Delta Upsilon, Arlington Chapter, Pre-Planning Schedule

8 weeks before the event:
· Secure the dates and times to hold both Rite I and Rite II
ceremonies.
· Secure the room/facility in which to hold Rite I.
· Secure the room/facility in which to hold Rite II.
· Secure a room/facility/restaurant where a post-ceremony
reception or celebration may be held.
· Secure a keynote speaker (preferably a DU alumnus) to
deliver the Charge and confirm his travel plans.
· Prepare the invitation to send to chapter members,
chapter alumni, local alumni of other DU chapters, parents,
campus officials, keynote speaker, and community leaders.
· Order any necessary items from the International
· Headquarters (badges, invitation cards, ribbon, gifts, etc.).

7 weeks before the event:
· Distribute ritual books to the initiation team.
· Distribute a schedule of practice dates/times to the initiation
team.

6 weeks before the event:
· Print the invitations to the ceremony.
· Prepare mailing labels.
· Assemble the invitations for mailing or delivery.

5 weeks before the event:
· Mail the invitations.
· Acquire or confirm the keynote speaker’s gift.

4 weeks before the event:
· Confirm with the facility the dates and times of the events,
room set up, additional requirements, and any changes.
· Confirm the details with the reception facility.
· Contact the initiation team to confirm the practice dates.
· Conduct the first practice with the Initiation Team. (10/12/11)

3 weeks before the event:
· Contact the keynote speaker to touch base with him, and to
retrieve a short biography on the speaker to assist in
delivering his introduction before he delivers the charge.

Introducing a Guest Speaker
1. Obtain a bio from him, giving his correct name, chapter,
and year, and any pertinent information that the speaker
would like said.
2. Confirm the correct pronunciation of the speaker’s
name.
3. ALWAYS introduce a Brother with his first and last
name, his chapter, and year. (Ex: “Brother James A.
Garfield, Williams ‘56”). The introduction should
FOLLOW the biographical information.

2 weeks before the event:
· Conduct a second practice of the ceremony with the
Initiation Team. (10/26/11)
· Finalize the ceremony details. Print enough programs for
the event.
· Prepare the Candidate Notification Letters and
envelopes.
· Send to the cleaners any ceremonial robes, suits, etc. that
may be used in the ceremony.
· Print/copy the song sheets for the ceremony.

1 week before the event
· Conduct a third practice with the Initiation Team. (11/2/11)
· Mail or deliver the Candidates Notification Letters.
· Ensure there is the necessary supply of ribbon and badges,
robes/suits are returned, guest count is established, song
sheets and programs are ready, keynote speakers gift is
ready, and the Roll Book is in possession.
· Confirm once again with the facilities to go over last minute
details.
· Remind the chapter of the time, date, place, dress code,
appropriate behavior, etc. (11/13/11, 7:00pm, Lone Star Auditorium at the Maverick Activity Center, Badge Attire)
· Make a courtesy call to the speaker to confirm details.

Three days before the event
· Conduct a final practice with the Initiation Team. (11/10/11)
· Prepare/clean any chapter property that might be visited by
guests.
· The Master should finalize his remarks that he will use to
introduce the speaker during the ceremony.
· Conduct a meeting with the Associate Member Educator and
the Treasurer - to ascertain that all candidates have met the
requirements for initiation (this includes collecting the
initiation fee).

The day of the event: November 13th, 2011
· Maintain the dignity that this ceremony commands.
· Follow the initiation ceremony agenda.

iyt
e e oy s

P ——

e o e o (711)

e st gy e

e




