation Director 7630
DIVISION OF FINANCE AND ADMINISTRATION 7800 Fax 1624
ifax 7967 Sporis information Hotline 6000
Budget and Payroll, Office of 7804 Ticket Information 1660
I Payral] Office 7822 Individual Sports
Business Affairs, Office of 7810 Athletie Training Room 7679
Fax 7813 Baseball 7337
l Departmental Accounting 7831 Baskethall (Men's) 76359
Perking Loan Repayvments 7824 Basketbali (Women’s) 1317
Student Accounts and Fees 7820 Cheerleading 751
Busincss Services, Office of TEI% Cross Country/Track 1930
l Fax 1829 Football 7670
Human Resources, Office of TB45 Fax TE90
Fax 7859 Athletic Training Room 7689
' Employment Hot Line TE48 Equipment Boom 7499
Payro)! 7822 Golf 7665
Internal Audit 7833 Rifle 7921
Physical Plant Operations, Office of 7600 Rodeo 7426
l University Bookstore 7760 Equine Center/Barn 5494
fax 1870 Soceer {(Women's) 7931
Division of Student Affairs 7700 Softhal! 7142
l Fax 7708 Tennis 7683
Admissions, Offlce of F020 Volievhall 7332
Fux 7029 B.US. Program {On Line University Sludies) 7584
Campus Events and Service Leaming, Office of 7765 Fax 1044
l Counseling and Career Services, Office of 7720 Bookstore 7760
Fax 77145 Fax 9N
Career Advising 7721 Business Affatrs 7810
l Student Employment Information 7740 Fax 7813
Fax TORS Departmental Accounting 7R3
Student Employvment 7729 Perkins Loan Repayments 7824
Personal Counseling T Student Accounts and Fees : 7820
l International Prograrns, Office 7340 Campus Recreation 7745
Fax 7322 Intramurai Office 7746
Student Academic Support T744 Rec Check 7792
Fax 7723 Sports Club 7790
l Studemt Life, Office of 7525 Center of Excelience in Science and Mathematics 7166
Fax 7429 Fax 7206
Children®s Center TS
B poision oF unvERSITY ADVANCEMENT Compater Services. Office of 7890
Office of Alumni Affzirs 7610 Fax 7908
Fax 7622 Computer Store 7879
l Office of Development 7620 Compdter, Copier, and Typewriter Repair 7900
T 7654 Help Desk 7900
Telephone Repair and Service 7200
ADMINISTRATIVE QOFFICES Counseling and Career Services 1720
' Academic Records and Registrar, Office of 050 Fax 7143
Cax 7048 Career Advising 7721
Admissions, Office of 2000 Student Emplovmnent Information 7740
Fax 704K Parsonal Counseling F120
Dining Services, Office of T2




Fax
Catering
Customer Service and Menu Line
Food Court
Human Resources and Accounts Payable
LW, s Market
, Kitchen
Equity and Diversity, Office of
Extended Campus and Centinuing Educ.
Martin Office:
Degree Programs
Non-Degree Public Service
Fax
Jackson Office:

Fax
Selmer Office;

Fax
Govenor’s Schoeol for the Humanities
Craduate Studies
Honors Programs
Fax
Institute for Public Service
Fax
instructional Evaluation
Fax
[nternal Audit
Leaming Resource Canter
Fax
- Computer Lab — Gooch Hall
. Library Services, Office of
' Dlirector
Fax
: Automation
5 Circulation and Reserves
Coliection Development
Instructional Technology Center
Government Documents
Inter Library Loans
Media Services
Reference
Special Collections and Archives
Technical Services
Margaret N, Perry Children’s Center
Museurn
Ned MeWherter Agriculnural Complex
Pacer Office
Bayroll Office
Physical Plant Operations, Office of
Fax
Maintenance Center
Fax
Building Services
Care of (rounds
Custodial Services

——— e a e = .

7983
7994
7770
7768
7774
7706
7773

202

T080
7082
7934
901-425-4752
901-425-4753
RO0-491-5445
201-426-042¢
901-646-1636
888-654-6397
901-646-1648
1282
012
7436
1082
03535
1039
7855
7469
7833
7191
T2035
7199
7060
707
7074
7093
1092
T067
7877
7073
7068
7063
7065
T094
7078
7715
7464
7258
7780
1822
7600

Tedd

7640
7644
7640
7643
7640

Greenhouse
Heating, Ventilatior, and Air Conditicning
Transportation Services
Warchouse
Post Office
Printing and Duplicating Services
Fax
Duplicating
Public Safety, Office of
Fax
Purchasing
Fax
Records and Transcripts
Fax
Research, Granis, and Contracts, Giffice of
Skyhawk Card Operations
Fax
State Department of Education
Or Call
Student Academic Support, Office of
Fax
Advising for Students with Disabilities
CLEP Testing
Computer Based Testing
Fax .
Conditional Admission Advising
GED Testing
Mandatery Placement and Advising
P.A.C.E. Program
Probation and Mandatory Placement
SYNERGY Lab
Study Skills and Tutoring
Student Empioyment Information
Fax
Student Employment
Studenl Financial Assistance, Office of
Student Health Services, Office of
Fax
Student Housing, Office of
Director
Fax
Apartments
Men’s Housing
Women’s Housing
Residence Halls
Austin Peay
Browning
Clement
Cooper
Ellngton
McCord
Telecommunications
AdministrativeDeparmental Services
Fax
Telephone Repair
Student Telephone Services
Fax

7979
7642
7655
7980
7790
7842
7841
7844
7777
7726
7815
7829
7050
7048
7018
7825
7814
7565
7582
7744
72
7719
7727
7702
7727
7722
7727
7744
7193
7744
7969
7719
3740
7985
7729
7040
7750
7752
7730
7733
7734
7736
7730
7737

8910
8540
39490

g

8930
3930

7835
7829
7900
7826
7814




Apartment and Dorm Telephone Repair 7900
Transportation Services 7655
U T Federal Credit Union 5451

Fax 6712
Ed and Carolyn Boling University Center 7755

Fax 7188

Information Desk 7157
University Centrzl 157
Skyhawk Card Operations _ T815
Fax : 7814
Student Telephone Services 7816

Fax 7814
University Bookstore 7760

Fax 7570
University Honors Programs, Office of 7436

Fax 1082
Liniversity Relations ik

News Services Ta17

Fax To18

Photegraphic Services 7425
Publication Services 7637
Vanguard Theatre Box Office oo
Veteran®s Administration 031
Warehouse T980
West TN Agricultural Pavilion T238
Fax 7547

Stalling Facilities T269
Weststar T298
WLIT- TV 7561
Fax 7566
WUTM-Radio 7095




RUNNING EFFECTIVE MEETINGS

Do vou dread attendin
endless? Don't w
and fun.

g meetings because they are dull, unproductve, disorganized and
orry, with proper planning and preparation, any meeting can be effective

Mectings have several functions. They give members a chance to discuss goals and
objectives, and keep updated on current events, They provide a chance t¢ communicate and
keep the group cohesive. But most of all, meetings allow groups t9 pull resources together
for decision-making. Start with careful planning, finish with a thorough follow-up and the

meeting will almost run itself, Here are somne tips to make you next meeting successful and
productive,

Before the Meeting
1. Define the purpose of the meeting. If you can't come up with a purpose, don't have a
meeting.
2. Develop an agenda with the officers and advisers. An example agenda:
Call to Order
Approval of Agenda
Correction and Approval of Minutes
Announcements
Officers Reports
Committee Reports
Unfinished Business
New Business
Special Issues
Adjournment
- Distribute the agenda and circulate background material, such as lengthy documents or
articles, prior to the meeting so that members will be prepared and feel involved.
. Choose an-appropriate meeting time. Set a time limit and stick to it. Remermber that
members have other commitments.
. If possible, arrange members so that they face each other. For larger groups, try U-
shaped rows. A leader has better control when he/she is centrally located,
5. Choose a location suitable 1o group size. Small rooms with too meany peopie get stuffy

and create tension. A larger room is more comfortable and encourages individual
EXDressIon.

. Use visual aids, such as pasters, for interest.
8. Vary meeting places if possible, to accommodate different members,

)

=

[

During the Meeting
1. Greet members and make them feel welcome, even the late ones.
2. 1f possible, sarve light refreshments: they are good icebreakers.




RUNNING EFFECTIV

During the Meeting (cont)

3. Start on time. End on time.

4. Review the agenda and set priorities for the meeting,

3. Stick to the agenda.

6. Encourage group discussion t5 gov all vicwpoints and ideas. You will have bewer

quality decisions as well as highly motivated members.

Encourage feedback. Ideas, activities, and commitment to the organization improve

when members see their impact on the decision-making process.

8. Keep conversation on topic, toward an eventual decision. Feel free to ask for only
constructive comments,

9. Delegate responsibilities and establish due dates. Give members a voice in decision
making.

10. Keep minutes of the meeting for future reference in case a question or problem arises.

I'1. Leader, be a model by listening, showing interest, appreciating and having confidence
in members. Admit your mistakes. ' :

12. Summarize agreements reached and end the meeting on a unifying or positive note, For
example, have members volunteer thoughts of things they feel are good ar successful,
reciting a group's creed, or a good of the order.

13. Set a date and timne for the next meeting.

E MEETINGS (CONT)

After the Meeting

1. Prepare and distribute minutes within 24 hours. Quick action reinforces importance of
meeting and reduces error of memory. _

2. Discuss problems during the meeting with officers so that improvements can be made.

3. Follow-up on delegation decisions. See that all members understand and carry out their
responsibilities.

4. Give recognition and appreciation to excellent and timely progress.

5. Put unfinished business on the agenda for the next meeting.

6. Conduct a periodic evaluation of the meetings. Weak areas can be analyzed and
improved for more productive meetings.
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