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Preface 

Welcome to Chi Sigma Iota, Omega Zeta! Congratulations on joining hundreds of chapters 

across the world in celebrating excellence in the counseling profession. This information is a 

resource for Walden University’s Chapter, Omega Zeta, development and growth. Each topic 

provides valuable information related to Omega Zeta as established by the International Society 

and the Omega Zeta (OZ) Chapter.  

 
History, Purpose and Goals of CSI 

 
Chi Sigma Iota (CSI), the Counseling Academic and Professional Honor Society International, 

was established January 1, 1985, following several months of planning by representatives of the 

Counselor Education program at Ohio University and leaders in the U.S. counseling profession. 

The impetus for the formation of an international honor society in the profession of counseling 

came from a desire to provide recognition for outstanding academic achievement as well as 

outstanding service within the counseling profession. The formation of an Honor Society 

appeared to be a fruitful avenue to provide a much needed link between students, educators, 

practitioners, and administrators in various counseling settings.  The OZ Chapter was established 

in 2009 under the leadership of Dr. John Marszalek and Dr. Rhonda Neswald-Potter. 

CSI came about as a consequence of the maturity of the counseling profession with national 

standards of preparation, ethical standards, national accreditation, national and state 

credentialing, and advancement of the art and science of counseling through research and 

scholarly publications. While the scope of the Society is international, its focus is upon the 

personal and professional development of its individual members. The Society is committed to 

doing all it can to uphold the high standards of its members.  

In January of 1989, after two years of discussion and planning, Rho Chi Sigma merged into CSI. 

The unification of the national honor society in rehabilitation counseling and services with the 

international honor society in counseling was welcomed as a major step toward unification of the 

counseling profession. Rho Chi Sigma was formed in 1979. The archives and history of this 

society are maintained at CSI Headquarters.  

The Bylaws of CSI were adopted in 1985. The purposes of the Society, as noted in Article I of 

the Bylaws, are: "To promote scholarship, research, professionalism, and excellence in 

counseling, and to recognize high attainment in the pursuit of academic and clinical 

excellence in the profession of counseling."  

The goals of CSI are achieved primarily through the activities of local chapters, and secondarily, 

through efforts of the Headquarters staff and international officers. International Headquarters 

activities include the functions of the CSI International Office, which is responsible for 

maintaining the records of the Society, ordering and distributing certificates and pins, 

distributing information about the Society and ensuring a presence within the honors community. 



 

 

The International Headquarters is responsible for maintaining the database, website, and day to 

day operations of the Society. CSI Headquarters also serves as a networking source to link CSI 

chapters and members throughout the world. This has been an especially valuable resource for 

students who have moved to new locations after graduation and seek to affiliate with the nearest 

CSI chapter. International meetings of CSI are held during the annual convention of the 

American Counseling Association (ACA) in the spring of each year. These meetings include 

time for an Executive Council meeting, a leadership training seminar, a business meeting of 

chapter representatives, an awards ceremony, and an informal gathering of members for the 

exchange of information as well as socialization. The annual Business meeting is open to all CSI 

members. However, chapters must send at least one representative to maintain active status. 

Since the time of its chartering, CSI as an organization, and many of its individual members, 

have assumed leadership roles at state, regional, national and international levels in promoting 

counseling services to persons of all ages as well as the concerns of those who provide those 

services.  

 



 

 

Purpose and Use of this Manual 
 

This instructional manual was developed by members of the 2014-2015 Executive Board for the 

Executive Board to provide a procedural handbook for the Omega Zeta Chapter of Chi Sigma 

Iota (CSI-OZ).   

The manual is designed to provide new Officers guidelines for the Executive Board. The 

contents in this manual represent a system for ensuring that necessary tasks will not be 

overlooked. Each member is expected to review the description of his or her roles and 

responsibilities and to contact the President or Committee Chair for suggested additions or 

deletions as appropriate. The President will forward any recommendations to the Executive 

Board for approval to put be forth the CSI-OZ membership for voting. All addendums to this 

document must go through the approval process.   

 

CSI Mission Statement 

 

The mission of Chi Sigma Iota is to promote scholarship, research, professionalism, leadership 

and excellence in counseling, to encourage the pursuit of personal excellence by members, and to 

recognize high attainment in the pursuit of academic and clinical excellence in the profession of 

counseling. 

Organizational Structure: Omega Zeta Chapter 

 

CSI-OZ organizational structure begins with CSI International headed by an Executive Director.  

The OZ Chapter is headed by the President under the guidance of its Chapter Faculty Advisors 

(CFAs). OZ is comprised of an Executive Board inclusive of CFAs, President, President-Elect, 

Secretary, Treasurer, Regional Chairs, and Liaisons.     

 

Organizational Governance of CSI-OZ Chapter 

 

CSI-OZ is governed by an Executive Council which consists of the following officers: President, 

President-Elect, Past-President, Secretary, Treasurer, and two Co-Faculty Advisors. The 

President serves as an ex-officio member of the Executive Council. This Council serves and acts 

between annual business meetings of the Chapter to conduct its business in keeping with member 

interests and directives. They also keep the membership informed via the website, Chapter 

newsletter, and special correspondence when necessary through mail and listserv postings, of all 

matters of consequence which relate to the good of the Chapter.  

The Council meets at the ACA convention to conduct the business of CSI. They also hold other 

meetings as deemed necessary but most business is conducted by email or conference calling. 



 

 

 Leadership 

As an CSI-OZ Officer, you serve as a leader in the Chapter.  According to Avolio, Walumbwa, 

and Weber (2009) leadership is no longer simply described as an individual characteristic or 

difference, but rather is depicted in various models as dyadic, shared, relational, strategic, global, 

and a complex social dynamic.  Leadership is a process of social influence in which a person can 

enlist the aid and support of others in the accomplishment of a common task (Chemers, 1997). 

5 Steps to Leadership 

Communicate Effectively: In order to be a potent leader, one must be a good communicator. 

Words can be very powerful in inspiring people and effectuating action or change. A good leader 

communicates goals or plans clearly for his or her meeting. Leaders should say what they mean 

or want done clearly, so that others may understand. Another very crucial aspect of leadership 

skills is listening. If one fails to listen and understand, then he or she fails as a leader. Leaders 

must listen twice as much as they speak. 

 

Collaborate/Meeting work: For any big task to get accomplished, a meeting of people need to 

work as a meeting. Many hands make the load lighter. Allow others to share the burden (which 

in turn will make those individuals responsible), instead of trying to do everything yourselves. 

Appreciate and utilize all the different abilities and experiences each person brings to the 

meeting. And lastly, it is the leader's job to ensure that people work in harmony, and that the job 

gets done as smoothly as possible. 

 

Decision-making: A good leader is always looked upon as a good and quick decision-maker. 

People do not want leaders who hesitate or are uncomfortable making decisions.  

 

Negotiation/Compromising: A good leader is one who works well with others. As a leader, you 

will have to work along with many different kinds of people, some will be temperamentally 

difficult, while others may have opposing points of view. Allow room for differences and respect 

the point of view of others. Effective leadership qualities include the ability to give and take 

while working with others. To be a good leader, not a dictator, one must be able to compromise 

and negotiate, keeping the bigger picture in mind. However, most importantly, accept when they 

are wrong. 

 

Vision and Planning: A good leader must be able to think about the future with imagination and 

wisdom. Good leaders always keep the values of the meeting in mind while ensuring that all 

efforts are towards achieving the singular goal. To accomplish these goals, the ability to plan 

strategically is an asset to any leader. Draw out a plan of action, right down the smallest detail. 

Large tasks can seem overwhelming, thus they need to be broken down into smaller components.  



 

 

TIME MANAGEMENT PRINCIPLES 

 As president of a Quota club, your time is precious to you and to the people you serve. Making 

the most out of this precious commodity is essential. Time management is simply taking control 

of your life, producing and experiencing every day as you choose. You make the choice to act. 

Following are principles designed to help you manage your time to your and Quota's advantage: 

• Planning. The great majority of problems in club management arise when action occurs without 

thought. By failing to plan, you risk planning to fail. 

 • Priority. Available time is budgeted or allocated to tasks in ordered sequence of priority. 

 • Objectives. More effective results are achieved through purposeful pursuit of planned 

objectives than by chance. 

 • Daily planning. Daily planning, formulated the afternoon before or early the same day, in 

harmony with near-term objectives and events, is essential to effective utilization of time. 

 • Tyranny of the urgent. Many people are tyrannized by the urgent and respond unwittingly to 

the endless pressures of the moment, neglecting the long-term consequences of more important 

but less demanding tasks left undone. Don't fall into this trap. 

 • Effectiveness. Efficiency means doing the job right. Effectiveness means doing the right job 

right. Effective action produces maximum results with minimum expenditure of resources, 

including time. 

 • Delegation. Authority for decision making is delegated to the lowest possible level, consistent 

with adequate judgment and available facts. 

 • Procrastination. Deferring, postponing, or putting off decisions or actions can become a habit 

that loses time, causes lost opportunities and generates crises. Procrastination is the most 

expensive deterrent to effective management of time. 

 • Concentration. Effective Quota leaders concentrate their efforts on the "critical few" events 

that produce major results for both the local club and the international organization. 

 • Activity vs. results. Some Quota presidents tend to lose sight of objectives or intended results 

and concentrate their efforts on activity. They are run by their job instead of doing their job. 

They confuse motion with accomplishment and activity with results. 

 • Routine/detail. Routine tasks of low value to overall objectives are minimized, consolidated, 

delegated, or eliminated to the best extent possible. 

 • Interruption control. Arrangement of and control over activities is designed to minimize the 

number, impact and duration of interruptions. This segment on time management is included in 



 

 

this manual to assist you, as the president, in recognizing how valuable your time is to both 

Quota and to yourself. Your time is your richest contribution to Quota; spend it wisely. 

Morgenstern, J. (2004). Time Management from the Inside Out: The Foolproof System for  

 Taking Control of Your Schedule—and Your Life. 

 

 

 

 



 

 

Facilitating Meetings 

 As president, chair, or co-chair of OZ, you have many opportunities to facilitate good meeting 

process. It is your responsibility to create a positive climate for healthy discussion. The climate 

of the meeting is composed of the feelings and communication between members. The facilitator 

drives the process by creating the best climate for effective meeting work. Desirable Club 

Climate following are factors in creating a desirable climate for OZ: 

 • Permissiveness. Meeting members feel free to express their personal feelings. There should be 

no artificial rules or inhibitions that prevent members from saying exactly what they feel or think 

about an issue. Members must know and trust that they can say what they think and, in turn, 

other meeting members may speak their minds as well. 

 • Participation. Everyone freely shares her or his ideas about an issue and feels comfortable 

responding to what others have said. There is freedom to ask questions that come to mind and 

everyone is expected to participate.  

• Cohesiveness. Because a meeting is composed of people who represent many diverse 

experiences and skills, there's a welding process necessary before the meeting can become a unit. 

Several factors that make a meeting cohesive include personal liking for individuals in the 

meeting, involvement with a meeting, previous acquaintance with meeting members, equality of 

status, and receptiveness by other members.  

• Flexibility. To achieve flexibility, a meeting must evaluate its process frequently to ensure that 

it's working constructively. The procedure changes when the meeting needs more effective ways 

of operating. 

 • Motivation. The objectives of the meeting must be closely related to the interests and personal 

agendas or desires of the members of the meeting. This personal interest creates pressure to 

attain the objective of the discussion. Aids to motivation include encouraging members to 

express their personal desires in relation to the topic and ensuring that as many of the personal 

goals of each member are covered by the general and specific objectives of the meeting. 

 • Progress. The meeting must feel the exhilaration of moving in a positive direction or achieving 

something significant. Whenever possible, call attention to the growth that has taken place as a 

meeting and on an individual level. The growth of a meeting is dependent upon the nature of the 

meeting's targets.  

Successful facilitation following are some essential practices for successful facilitation: 

 • Interact with the meeting. Your role as facilitator is to encourage healthy and challenging 

interaction among all meeting members. When a meeting member is speaking, direct the 

attention of the meeting to that individual. Look at other members of the meeting so the speaker 

will also. 



 

 

 • Press for clarity and concreteness. Encourage members to be more concrete and clear by 

picking up on words or phrases and asking them to fully explain. when asking a member to 

explain an experience, ask what happened to her or him. When asking for clarification of a 

behavior, ask what the individual did or didn't do.  

• Deal with questions. When asked questions regarding the topic matter, refer back to the 

meeting. When the question asked is personal, move the question to another member of the 

meeting for response. When you are facilitating, you are never a member of the meeting at that 

time. Restate your role as facilitator to clarify your action. 

 • Seek better understanding and response. As facilitator, one of your responsibilities is to ensure 

that there is clarity of understanding among meeting members. Do not accept another's 

perceptions or ideas as your own until they make sense to you. Clarify the speaker's meaning. 

 • Speak to the subject. When you choose to participate as an individual in the discussion, be sure 

to preface your remarks with a statement clearly showing that these are your views, not those of 

the facilitator. Confront any comments that may be construed as defensive, disapproving, 

condescending, sarcastic. Personal cross-examination, self-approval, or conversion of personal 

views to a position on the topic at hand 

 • Deal with disruptions. It is your responsibility to eliminate disruptions. You must confront the 

behavior, which means you must invite the person creating the disruption to deal with you on her 

or his behavior. It is the responsibility of the facilitator to ensure a positive and constructive 

experience for the entire meeting. No single individual in the meeting is ever greater than the 

whole meeting. You cannot sacrifice the experience of all for the personal agendas of one. 

 

Hogan, C.F. (2013), "Facilitating Cultural Transitions and Change, a practical approach", 

Stillwater, USA: 4 Square Books. (Available from Amazon), ISBN 978-1-61766-235-5 

Wilkinson, M. The Secrets of Facilitation, (2nd Edition 2012) Jossey-Bass ISBN 978-1-1182-

0613-3 

 

 

http://en.wikipedia.org/wiki/Special:BookSources/9781617662355
http://en.wikipedia.org/wiki/Special:BookSources/9781118206133
http://en.wikipedia.org/wiki/Special:BookSources/9781118206133


 

 

Building Teams 

 To achieve maximum efficiency and high club member satisfaction, a Quota club president 

builds a team that strives for effectiveness and productivity through deliberate, systematic 

efforts. Such a team does not grow haphazardly nor is its success automatic. Dimensions of 

Team Success Team success or maturity involves growth in the following dimensions: 

 • Involvement. A high performance team has a sense of ownership of its tasks and leadership is 

shared by all. 

 • Responsibility. Members assume greater responsibility for their own behavior and the impact 

of that behavior on both the task and their relationship to others. 

 • Trust and caring. In a productive team, trust and caring among members allows them the 

freedom to express concerns, feelings, fears, and ideas without hesitation or repercussion. 

 • Use of resources. Diverse resources are sought out, accepted, and utilized. Creativity and 

innovation are promoted; new ways of thinking and original ideas are fostered. 

 • Listening. Listening is active. Communication is honest and genuine; self-disclosure is 

encouraged; confrontation on issues is encouraged; and respect is conveyed by the way members 

relate to one another. 

 • Self examination. An effective team examines its operation with a rational and objective eye. 

The members observe where the interaction is productive and where it may be restrictive and 

defeating. 

 • Experimentation. The team explores and invests in calculated risks to advance the mission of 

Quota. 

 • Accepting new members. The effective team is able to incorporate new members and to 

comfortably invite them to use their resources. 

 • Hidden agendas. An effective team has learned to acknowledge that individuals may from time 

to time bring a hidden agenda to the group that they hesitate to openly share. The team has 

learned to allow the hidden agenda to surface in open discussion so that personal needs may be 

handled without disturbing the team.  

Conditions for an Effective Team The following conditions are necessary for building an 

effective club team: 

 1. Team members espouse a vision or a set of worthy values by which they are identified. 

 2. The team works the organization's structure to encourage member participation by 

emphasizing flexibility, creativity, productivity, and autonomy. 



 

 

 3. Rewards for participation are in place to ensure full participation by all members. 

 4. There are opportunities for ongoing involvement in the team process so that full participation 

remains the norm. 

 5. The team recognizes and supports every member's need to balance club responsibilities with 

family and personal life. 

Dyer, W. G., Dyer, W. G., & Dyer, J. H. (2007). Team building: Proven strategies for improving 

team performance. San Francisco: Jossey-Bas 

Page, D., & Donelan, J. G. (2003). Team-building tools for students. Journal of Education for 

Business, 78(3), 125-128. 

 

 

 

 



 

 

OZ Executive Board 

Chapter Faculty Advisor 

Co-Faculty Advisor 

President 

President-Elect 

Secretary 

Treasurer 

Southern Regional Chair (AL, AR, FL, GA, KY, LA, MD, MS, NC, SC, TN, TX, VA, WV ) 

North Atlantic Regional Chair (CT, DE, ME, MA, NH, NJ, NY, PA, RI, VT) 

North Central Regional Chair (IL, IN, IA, KS, MI, MN, MO, NE, ND, OH, OK, SD, WI) 

Rocky Mountain Regional Chair (ID, CO, MT, NM, UT, WY) 

Western Regional Chair (AK, AZ, CA, HI, NV, OR, WA) 

International Regional Chair (All U.S. Territories and countries other than the U.S.) 

Mental Health Counseling Liaison 

Counselor Educational and Supervision Liaison 

Marriage and Family Counseling Liaison 

Addiction Counseling Liaison 

School Counseling Liaison 

Career Counseling Liaison  



 

 

OZ Committees 

 

Alumni Chair  

Committee members (4) 

 

Awards & Scholarship Chair 

Committee members (4) 

 

Audit Committee Chair 

Committee members (4) 

 

By-laws/Policy & Procedure Chair  

Committee members (4) 

 

Events Chair 

Committee members (4) 

 

Fundraising Task Force 

Committee members (4) 

 

Membership Chair 

Committee members (4) 

 

Newsletter Chair 

Committee members (4) 

 

Social Change Chair  

Committee members 

 

Technology Chair 

Committee members (4) 

 

 



 

 

President 

Description 

The President is an officer appointed or elected to preside over the membership of Oz-CSI.  The 

President will also serve as ex-officio of all committees.  You will be planning, organizing, and 

carrying out responsibilities associated with your role as the club’s chief executive officer. 

Role and Responsibilities 

a. Exert leadership in achievement of the purpose of the chapter 

b. Serve as Chair of the Executive Committee 

c. Assure that the Executive Committee actively participates in establishing and achieving 

annual goals 

d. Preside at all meetings of the chapter 

e. Appoint chairpersons and members of all committees unless otherwise specifically 

provided for in the By-laws 

f. Serve as ex-officio on all chapter committees 

g. Receive and direct outside reports, memos, and inquiries 

h. Serve in a clearing capacity for internal organizational questions, concerns, and 

suggestions 

i. Prepare a President’s column for each issue of the chapter newsletter 

j. Appoint a Journalist and Parliamentarian 

k. Work closely with the CSI Convention Committee 

l. Conduct the official business of the chapter 

m. Assure the maintenance of permanent records of the chapter 

n. Maintain close contact with the Chapter Faculty Advisors to keep them apprised of all 

correspondence and activities. 

o. Prepare next year’s successor for duties as your club’s next chief officer. Try to 

encourage members to run for positions. Be very observant of those you think can do 

well with certain posts for the next year. 

http://dictionary.reference.com/browse/preside


 

 

President’s Monthly Checklist  

 

• Conduct and preside over regular OZ meeting.  

• Create and abide by an agenda for your weekly meeting.  

• Keep officers on task and provide assistance for committees to run smoothly.  

• Lead the entire membership in a well-rounded program of activities and projects.  

• Ensure that delinquent members are handled properly. 

 • Meet with your Chapter Faculty Advisor(s) to discuss agenda points and current club issues.  

• Attend as many OZ meetings as possible. 

 • Make sure that each officer is aiding the committee to which he/she is assigned. 

 • Keep a file of all correspondence. 

 • Work alongside board members and CFAs to ensure that they are doing their tasks.  

• Arrange and conduct a board of directors meeting inclusive of CFAs. 

 • Work with the committee chairs on their proposed projects for the coming month.  

• Make sure all monthly reports are submitted on time.  

• Communicate with the student council and school administration. 

 • Make a list of the coming month’s activities and post it so members are aware of the schedule.  

Annual Responsibilities 

 • Work toward a net increase in membership over the previous year. 

 • Receive help and information from the past president.  

• Review all OZ educational materials.  

• Become knowledgeable of parliamentary procedure.  

• Review your membership roster and form committees. 

  • Plan service over the summer and winter so that projects can be started shortly after school 

 begins, if not sooner.  

• Designate a public relations committee chair and make sure your club activities are sent into 

 the Chapter newsletter.  



 

 

• Verify each member paid his/her dues to both Chapter and International and received a 

 membership certificate and pin. 

• Attend the annual CSI International meeting during the annual American Counseling 

 Association Conference (ACA).  

 

 



 

 

President-Elect 

Description 

The President-Elect is an elected or appointed position.  The President-Elect shall perform the 

duties of President in the absence or incapacity of the President.       

Role and Responsibilities 

a. Perform the functions of the President in his/her absence or incapacity to serve  

b. Maintain awareness of the current affairs and activities of the chapter and become 

involved in these activities 

c. Serve as a member of the Executive Committee 

d. Serve as Chair of the Regional Advisory Committee 

e. Coordinate with the Chapter Faculty Advisor, the ordering of commendations for the 

outgoing President 

f. Toward the end of the year, begin planning and contacting potential Committee Chairs 

for year as President 

g. Perform various functions as requested by the President 
 

 

 



 

 

Secretary 

Description 

The secretary shall be responsible for the day-to-day management of OZ under the direction and 

control of the executive board. The secretary shall be responsible to the president and board for 

the implementation of its policies and for the operations and administration, of OZ. The secretary 

also shall communicate with the executive board and membership the policies established by the 

executive board. The secretary shall make an annual report to CSI International. Upon approval 

by the board, the annual report shall be submitted to CSI International.  

Role and Responsibilities 

a. Serve as a member of the Executive Committee 

b. Record and distribute minutes of the meetings of the Executive Committee 

c. Record and distribute minutes of chapter business meetings 

d. Write correspondence including meeting notice for members 

e. Maintain a file of meeting agendas and minutes of the last three years 

f. Write official correspondence as directed by the President 

g. Send annual plan and annual report to CSI Headquarters including chapter calendar of 

events, names and addresses of officers, and any other information considered relevant to 

representing the success of the chapter in serving its membership and purpose 
 

 

 

 



 

 

Treasurer 

Description  

The Treasurer oversees the treasury of OZ.  The treasurer will pose working knowledge of minor 

accounting practices (e.g. accounts receivable and payable, balancing a check book, etc.).       

Role and Responsibilities: 

a. Serve as a member of the Chapter Executive Board 

b. Maintain a file of financial records of the last three years 

c. Assist the Chapter Faculty Advisor and officers in the development and administration of 

the annual chapter budget 

d. Receive and distribute chapter funds 

e. Present a financial report at each meeting of the Executive Committee and chapter 

f. Update membership records, name and address updates, etc. on the CSI website in 

collaboration with the webmaster 

 

 

 



 

 

Safeguarding of Chapter Assets 

The Treasurer (in conjunction with the Chapter Faculty Advisors (CFA) has a fiduciary 

responsibility to safeguard chapter assets in order to prevent losses, limit unauthorized access to 

assets, promptly disclose discrepancies, and provide accurate financial information. This 

includes cash, checking accounts, credit cards, and investments. The misappropriation of funds is 

due primarily to fiscal officers not performing their duties and responsibilities as defined in the 

Chapter Leadership Manual and the Chapter’s Policies and Procedures document. 

 

Internal control procedures include but are not be limited to the following: 

 Preparing account/bank reconciliation monthly 

 Preparing and presenting written monthly financial statements to the executive committee 

 Ensuring that an annual audit/financial review is conducted 

 Issuing funds only when expenditures are authorized 

 Using a voucher system for all transactions 

 Obtaining sales slips, invoices, receipts, etc. to support payment vouchers 

 Under no circumstances should checks be pre-signed 

 Under no circumstances should authorized check signers sign checks made payable to 

themselves 

 Chapter credit cards shall be issued to CFAs only 

 All receipts for funds collected shall be written immediately and distributed within 30 

business days 

 

Chapter Recordkeeping  

The Chapter accounting process includes: 

• Collecting & Disbursing: Receiving funds and writing checks 

• Recording: Putting the information into the books. 

• Classifying: Grouping all the same receipts and disbursements. 

• Summarizing: Totaling the amounts, i.e. Total dues = $10,000 

• Analyzing: Looking at what happened & how the chapter was affected. 

• Reporting: Provide the executive committee with financial statements and reports which tell 

the results of the previous functions. 

 

Accurate records of income, deposits, and disbursements must be maintained and kept up to date 

by the Treasurer of the chapter. It is recommended that financial records and documentation be 

maintained with accounting software such as Quickbooks, Quicken, Peachtree or a database 

application such as Excel or Access. 

 

 

 

 

 

 

 



 

 

Accounting Software Review 
 

Feature QuickBooks Pro Peachtree Simply Accounting 

Reconcile Accounts X X X 

Prepare Bank Deposits X X  

Credit Card Processing X X X 

Void Checks X X  

Recurring Transactions X  X 

View Chart and Reports X X X 
 

Disbursements 

All disbursements must be supported by an approved voucher with original receipts. 

Receipts should not include personal expenses. Vouchers are approved by the president, 

treasurer, and CFA(s) with the date, name and address of payee as well as reason for the request. 

The chapter budget should be checked prior to issuing the check. The Treasurer documents the 

check number; date the check is issued and the amount on the voucher and check. Checks should 

not be payable to cash and blank checks should never be signed. 

 

Bank Reconciliation  
 

The bank reconciliation is prepared monthly by the Treasurer. It explains the difference between 

the balance on the bank statement versus the balance in the chapter’s check register as of a 

specific date. The bank reconciliation identifies any differences or irregularities, such as: 

 Deposits in Transits – which are deposits not yet added to the bank balance 

 Outstanding checks – checks that are recorded in the check register that have not been 

presented to the bank, thus, not deducted from the bank balance 

 Service charges and interest income – deductions and additions shown on the bank 

statement 

 NSF (nonsufficient funds) – a check that has been returned due to insufficient funds in 

the drawer’s account 

Reporting 

 

The Treasurer is required to provide written monthly reports to the executive committee. The 

Treasurer’s reports should summarize the chapter’s income and disbursement activities for the 

reporting period. 
 

 



 

 

 

 

 

 

 

 

Regional  

Chairs  

Section 



 

 

Regional Chairs 

Description 

OZ By-laws Article 10 

Regional Divisions 

10. 1 Regional divisions of Omega Zeta shall be the following, consistent with the CSI regions: 

North Atlantic, North Central, Rocky Mountain, Southern, Western.  

Members of regional divisions shall consist of Omega Zeta members in good standing (dues 

paying or life member) of Chi Sigma Iota International.  

10.2 The Executive Committee shall coordinate an election for each region to elect a Regional 

Leader. Each Regional Leader will submit a list of nominees for Regional Committee members 

to the Executive Board for approval. The Regional Committees shall be comprised of at least two 

regional division members, a Chair, and at least one Faculty Advisorr, ex-officio. The Regional 

Committees shall report directly to the Executive Committee. 

10.3 The Regional committees shall be responsible for planning a divisional activity calendar for 

the year, which is distributed to all regional division members. Each year, the regional division 

shall have at least one meeting which scholarly presentations are made as well as opportunities 

for social discourse and personal development. Regional committees may appoint sub-

committees in their regions to assist in the coordination of these and other activities. The 

Regional Committees shall submit the divisional activity calendar to the Executive Committee 

and proposals for regional activities to the Executive Committee for final approval. 

Regional Committee Chair: North Atlantic  

The North Atlantic Region consists of Connecticut, Delaware, Maine, New Hampshire, New 

Jersey, New York, Pennsylvania, Rhode Island, and Vermont. 

 

Regional Committee Chair: North Central 

The North Central Region consists of Illinois, Indiana, Iowa, Kansas, Michigan, Minnesota, 

Missouri, Nebraska, Ohio, Oklahoma, South Dakota, and Wisconsin. 

 

Regional Committee Chair: Rocky Mountain  

The Rocky Mountain Region consists of Idaho, Colorado, Montana, New Mexico, Utah, and 

Wyoming. 

 

Regional Committee Chair: Southern 

The Southern Region consists of Alabama, Arkansas, Florida, Georgia, Kentucky, Louisiana, 

Maryland, Mississippi, North Carolina, South Carolina, Tennessee, Texas, Virginia, and West 

Virginia. 

 

Regional Committee Chair: Western  



 

 

The Western Region consists of Alaska, Arizona, California, Hawaii, Nevada, Oregon, and 

Washington 

 

Regional Committee Chair: International 

The International Region consists of all U.S. Territories and countries other than the U.S 

 



 

 

Roles and Responsibilities 

a. Serve as part of the Executive Board 

b. Assist Executive Board and CFAs in the development of projects involving media  

c. Have knowledge of CSI International guidelines  

d. Conduct at least one Regional activities in the calendar year 

e. Appoint state leaders to serve on Regional Committee 

f. Report at the Executive Board meetings  

g. Assist By-laws Committee in the amending of policy and procedures salient to designated 

Region 

h. Write or co-write at least one article for the Newsletter in the calendar year 

 

Bylaws 

Regional Chairs are charged with the duty of understanding the Chapter Bylaws to ensure 

adherence of guidelines as set forth by Chi Sigma Iota International as well as the Omega Zeta 

Chapter policies and procedures.  Regional Chairs must complete the Bylaws training offered by 

Chi Sigma Iota International by May 31
st
 of the current term.  The term shall be a duration of one 

year (May 1
st
 – April 30

th
).  The purpose of the Bylaws is to provide cohesion among the 

chapters for its members.   

Initiation Ceremonies 

Regional Chairs maybe called upon to conduct live or teleinductions if the need arise.  Live 

initiations are conducted at each residency, while teleinductions are once per quarter or as 

needed.  Initiation procedures have been developed by the International Society and must be 

completed by May 31
st
 of the current term. The term shall be a duration of one year (May 1

st
 – 

April 30
th

).  The purpose of the Initiation Ceremony is to formally provide membership into the 

Society. 

Annual Calendar 

Regional Chairs should provide its designated region with an annual calendar of events.  Events 

are described as meet-ups, workshops, and trainings.  Annual calendars should be submitted to 

the President-Elect by June 30
th

 of the current term.  The term shall be a duration of one year 

(May 1
st
 – April 30

th
) as established by the International Society.  The purpose of the annual 

calendar is to provide direction and to inform membership.     

Generating Involvement 

Regional Chairs can solicit the membership within their regional to generate involvement of 

activities.  Regional chairs should email a letter of interest to the membership of their region.  

Members should provide a resume/CV or letter of interest detailing their experience directly to 

their Regional Chair.  Resumes/CV should be utilized for Committee interest, while letters of 



 

 

interest should be utilized for general or special activities.  The purpose of generating 

involvement is to engage to membership into the Chapter Society as well as provider leadership 

skills, development and growth.  

Newsletter 

Regional Chairs must provide at least one article to the Chapter newsletter in the calendar year.  

The newsletter can also be utilized to solicit involvement and announce calendar events 

Social Action 

Regional Chairs are charged with the coordination, planning, and implementation of one social 

action project in the calendar year.  The purpose of Social Action is to uphold the mission of Chi 

Sigma Iota and Walden University. 

Amending Policies and Procedures 

(Chapter Policies and Procedures Manual) 

Each chapter member shall have a voice regarding amending our policies and procedures 

document. Please refer to the form on the following page that will be sent to each chapter 

member following the dates set forth in our chapter policies and procedures document. 

 

 

 

 

 

 

 

 



 

 

 

 

 

Liaison  

Section 



 

 

Liaisons 

Description 

Liaisons shall be members of the Executive Committee and represent their specialized study at 

Walden University.  Duties shall include serving as committee members and committee chairs at 

the request of the President, volunteering to serve on chapter committees, providing materials for 

the chapter newsletter, represent the interests of students, faculty, alumni, and professionals in 

their specialized area of study, and assist in the recruitment of students, faculty, alumni, and 

professional counselors in their area of study.  

Roles and Responsibilities 

a. Serve as part of the Executive Board 

b. Assist Executive Board and CFAs in the development of projects salient respective 

liaison position  

c. Have knowledge of CSI International guidelines  

d. Participate in at least one activity in the calendar year 

e. Report at the Executive Board meetings  

f. Assist By-laws Committee in the amending of policy and procedures salient to specialty 

g. Write or co-write at least one article for the Newsletter in the calendar year 

 

Bylaws 

Liaisons are charged with the duty of understanding the Chapter Bylaws to ensure adherence of 

guidelines as set forth by Chi Sigma Iota International as well as the Omega Zeta Chapter 

policies and procedures.  Liaisons must complete the Bylaws training offered by Chi Sigma Iota 

International by May 31
st
 of the current term.  The term shall be a duration of one year (May 1

st
 – 

April 30
th

).  The purpose of the Bylaws is to provide cohesion among the chapters for its 

members.   

Annual Calendar 

Liaisons should provide its designated region with an annual calendar of events.  Events are 

described as meet-ups, workshops, and trainings.  Annual calendars should be submitted to the 

President-Elect by June 30
th

 of the current term.  The term shall be a duration of one year (May 

1
st
 – April 30

th
) as established by the International Society.  The purpose of the annual calendar 

is to provide direction and to inform membership.     

Generating Involvement 

Liaisons can solicit the membership within their specialty to generate involvement of activities.  

Liaisons should email a letter of interest to the membership of their specialty.  Members should 

provide a resume/CV or letter of interest detailing their experience directly to the Liaison.  



 

 

Resumes/CV should be utilized for Task force interest or special activities.  The purpose of 

generating involvement is to engage to membership into the Chapter Society as well as provider 

leadership skills, development and growth.  

Newsletter 

Liaisons must submit at least one article to the Chapter newsletter in the calendar year.  The 

newsletter can also be utilized to solicit involvement and announce calendar events 

Social Action 

Liaisons are charged with the coordination, planning, and implementation of one social action 

project in the calendar year.  The purpose of Social Action is to uphold the mission of Chi Sigma 

Iota and Walden University. 

Amending Policies and Procedures 

(Chapter Policies and Procedures Manual) 

Each chapter member shall have a voice regarding amending our policies and procedures 

document. Please refer to the form on the following page that will be sent to each chapter 

member following the dates set forth in our chapter policies and procedures document.  
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Committees  
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Alumni Committee 

Description 

Maintain an up to date database of Chapter Alumni members. Maintain contact with alumni. 

Encourage alumni continued participation with the Chapter.  

The alumni committee shall make proposed amendments to chapter policies and procedures in 

accordance with Article IX. Amending Policies and Procedures (p. 9). 

Role and Responsibilities 

The alumni relations committee shall work closely with the membership committee to keep an 

up to date directory of Omega Zeta chapter Alumni. The committee shall plan activities to keep 

alumni active within the chapter including face-to-face interaction when possible. One activity is 

to highlight an alumni member with each edition of the chapter newsletter (see form on the 

following page). Additionally, the alumnae relations committee shall encourage current members 

to remain active with the chapter upon graduation from the university. 

Definition of Alumni (per Chapter Bylaws) 

Alumni are defined in our chapter bylaws as (pp. 1 – 2): 

2.1.3 Alumni: The following shall be deemed eligible for alumni membership in the Society: (1) 

Those individuals elected into the Society while they were students and, (2) those individuals 

elected into membership after graduation because membership into the Society was not available 

while they were students in the Walden University nationally accredited counselor education 

program.  

2.1.3.1 They must have maintained an overall scholastic average of 3.5 or better (on a 4.0 

system) or the equivalent while enrolled in their counselor education program.  

2.1.3.2 Alumni members must be National Certified Counselors (NCC's), board eligible with the 

National Board of Certified Counselors (NBCC) or equivalent state counselor credentialing 

body, Certified Rehabilitation Counselors (CRC's), or graduates of CACREP or CORE counselor 

education accredited programs, or be credentialed by comparable standards as determined by the 

CSI Executive Council. To qualify as an accredited program, the accreditation must have been 

granted prior to the graduation of the candidate. 



 

 

Awards & Scholarships Committee 

Description 

The recognition of excellence in counseling is a fundamental purpose of Chi Sigma Iota 

International. This recognition begins with the initiation of members into the Society. In 

addition, awards for outstanding members are given at the chapter and international levels. CSI 

encourages chapters to duplicate the international awards process at the chapter level. This 

provides not only an opportunity for recognition of excellence among chapter members, but also 

an opportunity for leadership training and development relative to the process of preparing and 

implementing an effective awards program. 

 

Mission and Goals 

 

The mission of the Chapter Awards Committee is to develop, implement, and oversee an 

effective awards program, which will provide the opportunity for leadership development and 

recognition of excellence among chapter members through: 

 

 Awards solicitations, nominations, and selection at the chapter level, 

 Awards presentations and publicity at the chapter level, and 

 Forwarding of chapter awards recipients as nominations for International awards. 

 

The Awards Committee will need to study the criteria for CSI International Awards and 

determine which awards to duplicate at the chapter level. Some of these are obvious. For 

example, the outstanding chapter awards would not be appropriate at the chapter level. However, 

each of the outstanding member awards would be possible and even desirable. A research award 

or awards at the chapter level is encouraged. Of course, all chapters should consider the 

submission of nominees for Fellow and Intern awards. 

 

Chapter Awards 

 
The committee should decide which awards to duplicate at the chapter level. The awards that are 

available to duplicate are listed below: 

Individual Awards 

 Outstanding Entry-Level Student 

 Outstanding Doctoral Student 

 Outstanding Service to the Chapter 

 Outstanding Research Award 

 Outstanding Practitioner 

 Outstanding Practitioner Supervisor 

 Chapter Faculty Advisor Excellence Award 

 Leadership Fellowship and Internship Program 

 Edwin L. Herr Fellowship  
 

Chapter Awards 

 Outstanding Chapter 



 

 

 Outstanding Newsletter 

 Outstanding Individual Program 

 

Thomas J. Sweeney Professional Leadership Award 

 

 

Roles and Responsibilities 

 

i. The Chair for the Awards and Scholarship Committee shall serve as part of the Executive 

Board 

j. Keep track of International timelines for award submission 

k. Have knowledge of CSI International guidelines for Awards and Scholarships (see 

appendix) 

l. Conduct Committee meetings at least quarterly 

m. Appoint Committee members to serve on said Committee 

n. Disseminate information to membership regarding awards and scholarships offered 

through CSI 

o. Notify candidates that have been selected for nomination(s) 

p. Inform nominee of required documentation to complete nomination requirements (i.e. 

resume, three letters of support, etc.) 

q. Notify award and scholarship winners via Walden email 

r. Assure receipt of award or scholarship to nomination winners 

s. Track awards and scholarship 

t. Report at the Executive Board meetings  

u. Assist By-laws Committee in the amending of policy and procedures salient to the 

Technology Committee 

v. Write or co-write at least one article for the Newsletter related to scholarship in 

counseling in the calendar year 

 

 

Recruitment and Training of Committee Members 

 

Members of the chapter should be encouraged to view participation on the awards committee as 

an opportunity for leadership development. Experience and skills in all aspects of the awards 

process may be developed. Three to five committee members, working together under the 

direction of the faculty advisor, are suggested. An odd number is suggested for decision-making 

purposes, to avoid tie votes. (One option is to have the chair a non-voting member except in the 

case of a tie vote.) 

 

Members of the Chapter Awards Committee will not be eligible to be nominated for awards, and 

thus should be persons who have no conflict of interest relative to the selection process. Past 

recipients of chapter awards are thus ideal committee members, as are new members of the 

chapter who can be mentored for additional leadership positions. 

 

The members of the awards committee should reflect the membership of the chapter, including 

students of various program tracks and degrees, alumni, faculty, and professional members. 



 

 

 

The committee should meet to review and discuss the awards criteria, set timelines for the 

awards process, and discuss their rating forms and selection criteria prior to the solicitation of 

nominations. 

 

A member of the committee, preferably the chair, should be designated to provide technical 

assistance to persons in the development of nominations. 

 

To implement an awards process at the chapter level, the establishment of a chapter awards 

committee is necessary. This committee, as described in the next section, will develop timelines, 

selection criteria, and procedures for implementing the chapter awards process. This process will 

involve the members of the committee in the challenging tasks of developing and evaluating 

award nominations. Successful nominations at the chapter level will be forwarded to CSI for 

inclusion in the international awards process. 

 

Training of the four modules should be completed within 7-10 days of being nominated to the 

Awards and Scholarship committee. The links are listed below and found on the website 

www.csi-net.org. Each completed link is worth 1 CEU with a passing score of 80%.  

 

http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part1.pdf 

http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part2.pdf 

http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part3.pdf 

http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part4.pdf 

 

As a committee chair, the individual must be willing to serve as needed, agree not to be an award 

nominees for the year, attend training in awards process, and represent program tracks and 

chapter membership (e.g. Entry Level Students, Doctoral Students, Faculty, and Alumni & 

Professional Counselors).  

 

Award Timeline 

 
START EARLY and know your deadlines for each award. These can be found on the website 

www.csi-net.org. Nominations are due December 1. Be mindful of the holidays and exam time 

when planning meetings and deadlines. Additionally, set date and time for the selection meeting 

early before calendars fill up with other meetings. A sample timeline is in Appendix A.  

 

Award Selection Sheet 

 
Utilize the nomination form found in Appendix A or create one that is specific to the nomination 

criteria, being objective as possible. Committee members will use the rating sheet for each 

nominee and award. The nomination form will list the criteria for the award, allows for 

assignment of numeric rating for each criterion and overall rating, and provides for qualitative 

assessments and comments about nominee/nomination.  

 

Selection criteria should be specific to the nomination criteria and as objective as possible. It is 

recommended that chapters develop a rating sheet for each award for use by reviewers, which 

http://www.csi-net.org/
http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part1.pdf
http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part2.pdf
http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part3.pdf
http://www.csi-net.org/resource/resmgr/PPT_Training_Packages/PPT-Awards-Part4.pdf
http://www.csi-net.org/


 

 

lists each of the criteria for the award, including letters of support, and provides a column for 

assignment of a numeric rating for each item. Reviewers would independently review the 

nomination and assign points, on a scale of 1 to 5 or 1 to 10 for each item. Space would be 

provided at the bottom of the form for qualitative comments. 

 

Awards Selection Meeting 

 
The meeting begins with a confidentiality review that assures for a fair and open process while 

maintaining confidentiality for nominees. The committee members must agree to not reveal 

comments about nominees but are free to talk about the process. Additionally, the discussions of 

nominees remains “in the room”.  

 

The discussion will start with sharing of the numerical ratings, as they will reduce the pool with 

large numbers of nominees. However, the ratings do not comprise the sole basis for selection of 

recipients. Some conversation and debate over quality will need to be a part of all decision 

making by the committee. Keep in mind that only active CSI members can be nominated and 

only review activity within the last two years.  

 

Nomination Submittal 

 
Nominations may only be submitted by active chapters.  

 

Individual Award Submittal 

Forward chapter award recipients as nominees for CSI international individual awards. The 

chapter may submit an individual award in each category each year.  

 Outstanding Entry Level Student 

 Outstanding Doctoral Student 

 Outstanding Service to the Chapter 

 Outstanding Research Award 

 Outstanding Practitioner 

 Outstanding Practitioner Supervisor 

 Chapter Faculty Advisor Excellence Award 

 Leadership Fellowship and Internship Program 

 Edwin L. Herr Fellowship  

 

Chapter Award Submittal 

Chapters may only receive one Chapter Award in a given Chapter Award category during a five 

year period. Chapters may self-nominate for the following: 

 Outstanding Chapter Award 

 Outstanding Newsletter Award 

 Outstanding Individual Program Award 

 

Thomas J. Sweeney Professional Leadership Award Submittal  

This award is to recognize career contributions that have promoted the counseling profession at 

local, state, national, and/or international levels. The criteria for this award is as follows: 



 

 

 Member of CSI for 10 or more years. 

 Primary career identity as a professional counselor. 

 Pattern of over 15 years of leadership and advocacy.  

 Additional criteria is found on the CSI website www.csi-net.org. 

 

Electronic Submission Process 

 
Nomination packets must be submitted as ONE single PDF by December 1. Review the 

requirements for naming the PDF file. There is an online submission form available for each 

award by going to www.csi-net.org – Awards. The nominations are grouped as Individual 

Awards and Chapter Awards.  

 

Nomination Packets 

 
Carefully review the nomination criteria and respond to each item in the list of criteria. The 

packet should not be underdone or overdone. Pay particular attention to providing adequate 

support documentation and include the required letters of support. IMPORTANT, the cover page 

is the CSI Nomination form which should appear first. This is the ONLY cover page that is 

needed or accepted.  

 

Contents of the Packet 
1. Cover Page 

2. Table of Contents 

3. Letter of Nomination and Support which comes from the Chapter Faculty Advisor (unless 

the CFA is nominated for that particular award). 

4. Additional letters of support (e.g. from CSI members or non-members, supervisors and 

employers, counselor education faculty, chapter leaders, others who know the nominee 

and their work).  

 

Letter of Support 
This should include the positions that the nominee has held in the chapter, specific projects they 

were responsible for completing, qualitative evaluation of how those duties were accomplished, 

and personal qualities of the nominee that reflect their commitment to excellence in counseling.  

 

The letter should be created on chapter letterhead, university letterhead, or organization 

letterhead. Do not include letters printed from email. The nomination letter from the Chapter 

President of Faculty Advisor should include a summary of other letters of support and/or key 

statements.  

 

The Chapter President or Faculty Advisor may wish to summarize other letters of 

recommendation in his or her own letter of support. A sample Chapter Faculty Rating From can 

be found in Appendix A.  

 

 

 

http://www.csi-net.org/
http://www.csi-net.org/


 

 

Award Presentation 

 
Awards may be presented at the Fall or Spring initiation ceremony or as a separate Fall or Spring 

awards ceremony. The Chapter and Department Awards can be presented together. It is a time 

for information to be shared about the awards with the new initiates. Also, the award recipients 

will serve as an additional role model of excellence in counseling. Recognition is an important 

formal process to recognize excellence in counseling scholarship, research, leadership, and 

practice. The ceremony should be presented in a manner, which elevates the status of the award 

as well as the recipient. Categories of recognition include: 

Individual CSI International Awards 

 Outstanding Entry Level Student 

 Outstanding Doctoral Level Student 

 Outstanding Service to the Chapter 

 Outstanding Practitioner  

 Outstanding Practitioner Supervisor 

 Outstanding Research 

 Chapter Faculty Advisor Excellence Award 

 Leadership Fellowship and Internship Program 

 Edwin L. Herr Fellowship  

 

Using CSI Trademarks 

 
CSI’s colors are blue and white. CSI is the sole official acronym of Chi Sigma Iota, 

International. The CSI Logo is trademarked and may be used by CSI Chapters with permission. 

The online Chapter Logo Request Form is on the CSI website www.csi-net.org : Go to Chapters 

> Development Resources > Chapter Logos. 

 

Publicity and Recognition 

 
Before and after the ceremony publicize the ceremony and award recipients. Utilize the chapter 

newsletter, local papers, a news release to the recipients’ hometown newspaper, and other 

department and university publications. The news release should include the award criteria and 

characteristics of the recipient which led to their selection.  There are sample materials from 

other CSI chapters on the website.  

 

http://www.csi-net.org/


 

 

Sample Timelines 

Sample Timeline 1: 

September 15:  Awards Committee meets to refine criteria 

October 1:        Awards solicitations and publicity begin 

November 15:  Deadline for submission of nominations 

November 17:  Awards Committee meets to select recipients 

November 17:  Plaques or other recognition for recipients ordered 

December 1:    Awards Committee refines nominations for submission to CSI International 

December 1:    Awards packets submitted to CSI International 

 

Sample Timeline 2: 

September 1:   Awards Committee meets to refine criteria 

September 15: Awards solicitations and publicity begin 

October 15:     Deadline for submission of nominations 

October 17:     Awards Committee meets to select recipients 

October 30:     Chapter initiation ceremony held, including recognition of award recipients 

November 15: Awards Committee refines nominations for submission to CSI International 

December 1:   Awards packets submitted to CSI International 



 

 

 CSI Awards Program Chapter Rating Grid 

Please rank each applicant on your impression and the strength of their package: 

Nominee: Rater: 

Nomination Criteria Weak Fair Neutral Good Strong 

Grade Point Average (3.5 or better)      

Extra-curricular activities      

Service to chapter      

Service to the profession      

Evidence of excellence      

Professional work experience      

Vita      

Letters of support      

Supplementary evidence      

Overall General Impression      

Total for Each Column      

Multiplied by Weighted Factor x1 x2 x3 x4 x5 

Weighted Total for Each 

Column      

Sum of all Columns      

Comments: 

Rating form for Outstanding Entry-Level Student: 

Name of Nominee: 

Name of Rater: 

Nomination Criteria Points 

Grade point average (3.5 or better)  

Extra-curricular activities  

Service to chapter  

Service to the profession  

Evidence of excellence  

Professional work experience  

Vita  

Letters of support  

Supplementary evidence  

Overall evaluation  

Total points 

Comments: 

 

 



 

 

CSI Chapter Awards Rating Form 

We realize that professional service and participation is highly encouraged for counseling 

students and therefore Chi Sigma Iota, Omega Zeta Chapter is pleased to recognize our 

outstanding students. As part of the awards package, letters of recommendation are typically 

required. In an effort to streamline the process and make it easier for faculty to respond to all 

nominees, we are asking you to complete this rating form in lieu of a formal letter of 

recommendation for our chapter awards.  

The recipients of our chapter awards will be announced tentatively November 1st and then will 

be nominated to receive the same award at the international level. A formal letter of 

recommendation would be necessary for completion of the international awards package and we 

hope that you will support this student with a formal letter if they are chosen as our international 

nominee. Our plans are to submit the international packages by November 20
th

. 

Please fill out the rating grid below and make additional comments as desired. Please email this 

form directly to the CSI Omega Zeta Chapter Awards Chair, Name at awards@email.edu by 

October 22
nd

. Thank you for your time and effort to support our active students. 

Nominee Name: 

 

Award Name: 

 

Rater Name: 

 

Please rank the nominee in the following nomination criteria to help guide our selection: 

Nomination Criteria Weak Fair Neutral Good Strong N/A 

Student performance in your classes       

Involvement in extra-curricular activities       

Service to chapter       

Service to the profession       

Evidence of excellence       

Professional work experience       

Resume/Vita       

Overall General Impression       

 

If this nominee is selected as the Chapter recipient/International nominee, I am 

willing to submit a letter of recommendation in support of their package by 

November 20
th

.  

Yes No 

  

Comments (continue on next page as needed): 



 

 

 

 

 

 

 

 

 

 

 

 

Awards



 

 

Outstanding Individual Awards 

Outstanding Entry Level Student  

Purpose of Award 

The purpose of this award is to recognize an individual CSI Chapter member who has excelled in 

scholarship, extracurricular involvements, service to the chapter, and evidence of excellence and 

commitment to the profession. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

 Grade point average 

 Extracurricular activities 

 Service to Chapter 

 Service to profession 

 Evidence of excellence 

 Professional work experience 

 Copy of his/her vita 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted.  

(e.g., Omega Zeta-Outstanding Entry Level Student Award-12-1-14.pdf.) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Outstanding Doctoral Student 

Purpose of Award 

The purpose of this award is to recognize an individual doctoral level CSI Chapter member who 

has excelled in scholarship, extracurricular involvements, service to the chapter, and evidence of 

excellence and commitment to the profession. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

 Grade point average 

 Extracurricular activities 

 Service to Chapter 

 Service to profession 

 Evidence of excellence 

 Professional credentials 

 Professional work experience 

 Copy of his/her vita 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted.  

(e.g., Omega Zeta-Outstanding Doctoral Student Award-12-1-14.pdf.) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Outstanding Service to Chapter 

Purpose of Award 

The purpose of this award is to recognize an individual CSI Chapter member who has excelled in 

scholarship, service to the chapter, extracurricular involvements, and evidence of excellence and 

commitment. Service to the Chapter must clearly be demonstrated. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Nominee must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

 Documented evidence of helping a chapter to develop, grow, and meet CSI purposes and 

goals. 

 The nominee may be a Chapter Faculty Advisor, officer, chapter member, student, 

faculty member, or graduate.  

 All nominees must be active members of CSI chapter. 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted.  

(e.g., Omega Zeta-Outstanding Service to Chapter Award-12-1-14.pdf) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Outstanding Chapter Faculty Advisor 

Purpose of Award 

The Outstanding Chapter Faculty Advisor Award was established to recognize outstanding 

members who mentor, lead, and support the new leaders of the profession through their 

university chapter of CSI. This award is for faculty members in counselor education who 

perform their role with excellence as defined by criteria established to identify active chapters, 

those that promote recognition of excellence within their membership and chapter, and who 

advance the profession through service and scholarship. Up to two such individuals shall be 

recognized for this award each year, one each from large and small chapters. The chapter size for 

eligibility can be found on the CSI Chapter Statistics (.xls). 

Recipients will be recognized on CSI Day, receive an award plaque, letters written to their 

university administration calling attention to their award and the work that it represents, and they 

will be listed among CSI award recipients on the web. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Nominee must be an active member of Chi Sigma Iota. 

 Activity and/or accomplishments within the last three years will be considered; therefore, 

all material must be dated. 

Criteria for Nomination and Selection 

1. As defined by CSI Bylaws, the chapter has been active for at least three consecutive 

years. 

2. The Chapter Faculty Advisor has served as a CFA for at least five consecutive years 

(may accrue through service to more than one chapter but most recent must be three 

consecutive years from the nominating chapter). 

3. Chapter has a membership renewal effort including outreach activities designed to 

interest and serve graduates of the program. 

4. During the CFA’s past three year tenure, evidence of chapter activity from annual 

reports, including, for example: a) awards, fellowships, and grants including nominations 

for same whether chapter or individuals were selected by the CSI committees, b) poster 

session presentations and submissions, c) service by members on CSI committees or 

member nominations to CSI offices, d) contributions to the Exemplar or CSI Day 

programs as well as e) service to the chapter’s members, counselor education program, 

and the larger community of counselors and those they serve through a sustained, planned 

program of activities. 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)*. While not required, a letter 

of support from the nominee’s department chair or dean would be desirable. 

http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/Chapter_Statistics.xls


 

 

4. Nominee's current vita 

5. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted.  

(e.g., Omega Zeta-Outstanding CFA Award-12-1-14.pdf) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Outstanding Research Award 

Purpose of Award 

Chi Sigma Iota is continuing its commitment to excellence in scholarship and clinical practice 

through the Outstanding Research Award. This award seeks to recognize and honor those who 

have recently completed research investigations that show promise for outstanding contributions 

to the counseling profession. 

The Outstanding Research Award given annually consists of a plaque of distinction and the 

distribution of the abstract in the CSI Newsletter. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

Professional counseling ethical guidelines require that if a submitted research paper is co-

authored, the nomination must include the names of all co-authors as nominees. Further, CSI will 

list all nominees as co-authors in the Awards Ceremony and Program. While non-CSI members 

may be co-recipients, all CSI members must be currently active members or the nomination will 

be disqualified. Although only the senior author will receive a plaque, all CSI members who are 

co-recipients shall be noted as such by *asterisk and all co-authors shall be listed as co-recipients 

in the Awards Program and in our research awards recipients and summaries (.xls). 

 The senior author (i.e., first author) must be an active CSI member if there are multiple 

authors. 

 The nominee's research manuscript must have been written on a topic of interest to the 

counseling profession.  

 The research manuscript must have been written within the last two years. 

 The research must represent sound scholarship.  

 Studies using any research approach (ethnological, experimental, historical, survey, etc.) 

are encouraged.  

 The knowledge presented and the conclusions drawn must hold promise for the 

improvement of the counseling profession.. 

Manuscript Requirements 

The abstract and manuscript must follow APA style as described in the Publication Manual of 

the American Psychological Association (fifth edition). 

 The main body of the manuscript should be no longer than 20 double-spaced pages.  

http://www.csi-net.org/resource/resmgr/Awards/Research_Award_Recipients.xlsx


 

 

 If the author requires additional space in which to present details of a research instrument 

or to elaborate on a vital point, an appendix of up to three additional pages may be 

attached.  

 The title page, table of contents, and references are not included in the page count.  

 Manuscripts which exceed the length restrictions will not be considered for the award. 

PLEASE NOTE: This awards category is NOT limited to college and university students 

and faculty. Practitioners are also encouraged to apply. 

Nomination Packet Requirements 

1. CSI Nomination Form (for each individual included in this nomination) 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Senior author's current vita  

5. Research project abstract of 150 words 

6. Research manuscript  

7. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted.  

(e.g., Omega Zeta-Outstanding Research Award-12-1-14.pdf) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Outstanding Practitioner Award 

Purpose of Award 

The Practitioner Award was established to recognize an outstanding counselor whose time is 

spent primarily in direct clinical counseling services. Therefore, the nomination packet should 

clearly demonstrate the clinical contribution. (Examples of persons eligible for the award include 

school counselors, rehabilitation counselors, community counselors, counselors working in 

college/university settings, pastoral counselors, or substance abuse counselors.) Full-time faculty 

persons are not eligible. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Nominee must be an active member of Chi Sigma Iota. 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

 A current member of Chi Sigma Iota 

 Spends at least 50% of time in direct clinical counseling services 

 Identifies self as a professional counselor 

 State licensed, certified as a school counselor, and/or holds a national credential as a 

professional counselor 

 Has been and is currently a member in good standing with state and/or national 

accrediting bodies 

 Publishes, presents at professional meetings, or otherwise educates other practitioners 

about successful clinical practices or theories 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Nominee's current vita 

5. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 



 

 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted. 

(e.g., Omega Zeta-Outstanding Practitioner Award-12-1-14.pdf) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Outstanding Practitioner Supervisor Award 

Purpose of Award 

The practitioner supervisor award was established to recognize an outstanding counselor whose 

primary professional commitment is the direct supervision of persons involved in clinical 

counseling services. Therefore, the nomination packet should clearly demonstrate the supervision 

contribution. (Examples of persons supervised include school counselors, rehabilitation 

counselors, community counselors, counselors working in college/university settings, pastoral 

counselors, and/or substance abuse counselors.) Full-time faculty persons employed in a 

college/university setting are not eligible. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

 A current member of Chi Sigma Iota 

 Spends at least 10% of time in direct supervision of clinical counseling services 

 Identifies self as a professional counselor 

 State licensed, certified as a school counselor, and/or holds national and credential as a 

professional counselor 

 Has been and is currently a member in good standing with state and/or national 

credentialing bodies 

 Publishes, presents at professional meetings, or otherwise educates other practitioners 

about successful clinical practices or counseling theories 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Nominee's current vita 

5. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 



 

 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted.  

(e.g., Omega Zeta-Outstanding Practitioner Supervisor Award-12-1-14.pdf) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Leadership Fellowship and Internship Program 

The Leadership Fellowships and Internship Program are awards designed to assist graduate 

counseling students (master’s and doctoral) and professionals in the early years of their 

counseling careers develop leadership skills for the benefit of the counseling profession. 

Leadership Fellowships will be awarded to 10 individuals of exceptional merit who have 

exhibited leadership potential in their Chi Sigma Iota Chapter. Leadership Fellows will have an 

opportunity to participate in 50 hours of service to Chi Sigma Iota during the year awarded. Two 

Interns selected from the 10 Leadership Fellows will participate in significant CSI International 

leadership opportunities for 100 hours during the year awarded. 

Applications are to be submitted using the online Leadership Fellow and Intern Application. A 

three-person selection committee (comprised of CSI President, CSI President-Elect, and CSI 

Past-President) will review applications and select the Leadership Fellows and Interns. The 

deadline for receiving applications for the Leadership Fellowships and Internships is December 

1. If you need additional information, please contact Dr. Andrea Dixon, LFI Selection 

Committee Chair, at LFI.Application@csi-net.org. 

Important Dates and Timeline: 

December 1: Applications Due (all required materials must be received by this date) 

December 5: Selection Committee begins Reviews 

January 15: Leadership Fellows and Interns identified and notified 

Program Overview 

The CSI Leadership Fellow and Intern program offers outstanding Chi Sigma Iota members in 

the early years of their professional career an opportunity to broaden their awareness and 

leadership potential in the profession. CSI created the program to assist future leaders in 

developing skills and competencies that can advance the counseling profession. Applicants who 

have demonstrated a willingness and capacity to provide leadership at the local CSI Chapter 

level, state and national level of the counseling profession, and CSI International level are 

sought. Students enrolled in master’s degree counseling programs are particularly encouraged to 

apply. CSI’s intent is to cultivate and support leaders to work in a changing, diversified 

profession and multicultural society. CSI is committed to investing in Leadership Fellows and 

Interns whose leadership to CSI and the counseling profession will endure and prosper beyond 

their Leadership Fellowship or Internship year. 

Both the CSI Leadership Fellow Program and the CSI Internship Program are designed to expose 

burgeoning CSI leaders to new and stimulating ideas and to provide an opportunity to be of 

service to the Society and to the counseling profession. The CSI Internship Program provides 

mentoring to two Leadership Fellows who desire to be of even greater service to the profession. 

Two Interns will be selected from the 10 Leadership Fellows to work with the CSI Executive 

Council and various CSI committees for one year. The Interns will attend CSI Executive Council 

meetings and choose projects of interest for their participation and leadership development. Both 

the CSI Leadership Fellow and Internship are non-paid, part-time volunteer professional service 

positions. Leadership Fellows and Interns will operate from their home Chapter and 

communicate with assigned CSI International leaders (e.g., CSI President, Executive Director 

Committee Chair) primarily by email, postal mail, and telephone. Expenses involved in fulfilling 

http://www.csi-net.org/?page=LFI_Application
mailto:LFI.Application@csi-net.org


 

 

the Internship responsibilities beyond ACA Conference attendance are covered by CSI (e.g., 

travel to Executive Council summer meeting); there is no stipend. 

Former Leadership Fellows and Interns have been asked to share their experiences in these 

positions through narratives, audio, and video clips. You may view their reflections or the list 

of past leadership fellows and interns (.xls) and contact them for additional insights. 

Program Intentions 

The CSI Leadership Fellows Program is intended to provide Leadership Fellows with 

opportunities to: 

 Develop their leadership skills; and  

 Broaden their professional network through service to CSI. 

The CSI Internship Program includes the two objectives of the Leadership Fellows Program 

and is also intended to provide Interns with opportunities to: 

 Learn about the governance structure of CSI;  

 Become acquainted with significant individuals and groups involved in Society activities 

and the profession;  

 Complete special projects on behalf of the Society; and  

 Develop personally and professionally as an emerging leader in the counseling 

profession. 

Leadership Fellow and Intern Activities 

Leadership Fellows and Interns are required to participate in the following CSI activities 

during the annual ACA Conference: 

 Attend the CSI Leadership Training  

 Represent their CSI Chapter at the CSI Annual Assembly  

 Attend the CSI Awards Ceremony and CSI Reception  

 Provide service during CSI Day activities 

In addition, the activities of Leadership Fellows will include as a minimum, but not be limited 

to: 

 Providing a minimum of 50 hours of service on a CSI committee or task force during the 

awarded leadership year  

 Providing a written project(s) outcome summary including an accounting of a minimum 

of 50 hours in active service to CSI. The outcome summary should be submitted to the 

CSI Past-President two weeks prior to the Annual Assembly. 

In addition, the activities of Interns will include as a minimum, but not be limited to: 

 Attending CSI Executive Council meetings and CSI committee or task force meetings 

during the awarded leadership year  

http://www.csi-net.org/?page=Awards_LFI_Reflect
http://www.csi-net.org/resource/resmgr/Awards/Ldshp_Fellows_and_Interns.xlsx


 

 

 Working on special projects for a minimum of 100 hours  

 Reviewing minutes for follow-through items after Executive Council meetings  

 Attending all CSI activities at the annual ACA Conferences 

 Participating in events related to the Executive Council at the ACA Conference 

Criteria for Selection as a CSI Leadership Fellow and Intern 

All nominees for CSI Leadership Fellow or Intern positions must meet the following 

prerequisites: 

 Be a current and active CSI member 

 Be active in their CSI Chapter 

 Be enrolled in a graduate level counselor education program or be a counseling program 

graduate in the early years of professional development (no more than three years since 

earning their last graduate counseling degree) 

Nominees for CSI Internships and Leadership Fellows will be evaluated and selected based 

on the following criteria: 

 Three letters of reference describing excellent service to the local CSI Chapter, their 

counselor preparation program, and/or the counseling profession. One letter of support 

must come from the Chapter Faculty Advisor.  

 Enthusiasm for and an ability to carry out the Leadership Fellow/Internship experience as 

indicated by the nominee’s goals statement and letters of recommendation 

Nominees for Leadership Fellows will be evaluated and selected based on the following 

additional criteria: 

 Willingness to commit a minimum of 50 hours of service to a CSI committee, project, or 

task for the awarded leadership year 

 Ability and willingness to attend the annual ACA Conference 

Nominees for Internships will be evaluated and selected based on the 

following additional criteria: 

 Willingness to commit a minimum of 100 hours of service to a CSI committee, task 

force, or project activities for the awarded leadership year 

 Ability and willingness to attend the annual ACA Conferences. The two Interns selected 

will also be expected to attend the CSI Executive Council meeting in June. 

CSI Policy to Protect Intern Capacity to Serve 

In order to serve as a CSI Leadership Intern, individuals must maintain at least a 3.5 GPA in their 

studies prior to and during the CSI internship and have the continuing endorsement of the 

Chapter Faculty Advisor with respect to the individual's time commitment to serve CSI and meet 

chapter and academic/professional responsibilities appropriately. If either the individual or CFA 

have doubts about any of these conditions, they are expected to discuss them with the CSI 



 

 

Executive Director as soon as possible. This policy is intended to protect individuals from the 

pressure of serving CSI when the timing may not be in their best interests as life circumstances 

change and decisions made earlier prove impractical. 

Rationale: In no case does the CSI Executive Council wish individuals to start or continue as CSI 

Leadership Interns in the event that such service could harm their academic, professional, or 

personal life circumstances as a consequence. Circumstances change in everyone’s life, learning 

to adjust responsibilities accordingly to adapt to such change is a leadership quality we wish to 

promote through deliberate, responsible decision making. 

Renumeration and Acknowledgement 

The following remuneration and acknowledgement will be provided to both Leadership 

Fellows and Interns: 

 A grant of $600 from CSI  

 A matching grant of $50 for small CSI chapters and $100 for large CSI chapters from the 

nominating CSI Chapter  

 Recognition of the Leadership Fellows at the CSI Awards Ceremony during the annual 

ACA Conference and presentation of a plaque 

 ACA members will receive a complimentary registration for the annual ACA Conference 

In addition, Interns will receive the following remuneration and acknowledgement: 

 $600 provided at the annual ACA Conference following a successful CSI Internship year  

 Certificate of recognition at the conclusion of the internship year  

 Recognition of selection at the CSI Awards Ceremony during the annual ACA 

Conference 

 ACA members will receive a complimentary registration for the annual ACA Conference 

Nomination and Submission Procedures 

CSI Members considered for both the Leadership Fellows and Internship must complete all of 

the following: 

1. Be nominated by their respective CSI Chapter, a Chapter recognized by CSI International 

Headquarters as an active CSI Chapter. 

2. Receive three (3) letters of support for the nomination (see specific criteria for letters 

below). All three letters of support (one from the Chapter Faculty Advisor, the other two 

letters from individuals who can speak to the nominee’s potential leadership 

contributions) must be printed on letterhead, signed, then scanned into one pdf file as 

noted below. The letters must clearly specify the following information: 

a. Name of nominee 

b. Name of nominating CSI Chapter 

c. Name of college/university 

d. Whether support is for Fellow or Intern (or both) 

e. Relationship to nominee and length of time nominee has been known 



 

 

f. Reasons why nominee should be selected (e.g., specific leadership activities the 

nominee has participated in) 

g. A statement indicating that the nominating CSI Chapter will contribute $50 (small 

CSI Chapter) or $100 (large CSI Chapter) towards the nominee’s Leadership 

Fellow or Internship year if the nominee is selected. 

3. Scan the three letters of support as one single pdf file.** Title the pdf file as follows: 

Your Name-LFI-Date Submitted (e.g., Jane Smith-LFI-12-1-14.pdf). This will be 

attached to your online submission. 

4. Submit the online Leadership Fellow and Intern Application no later than December 1, 

at 5:00 PM EST. The application includes a 250-word Goals Statement for Leadership 

Fellows and a 500-word Goals Statement for Interns. 

http://www.csi-net.org/?page=LFI_Application


 

 

Edwin L. Herr Fellowship 

The Edwin L. Herr Fellowship for Excellence in Counseling Leadership and Scholarship 

The Edwin L. Herr Fellowship for Excellence in Counseling Leadership and 

Scholarship was created to recognize and honor the career contributions of Dr. Edwin L. Herr to 

Chi Sigma Iota and to the counseling profession as a whole. Dr. Herr’s career as a counselor and 

counselor educator spanned more than 50 years. During that time he served as a teacher, 

counselor, counselor educator, counseling program administrator, and Dean. He served as 

President of two ACA divisions, the Association for Counselor Education and Supervision and 

the National Career Development Association, was President of the American Counseling 

Association (ACA then the American Personnel and Guidance Association), President of Chi 

Sigma Iota, Board Member of the International Roundtable for the Advancement of Counseling 

(IRTAC) and the International Association of Educational and Vocational Guidance, and was 

elected Honorary Consultant to IRTAC, a position to continue in perpetuity in recognition of his 

positive and seminal influence on the development of counseling globally. He is author or co-

author of more than 275 published journal articles and 31 books and monographs. A past editor 

of several journals, including the Journal of Counseling & Development, Dr. Herr is widely 

recognized globally as one of if not the preeminent scholar in career counseling. He also is 

widely acclaimed as our profession’s most eloquent and respected global ambassador for 

counseling. 

 

The Herr Fellowship is awarded annually to a full-time counselor educator in the early stages of 

his or her career (3-5 years) whose professional goals include career development or 

international issues in counseling. Nominees must be currently serving as a Chi Sigma Iota 

Chapter Faculty Advisor or Back Up Advisor. Nominations may be made by any active members 

of CSI, however, self-applications are encouraged. 

 

The CSI Executive Council will review applications and make final selections for this 

Fellowship during the first year. Subsequently individuals who have received the Herr 

Fellowship will be invited to serve among those on the review and selection panel. 

 

The Fellowship includes an award of $500 that may be used for research or travel. The Fellow is 

expected to attend CSI Day activities including CFA and chapter leaders training. Projects during 

the year will include working with CSI leaders and staff specifically to develop resources and 

materials to expand CSI’s Career Center and/or Global Network. Such projects may include web 

based resources, surveys, position papers, literature reviews, grant applications, or other projects 

as determined by the Fellow in consultation with a designated CSI mentor. Approved products 

will be posted and retained by CSI on its website. Upon satisfactory completion of an agreed 

upon project the Fellow will be awarded an additional $500.  

 

Nomination Submission Instructions 

1. Before applying, please read Dr. Herr’s biography, Excellence Paper, and Position Paper 

on Leadership. 

http://www.csi-net.org/?AL_Edwin_Herr
http://www.csi-net.org/resource/resmgr/research,_essay,_papers,_articles/excellence-yyyy-herr_e.pdf
http://www.csi-net.org/resource/resmgr/research,_essay,_papers,_articles/leadership_herr_position_pap.pdf
http://www.csi-net.org/resource/resmgr/research,_essay,_papers,_articles/leadership_herr_position_pap.pdf


 

 

2. Obtain three letters of support from individuals who can speak to the nominee’s 

qualifications for the fellowship and potential contributions as a Herr Fellow. The letters 

must be printed on letterhead and signed. 

3. Scan a current copy of the nominee's vita and the three letters of support into one pdf file. 

Title the pdf file as follows: Nominee's Name-Herr Fellowship-Date Submitted (e.g., 

Jane Smith-Herr Fellowship-12-1-14.pdf). This will be attached to your online 

submission. 

4. Complete the online Herr Fellowship Application Form and attach the pdf file in the area 

provided at the end of the form. Applications must be submitted by December 1 at 5:00 

PM EST. 

Donations 

Donations to support the Herr Fellowship can be made on the Donate to CSI page. 

http://www.csi-net.org/?%20Herr_Application
http://www.csi-net.org/donations/


 

 

Thomas J. Sweeney Professional Leadership Award 

Purpose of Award 

This award recognizes and honors persons who through their vision, leadership, and concern for 

others have strengthened, expanded, and enhanced the counseling profession at local, state, 

national, and/or international levels. 

This award is named after Thomas J. Sweeney, founder of Chi Sigma Iota, as a tribute to his 

outstanding leadership and professional contributions to the counseling profession. Dr. 

Sweeney's service to the profession spans more than 30 years. His contributions have been 

multiple in terms of types and levels of service including books, articles, training videos, 

research, speaking, consulting, leadership positions and volunteer service in several capacities. 

In the spirit of Dr. Sweeney's vision, leadership, and concerns for others, the Chi Sigma Iota 

Executive Council chose to create this award with the intention of recognizing others within the 

membership of the Society who contribute to the benefit of the profession. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

1. Been an active member of CSI for 10 or more years (active involvement extends beyond 

membership to CSI to include other roles such as faculty advisor, committee chair or 

member, CSI officer). 

2. A primary career identity (minimum of 15 years) as a professional counselor, counselor 

educator, or counseling supervisor. 

3. Shall have established a pattern, over a minimum of 15 years, of demonstrable leadership 

contributions to the counseling profession at the regional, national and international 

levels. Demonstrable leadership contributions include one or more areas of: 

a. Service to professional associations including non-profit agencies related to 

accreditation and credentialing 

b. Advocacy for excellence in the profession including activities related to research, 

scholarship, ethics, standards, counselor preparation and innovative practices and 

programs 

c. Efforts to promote optimum human development through excellence in the 

delivery of counseling services 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 



 

 

3. No more than five signed letters of support (on letterhead)* speaking to the contributions 

of the nominee.  

At least three of the letters must be from current CSI members. 

4. Nominee's current vita 

5. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted.  

(e.g., Omega Zeta-Thomas J Sweeney Award-12-1-14.pdf.) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

 

 

 

 

http://www.csi-net.org/?Award_Nom_Indiv


 

 

Chapter Awards Program 

Outstanding Chapter Awards 

Purpose of Award 

The purpose of this award is to recognize outstanding Chapter activities (i.e. newsletters, other 

publications, individual programs, brochures, web pages, recruitment strategies, chapter growth, 

planning, programs, networking and/or evidence of professional development). Awards are given 

in two categories, large chapters and small chapters. Check the CSI Chapter Statistics to verify 

your chapter size (add the active and life members for total members). 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

Criteria for Nomination and Selection 

 Ratio of initiated membership compared to total active members (current total active 

members divided by number most recently initiated) 

 Number and type of meetings and programs during the year 

 Organizational structure - officers, committees, etc. 

 Newsletter, website and other means to maintain contact with members 

 Annual Report submission with follow-through 

 Activities to promote goals of CSI - scholarship, accomplishments, etc. 

 Nominations will not be accepted for chapters that have received the award in this 

category in the prior 5 years. Please see the past awards recipients (.xls). 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/Chapter_Statistics_2014-15_.xlsx
http://www.csi-net.org/resource/resmgr/Awards/CSI_Award_Recipients.xlsx


 

 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted  

(e.g., Omega Zeta-Outstanding Chapter Award-12-1-14.pdf) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?page=Award_Nom_Chapt


 

 

Outstanding Chapter Individual Program Award 

Purpose of Award 

The purpose of this award is to recognize a single outstanding Chapter program that provides 

professional development or community service. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

 Nominations for Small Chapters and Large Chapters are considered separately.  

You may check the CSI Chapter Statistics to verify your chapter size (add the active and 

life members for total members).  

 Nominations will not be accepted for chapters that have received the award in this 

category in the prior 5 years. Please see the past awards recipients (.xls). 

 Two (or more) chapters who work on an individual program together may jointly submit 

for the "Outstanding Chapter Individual Program” award. However, regardless of the 

chapters’ sizes (i.e., small and/or large), they will be considered for the large chapter, 

chapter award. 

Criteria for Nomination and Selection 

 Planning for program, committee involvement, length of time 

 Recruitment strategies, advertising, media, brochures, etc. 

 Attendance at Program 

 Program itself: 

- Goals, topic and speakers, importance to field, availability of CEUs 

- Outreach for participants beyond Chapter membership 

- Impact on professionals, professionalism, excellence, etc. 

- Community service 

Nomination Packet Requirements 

1. CSI Nomination Form (for each chapter included in this nomination) 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/Chapter_Statistics.xls
http://www.csi-net.org/resource/resmgr/Awards/CSI_Award_Recipients.xlsx


 

 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted  

(e.g., Omega Zeta-Outstanding Individual Program Award-12-1-14.pdf) 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

http://www.csi-net.org/?page=Award_Nom_Chapt


 

 

Outstanding Chapter Newsletter Award 

Purpose of Award 

The purpose of this award is to recognize outstanding Chapter newsletters that promote Chapter 

growth, provide networking opportunities, and share information about Chapter activities. 

Eligibility Criteria 

 Award nominations may be submitted only by active Chapters. 

 Nominator must be an active member of Chapter (dues must be current). 

 Activity and/or accomplishments within the last two years will be considered; therefore, 

all material must be dated. 

 Only one nomination for this award may be submitted by the Chapter. 

 Nominations for Small Chapters and Large Chapters are considered separately.  

You may check the CSI Chapter Statistics to verify your chapter size (add the active and 

life members for total members).  

 Nominations will not be accepted for chapters that have received the award in this 

category in the prior 5 years. Please see the past awards recipients. 

Criteria for Nomination and Selection 

 Regular publication schedule 

 Established record of publication 

 Format and graphics 

 Content 

 Types of articles, regular columns, etc.  

 Distribution 

 Scope 

 Involvement of chapter members in production 

Nomination Packet Requirements 

1. CSI Nomination Form 

2. Nomination letter* 

3. No more than three signed letters of support (on letterhead)* 

4. Supplementary evidence 

* Verify that either the signed nomination letter or one signed letter of support was written by 

your Chapter Faculty Advisor. 

Nomination Submission Instructions 

1. Scan the nomination letter, signed letters of support, and supplementary evidence into a 

single pdf file. 

2. Title the files as follows: Your Chapter Name-title of Award Nomination-Date 

Submitted  

(e.g., Alpha Beta Gamma-Outstanding Chapter Newsletter Award-12-1-13.pdf) 

http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/Chapter_Statistics.xls
http://www.csi-net.org/resource/resmgr/Awards/CSI_Award_Recipients.xlsx


 

 

3. Complete the online Award Nomination Form and attach the pdf file in the area provided 

at the end of the form. 

 

 

http://www.csi-net.org/?page=Award_Nom_Chapt


 

 

Audits Committee 

Description 

The Audit Committee reviews the financial records of the CSI-OZ chapter and prepares 

statements to present to the Chapter Executive Committee.  The Audit Committee is composed 

of one Committee Member Liaison, the Treasurer, the President and one Chapter Faculty 

Advisor serving as ex-officio members.  This committee shall be Chaired by the Treasurer. 

Duties and Responsibilities 

The function of this Committee is to review the financial records of the CSI-OZ chapter bi-

annually and to prepare a statement to present to the Chapter Executive Committee.  

a. Request all financial statements from CFA for bank reconciliation  

b. Prepare a report to be presented at Executive Board meetings  

c. Work with the CFAs to resolve banking issues as they arise 

 

 

 



 

 

By-laws Committee 

Description 

The Bylaws/Policies and Procedures Committee is charged with the duty of understanding the 

Chapter Bylaws to ensure adherence of guidelines as set forth by Chi Sigma Iota International. 

Bylaws/Policies and Procedures Committee members must complete the Bylaws training offered 

by Chi Sigma Iota International within 30 days of appointment to this committee.  Additionally, 

Bylaws/Policies and Procedures Committee members are charged with the duty of understanding 

the Chapter Policies and Procedures and to ensure adherence of guidelines as set forth by the 

Omega Zeta Chapter. Chapter Policies and Procedures should be read in its entirety within 30 

days of joining this committee. 

ARTICLE VI.  

(Chapter Policies and Procedures Manual) 

 

Bylaws: Solicit and process suggested bylaws changes from the chapter members and the 

Executive Committee. Draft proposed amendments to the bylaws for presentation to the 

membership annually. Keep the membership informed about changes in the bylaws. Ensure that 

all chapter bylaws are congruent with and approved by CSI International. 

Policies and Procedures: Review the chapter policies and procedures of the chapter as deemed 

necessary and make recommendations relative to amendments or deletions. 

Assure that all chapter bylaws and policies and procedures are congruent with CSI International. 

Ensure that bylaws are approved by CSI International and chapter policies and procedures 

approved by chapter membership. 

Role and Responsibilities 

 

a. Chair the By-laws Committee as part of the Executive Board 

b. Have knowledge of CSI International guidelines for developing Professional 

Development projects (see appendix) 

c. Conduct Committee meetings at least quarterly 

d. Appoint Committee members to serve on said Committee 

e. Report at the Executive Board meetings  

f. Assist the Executive Board and its Committee in the amending of policy 

g. Advise the presiding officer on points of parliamentary procedure and parliamentary law. 

h. Be responsible for having a copy of Robert’s Rules of Order, the International 

Constitution and By-Laws, Chapter By-laws, and the Chapter Policies and Procedures at 

each meeting 

i. Chair the Bylaws/Policies and Procedures Committee  

j. Write or co-write at least one article for the Newsletter related to counselor professional 

development in the calendar year 



 

 

Membership Committee 

Description 

Membership refers to the state of belonging to a group with a common interest and/or goal.  The primary 

duty of the Membership Committee is to promote membership within the chapter. Furthermore, 

the committee is charged with designing and implementation of informational activities and 

procedures for live and tele initiations. 

Roles and Responsibilities 

a. Chair the Membership Committee as part of the Executive Board 

b. The Chair shall assist Executive Board and CFAs during initiations  

c. Each committee member shall have knowledge of CSI International guidelines for 

Membership engagement 

d. The Chair shall conduct Committee meetings at least quarterly 

e. The Chair shall appoint Committee members to serve on said Committee 

f. The Chair shall report at the Executive Board meetings  

g. Committee members shall assist By-laws Committee in the amending of policy and 

procedures salient to said Committee 

h. Send and receive correspondence regarding membership 

i. Coordination both live and tele initiations with CFAs and President 

j. Work directly with CFAs to ensure mailing of certificates and pins of new members 

k. Develop an annual calendar for dissemination to membership  

 

Arrange for appropriate dissemination of membership brochures. Analyze lapsed membership 

for patterns and suggest to the Executive Committee appropriate actions to prevent membership 

loss. Inform the membership of activities of the committee. Prepare articles for the chapter 

newsletter. Prepare an annual plan for membership invitation for submission to the Executive 

Committee. Assure that all counseling specialty areas are represented in the membership of the 

chapter. Oversee the new member initiation process.  Participate in initiations ceremonies when 

needed.   

 

 



 

 

Newsletter Committee 

Description 

The Chapter Newsletter provides a means for the dissemination of information to its members.  

There shall be a regular production schedule for the newsletter.  An Editor shall be appointed by 

the President to solicit, screen, and edit material for inclusion in the newsletter.  Copies of the 

newsletter shall be sent to the CSI Headquarters, CSI Newsletter Editor, and the current CSI 

President.  The Chapter Faculty Advisor(s) shall review the newsletter prior to publication and 

distribution of each issue. 

Duties and Responsibilities 

Newsletter 

Newsletter Committees must provide at least one article to the Chapter newsletter in the calendar 

year. The newsletter can also be utilized to solicit involvement and announce calendar events. 

Editor (Newsletter) 

a. Serve as editor of the Chapter Newsletter  

1. determine length and format of Newsletter 

2. assign members to edit article 

3. edit all articles 

4. present Newsletter draft to Executive Board for approval 

b. Serve as chair of the Newsletter Committee  

c. Have knowledge of CSI International guidelines for Chapter Newsletter 

d. Conduct Committee meetings at least quarterly 

e. Appoint Committee members to serve on said Committee 

f. Report at the Executive Board meetings 

g.  Assist By-laws Committee in the amending of policy and procedures salient to the 

Newsletter Committee 

h. Write or co-write at least one article for the Newsletter related to scholarly publication or 

presentations in the calendar year 
 

 



 

 

Professional Development Committee 

Description 

 Consumption of information is critical to the role of professional counselor scholar-

practitioner in an academic setting for the purpose of dissemination to students.  Workshops, 

trainings, and webinars connect content and process of material in which the presenter(s) is/are 

the sole source of disseminating information.  Ethical guidelines mandate professional and 

personal growth through conferences, workshops, networking, and scholarly-publications (ACA, 

2014; ACES, 2005; Connelly, 2007; and Jencius & Finnerty, 2009).  Consumption of 

information entails remaining apprised on current trends, changes inherit to the counseling field 

(e.g. ethical codes, CACEREP, DSM, APA style, licensure, university policies and programs, 

legislative, etc.), and new interventions; while disseminating historical elements of the 

counseling field such as theory, historical contributors and events, counseling skills, and 

interventions.  Students are naturally inquisitive and prone to ask questions during presentations.  

Professional counselor scholar-practitioners in the leadership role must be armed with current, 

relevant, and accurate knowledge to answer posing questions articulated from the audience.   

 Fostering change and professional development are the corner stone of the counseling 

profession.  The Professional Development Committee (PDC) is charged with the responsibility 

to direct and nurture student learning and their development into the field of counseling through 

scholarly presentations.  The PDC should be made up of one Committee Chair (co-chair is 

optional) and 3-5 committee members.  The PDC should provide training to its members by 

developing training modules and recruiting presenters to enhance student personal and 

professional development salient to the counseling profession. Additionally, the PDC should 

appraise the membership of upcoming conferences and trainings offered by ACA, ACES, and 

Walden University.  Moreover, the PDC should provide an annual calendar of events to the 

Executive Board.     

Role and Responsibilities 

a. Chair the Professional Development Committee as part of the Executive Board 

b. Development workshops and trainings salient to membership  

c. Have knowledge of CSI International guidelines for developing Professional 

Development projects (see appendix) 

d. Conduct Committee meetings at least quarterly 

e. Appoint Committee members to serve on said Committee 

f. Report at the Executive Board meetings  

g. Assist By-laws Committee in the amending of policy and procedures salient to the 

Professional Development Committee 

h. Write or co-write at least one article for the Newsletter related to counselor professional 

development in the calendar year 

 

 

 



 

 

Bylaws 

Professional Development Committees are charged with the duty of understanding the Chapter 

Bylaws pertinent to Professional Development to ensure adherence of guidelines as set forth by 

Chi Sigma Iota International as well as the Omega Zeta Chapter policies and procedures.  

Professional Development Committee must complete the Bylaws training offered by Chi Sigma 

Iota International by May 31
st
 of the current term.  The term shall be a duration of one year (May 

1
st
 – April 30

th
).  The purpose of the Bylaws is to provide cohesion among the chapters for its 

members.   

Amending Policies and Procedures 

(Chapter Policies and Procedures Manual) 

 

Each chapter member shall have a voice regarding amending our policies and procedures 

document. Please refer to the form on the following page that will be sent to each chapter 

member following the dates set forth in our chapter policies and procedures document.  

 

Annual Calendar 

Professional Development Committees should provide its designated region with an annual 

calendar of events.  Professional Development is described as workshops, trainings, and 

webinars.  Annual calendars should be submitted to the President-Elect by June 30
th

 of the 

current term.  The term shall be a duration of one year (May 1
st
 – April 30

th
) as established by the 

International Society.  The purpose of the Annual Calendar is to provide direction and to inform 

membership.     

Generating Involvement 

Professional Development Committee can solicit the membership, faculty, CSI members, and 

counseling professionals to generate involvement of activities.  Professional Development 

Committee should call potential presents or email a letter of interest to potential presenters.  

Utilization of the CSI-Omega Zeta Newsletter provides an additional avenue to generate student 

involvement.  Potential presenters should complete the Presenter Interest Form found in the 

appendix section of this manual directly to the Professional Development Committee Chair.  The 

purpose of generating involvement is to engage to membership into the Chapter Society as well 

as provider leadership skills, development and growth. 



 

 

Social Change/ Community Engagement Committee 

Description 

 

Guidelines for Counselor Community Engagement/Social Change 

The Counselor Community Engagement Committee has developed a set of Guidelines for 

Counselor Community Engagement and a Counselor Community Engagement Model to assist 

CSI chapters in developing and maintaining activities that engage their communities. They are 

intended to serve as a starting point for chapters and consist of a non-comprehensive guide for 

how chapters might choose to engage their communities. Through these guidelines it is hoped 

that chapters will better understand the basic principles of counselor community engagement, the 

key practical considerations when conducting such activities, and the resources available to help 

them to begin reaching out to their local, national, and international neighbors. 

Counselor Community Engagement Chapter Recognition Certificates 

One of the goals of Chi Sigma Iota (CSI) is to promote and recognize academic and professional 

excellence in counseling scholarship, leadership, advocacy, and practice. One of the objectives of 

this goal is to promote and recognize excellence in community engagement and servant 

leadership. 

We encourage each chapter annually to honor at least one counseling student, counselor 

educator, or professional counselor who is actively engaged in the community with a Certificate 

of Appreciation (located in the appendix) for Community Engagement. Please use this 

opportunity to recognize and encourage those in your community who have reached out on 

behalf of the counseling profession. 

Roles and Responsible  

 

Using the CSI philosophy of counselor community engagement and an extensive review of 

current practices among CSI chapters, the Counselor Community Engagement/Social Change 

Committee has developed ten key considerations for counselor community engagement. This 

framework provides a way for Omega Zeta chapter to plan and evaluate activities that are most 

impactful for the community and consistent with the chapter’s capabilities to serve. Below are 

the ten considerations for developing chapter counselor community engagement projects.  

 

1. How can my chapter work with others to promote meaningful counselor community 

engagement?  

 

Cooperation may be viewed as an implicit element to several key components to consider when 

creating a counselor community engagement activity including advocacy and community 

partners, yet it is still important enough to highlight on its own. Cooperation and collaboration 

provide a foundation for conducting initial needs assessments as well as promoting community 

change. Ideally, CSI chapters would work from a servant-leader perspective while building 

relationships and fostering partnerships to aid in the development of sustained activities.  

 

2. What level of outreach should my chapter engage their communities?  

http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/CCE-Guidelines.pdf
http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/CCE-Guidelines.pdf
http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/CCE_Model.pdf
http://www.csi-net.org/resource/resmgr/research,_essay,_papers,_articles/leadership_herr_position_pap.pdf
http://www.csi-net.org/resource/resmgr/research,_essay,_papers,_articles/leadership_herr_position_pap.pdf
http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/Ch-Certificate-of-Appreciati.pdf
http://www.csi-net.org/resource/resmgr/Chapters_&_CFA_Documents/Ch-Certificate-of-Appreciati.pdf


 

 

 

Counselor community engagement occurs through various outreach efforts, which may occur on 

campus, locally, nationally, or internationally. (Levels are further described below.) Efforts 

should be intentional in nature and coordinated to maximize the outcomes desired by the 

community in partnership with the chapter participants. While considering the level of 

community, chapters may need to consider logistical implications such as travel, language 

barriers, and challenges to sustainability.  

 

• Local programs. Agencies/organizations within the town or community with which the CSI 

International program can collaborate.  

• National outreach. Efforts that take CSI members outside of the local community to other 

states where issues negatively affect the inhabitants of those areas (e.g. natural disaster issue 

sites). Local communities may also be impacted by these issues; however, the activities are 

focused more broadly or in areas farther away from the local chapter home city.  

• International outreach. Efforts that engage CSI members with an international community 

(e.g. Mexico, East Africa).  

 

3. What community areas or issues should my chapter focus on in its work?  
 

CSI chapter reports support the idea that there is not one particular way of creating and 

implementing a counselor community engagement activity. Likewise, there is not one singular 

topic to address. When determining topic selection, chapters should consider the concept of 

intentionality while assessing which topics will ultimately provide positive change for the greater 

good. These topics may address any number of issues spanning from nutrition, social justice, 

substance abuse, spirituality, etc providing they meet the needs of the targeted community.  

 

4. With whom should my chapter engage?  
 

There is no limit to which populations CSI chapters can serve. In the 2009-2010 year, CSI 

members reported to have served families, students at every educational level, school and mental 

health counselors, current U.S. soldiers and veterans, children and youth, low-income and 

homeless persons, mentally handicapped, refugees, victims of violence, older adults, persons 

with physical disabilities, individuals whose lives are affected by economic downturns, and 

LGBTQ communities. CSI chapters may decide to engage any population in need and need not 

be limited to those mentioned here. Ideally, CSI chapters co-create an outline of 4  



 

 

action with populations served so that communities can generate growth and wellness in their 

own words and in their own actions to create lasting, positive, and intentional change.  

 

5. Who else may be important partners in chapter counselor community engagement  

efforts?  
 

CSI International chapters collaborate with various organizations to maximize engagement and 

effectiveness within their communities. Such community partners may include (but are not 

limited to) K-12 schools, university programs on campus (e.g. volunteer center on campus), and 

community agencies/organizations that advocate for specific populations (e.g. domestic violence 

victims, homeless populations, etc.). Below are some examples of activities in which chapters 

already partake in and key components for chapters to consider when engaging in these 

activities.  

 

6. What kinds of activities could my chapter take part in to engage our community?  
 

CSI chapters meet community needs while enhancing their levels of professional development 

and global awareness through a variety of activities. This may include projects that are 

educational in nature, fundraising, and providing a number of services including referral 

coordination, treatment, building projects, and disaster relief.  

 

• Education. Many chapters serve the community by identifying local needs and hosting and 

facilitating community conversations. In addition, some have provided conferences for 

counselors, CEUs, and in-service trainings. Professional development and global awareness can 

look and mean something different for each activity but each case engages and promotes the 

growth and generativity of a community in some way. Both types of activities can include 

inviting community representatives to discuss a topic relevant to expanding chapter members’ 

counseling competence through workshops, shadowing fellow professionals to expand 

population-specific knowledge and competence, and recruiting community members to join a 

cause towards which they feel strongly.  

 

• Charitable Donations and Fundraising. Many CSI chapters donate in a number of different 

ways, some ongoing and others one-time contributions. Donations can include but are not limited 

to monetary contributions, clothing drives, book drives, food donations, as well as musical 

instrument and school supplies drives. Chapters should keep in mind that although donations 

may be a one-time offering, it is possible to collaborate with community agencies/members to 

contribute throughout the year and contributions need not be one-way in nature (e.g. food drive 

for low-income for families that consists of families sharing a favorite recipe with donors). 

Meaning, it is possible to empower communities in need to share their resources with the greater 

community and for all parties to benefit from donation events. Chapters will also want to 

consider if these activities utilize the knowledge and skills of counselors. If fundraising is 

accompanied by more extensive outreach, then the community may be able to benefit from the 

specialized training of CSI members.  

 

• Counseling and Related Services. When providing direct services to the community, there are 

a number of considerations for a chapter. Liability issues are greater when these services are 



 

 

provided and all chapter and department stakeholder should be advised prior to engaging in 

these. For instance, if a chapter decides to provide career services to a local community, there 

needs to be clear protocols in place that defines the type of services that can be provided by 

chapter members and contingencies for crisis situations. Risks to the community and chapter 

members should all be considered with the Chapter Faculty Advisor, department administrators, 

and key community partners. Effective planning will mitigate these risks and direct the project 

towards positive outcomes.  

 

• Cautionary Statement: When providing counseling and counseling related services, chapters 

need to consider who will be providing services and how these activities will be supervised. 

Chapters may determine that alumni who are licensed and working within their scope of practice 

can provide direct services, where master’s students will not be able to identify as counselors and 

will not be able to provide counseling services unless supervised by a designated faculty 

member. If the latter is chosen, it is recommended that the community site be considered for 

approval as an official internship site in order to protect all parties involved. Doctoral students 

may be licensed, but as students, they may require departmental supervision when working on 

CSI chapter activities that include counseling services. Additionally, it is important to recognize 

that while working in international settings, we need to practice ethically within our training and 

capabilities, even where scope of practice laws do not exist.  

 

• Other Volunteer Activities. Chapters may also get involved in volunteer activities that are 

directed by other partnering organizations. When considering these types of projects, it is 

important to evaluate the quality of the partnering organization, the training they provide, and 

their effectiveness in the community.  

 

7. What might it mean for my chapter to advocate?  
Advocacy takes on many different meanings within the Counseling profession. Some types of 

advocacy that have been observed within chapters are client/population specific advocacy, 

general community advocacy, and professional advocacy. While conducting advocacy, it is 

advised to consider the ACA Advocacy Competencies.  

 

• Client/Population Specific Advocacy. Chapters intentionally serve the well-being of specific 

clients and/or populations (e.g. homeless, LGBTQ), through service or education with 

community members. Furthermore, members may collaboratively engage with community 

leaders, including politicians, to advocate for the needs of various populations. A chapter that 

decides to walk in a civil rights parade would be an example of this activity.  

 

• General Community Advocacy. Chapters intentionally serve the well-being of the general 

community without targeting a specific population. An example would be a chapter writing a 

letter to a local representative about the need for a community health center.  

 

• Professional Advocacy. Chapters intentionally serve the well-being of the Counseling 

profession (e.g. chapter advocacy). An example would be chapter participation in a counselor 

advocacy day. For further resources on professional advocacy, see Eriksen (1997) and the 

professional advocacy webpage.  

 



 

 

8. How often should my chapter take part in Counselor community engagement activities?  
 

Counselor community engagement occurs for various durations depending on the needs of the 

community and the desired level of commitment by the chapter. While the principle of 

generativity suggests ongoing projects are ideal, some services may better address community 

needs when provided in a singular event. Therefore, CSI chapters should give strong 

consideration to frequency.  

 

• One-Time Service Events. Such activities may include supporting special events, such as 

serving at a day of service planned in celebration of MLK Day, or planning a single project, such 

as a holiday visit to the children’s ward at a hospital or a one-time event to provide activities and 

companionship at a local senior center. 

 

• Ongoing Counselor Community Engagement. When forming a partnership for ongoing 

engagement, chapters are likely to seek reciprocal relationships with community partners. CSI 

members will certainly gain valuable experience and a sense of accomplishment through service, 

yet it is important to ensure that the partner agency/organization is the primary beneficiary. 

Events can occur weekly, monthly, or annually to be considered an ongoing counselor 

community engagement activity.  

 

9. How might my chapter plan and develop counselor community engagement activities?  
 

An important component of designing a successful counselor community engagement activity 

includes adequate planning and preparation. Activities that intend to have a positive impact on 

the community require identifying a goal, generating ideas, hospitality, planning, and organizing 

prior to implementation.  

 

10. How did the counselor community engagement activity impact the community, chapter 

members, and the chapter as a whole?  
 
As with many aspects of counseling, incorporating a level of accountability and applying the principle of 

generativity may lead to a stronger sense of validity and promote replication of monitored and enhanced 

activities. Therefore, it is essential to evaluate the outcomes of the counselor community engagement 

activity with the community members and with chapter members (see Debriefing below). Strong project 

development will support these evaluation efforts that should occur at various intervals during the project, 

at completion, and at predetermined follow-up periods. This information should be used to modify future 

counselor community engagement activities by the chapter and its members. 

Hospitality Description 

Hospitality/Events Committee can be defined as the friendly and generous reception of guests, 

visitors, or strangers. The OZ-CSI Hospitality/Events committee will consist of one chairperson 

and four committee members.  

 



 

 

Roles and Responsibility 

a. Serve as Chair of the Events/Hospitality Committee as part of the Executive Board 

b. The Chair shall assist Executive Board and CFAs during Chapter activities 

c. Each committee member shall have knowledge of CSI International guidelines for events 

and hospitality engagement 

d. The Chair shall conduct Committee meetings at least quarterly 

e. The Chair shall appoint Committee members to serve on said Committee 

f. The Chair shall report at the Executive Board meetings  

g. Committee members shall assist By-laws Committee in the amending of policy and 

procedures salient to said Committee 

h. Send and receive correspondence regarding events and activities as set forth by the 

Executive Board, President, and or CFAs 

i. Coordination both live and tele initiations with the Membership Committee, CFAs, and 

President to include number of attendees for live initiations  

j. Work directly with CFAs and President to ensure mailing of “Thank you” notes 

k. Develop an annual calendar for dissemination to membership  

 

The Hospitality/Events Committee coordinates events and works with other committees that OZ-

CSI host. These events include new member receptions, workshops, trainings, meet and greets as 

well as membership initiations, which occur during live residencies. The Hospitality/Events 

Committee has budget of $300 allocated for live initiations.   

Securing Refreshments 

When hosting events, members of the Events/Hospitality committee are responsible for 

providing food and/or beverages for the attendees. These refreshments are to be purchased with 

organization funds. 

The following is the procedure for securing refreshments for an OZ-CSI event:  

The OZ-CSI Hospitality/Events chairperson will be responsible for securing the dates for any 

events requiring refreshments. The Hospitality/Events Committee chair will appoint a member to 

arrange for refreshments; if there is no member available, the chairperson will be responsible.  

An OZ-CSI Hospitality/Events committee member will confirm the event date, time and place 

with the proper OZ-CSI executive board member.   

The OZ-CSI Hospitality/Events committee member will obtain an approximate number of guest 

who will attend the event. 

The OZ-CSI Hospitality/Events committee member will confirm the maximum budget ($300)for 

the event. 



 

 

Once the event details and budget have been confirmed, the OZ-CSI Hospitality/Events 

committee member will establish contact with the appointed person (events Coordinator for 

Walden) at the venue.  

The OZ-CSI Hospitality/Events committee member will ask about ordering procedures and if 

there are any payment restrictions. For example, some hotels do not accept electronic payments.   

The OZ-CSI Hospitality/Events committee member will review the menu and choose items that 

will not exceed the maximum budget. The maximum budget includes tax and other incidentals.   

The OZ-CSI Hospitality/Events committee member will send completed order request to the 

appointed person at the venue. The committee member should expect an event order and a credit 

card form. 

The OZ-CSI Hospitality/Events committee member will forward the event order and credit card 

to the appointed OZ-CSI faculty advisor. 

Repeat for the next event! 

 

 

 



 

 

Technology Committee 

Description 

The Technology committee shall be Chaired by the Webmaster. Responsibilities of the Chair 

include, but not limited to developing an attractive, informative chapter website and/or social 

media pages for all members and officers. Its members of the committee shall adhere to CSI 

International regulations for chapter websites and social media. The chapter, under the direction 

of the chapter faculty advisor, is responsible for the appearance, content, maintenance, and 

updating of technology related communications. 

Role and Responsibilities 

Webmaster 

a. Serve as Chair for the Technology Committee as part of the Executive Board 

b. Assist Executive Board and CFAs in the development of projects involving media  

c. Have knowledge of CSI International guidelines for maintaining Chapter website and 

social media(see appendix) 

d. Conduct Committee meetings at least quarterly 

e. Appoint Committee members to serve on said Committee 

f. Report at the Executive Board meetings  

g. Assist By-laws Committee in the amending of policy and procedures salient to the 

Technology Committee 

h. Write or co-write at least one article for the Newsletter related to technology and 

counseling in the calendar year 

 

Amending Policies and Procedures 

(Chapter Policies and Procedures Manual) 

 

Each chapter member shall have a voice regarding amending our policies and procedures 

document. Please refer to the form on the following page that will be sent to each chapter 

member following the dates set forth in our chapter policies and procedures document.  

 

 

 

 



 

 

Appendix 

Appendix A. Criteria for Membership 

 

Criteria for Membership 

 

Greetings, 

It appears we have many Walden students who have a great deal of interest and enthusiasm in 

becoming Chi Sigma Iota, Omega Zeta members!  With that in mind, we have prepared the 

following regarding membership in the Chapter to answer your many questions.   

PLEASE READ THIS IN ITS ENTIRETY AS IT WILL ANSWER MANY OF YOUR QUESTIONS. 

REQUIREMENTS 

In order to be considered a member of the Chi Sigma Iota, Omega Zeta a student must meet the 

following requirements:  

o Completion  (rather than enrollment in) of at least 16 academic quarter credits 

o A 3.5 GPA or higher 

o Successful completion (rather than enrollment in) of at least one academic residency 

(Residency I (RESI 6601)) 

o Is not involved in a Student Development program 

 

ENROLLMENT PERIODS 

Enrollment periods are held twice a year one in the spring and one in the fall. All students 

enrolled in the following programs are screened to determine if they meet the above 

qualifications: Mental Health, Counseling, Marriage and Family Counseling, Career Counseling, 

Addictions Counseling, School Counseling, and Counselor Education and Supervision.  

Students who meet the qualifications are sent a formal letter via e-mail inviting them to join the 

Chapter. The letter contains information about the open enrollment period (which is usually three 

weeks). Two items of important note are: 

1) You will be contacted regarding enrollment if you qualify. Contacting us, regarding this 

matter during other points in the year, has no effect on your qualification and we cannot 

determine your qualification until the point of enrollment.  



 

 

2) Enrolling for membership outside of the enrollment period results in a denial of your 

enrollment and your money is refunded.  

3) Chi Sigma International will charge you a fee for the administrative cost of refunding 

your funds. Do not enroll for membership at the Chi Sigma Iota International Website 

at any time other than the enrollment period for this reason.     

STEPS TO BECOMING A MEMBER 

Once a student receives the formal invitation letter and makes the decision to become a member, 

three steps must occur before becoming an official member. The three steps are: 

1) Enroll as a member at the Chi Sigma Iota International website – cost $50.00.  

a. Enrollment must occur during the three-week enrollment period outlined in the 

invitation letter (See note above about enrolling outside of the enrollment periods.) 

b. This fee is an annual membership fee (you must pay every year to maintain 

membership). 

2) Pay the $5.00 Omega Zeta Chapter Membership fee. Payment of the Chapter Membership fee 

is done on the Omega Zeta Chapter Website using PayPal 

a. The Chapter Fee is a one-time fee 

3) The final step is that you must attend an initiation ceremony. Initiation ceremonies are offered 

in two different venues so students can choose which venue will best serve their schedule 

(students only need to attend one initiation) and they are: 

a. Initiation ceremonies occur at Residencies. Only students registered in  Residency II 

class qualify for participation in the initiation ceremony 

b. Initiation ceremonies occur approximately bi- month via teleconference. 

Qualified participants are notified of upcoming initiation ceremonies via e-mail invitations. Two 

important items of note:  

1) You are not considered an official member until you have completed all three steps. 

2) You will not receive your certificate and pin, and may not wear you graduation regalia until 

you are an official member.  

General Information 

The information above covers most of the key points regarding the most frequently asked 

questions.  You are encouraged to visit the Chi Sigma Iota Website at www.csi-net.org and 

specifically the Benefits of Membership page http://www.csi-

net.org/?page=Membership_Benefits.  

Finally, go to Walden University’s Omega Zeta Chapter Website at http://www.csi-

net.org/members/group.aspx?id=111549. 

One final point, our Chapter is run by a wonderful group of talented student Executive Officers. 

They are very passionate about the Chapter and eager to help other students with questions and 

any other needs you may have. You can contact them on the “Contact Us” portion of the Omega 

Zeta website to ask any additional questions you may have. It is highly recommended that you 

http://www.csi-net.org/
http://www.csi-net.org/?page=Membership_Benefits
http://www.csi-net.org/?page=Membership_Benefits
http://www.csi-net.org/members/group.aspx?id=111549
http://www.csi-net.org/members/group.aspx?id=111549


 

 

contact the Walden Chapter with your question rather than Chi Sigma International. We 

are here to serve you in any capacity we can!  

Thank you for your interest in the Chi Sigma Iota- Omega Zeta! 

 

April Young, Ph.D., LPC, NCC                                                  Ljubica Spiro, Ph.D., LPC, 

CPCS 

Chapter Faculty Advisor,                                                            Chapter Faculty Advisor, 

 



 

 

Appendix B. Sample Agenda 

Chi Sigma Iota (CSI) Omega Zeta Chapter  

Meeting Agenda:  

 

Introduction 

 I. Call the meeting to order 

 II. Roll call 

 III. Minutes from November 2014 Officer Meeting  

Officer Reports 

 I. President's Report 

  a)   Member enrollment drive 

  b)   January Tele-initiation 

  c)   Winter 2015 Newsletter 

  d)   Committee policies & procedures documents 

  e)   2015 CSI Day Chapter Showcase application submission 

 II. President Elect's Report 

a) New Orleans Residency 

b) 2015-2016 Nominations 

c) ACA Accommodations 

d) Addressing Officer Complaints   

 III. Chapter Faculty Report  

a) Dr. Young 

b) Dr. Spiro 

 IV. Treasurer's Report 

 V. Membership Chair's Report 

Unfinished Business 

 I. 2015 Webinars 

  



 

 

New Business 

 I. 2015 Scholarship Awards/Service Projects 

Announcements 

 I. The passing of our Executive Director, Dr. Jane Myers 

 II. Special "thank you's"  

  i. Jeffrey & Mark - enrollment drive 

  ii. Erica Handon - newsletter 

Adjournment 

 I. Closing statements 

2014 - 2015 CSI OZ Executive Officers 

 

President - Matt Glowiak (matthew.glowiak@waldenu.edu)  

President Elect - Nakpangi Thomas (nakpangi.thomas@waldenu.edu)  

Treasurer - Cynthia Taylor (cynthia.taylor6@waldenu.edu)   

Secretary - Jeffrey Glick (jeffrey.glick@waldenu.edu)   

 

Southern Regional Chair - Madi Wend (thewends@yahoo.com)   

North Atlantic Regional Chair - Lee Barmore (lee.barmore@waldenu.edu)  

North Central Regional Chair - Tezonia Morgan (tezonia.morgan@waldenu.edu)  

International Regional Chair - Lloyd Saddleback (lloyd_saddleback@hotmail.com)  

Rocky Mountain Regional Chair - Mark Mayfield (mark.mayfield@waldenu.edu)  



 

 

Western Regional Chair - Andrea Easton (andreaeaston@aol.com)  

Liaison - Mental Health Counseling - Nicole Pfaff (nicole.pfaff@waldenu.edu)  

Liaison - Counselor Education and Supervision - Erica Handon (erica.handon@waldenu.edu)  

 

2014 - 2015 CSI OZ CFAs 

 

CFA - Dr. April Young (April.Young4@waldenu.edu) + 

 

CFA - Dr. Ljubica Spiro (ljubica.spiro@waldenu.edu) + 

 

CSI OZ Conference Line 

 

Dial-in #: (866) 391-9390 

Access Code #: 20493573# 

mailto:andreaeaston@aol.com


 

 

Appendix C. Sample New Office Welcome Letter 

 
 
 
 

Hello Chi Sigma Iota (insert term) Officers, 

 

I hope this email finds you all well and enjoying the weekend. Once again, congratulations for 

being elected as a (insert term) executive officer! Because we intend to have a very busy year, 

we would like to start it off right by getting everyone on the same page. First, I ask that you 

familiarize yourself with the Chi Sigma Iota International website. Over the last year we have 

added new material (e.g., chapter minutes, announcements, newsletters, photos, etc.) to our 

group. Second, the website includes some Chapter Training materials, which will help get you up 

to speed with CSI policies and procedures. If you have any further questions about these, please 

feel free to ask. Third, I have attached a copy of CSI-OZ chapter objectives for the year. Please 

feel free to reach out with any additional thoughts. We will work to schedule our first phone 

conference soon. 

 

 

Cordially, 

 

(insert President’s name) 

http://www.csi-net.org/
http://www.csi-net.org/?page=Chapter_Training


 

 

Appendix D. Sample Annual Plan 

Chapter Information 

First Name * 
Omega 

Last Name * 
Zeta  

Email Address * omegazeta@waldnu.edu  

Chapter Name * Omega Zeta  

University * Walden University  

University Address 
100 Washington Avenue South  
Ste 900 
Minneapolis, MN 55401  

Accreditatiton * CACREP  

Department / Program 

Website 
www.waldenu.edu  

Primary CFA Name * April Young, PhD, LPC, NCC  

Primary CFA Work Phone * 123-456-7890  

Primary CFA Email * cfa@waldenu.edu  

Backup 

 or Co-CFA Name * 
Ljubica Spiro, PhD, LPC, CPCS  

Backup or Co-CFA Work 

Phone * 
098-765-4321  

Backup or Co-CFA Email * cfa2@waldenu.edu  

President Name * OZ President  

President Work Phone * Enter correct number  

President Email  * president@waldenu.edu  

Elected Offices  * 
President  
President-Elect  
Past-President  
Secretary  
Treasurer  
Parliamentarian  

Committees * 
Awards  
Fundraising  
Grants (e.g., conference, travel)  
Membership  
Newsletter / Publications  
Professional Development / Leadership  
Social Events  
Web Presence (e.g., website,  
Facebook 

http://www.csi-net.org/custom_form_print.asp?id=6DF667F9-B524-4483-91E1-506BF42C490A


 

 

, LinkedIn)  
Other (list below)  

If other, list below (chapter 

leader) 

Alumni  
Awards & Scholarship 
Audit Committee 
By-laws/Policy & Procedure 
Events 
Hospitality  

Current Leaders * 
President: Matthew Glowiak; President-Elect: Nakpangi Thomas; Past-President: 
Rebecca Anderson (not serving); Secretary: Jeffrey Glick; Treasurer: Cynthia Taylor; 
Southern Regional Chair: Madi Wend; 
North Atlantic Regional Chair: Lee Barmore; North Central Regional Chair: Tezonia 
Morgan; International Regional Chair: Lloyd Saddleback; Rocky  
Mountain 
 Regional Chair: Mark Mayfield; Western Regional Chair: Andrea Easton; Liaison - 
Mental Health Counseling: Nicole Pfaff; Liaison - Counselor Education and 
Supervision: Erica Handon  

Chapter Internet Presence & Dues 

Chapter Website * Active website on the program or university website/server  

All Other Chapter Website 

Addresses 
N/A  

Active Social Networking 

& Internet Presence Sites * 
No Chapter Social Networking Sites  

Facebook N/A  

Linkedin N/A  

Twitter N/A  

Other N/A  

I have reviewed the CSI 

Internet Presence Policy * 
Yes  

Chapter Dues per year 

(other than rebates) * 
$0  

Chapter Dues Description 

($ above) 
dues are not collected by our chapter  

Fundraising Activities   

Other Chapter Funding 

Methods 
N/A  

Planned Chapter Activities 
Please enter the number of activities planned for the YEAR and a brief description for each category. 



 

 

Initiations * 4 or more  

Initiations (description) 
The Omega Zeta Chapter holds live initiations at every residency (4-6 per annually) 
and tele-initiations quarterly or as needed. The live initiation is conducted by candle lite 
ceremony ; while tele-initiations are conducted telephonic.  

Business Meetings  * 10 or more  

Business Meetings 

(description) 

The Executive Board and CFAs hold a monthly teleconference meeting the three week 
of each month to discuss Chapter goals and strategic planning,  

Membership Meetings * 6  

Membership Meetings 

(description) 

Business meetings are conducted during the live initiation ceremony at every 
residency. All current members are invited to attend the initiation ceremony to support 
new members, head current Chapter news, and network.  

Advocacy Activities * 1  

Advocacy Activities Advocacy within the profession  

Advocacy Activities 

(description) 

This year the Omega Zeta Chapter launched a new Leadership Scholarship for the 
President-Elect position to participant in the 2014 ACA Institute Leadership Training 
which taught leadership skills on lobbying on Capital Hill. Our President-Elect and CFA 
Dr. April Young also spoke before State Representatives on three separate bills salient 
to the counseling profession.  

Workshops * 5-9  

Workshop Themes 
Student-oriented (e.g., APA style, orientation, internships)  
Clinical or school issues  
Professional development and leadership  
Other (describe below)  

Workshops (description) 
Omega Zeta will host five workshops beginning January 2015. The workshops will 
center around Wellness: Unmasking Various Trauma; Student-orientation: Writing a 
"B+" Paper; Clinical or school issues: Spirituality and Ethics; Technology and 
Professional Advocacy; Professional development and leadership: Robert's Rules of 
Order; Other: Regional Chair training  

Counselor Community 

Engagement * 
3  

CCE Activities 
Advocacy / volunteering  
Community awareness  
Professional development  

CCE (description) 
Members of participated in CCE through volunteering at a crisis center in September 
2014; participating in community awareness for the Homeless in August 2014; and the 
President and President-Elect, both attended the 2014 ACA Midwest 
Regional Leadership Conference September 2014.  

Social Events * 5-9  

Social Event Activities 
Dinner / parties / socials  
Welcome / orientation  

Social Events (description) 
Omega Zeta host welcome/orientation at ever live initiation (4-6 per year). Participants 
are offered light refreshments and have the opportunity to socialize with new and 
current members as well as faculty CSI members.  

http://www.csi-net.org/custom_form_print.asp?id=6DF667F9-B524-4483-91E1-506BF42C490A
http://www.csi-net.org/custom_form_print.asp?id=6DF667F9-B524-4483-91E1-506BF42C490A
http://www.csi-net.org/custom_form_print.asp?id=6DF667F9-B524-4483-91E1-506BF42C490A
http://www.csi-net.org/custom_form_print.asp?id=6DF667F9-B524-4483-91E1-506BF42C490A
http://www.csi-net.org/custom_form_print.asp?id=6DF667F9-B524-4483-91E1-506BF42C490A


 

 

Newsletters * 3  

Newsletter (description & 

length) 

The Omega Zeta Newsletter has been a huge success this year with topic expanding 
from professional advocacy to wellness. Last er the Newsletter average length was 
approximately 13 pages. This year that has increased to approximately 38 pages.  

Number CEs Involved * 0  

Will non-CFA CEs be 

involved? * 
No  

If yes, how? N/A  

Recognizing Involvement 

of CEs * 
No recognition  

Recognizing Involvement 

of CEs (description) 
N/A  

Number of Alumni 

Involved * 
1-4  

Involvement of Alumni 

(description) 

There was been no Alumni involvement to date. Omega Zeta is currently strategizing to 
involvement Alumni members.  

Number of Former 

Members Involved * 
0  

Involvement of Former 

Members (description) 
N/A  

Other Activities 
This year was a year of restructuring. Members of the Executive Board and Committee 
Chairs were charged with creating instructional manuals for their Committee positions 
(i.e. membership, treasurer, professional development, etc.). This task was a 
tremendous undertaking and will continue to be a work in progress until the end of the 
term.  

Chapter Goals, Objectives, and Needs 

Primary chapter goal this 

year 

Chapter growth  
Events  

Chapter Goals & 

Objectives (description) * 

The goals set forth for the 2014-2015 year include Chapter growth and developing 
webinars for membership to enhance professional development.  

Chapter Needs from CSI 

HQ? 

The Omega Zeta chapter needs direction from CSI HQ to incorporate fund raising in an 
online environment.  

 



 

 

Appendix E. Sample Call for Committee Members 

 

 

 

Greetings Members of Omega Zeta Chapter of Chi Sigma Iota, 

As we bring this year to a close, we would first like to thank the exiting officers for their service 

and welcome the new officers.  As we prepare for a new term, the Executive Board will to on 

recess from May 5, 2014 to June 2, 2014. During this time the new officers will be training for 

their new office in order to service the membership in accordance with International and Chapter 

bylaws. That said, President Matthew Glowaik, has planned an exciting year for its members. To 

implement his plan, we are calling members to fill leadership roles to serve as Committee Chairs 

and committee members. 

We are looking to fill Committee positions for various positions within the Chapter.  Candidates 

should pose good written and verbal skills, be self-motivated, and team players.  This is a good 

opportunity to increase professional development and network with members and faculty.  

Duties for some positions are outlined by International, while other duties for some positions 

need to be written.  Members of Committees without written duties will be charged with 

developing duties of the committee.  With that said, we are looking to fill positions for: 

Alumni Relations Committee 

Awards & Scholarship Committee 

Bylaws Committee 

Fundraising Committee 

Hospitality Committee 

Membership Committee 

Newsletter Committee 

Professional Development Committee 

Social Change Committee 



 

 

Webmaster   

Alumni Relations 

 

Maintain an up to date database of Chapter Alumni members. Maintain contact with alumni. 

Encourage alumni continued participation with the Chapter.  

 

Awards & Scholarship 

 

The duties of the Awards and Scholarship committee shall be to apprise the Executive 

Committee of chapter awards and scholarship criteria and deadlines. Prepare and submit 

nominations for CSI international awards. Prepare annual plan for solicitation and presentation 

of chapter awards. Solicit awards and scholarship nominations, select and notify recipients. 

Work with the chapter faculty advisor to order/prepare awards. Coordinate awards and 

scholarship presentations at official functions. Provide training for the following year’s awards 

and scholarship committee members.  
 

 

Bylaws & Policies and Procedures 

 

Bylaws: Solicit and process suggested bylaws changes from the chapter members and the 

Executive Committee. Draft proposed amendments to the bylaws for presentation to the 

membership annually. Keep the membership informed about changes in the bylaws. Ensure that 

all chapter bylaws are congruent with and approved by CSI International. 

 

Policies and Procedures: Review the chapter policies and procedures of the chapter as deemed 

necessary and make recommendations relative to amendments or deletions. 

 

Assure that all chapter bylaws and polices and procedures are congruent with CSI International. 

Ensure that bylaws are approved by CSI International and chapter policies and procedures 

approved by chapter membership. 

 

 

Membership 

 

Promote membership in the chapter. Design and implement informational activities and 

procedures. Arrange for appropriate distribution of membership brochures. Analyze lapsed 

membership for patterns and suggest to the Executive Committee appropriate actions to prevent 

membership loss. Inform the membership of activities of the committee. Prepare articles for the 

chapter newsletter. Prepare an annual plan for membership invitation for submission to the 

Executive Committee. Assure that all counseling specialty areas are represented in the 

membership of the chapter. Oversee the new member induction process. 

 

Newsletter 

 

There shall be a regular production schedule for the newsletter. An Editor shall be appointed by 

the President to solicit, screen, and edit material for inclusion in the newsletter. Copies of the 



 

 

newsletter shall be sent to the CSI Headquarters, CSI Newsletter Editor, and the current CSI 

President. The Chapter Faculty Advisor shall review the newsletter prior to publication and 

distribution of each issue. 

 

Professional Development 

 

Provide training, workshop, and guest speaker to the membership that promotes professional 

development salient to the counseling field.  Professional development is comprised of advocacy, 

leadership, social change, theory, interventions, scholarship, and wellness. A calendar of 

activities must be presented to the Executive Board for approve prior to dissemination. A 

minimum of two professional development trains must be conducted in one calendar year.  The 

goal for the Chapter is a minimum of four professional development enrichments per calendar 

year.  

 

 

Social Change 

 

OZ meets community needs while enhancing their levels of professional development and global 

awareness through a variety of activities. This may include projects that are educational in 

nature, fundraising, and providing a number of services including referral coordination, 

treatment, building projects, and disaster relief.  

 

Webmaster 

 

The Technology committee shall be Chaired by the Webmaster. Responsibilities of the Chair 

include, but not limited to developing an attractive, informative chapter website and/or social 

media pages for all members and officers. Its members of the committee shall adhere to CSI 

International regulations for chapter websites and social media. The chapter, under the direction 

of the chapter faculty advisor, is responsible for the appearance, content, maintenance, and 

updating of technology related communications. 

 

 

If you are interested in serve on a committee, please forward resume or curriculum vital (CV) to: 

insert mail address@waldenu.edu.  

Again, we look forward to a new year and the members continued support! 

Sincerely, 

The Executive Board 



 

 

Appendix F. Policy and Procedure Change Request Form 

 

 
 

Policies and Procedures Revision/Recommendation Form 

 

Article IX.   Amending Policies and Procedures 

All proposed amendments to the chapter policies and procedures shall be in writing and 

submitted to the Chair of the Committee by September 30.  The committee will review proposed 

amendments and prepare a document for distribution to the chapter by October 31. Voting will 

be via SurveyMonkey or equitable online system from November 1 through November 30. 

Members who do not vote will be considered assent in the affirmative. Chapter policies and 

procedures will be revised based on results of voting. Chapter members will receive revised 

policies and procedures by January 1. 

Please use this form to submit proposed revisions/recommendations. Please email to the Policies 

and Procedures chair by September 30: 

(Chair’s name) 

(Chair’s email address) 

 



 

 

Appendix G. Sample Treasury Forms and Reports 

OMEGA ZETA CHAPTER 

CHI SIGMA IOTA INTERNATIONAL HONOR SOCIETY 
 

PAYMENT VOUCHER 
 

Date Submitted   / /        COMMITTEE/OFFICE       
 

Instructions:  Please complete this form (with signatures from the President, Treasurer, and 

Committee Chair (if applicable) and submit to the CHAPTER FACULTY ADVISOR for payment. 

ORIGINAL receipt(s) must accompany (scanned and emailed) this voucher. Please send via email to 

[email] once complete. NOTE: verified Walden email addresses shall serve as appropriate signatures. 
 

NAME TO APPEAR ON CHECK          

 

ADDRESS            
 

  ____________________________________________________________ 
 

   Mail to address above     Check will be picked up by _______________________ 

 

SUBMITTED BY            

 

PURPOSE             

 

             
 

VOUCHER TOTAL                $    
 

(Approval needed by Executive Committee if Budget is exceeded without prior approval) 
 

Committee beginning budget    $_____________ 

 Less this disbursement    $_____________ 

Committee budget balance after this transaction  $_____________ 
 

Committee Chair Signature__________________________________________ DATE _______________________ 
 

APPROVALS (CHECK WILL NOT BE ISSUED WITHOUT APPROVAL) 
 

PRESIDENT_____________________________________  DATE__________________ 
 

TREASURER____________________________________  DATE__________________ 

 

CFA_____________________________________________ DATE__________________ 
 

TO BE COMPLETED BY TREASURER 
 

CHECK NUMBER   #_____________         DATE ISSUED_____/______/______ 
 

ACCOUNT  Checking Account       CFA1 Credit Card       CFA2 Credit Card  
 

Revised:  September 2014/clt 



 

 

Appendix H. Sample Bank Reconciliation 

Ending Balance per Bank Statement (9/16/20XX) $25,000 

Deposit in Transit $5000 

Outstanding Checks  

                        #1551  Staples $100                          

                        #1552  Hilton Hotel $500  

                        #1553  Kinko’s $100  

Total Outstanding Checks ($700) 

Balance $29,300 

Balance per Check Register (9/16/20XX) $29,300 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix I. Sample Treasurer’s Report 

 

Omega Zeta Chapter 

Chi Sigma Iota  

 

TREASURER REPORT 

Revenue and Expense Financial Statement 

For the Period 

August 16, 2014 – September 16, 2014 

 

 

CASH RECEIPTS:    CURRENT MONTH ACTUAL 

 

CSI Annual Membership Reimbursement $10,000 

Chapter initial dues (10 members @ $5)  $ 50 

_____________________________________________________________________________________ 

TOTAL RECEIPTS    $10,050        

 

CASH DISBURSEMENTS: 

 

CFA Credit Card    $500 

Hilton Hotel – Residency Induction (Catering) $200 

Mailing Certificates    $150 

_____________________________________________________________________________________ 

TOTAL DISBURSEMENTS   $850        

 

Net Increase (Decrease)                                      $9200 

Beginning Balance                                              $20,100 

Ending Balance                                                   $29,300 

 

 



 

 

 
Appendix J. Sample Funding Request Form 

 

 
 

 

Funding Request Form 

 

Greetings Mr. President, Members of the Executive Board, and Faculty Advisors: 

I, insert name, present to you a request for insert event, per the request of (name of CFA); whom 

will as be in attendance and serve as faculty mentor.  As this matter is time sensitive and requires 

membership’s vote with insert time request (i.e. 7 days).  I have attached the appropriate 

document for your consideration.  Thank you for your time and consideration. 

Respectfully, 

Nakpangi Thomas 

 

Date(s): date(s) of event 

Event: name of event 

Location: Anywhere, USA  

Participate(s): insert name of attendees  

Description: Please provide a brief description of the event. 

Justification: Please provide ration for attending event. 

Transportation Plan: Please provide mode of transportation.  

Cost:  

 Registration: ____________ 

 Hotel Fees (per night): ___________________ 



 

 

 Transportation: ______________ 

 Meals/Parking: ________________   

 

Total Cost: _____________   Requesting: _____________ 

 

 

 

 

Reviewed by: ____________________________ Date: _______________________ 

   President 

Reviewed by: ____________________________ Date: _______________________ 

   Treasurer 

Reviewed by: ____________________________ Date: _______________________ 

   Faculty Advisor 

Approved/Denied by: ____________________________ Date: _______________________ 

   (circle response)   President 

Approved/Denied by: ____________________________ Date: _______________________ 

     (circle response)   Faculty Advisor 

For Review by Official Members of the Executive Board Only 



 

 

Appendix K. Sample Message for Alumni 

Attention alumni and graduating members of Chi Sigma Iota. We want you to continue with your 

membership with our chapter by continuing to provide professional service and leadership. We 

invite you to participate with the Omega Zeta Chapter – Chi Sigma Iota Alumni Relations 

committee. Please visit https://www.csi-net.org/members/membership.asp and click on the gold 

tab on the right “Renew Today” to maintain or renew your membership with Chi Sigma Iota. If 

you know of others who have graduated from Walden University, please share this information 

with them. In each newsletter, we will have an Alumni Relations column, which will highlight 

our alumni.  

If you are a member (or former member) of the Omega Zeta Chapter (Walden University) of Chi 

Sigma Iota, please contact the chair of the Alumni Relations committee at [chair’s email address] 

Please see the following from our chapter bylaws (pp 1 – 2): 

2.1.3 Alumni: The following shall be deemed eligible for alumni membership in the Society: (1) 

Those individuals elected into the Society while they were students and, (2) those individuals 

elected into membership after graduation because membership into the Society was not available 

while they were students in the Walden University nationally accredited counselor education 

program.  

2.1.3.1 They must have maintained an overall scholastic average of 3.5 or better (on a 4.0 

system) or the equivalent while enrolled in their counselor education program.  

2.1.3.2 Alumni members must be National Certified Counselors (NCC's), board eligible with the 

National Board of Certified Counselors (NBCC) or equivalent state counselor credentialing 

body, Certified Rehabilitation Counselors (CRC's), or graduates of CACREP or CORE counselor 

education accredited programs, or be credentialed by comparable standards as determined by the 

CSI Executive Council. To qualify as an accredited program, the accreditation must have been 

granted prior to the graduation of the candidate. 

 

[NAME] 

Chair, Alumni Relations Committee 

[EMAIL] 

[PHONE] 

https://www.csi-net.org/members/membership.asp


 

 

Appendix L. Alumni Interview Questionnaire  

 

Chi Sigma Iota 

Omega Zeta Chapter 

Alumni Relations Committee 
 

Please use the following as a guide, feel free to add information. Return your completed form and a 

picture to (Chair’s name) (Chair’s Email) 
 

Name:_______________________________________________________________________________ 

Location:_____________________________________________________________________________ 

Graduation from Walden:________________________________________________________________ 

Program:_____________________________________________________________________________ 

***Is your membership current with the Omega Zeta Chapter:___________________________________ 

Where are you in the licensing and/or certification process: 

______________________________________________________________________________ 
 

Please share where you are in your career as a professional counselor or counselor educator: 
_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

What professional memberships do you maintain: 

______________________________________________________________________________ 

 

Are there any other professional or educational updates you would like to share with our chapter: 
 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

How do you address self-care/wellnes:_____________________________________________________ 

____________________________________________________________________________________ 

Please share any personal or other information with our chapter:__________________________ 
 

______________________________________________________________________________ 
 

Feel free to add any other information:_______________________________________________ 
 

______________________________________________________________________________ 

***Please visit https://www.csi-net.org/members/membership.asp and click on the gold tab on the 

right “Renew Today” to maintain or renew your membership with Chi Sigma Iota. 
 

Thank you for participating in our Alumni spotlight. All submissions will be forwarded to the Omega 

Zeta Newsletter for publication. 

https://www.csi-net.org/members/membership.asp


 

 

Appendix M. Chapter Awards Script 

 

Good afternoon!  It is a pleasure to be here on behalf of the members of __________ Chapter of 

CSI to present our chapter awards for 20__. 

The awards process this year has been both interesting and challenging. The committee received 

a number of outstanding nominations, and the process for selecting only one recipient for each 

award was truly difficult. I would like to recognize at this time the members of the awards 

committee who devoted their time, expertise, and energies to these selections. Please stand as I 

call your name and remain standing until all the members of the committee have been 

recognized. Please hold your applause until all of the committee members have been named. 

Names of Committee Members: 

Thanks to all of you for your fine work on behalf of our chapter. (Applause) 

I will be presenting six awards today. The first will be our nominees for the CSI Fellow and 

Intern Program. 

Fellow and Intern Awards 

Chi Sigma Iota created the Leadership in Counselor Education Fellowship Program to assist 

future leaders in developing skills and competencies for leadership within the counseling 

profession. This is an annual program, which offers outstanding CSI professionals, who are in 

the early years of their professional career, an opportunity to broaden their awareness and 

leadership potential. It is CSIs belief that this program will develop leaders who are better 

informed and better suited to the needs of a changing, developing profession. 

Nominees for this award are selected based on their demonstrated willingness and capacity to 

provide leadership within their local chapter, CSI, and the counseling profession. Fellows at the 

international level are provided with a stipend of $400 which must be matched by $100 from the 

chapter to support their attendance at CSI Day during the annual convention of the American 

Counseling Association. On that day they will attend leadership training conducted by 

outstanding leaders in the counseling profession, represent their chapter at the CSI business 

meeting, attend a program conducted by CSI Scholars across the Generations, and attend the CSI 

Awards Reception. They will have the opportunity to work with and learn from national leaders 

in counseling. 

Two of the Fellows selected by CSI International will have the opportunity to be Interns for one 

year. Interns will operate from their home position and work on special projects throughout the 

year with the CSI President, Executive Director, and officers. They will attend the summer 

meeting of the CSI Executive Council as active participants. 

We have selected (one/two/three) individuals from our chapter as nominees for Fellow status 

with Chi Sigma Iota International. We would like at this time to recognize these individuals who 

show promise for leadership in our profession. 

 



 

 

The first person we are nominating for Fellow Status in CSI International (and these are in 

alphabetical order) is a first/second/third year student in the M.S./Ed.S./Ph.D. program. His/her 

career goals/plans are (whatever). The letters of support for his/her nomination state that 

(whatever). 

It is a pleasure for (name of chapter) to recognize (name of recipient) and to forward his/her 

name to CSI International as a potential Fellow. 

Note: at this point the recipient comes forward to receive his/her award. 

This plaque reads as follows: (read wording of plaque). Hand plaque to recipient, who then 

returns to his or her seat. 

The second person we are nominating for Fellow Status in CSI International is a 

first/second/third year student in the M.S./Ed.S./Ph.D. program. His/her career goals/plans are 

(whatever). The letters of support for his/her nomination state that (whatever). 

It is a pleasure for (name of chapter) to recognize (name of recipient) and to forward his/her 

name to CSI International as a potential Fellow. 

Note: at this point the recipient comes forward to receive his/her award. 

This plaque reads as follows: (read wording of plaque). Hand plaque to recipient, who then 

returns to his or her seat. 

The next two awards are for outstanding entry-level student and outstanding doctoral student. 

The purpose of these awards is to recognize students who have excelled in scholarship, extra-

curricular involvements, service to the profession, and who show evidence of excellence in and 

commitment to counseling. 

Outstanding Entry Level Student Award 

The OUTSTANDING ENTRY LEVEL STUDENT AWARD is presented this year to an 

individual who is a first/second year student in the M.S./Ed.S. program in 

school/community/marriage and family/etc. Counseling. He/she has attained an overall grade 

point average in graduate coursework of ____. His/her career goal is to work in ______ setting 

with ______ clientele. The letters of support for his/her nomination stated that (name) (2-3 

quotes from nomination letters). 

It is my pleasure to present the 20___ OUTSTANDING ENTRY LEVEL STUDENT AWARD 

to (name). 

Note: at this point the student comes forward to receive his/her award. They should know in 

advance that they have been selected, and should be asked to sit in the front row to reduce the 

time required for them to come to the front. The Awards Chair is to hold up the plaque for the 

audience to see, and continue as follows: 

 



 

 

This plaque reads as follows: (read wording of plaque). Hand plaque to recipient, who then 

returns to his or her seat. 

Outstanding Doctoral Student 

The next award to be presented is the OUTSTANDING DOCTORAL STUDENT AWARD. 

This award is presented to an individual who is a first/second/third year student in counselor 

education and supervision doctoral program. He/she has attained an overall grade point average 

in graduate coursework of ____. His/her career goal is to work in ______ setting with ______ 

clientele. The letters of support for his/her nomination stated that (name) (2-3 quotes from 

nomination letters). 

It is my pleasure to present the 20_ OUTSTANDING DOCTORAL STUDENT AWARD to 

(name). 

Note: at this point the student comes forward to receive his/her award. They should know in 

advance that they have been selected, and should be asked to sit in the front row to reduce the 

time required for them to come to the front. The Awards Chair is to hold up the plaque for the 

audience to see, and continue as follows: 

This plaque reads as follows: (read wording of plaque). Hand plaque to recipient, who then 

returns to his or her seat. 

Outstanding Service to Chapter 

The next award to be presented is the OUTSTANDING SERVICE TO THE CHAPTER 

AWARD. This award is presented to an individual who has helped the chapter develop, grow, 

and meet the purposes and goals of Chi Sigma Iota. This year’s recipient is a 

student/faculty/professional/alumni member of our chapter. He/she has been active in (what 

ways?). The letters of support for his/her nomination state that (name) (2-3 quotes from 

nomination letters). 

It is my pleasure to present the 20__OUTSTANDING SERVICE TO (CHAPTER NAME) 

AWARD to (name). 

Note: at this point the recipient comes forward to receive his/her award. They should know in 

advance that they have been selected, and should be asked to sit in the front row to reduce the 

time required for them to come to the front. The Awards Chair is to hold up the plaque for the 

audience to see, and continue as follows: 

This plaque reads as follows: (read wording of plaque). Hand plaque to recipient, who then 

returns to his or her seat. 

Outstanding Practitioner Award 

The next award to be presented is the OUTSTANDING PRACTITIONER AWARD. This award 

is presented to recognize an outstanding counselor whose time is spent primarily in direct clinical 

counseling services. Examples or persons eligible for this award are rehabilitation counselors, 

school counselors, college counselors, and community mental health counselors. The outstanding 

practitioner must be a current member of CSI who identifies him or herself as a professional 



 

 

counselor, is a member of professional associations in counseling and licensed or certified as a 

professional counselor, and spends at least 50% of his or her time in professional counseling. 

This year’s recipient is a student/faculty/professional/alumni member of our chapter. He/she has 

been active in professional counseling (in what ways?). The letters of support for his/her 

nomination state that (name) (2-3 quotes from nomination letters, specifying whether the quote is 

from the immediate supervisor or a professional colleague). 

It is my pleasure to present the 20__OUTSTANDING PRACTITIONER AWARD FOR 

(CHAPTER NAME) to (name). 

Note: at this point the recipient comes forward to receive his/her award. They should know in 

advance that they have been selected, and should be asked to sit in the front row to reduce the 

time required for them to come to the front. The Awards Chair is to hold up the plaque for the 

audience to see, and continue as follows: 

This plaque reads as follows: (read wording of plaque). Hand plaque to recipient, who then 

returns to his or her seat. 

Outstanding Research Award 

One of the goals of CSI International is to promote the knowledge base in counseling through 

research. It is a pleasure at this time to recognize an individual in our chapter who has a 

completed research project of significance to the profession. This research project reflects a 

commitment to excellence in counseling. The award recognizes and honors those who have 

recently completed research projects that show promise for outstanding contributions to the 

counseling profession. 

To be eligible for this award, the research had to have been completed between September 1, last 

year and August 31, this year. Nominations included an abstract and/or 20 page paper describing 

the research. Criteria for selecting the recipient included the clarity of the research question, the 

appropriateness and sophistication of the research design and analyses, and significance of the 

findings. 

The place award for OUTSTANDING RESEARCH in (name of) chapter is presented to an 

individual who is a first/second/third year student in the M.S./Ed.S./Ph.D. program. His/her 

professional emphasis is in school/community/gerontological/etc. counseling. His/her research 

project was titled (title) and addressed the question (state research question). Using (a sample of 

how many of what kind of people), he/she (state procedure followed). Data were analyzed using 

(statistical procedures). The primary findings of this research were (state findings). The research 

will be published in (where, if appropriate). 

It is a pleasure to present the 20__FIRST PLACE AWARD FOR OUTSTANDING RESEARCH 

to (name). 

Note: at this point the recipient comes forward to receive his/her award. 

This plaque reads as follows: (read wording of plaque). Hand plaque to recipient, who then 

returns to his or her seat. 



 

 

That concludes our awards presentations. Thank you for being with us to today to recognize 

excellence among our members. Please join me one more time in a round of applause on behalf 

of the members of our chapter, and especially the recipients of the 20__ awards. 

Certificate of Appreciation for Community Service and Advocacy 

The next award to be presented is the Certificate of Appreciation for Community Service and 

Advocacy. This award is presented to an individual who has significantly helped the chapter to 

better serve client populations and /or promote the profession of counseling. Performing 

community service and professional advocacy efforts reflects a commitment to excellence in 

counseling. This certificate recognizes and honors those who have given gifts of their time and 

energy to contribute to the counseling profession.  

 

This year’s recipient is a student/faculty/professional/alumni member of our chapter. He/she has 

been active in (what ways?). The letters of support for his/her nomination state that (name) (2-3 

quotes from nomination letters).  

 

It is my pleasure to present a 20__ CERTIFICATE OF APPRECIATION FOR COMMUNITY 

SERVICE AND ADVOCACY AWARD to (name).  

 

Note: at this point the recipient comes forward to receive his/her award. They should know in 

advance that they have been selected, and should be asked to sit in the front row to reduce the 

time required for them to come to the front. The Awards Chair is to hold up the plaque for the 

audience to see, and continue as follows:  

 

This certificate reads as follows: (read wording of certificate). Hand certificate to recipient, who 

then returns to his or her seat. 

 



 

 

Appendix N. Initiation Invitation Letter  

 

 

Dear Omega Zeta Candidates, 

Greetings from the Omega Zeta (OZ) Chapter of Chi Sigma Iota (CSI)! This is to inform you of 

an upcoming initiation ceremony for those who may have been previously invited to join Omega 

Zeta but have not yet gone through the formal process. You have completed the first two steps to 

membership, which included enrollment at CSI International (plus $50 application fee) and 

payment of your $5.00 Omega Zeta Chapter membership dues; however, you must complete 

your final and most exciting step, which is the initiation ceremony.   

According to the International Bylaws, the CSI Oath of Office, which occurs during the 

initiation, is required for the ceremony. New members who are for any reason unable to 

participate in an initiation must have an opportunity to take the oath before formal membership 

in CSI is conferred. You are not considered a full Chi Sigma Iota member until you take the Oath 

of Office and therefore may not declare yourself a member nor wear the membership regalia at 

graduation. We want to ensure your membership is conferred; therefore, we have scheduled a 

tele-initiation ceremony specifically for this purpose. Our next tele-initiation is scheduled for:  

Insert date, time, and time zone 

Dial-in #: (866) 391-9390 

Access Code #: 20493573# 

Please register with the membership committee chairs (insert Chair’s name) in advance so that 

we may call your name during roll call. We ask that you please include your physical mailing 

address so that we may send your certificate and pin.  

We look forward to your participation. If you have any further questions, comments, or concerns, 

please do not hesitate to contact us at csiomegazeta@gmail.com. 

Sincerely, 

The Executive Board 



 

 

Appendix O. Sample “Call for Writers”  

 

 

Calling All Writers! 
Interested in being published?  

Here's your opportunity! 
 

The Chi Sigma Iota – Omega Zeta Newsletter Committee is seeking articles for the upcoming 

(insert term) newsletter. We are seeking articles in the areas of clinical mental health and 

professional counseling and following are a few suggested topics: 

 

• Strategies 

• Skill sets 

• Unique approaches 

• Advocacy 

• Literature reviews/critiques 

• Professional association conference reviews/critiques 

• Professional workshop reviews/critiques 

• Personal experiences 

• Other topics of interest to the profession 

 

The topics listed above are suggested topics; please feel free to be creative! If you have other 

articles or ideas regarding the profession, please submit them. Submitted articles may range 

between 1-2 pages in length and must be written using 12 font, be double spaced, and must meet 

APA standards.      

 For those of you who are interested in a position on the Newsletter Committee, we would love 

to have you join our team! We are seeking members who are interested in submitting regular 

series for the newsletter. If you are interested in writing a series for multiple newsletters we 

would love to see your ideas so please submit a proposal.    

All articles, series proposals, and requests for becoming more involved with the newsletter can 

be emailed to: ( insert name of Newsletter Committee Chair here).   

We look forward to hearing from you! 



 

 

Appendix P. Professional Development Suggestion Form 

 

 

 

 

Greetings OZ-CSI Members, 

In an effect to increase professional development of our members, we will be offering 

Leadership and Development training to our members. We are requesting your input regarding 

specific trainings you would like to see. Please submit your request to the chapter website (csi-

net.org/omegazeta) c/o (insert Professional Development Committee Chair name here). We are 

also looking for member to conduct trainings and information workshops. In the subject line put 

Training and Development. Thank you in advance for your time and consideration. 

Best Wishes, 

(Insert Name) 

Professional Development Committee Chair 



 

 

Appendix Q. Sample “Call for Presenters” 

 

Presentation Interest Form 

Greetings Potential Presenter(s): 

The Chapter is seeking presenters to conduct workshops, trainings, and webinars to enhance OZ-

CSI member’s professional development.  Please complete this form to be considered for 

presenting an OZ-CSI workshop.  Forward form to:  

matthew.glowiak@waldenu.edu or nakpangi.thomas@waldenu.edu.  

Thank you in advance for your time and interest.  

 

Presenter(s):       

 

Topic Title: 

 

Topic Description (3-5 lines): 

 

Presenter Qualifications/Passion: 



 

 

Appendix R. Chapter Websites 

Chi Sigma Iota encourages the use of chapter groups at csi-net.org in place of chapter websites to 

disseminate helpful information to members. With the transition to the new CSI website and new 

enhanced chapter group features available, we will be phasing out the use of individual chapter 

websites and encouraging the use of OUR interactive CSI chapter groups. 

Chapter Group Resources 

The resources at csi-net.org offer chapter members an interactive experience through chapter 

groups including a variety of features including: 

• Showcase your chapter – although only approved members may post to your chapter group, 

other CSI members and prospective members (with a guest account) may view your 

group to see what you are up to. You can also get great ideas from other chapters as well. 

• Integrated within csi-net.org – CSI members can access your chapter group and all of CSI’s 

resources with a single login. It is also easier to network with other chapters and leaders 

through the state and region groups; this can be great for multi-chapter events! 

• Stay current with your chapter members – all CSI members belong to a chapter group 

making it easy for group administrators to contact all active chapter group members at 

once. 

• Custom group webpages – just like a chapter website, these offer the ability to add a variety 

of custom webpages for announcements, leadership directories, chapter documents, 

newsletters, and more. The custom pages can also be set to a wiki mode allowing group 

members to edit the page without group administrator access (great for committee 

collaboration). Additional features can also be enabled including a share/bookmark 

widget and page voting (5 stars). 

• Blogs & Forums – these offer another way for group members to interact with each other, 

collaborate, and share new ideas. Members can upload an image, file, or video with their 

posts and choose to subscribe to updates from posts they wish to follow. 

• Photo Gallery – a fun way to showcase your chapter members and activities. All group 

members can upload photos to an album so it makes it easy for any member to share the 

memories and maintain a visual record of past events. 

• Calendar –an easy-to-use calendar to create dates and events. Dates appear as information 

(e.g., holidays) and events offer more functionality like more detailed descriptions, online 

registrations, RSVPs, and online check-in. 

• Group Directory – members can find other members of their chapter and message them 

directly. This can be one way for chapters to reach out to alumni members who still 

remain active CSI members or reconnect with a colleague from another chapter you met 

at a conference or CSI event. 

• Resource Directory – each chapter group has a file manager where chapter documents can be 

upload and stored. These documents can be linked on a webpage for member access or 

maintained privately by the group administrators on the back-end; the directory may also 

be used as a file archive. 

• Multiple group administrators – the Chapter Faculty Advisor will always have 

administrative access over the group. However, up to two chapter leaders may be granted 

access by the CFA to develop and maintain the group site. 



 

 

• Group Reps – identify the points of contact for a group including the Chapter Faculty Advisor 

and Group Admin. They can be listed on your group page to identify key chapter leaders 

and offer an easy way for members to contact them. 

• User-friendly website address – all chapter groups can be accessed through the Groups link 

on the left menu, and the groups in which you are a member are accessible through the 

Groups link on the right menu after you log in. In addition, all chapter groups have an 

easy website address for posting the link offsite. For example, it will look like csi-

net.org/group/your_chapter_name (e.g., http://csi-net.org/group/alpha_beta_chi) 

• Website Tutorials for group members and administrators - the tutorials describe the group 

features and how to effectively use them. 

 

Chapter Website Transition to CSI Chapter Groups 

The 2010 chapter website policy change required all unapproved chapter websites to be deleted 

by April 2013. Chapters that reside on outside servers should be deleted or transitioned to csi-

net.org immediately in accordance with the 2010 chapter website policy. Any unapproved active 

chapter sites after April 2014 will result in a loss of chapter rebates until the issue is resolved. 

You can contact your website host for technical assistance in deleting the active chapter website. 

 
Requirements for Chapter Groups at csi-net.org 
 
Chapters are encouraged to refer to csi-net.org for the most updated information including 

membership criteria, grants, awards, etc… and use the chapter group for chapter-specific 

resources. In addition, the following guidelines apply for the administration of chapter groups: 

1. The CSI logo is trademarked. It may only be used as presented and not altered in any way. 

Chapters may review the chapter logo policy and request a chapter logo for use on 

chapter newsletters, stationary, emails, etc… Your chapter group and all the contents 

included (e.g., newsletters, event posters) must comply with the logo trademark 

guidelines.  

2. All chapter materials and correspondence outside of csi-net.org must include first the name of 

the local chapter followed by "Chi Sigma Iota” (e.g., "Alpha Chapter of Chi Sigma 

Iota”). Listing only Chi Sigma Iota is not acceptable, as this creates confusion between 

chapter and CSI International materials. 

3. Membership criteria, bylaws, and other items must be consistent with those of CSI, 

International. An approved set of chapter bylaws is linked on each chapter group front 

page. Only chapter bylaws with a February 2013 or later approval stamp are valid. Only 

CSI HQ approved changes are accepted; they are marked with a stamp initialed by the 

Executive Director. 

4. Chapter groups have been set up with a standard template for their group homepage. That 

template, font size and color, and information should remain unchanged. Additional 

custom pages may be created to add announcements and other resources and those may 

be linked on the homepage. 

5. The chapter group must maintain updated information including current chapter faculty 

http://www.csi-net.org/?tutorials
http://www.csi-net.org/?Chapter_Logos


 

 

advisors, leaders, program, and contact information.  

6. All photos on the website must be professional and represent the chapter and CSI 

appropriately. The group administrator should remove any inappropriate photos. 

 

Technical Assistance for Chapter Websites and Chapter 
Groups 

 

If your chapter website is housed in a university server, local IT departments may be your best 

source of technical assistance. If you would like additional assistance in developing your chapter 

group or transitioning your chapter website, please contact webadministrator@csi-net.org. 

Adopted Chi Sigma Iota, June 15, 2013; Updated February 4, 2014. 

mailto:webadministrator@csi-net.org


 

 

Appendix S. Chapter Internet Presence Policy 

Chapters which develop a websites, blog, Social Networking Site, or any other presence on the 

internet are required to follow the CSI Chapter Website Policy and Social Networking Policy , if 

appropriate, in the creation of the site. All aspects of CSIs policies must be addressed in creation 

of the site. Sites which comply with CSI policies will have their social networking site linked 

from their chapter group. 

The social networking site URL must be submitted to CSI for review along with the completed 

Chapter Social Networking Site Review Rubric after reading the respective policies 

demonstrating that all aspects of the policies and their intent have been fully addressed. 

Chapters are not permitted to maintain sites on the internet that have not been approved by CSI. 

Non-approved sites are to be unlinked until approval is obtained. 

Internet Plagiarism for Chapters (2011) 

When citing materials from csi-net.org on chapter websites, such as the CSI mission and vision, 

the source will be included in parentheses to show that this is a quote and the original author is 

CSI, International., i.e.: (csi-net.org). 

Chapters are encouraged to link to csi-net.org rather than quoting or copying materials from the 

website, as web page updates on CSIs website could cause chapter pages to be out-dated or 

provide inaccurate information to members. 

Failure to comply with these policies, and all policies of CSI, may result in a forfeit of the 

chapter rebate or suspension of a chapter's ability to process new memberships until the chapter's 

internet sites are in compliance. 

Adopted Chi Sigma Iota, 2010, 2011; Updated March 1, 2011 

http://www.csi-net.org/?page=Website_Policy
http://www.csi-net.org/?page=Social_Network_Polic
http://www.csi-net.org/?page=Approved_Policies


 

 

Appendix T. CSI Policy: Social Networking Sites 

Rationale 

Social networking has become a common practice and is a way for individuals and groups with 

similar interests to maintain contact, share ideas and information, and network for a variety of 

personal and professional activities. CSI supports four social networking sites and encourages 

chapters and members to: 

•   Become a fan of CSI on Facebook: Read announcements from CSI Headquarters on the 

world's largest social networking site.  

•  Connect with us on LinkedIn: Communicate with other CSI members on a site that 

emphasizes professional networking.  

•   Follow us on Twitter: Receive brief updates and links from CSI on this microblogging 

website.  

•   Join CSI on Google+: View announcements from CSI on a social networking site linked 

to your Gmail account. Add CSI to a circle to view our announcements. 

Policy Statement 

CSI chapters may choose to develop social networking sites for their local chapters on one or 

both of these sites. Social networking sites must be consistent with the following CSI Bylaws 

and policies and developed only with the prior knowledge and approval of the Chapter Faculty 

Advisor. 

Specific attention should be given to the following: 

 The CSI logo and related identification are U.S. government registered trademarks. 

Chapters wishing to use the name and logo on a Facebook or any other internet site other 

than a chapter web page must request approval from CSI using the Request to Use CSI 

Logo Form. On the form, chapters may request to use one of the CSI Chapter logos 

and/or a chapter banner which includes the logo, chapter name, and indication of CSI's 

membership in the Association of College Honor Societies.   

 Only members or prospective members of CSI may be included in the social networking 

site. Therefore, the site should be "closed." For example, Facebook users must request to 

join and be approved by the site administrator. Chapters may choose to include 

prospective members, including new students, in the group to help them learn about 

CSI.  

 Chapters should encourage group members to maintain active membership in CSI and 

may by their choice limit access only to active members of the chapter and CSI.  

 The title of the Social Networking site must include first the name of the local chapter 

followed by "Chi Sigma Iota” i.e "Alpha Chapter of Chi Sigma Iota.” Listing sites as Chi 

Sigma Iota is not acceptable, as this creates confusion between chapter sites and the CSI 

International site.  

 The social networking site must include a link to the Chi Sigma Iota home page: 

http://www.csi-net.org. For Facebook sites, a link to the CSI Facebook page, XXX, must 

be included: http://www.facebook.com/pages/Greensboro-NC/Chi-Sigma-

https://www.facebook.com/pages/Chi-Sigma-Iota/385421170164
http://www.linkedin.com/groups/Chi-Sigma-Iota-Counseling-Academic-2045993?trk=myg_ugrp_ovr
https://twitter.com/ChiSigmaIota
https://plus.google.com/110008317495276135050/about
http://www.csi-net.org/?Chapter_Logo_Request
http://www.csi-net.org/?Chapter_Logo_Request
http://www.csi-net.org/?page=Chapter_Logos
http://www.facebook.com/pages/Greensboro-NC/Chi-Sigma-Iota/385421170164


 

 

Iota/385421170164.  

 The description of the Social Networking site must accurately represent CSI in all aspects 

including the following text:  A group for members of the XXX Chapter of Chi Sigma 

Iota, "the counseling academic and professional honor society international," at XXX 

University. This will be a place for us to post events and share information regarding 

XXX Chapter of Chi Sigma Iota activities and counseling in general. Chi Sigma Iota 

International is not responsible for the content of this site."  

 CSI must be identified as a professional organization on Facebook and other Social 

networking sites.  

 Facebook prohibits using a personal profile to represent a professional organization. 

Chapters with a Facebook site should abide by this policy and create a Facebook Group.  

 Chapters making a Facebook Group should select "Organization" as the type and 

"Professional Organization" as the subtype; other social networking sites should make 

similar designations. For Facebook groups created in 2011 and after, selecting a subtype 

is no longer possible.  

 Some universities have a "Groups for Schools” site on Facebook that includes groups 

created by student associations. "Groups for Schools” require a university email address 

and alumni members of the chapter will be unable to join, so a chapter’s Facebook group 

should not be set up within the university’s "Groups for Schools” site.  

 Facebook Pages (also known as "Like” pages) cannot be restricted to chapter members. 

Groups and Pages offer most of the same features, so chapters with an existing Facebook 

Page should transfer the material on their current site to a new Facebook Group.  

 Chapter Faculty Advisors are award of the social networking site and have agreed to be 

listed as administrators.  

 If the chapter Past-President, President, and President-Elect are members of Facebook or 

another social networking site, they should be provided with administrator access to the 

chapter's site.  

 The fact that the chapter has a Facebook or other social networking site must be reported 

to CSI Headquarters when the site is posted and must include information regarding the 

site (Including current membership in the site) on the chapter's Annual Plan if newly 

proposed and Annual Report if continued during the preceding year.  

 Facebook and other social networking site content may be monitored by CSI international 

and the CFAs of those chapters. Chapter social network sites that are no longer being 

used and monitored should be discontinued by the chapter no later than submitting the 

next Annual Report to CSI. 

 Chapters not in compliance with CSI policy regarding an active Facebook site will be 

notified of the changes required to be in compliance. Those who do not comply within 

the specified time frame may forfeit their annual rebate or face other sanctions. Individual 

members who violate these conditions in spite of requests to do otherwise at the 

discretion of the Executive Council may have their membership suspended or revoked 

per the CSI Bylaws with appropriate notification to the chapter of such action.  

 All social networking sites must post contact information for Chi Sigma Iota, including 

the csi-web page (www.csi-net.org) and instructions for contacting CSI directly with any 

concerns about the site. Members concerned about a posting on any CSI chapter 

http://www.facebook.com/pages/Greensboro-NC/Chi-Sigma-Iota/385421170164


 

 

Facebook site may email info@csi-net.org. These sites are for the sole purpose of 

promoting excellence in the profession of counseling through professional development, 

leadership, research, and scholarship. Misuse would include but not be limited to 

promoting a partisan political agenda or taking a stand in relation to a non-consensus 

social issue such as right to life or assisted suicide. Informed dialogue can be appropriate 

when properly monitored by the CFA and conducted as a forum for the purpose of 

professional development. 

 To gain approval, chapters must submit the rubric (see below). After the rubric is 

submitted to CSI Headquarters, the CSI Social Networking Consultant will request to 

join the chapter's social networking site and review its content. To facilitate this process, 

please include the requested chapter contact information at the top of this rubric.  In the 

case of Facebook and LinkedIn groups, the CSI Social Networking Consultant must be 

given administrative access to the group to ensure that it can be edited or removed if all 

of the other site administrators leave the group.  

 

Complete the Review Rubric and Gain Approval for 
Your Chapter Site 

This social networking sites rubric must be completed by chapters creating social networking 

sites, which includes groups on Facebook, Twitter, LinkedIn, and Google+. Other types of social 

networking sites may be acceptable, but please contact Dr. Stephen Kennedy, Director of 

Member Services, at stephen.kennedy@csi-net.org before using a different program to create 

your site. 

If a chapter has a previously approved site in one of these categories (e.g. Facebook), please note 

that the earlier site must be deleted before a new site of the same type can be created.  Links to 

all previously approved sites are available in your chapter's csi-net.org profile. 

To gain final approval of a new site, please fill out the appropriate Chapter Social Networking 

Site Review Rubric below: 

•   Facebook Rubric 

•  LinkedIn Rubric 

•   Twitter Rubric 

•   Google+ Rubric 

•   OrgSync Rubric 

If you have any questions, you may contact social.networking@csi-net.org. 

Once your site is approved, a link to your social networking site can be added to your chapter 

group page. 

Chi Sigma Iota, 2010; Updated October 10, 2011. 
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Appendix U. Chapter Logos 

All chapter materials and correspondence outside of csi-net.org must include first the name of 

the local chapter followed by "Chi Sigma Iota” (e.g., "Alpha Chapter of Chi Sigma Iota”). 

Listing only Chi Sigma Iota is not acceptable, as this creates confusion between chapter and CSI 

International materials. 

The CSI chapter logos are available for chapter use to identify the chapter more easily. You may 

request approval for using the CSI chapter logos by completing the Chapter Logo Request Form 

and agreeing to comply with the Criteria for Use (see below). Once your request is approved, the 

images will be emailed to the contact person requesting them. 

Chapter Logos 

Chapter logos may be requested by chapters. They include your chapter and university names 

with any of the Trademarked CSI Logos. Sample CSI Chapter Logos are provided below. You 

may request approval for using the CSI chapter logos by completing the Chapter Logo Request 

Form and agreeing to comply with the Criteria for Use (see above). 

 

2 color version, seal 1 color version 
grayscale 

version, seal 

grayscale 

version 

 

Chapter headers can also be useful as newsletter, email, and/or Facebook headers. The chapter 

header will include the chapter name as shown below. 

 

 

http://www.csi-net.org/?Chapter_Logo_Request
http://www.csi-net.org/?Chapter_Logo_Request
http://www.csi-net.org/?Chapter_Logo_Request


 

 

Criteria for Use of CSI and Chapter Logos 

Chapters of CSI may request an official chapter logo from the CSI Executive Director that 

includes the name of their chapter and university in addition to CSI’s trademarked logo (also 

referred to as its service mark) and its related identity marks, symbols, and slogans. Chapters 

using the official chapter logo need to be aware of the following: 

• Federal regulations concerning trademarks mandate that the chapter logo only be used as 

allowed by Chi Sigma Iota. 

• CSI will, upon request, provide the chapter with an official CSI Chapter Logo. This logo may 

not be altered in any way including color, shape, text, etc. 

• The Chapter Logo may be used without further permission for chapter letterhead, newsletters, 

web pages (though the official CSI banner will always be on the web page), and flyers 

promoting chapter activities. 

• Any other uses require prior permission from CSI. 

• No other logo, service mark, or CSI related statements, slogans, acronyms, etc. may be used 

without CSI permission. 

• The Chapter Logo may not be used for merchandise creation and sales of any kind, including, 

but not limited to, t-shirts, coffee mugs, and other logo items. All official logo 

merchandise items must be ordered through the CSI Store. 

• Chapters must be clear in their promotional or related materials and activities that they are a 

chapter of CSI. Normally, the host university name will be included as well. Contracts or 

legally binding agreements must be clear in not holding CSI liable for actions of chapter 

members or chapter representatives. In fact such agreements must be on the basis of 

personal responsibility and not affiliation with CSI per se. 

• Evidence of violation of these conditions may result in consequences to the chapter including 

withholding chapter rebates, suspending membership processing, and ultimately being 

placed in an inactive chapter status. 

 

You also may request use of the CSI Logo for a social networking site (e.g., Facebook, 

LinkedIn) or a chapter website through the office of the CSI Executive Director. In all cases, you 

must follow the Chapter Internet Presence & Internet Plagiarism Policy, Social Networking 

Policy, or the Chapter Website Policy and requests will be submitted as directed in those 

policies. 

Trademark 

csi-net.org and all related logos, products and services described in this website are either 

trademarks or registered trademarks of Chi Sigma Iota, and may not be copied, imitated or used, 

in whole or in part, without the prior written permission of Chi Sigma Iota. In addition, all page 

headers, custom graphics, button icons, and scripts are service marks, trademarks, and/or trade 

dress of Chi Sigma Iota and may not be copied, imitated, or used, in whole or in part, without the 

prior written permission of Chi Sigma Iota. 

These Logos may not be altered, modified, or changed in any way, or used in a manner that is 

disparaging to Chi Sigma Iota, its chapters or members. Logos may not be displayed in any 

http://www.csi-net.org/?page=Internet_Policy
http://www.csi-net.org/?page=Social_Network_Polic
http://www.csi-net.org/?page=Social_Network_Polic
http://www.csi-net.org/?page=Website_Policy


 

 

manner that implies sponsorship or endorsement by Chi Sigma Iota except those specifically 

approved by its Executive Council. 
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