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The Greater Northwest Region 
 

 
 
 
This Greater Northwest Region Handbook is designed to provide information about the 
region and its procedures to its chapters, officers, members, and advisors.  Additional 
information, current updates, and various forms can be found on the Greater Northwest 
Regional website at www.gnrptk.org. 
 
The data is as current as was available at the time of printing, based on input from 
chapters.  If there are inaccuracies, please let the Regional Coordinator and/or President 
know.  This handbook, along with information found on the Greater Northwest Region and 
International websites, should provide you with the information you need to conduct a 
very successful year for your chapter. 
 
A current, up-to-date Regional Directory is posted and maintained on the International 
website at http://www.ptk.org/regions/Greater_Northwest_Region.htm.   
 
Put the Hallmarks into practice in all the areas of your life – focus on your scholarly 
endeavors with developing leadership skills through service, all while networking and 
fellowshipping with those around you!   
 
Deena Bisig 
  
Regional Coordinator 
 
Contact Info: 
1933 Fort Vancouver Way; FHL 222 
Vancouver, WA  98663 
360-896-9994 
dbisig@clark.edu 
 
 
 

http://www.gnrptk.org/
http://www.ptk.org/regions/Greater_Northwest_Region.htm
mailto:dbisig@clark.edu
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The Phi Theta Kappa Mission 

"The purpose of Phi Theta Kappa shall be to recognize and encourage scholarship among 
two-year college students. To achieve this purpose, Phi Theta Kappa shall provide opportunity 
for the development of leadership and service, for an intellectual climate for exchange of ideas 
and ideals, for lively fellowship for scholars, and for stimulation of interest in continuing 
academic excellence." 

Phi Theta Kappa's mission is two-fold: 1) recognize and encourage the academic 
achievement of two-year college students and (2) provide opportunities for individual 
growth and development through participation in honors, leadership, service and 
fellowship programming. 

 

 

Phi Theta Kappa Organizational Structure 
 

Headquarters 
(Jackson, MS) 

 
 

Divisions 
(I, II, III, IV - Greater Northwest is part of Division IV.) 

 
 

Regions  
(There are 29 regions; the Greater Northwest Region includes Alaska, Canada, 

Montana, Northern Idaho, and Washington.) 
 
 

Districts  
(I, II, III, IV, V – Dependent on where you are located.) 

 
 

Chapters  
(Over 1250 chapters worldwide.) 
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Membership in Phi Theta Kappa 
 
Your commitment to scholarship and your desire to achieve academic excellence have 
been rewarded by membership into the Phi Theta Kappa International Honor Society. 
Phi Theta Kappa has recognized academic excellence in the two-year college since 
1918 and has become the largest and one of the most prestigious honor societies in 
higher education. More than 2 million members have been inducted at over 1,200 
colleges located in all 50 of the United States, U.S. territories, British Virgin Islands, 
Canada, Germany, Marshall Islands, Micronesia, United Arab Emirates and Palau. 
 
Phi Theta Kappa membership is based primarily upon academic achievement. 
Invitation to membership may be extended only by the local chapter at the institution 
offering an associate degree program; you must have completed at least 12 hours of 
course work leading to an associate degree program (part-time students may be 
eligible); you must generally have a grade point average of 3.5 and enjoy full rights of 
citizenship of your country. The chapter may raise eligibility standards as long as they 
are in accordance with the Society’s International Constitution. 

 

 
Phi Theta Kappa Headquarters 

 
The team of staff members at the International Headquarters is dedicated to ensuring a 
positive membership experience for every student inducted into a local chapter. This 
goal is achieved through the development of quality chapter programs and by providing 
assistance to advisors, officers, and members. 
 
Phi Theta Kappa Center for Excellence 
1625 Eastover Drive 
Jackson, MS 39211 
 
Toll-free telephone numbers: 
 
Main switchboard 800.946.9995 
 
Recognition Services 800.946.9996 
 
Membership Services 800.946.9997 
 
Advisor Hotline 877.785.1918 
 
Phi Theta Kappa International Honor Society Website:  http://www.ptk.org 
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Greater Northwest CONSTITUTION & BYLAWS 
04/08/11 

  

  

A R T I C L E  I .   N A M E  O F  O R G A N I Z A T I O N  
 

The name of this organization shall be known as the Greater Northwest Region of Phi Theta 
Kappa, and is comprised of Alaska, Canada, Montana, Northern Idaho, and Washington. 
  

A R T I C L E  I I .   P U R P O S E  O F  O R G A N I Z A T I O N  
  
The purpose of this organization shall be to provide a means through which Chapters of Phi 
Theta Kappa International Honor Society in the Greater Northwest Region may better 
achieve the goals and purposes of the Society, to promote participation by members of the 
Greater Northwest Region of Phi Theta Kappa in region-wide activities; and to foster 
fellowship and understanding among Phi Theta Kappa members in the two-year college 
community and the Greater Northwest Region. 
   

A R T I C L E  I I I .   D I V I S I O N S  O F  O R G A N I Z A T I O N  
 

Section 1: Executive Board. 
Part A: The Executive Board shall consist of the Regional Officers and the Regional  
              Coordinator. 
Part B:  The Regional Coordinator shall serve as a non-voting, ex-officio member. 

  
Section 2: Chapter Membership. 

Part A: Chapter membership shall consist of the Chapters of the Greater Northwest  
              Region that meet the requirements for Membership in Phi Theta Kappa and  
              are in agreement with the Phi Theta Kappa Constitution and Bylaws. 
Part B: To be considered a Chapter in Good Standing, and to retain voting privileges, 

Chapters shall pay Regional dues, as specified in Article VII, Section1. 
  
Section 3:  Regional Coordinator. 
  Part A: The Regional Coordinator is appointed by Phi Theta Kappa. 

Part B: The Regional Coordinator shall support the programs and activities of the 
Region, as defined by the Society and this Constitution, and strive toward 
Three-Star status of the Region.  

 PREAMBLE 
That academic excellence among community college students may be nurtured; that 
opportunity may be provided for leadership training; that an intellectual climate may be 
promoted for and exchange of ideas; and that scholarship may be imbued with desire for 
continuing education, we dedicate ourselves as fellows of Phi Theta Kappa. Among us, 
membership is a privilege earned by qualifications, honor, and service. In the conduct of our 
activities, truth shall be our quest, diligence our staff, and achievement our purpose. 
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Part C: The Regional Coordinator shall meet with the Executive Board and 
Coordinator Advisory Board throughout the annual year to plan and direct 
the affairs of the Region for the mutual benefit of the Membership. 

Part D: The Regional Coordinator shall duly represent the Region through academic 
and community associations. 

Part E: The Regional Coordinator shall be responsible for coordinating and 
overseeing the facilitation of all Regional business meetings, conferences, and 
conventions. 

  
Section 4:  Regional Coordinator Advisory Board. 
  Part A: The purpose of the Regional Coordinator Advisory Board is to support the  
                Regional Coordinator by performing tasks as assigned by the Regional  

Coordinator and to advise the Regional Coordinator and the Executive Board. 
Part B: Members of the Regional Coordinator Advisory Board shall be the Regional 

Coordinator, a minimum of three Chapter Advisors, the Executive Board, and 
one Alumni Member. 

Part C: The Regional Coordinator may recommend candidates and shall oversee the 
election of a Coordinator Advisory Committee, explain the responsibilities of 
the committee, and serve as a member. This election may be held at any 
Advisor’s meeting. 

Part D: The term for Advisors shall be two years, to provide opportunity for others 
to serve the Region, and may be renewed. 

Part E: The term for an Alumni Member shall be one year, to provide opportunity for 
others to serve the Region, and may be renewed. 

Part F: The Chapter Advisor or Alumni Member may be removed from the Board by 
the Regional Coordinator taking into consideration recommendations from 
the Coordinator Advisory Board. 

                                                    
Section 5: Presidential Ambassador. 

Part A: An outstanding and respected community college president from within the 
Region may be appointed by the Regional Coordinator, with the approval of 
the Executive Board, to serve as Presidential Ambassador for the Region.  

   Part B: The term of service shall be one year, and may be renewed. 
Part C: The Presidential Ambassador shall represent Phi Theta Kappa and Greater 

Northwest Region programs and activities through his/her affiliations, as 
appropriate. 

Part D: The Presidential Ambassador shall encourage the Membership at Regional 
meetings and events. 

Part E: The Presidential Ambassador and Regional Coordinator shall discuss 
Regional progress on an as needed basis. 

  
Section 6: Ad hoc Committees. 

Part A: Ad hoc Committees may be formed of current and alumni members, to 
maintain fairness, by the Regional Coordinator and/or Executive Board as 
deemed necessary, to fulfill specific needs of the Region. 
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Part B: Members of ad hoc Committees shall be appointed by the Regional 
Coordinator and/or the Executive Board and may have as many members as 
deemed necessary. 

Part C: Selection of the Chair of the ad hoc Committee shall be determined by the 
Committee. 

Part D: Information gained from Committee work shall be presented to the Executive 
Board by the date requested in the manner requested by the Executive 
Board. 

  
Section 7: Alumni Chapters. 

Part A: An Alumni Chapter of the Greater Northwest Region of Phi Theta Kappa is 
one which is fully affiliated with Phi Theta Kappa International Honor 
Society; has been included in the role of Alumni Chapters by having complied 
with the requirements necessary to be an official Alumni Chapter; and has 
been issued an Alumni Chapter charter. 

   
A R T I C L E  I V .   E X E C U T I V E  B O A R D  

  
Section 1: Eligibility. 
  Part A: Candidates must be present at the Regional Convention. 

Part B: Candidates must be active Chapter Members in Good Standing, of a Chapter 
in good Standing, and meet all requirements of Membership in the Society. 

Part C: A Regional Officer shall: 
1)   Attend a two year college for the academic year of their term in office 

and provide verification of enrollment in college level courses totaling 
at least six credit hours per academic term, at least half of which are 
on campus, that apply toward a degree. 

2) Provide an unofficial transcript to the Regional Coordinator within 
one week of the posting of grades at the end of each grading period. 

3) Failure to maintain eligibility will result in immediate commencement 
of removal process as stated in Article IV, section 4 of the Constitution. 

Part D: Candidates must be nominated by their Chapter and meet the application 
requirements as outlined in the Regional Handbook. 

Part E: The Regional Coordinator must receive required nomination materials one 
(1) week before the annual Regional Convention for processing purposes. 

Part F: Regional Officers are limited to holding office for two years regardless of 
position. 

  
Section 2: Selection Process. 

Part A: Regional Officers shall be elected and installed at the Regional Conference 
(spring). 

Part B: Election shall be by a simple majority vote of the delegates at the Regional 
Convention. 

Part C: One official delegate per Chapter represented at the convention is allowed to 
vote. 
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Part D: Should any district be absent of a nominated candidate, that office will 
remain open.  If candidates from a district without a representative presents 
themselves, voting will proceed as stipulated in Article VI, Section 1, part D. 

Part E: Uncontested positions will only be filled by a 2/3 majority vote of the 
chapters present.  

Part F: A non-voting option will be available to voting delegates. 
  
Section 3: Official Duties. 

Part A: Official duties of all Regional Officers are specified in the Bylaws. 
Part B: Specific powers of each Regional Officer are specified in the Bylaws. 

  
Section 4:  Replacement. 

Part A: Resignations. Should any Regional Officer find that he/she must resign from 
office during his/her term, the Officer must submit a letter of resignation to 
the Executive Board within 7 days of the announcement. 

Part B: The Coordinator shall receive recommendations from the Executive Board 
and the Advisory Board for consideration to make an interim appointment to 
fill the vacancy. 

Part C: The Coordinator can make the interim appointment, a Member in Good 
Standing as defined in the Constitution and Bylaws of Phi Theta Kappa, until 
ratification of that appointment at the next Regional Business Meeting. 

Part D: Upon ratification, the appointee shall serve as a full member of the Executive 
Board for the remainder of the replaced officer’s current term of office. 

Part E: Removal. If any Regional Officer fails to fulfill the duties of that office, or fails 
to communicate with the Executive Board as deemed necessary by the Board 
and Regional Coordinator, that Officer may be removed from office, as 
specified in the Bylaws. 

Part F: The Regional Coordinator may temporarily reassign duties to another 
Regional Officer upon initiation of impeachment procedures, and until a 
determination is made. 

Part G: Upon failure to remove the officer during the impeachment process, the 
officer in question shall resume his/her duties as Regional Officer. 

Part H: Upon removal of the officer, the Regional Coordinator shall receive 
recommendations from the Executive Board and the Coordinator Advisory 
Board for consideration in making an interim appointment, as specified in 
the Bylaws, until ratification of that appointment at the next Regional 
Business Meeting. 

Part I: Upon ratification, the appointee shall serve as a full member of the Executive 
Board for the duration of the term of office. 

  
Section 5: Succession. 

Part A: Should a Regional President find it necessary to leave office during his/her 
term, the Regional Vice President shall be appointed to fulfill the duties of the 
Presidency. 

Part B: Should any other Regional Officer find it necessary to leave office during 
his/her term, the Regional Coordinator shall temporarily reassign those 
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duties to another Regional Officer until a replacement is appointed, as 
specified in Article IV, Section 4, A-D. 

  
A R T I C L E  V .   R E G I O N A L  M E E T I N G S  

  
Section 1: Official Regional Meetings. 

Part A: There shall be two required Regional Meetings per year, as stated by the 
Society: the Spring Regional Conference and the International Convention 
Regional Meeting.  Location for the Spring Regional Conference is determined 
by Bylaws Article I, Section 2, Part A.  Location of the International 
Convention Regional Meeting is determined by the international 
organization. 

Part B: In addition, training shall be offered and business meetings convened at all 
Official Regional Meetings held by the Region. 

Part C: All Chapters of the Region shall be notified of all Official Regional Meetings in 
a timely manner. 

Part D: Any Chapter in Good Standing shall be eligible for hosting Official Regional 
Meetings, and shall comply with the proposal guidelines, as specified in the 
Regional Handbook, and shall be selected by a vote of the Membership, or 
ratification, if only one offer is received. 

Part E: All Official Regional Business Meetings shall be presided over by the Regional 
President or his/her designee, in conjunction with the Executive Board. 

Part F: Roberts’ Rules of Order, Newly Revised Version, is the parliamentary 
guideline for all Official Regional Business Meetings, to be used at the 
discretion of the Regional Executive Board. 

Part G: Require that chapters sign in at the registration on the first day of a 
conference and be present at the chapter roll call at the business meeting on 
the last day. Both requirements should be met in order for a chapter to be 
counted as a participant of Regional conference/meeting. 

  
Section 2: Board Meetings. 

Part A: The Executive Board and Regional Coordinator shall meet before each 
Official Regional Meeting, and during the year periodically, to conduct 
Regional business. 

Part B: The Advisory Board shall meet at Official Regional Meetings to review the 
progress of the Region, to provide input and to plan strategies for growth. 

  
A R T I C L E  V I .   V O T I N G  

  
Section 1: Criteria. 

Part A: All Chapters in Good Standing of the Region shall have the right to select one 
voting delegate, in attendance at Official Regional Business Meetings to 
represent the opinion of their Chapter. 

Part B: The Chapter delegate shall vote regarding business presented to the 
Membership at Official Regional Business Meetings, and a 3/5ths vote shall 
rule. 
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Part C: For elections and ratification of appointments, a simple majority vote of the 
Chapter delegates in attendance shall rule, and may be cast by Official Ballot, 
as decided by the Board. 

Part D: In the event that an item needs to come to vote in a quarter without a 
Regional Business meeting, the vote may proceed as following:   
1) Emergency voting can only be qualified as official business if it is brought 

to the conference by a regional board member. 
2) Voting delegates of chapters in attendance of the district meeting will 

vote.   
3) In the presence of the District Vice-President, the votes may be counted 

by two advisers not from the District Vice-President's chapter.   
4) The votes will be reported by each District Vice-President at the next 

Regional board meeting where all votes will be tallied and the vote will 
pass.   

  
A R T I C L E  V I I .   F I N A N C E S  

  
Section 1: Regional Dues. 

Part A: To be a Chapter in Good Standing, Regional Dues must be paid in full for each 
new inductee into the organization. 

Part B: To change the amount of Regional Dues, it shall require a 3/5ths vote of the 
delegates at an Official Regional Business Meeting. After a passing 3/5ths 
vote, the changes must be submitted to International Headquarters for final 
approval. 

  
Section 2: Accountability. 

Part A: The Regional Coordinator shall serve as custodian of Regional funds. 
Part B: The Coordinator and Executive Board shall publish a financial report to be 

presented at each Official Regional Business Meeting. 
Part C: The Regional budget is considered public information to the Regional 

Membership and to Phi Theta Kappa. 
  
Section 3: Scholarships.  The Region may opt to award scholarships in the form of paid 

registrations to Regional Events. 
  
Section 4: Awards Program. The Region shall provide funds to purchase Regional 

awards to be presented to Members/Chapters at the annual convention. 
  

A R T I C L E  V I I I .   C O N S T I T U T I O N A L  A M E N D M E N T S  
  
Section 1:  Constitutional Amendments may be initiated by the Executive Board and/or 

the Coordinator Advisory Board. 
  
Section 2: Recommendations for proposed Constitutional Amendments may be 

submitted in writing for consideration to the Executive Board from the 
Membership of Chapters in Good Standing. 
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Section 3:  All proposed Constitutional Amendments shall be published and provided to 

the Membership at least twenty-one (21) days before voting shall take place 
at the next Official Regional Business Meeting. 

  
Section 4: A 3/5ths vote of the delegates from Chapters in Good Standing in attendance 

at the next Official Regional Business Meeting shall be required to amend the 
Constitution. 

  
A R T I C L E  I X .   B Y L A W S  

  
Section 1: Adoption. 

Part A: Such Bylaws as may be necessary to implement this Constitution may be 
adopted. 

Part B: Bylaw Amendments shall be subject to a 3/5ths vote of delegates from 
Chapters in Good Standing in attendance at any Regional Business Meeting, 
as defined in this Constitution. 

Part C: Bylaws may not conflict with any provision of this Constitution. 
Part D: All proposed Bylaw Amendments shall be published and provided to the 

Membership at least twenty-one (21) days before the voting, which is to take 
place at the next official Regional Business Meeting. 

  
Section 2: Interim Amendments. 

Part A: Upon finding that “time is of the essence” concerning a Bylaw Amendment, 
the Executive Board may pass an Interim Amendment by an Executive Board 
majority vote. 

Part B: Interim Bylaw Amendments shall expire, unless ratified by a 3/5ths majority 
vote of delegates from Chapters in Good Standing in attendance at the next 
Official Regional Business Meeting. 

Part C: Interim Bylaw Amendments shall be made available to every chapter 
representative at conference registration.  At the International Convention, 
notice of Interim Bylaw Amendments will be given to chapter 
representatives at the beginning of the regional business meeting. 

  
A R T I C L E  X .   F I N A L  I N T E R P R E T A T I O N  

  
Final interpretation of this Constitution, and any Bylaws authorized by this Constitution, 
shall be the responsibility of the Regional Coordinator Advisory Board and the Regional 
Coordinator. The Advisory Board and Regional Coordinator shall adopt procedures for 
arbitrating disputes and allowing for testimony, either verbal or written, of all viewpoints, 
prior to the issuance of a final interpretation. 
  
A R T I C L E  X I .   A D O P T I O N  O F  P H I  T H E T A  K A P P A  I N T E R N A T I O N A L  

B O A R D  P O L I C Y  S T A T E M E N T  
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The Greater Northwest Region shall support the Executive Board of Directors of the Phi 
Theta Kappa International Honor Society in the Board’s priority mission of “Scholarship 
first” through the promotion of scholarly activities in all Official Regional Business 
Meetings. 

 
Bylaws 

04/08/11 
  
  

A R T I C L E  I .  R E G I O N A L  O F F I C E R S  
  
Section 1:               General Official Duties. 

Part A: Communicate closely with the Regional Coordinator and fellow Officers. 
Part B: Submit a statement of professional goals for the Region to the Regional 

Coordinator for publication in the first newsletter, due 60 days into the 
appointment term. 

Part C: Uphold the standards of Membership and support the principles, ideals and 
programs of the Society, serving the Region as a role model and sign the 
regional officer code of conduct. 

Part D: Be ready to travel to various Regional, District, and/or International 
meetings, possibly serving in the following roles: keynote speaker, master of 
ceremonies, workshop leader, and Society ambassador. Have a prepared 
speech which can be adjusted to meet the needs of the invitation. 

Part E: Notify the Regional Coordinator, prior to the event, of all invitations to 
represent the Region and District at chapter and/or other events. 

Part F: Prepare an autobiography and article(s) for the regional newsletter 
distributed at International Convention, and a year-end report and article(s) 
for the regional newsletter distributed at Regional Convention.  All materials 
must be submitted at least 30 days prior to distribution of the newsletter.  All 
materials must also be submitted to the regional webmaster. 

Part G: Regional Officers will attend all regional conferences in their entirety. 
Part H: Maintain correspondence with the Division IV Vice President, sister 

region officers as needed per business obligations. Initiate/maintain 
monthly contact with assigned liaison chapters. 

Part I: Meet on a regular basis with the Regional Coordinator and Executive Board 
(monthly, or as scheduled) to direct the Region and to assist in development 
of agendas for Official Regional Business Meetings.  For District Vice-
Presidents with substantial travel distances, arrangements may be made by 
the current regional board to allow for “virtual attendance” as set forth by 
that board. 

Part J: Preside over all Official Regional Business Meetings, including the Annual 
International Convention’s Regional Business Meeting. (Attendance to the 
International Honors Institute is recommended but not required.) 

Part K: Use Roberts’ Rules of Order, Newly Revised, as designated in the 
Constitution, Article 5, Section 1, Part F. 
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Part L: Support your local chapter in regular activities, meetings, etc., integrating 
them with the Region, District and their goals. 

Part M: Regional Officers are prohibited from missing two consecutive regional  
board Meetings.   

 
 
Section 2: Individual Duties of the Executive Officer. 

Part A: President shall: 
1) Preside over all Official Regional Business Meetings and Executive Board  

Meetings. 
2) Direct regional activities and projects. 
3) Act as Parliamentarian and be familiar with Roberts’ Rules of Order. 
4) Keep the Regional Coordinator aware of his/her Regional plans and 

activities. 
5) Monitor the performance of the duties of the Executive Board. 
6) Host the Spring Regional Convention.  
7) Attend the District Convention your home chapter is located within.  

Attendance to other District Conventions is not required but encouraged. 
8) Maintain current regional directory of advisors. 
9) Oversee the Region’s fund-raising projects. 
10) Call membership roll at the beginning of district meetings and Regional 

Business Meeting held at International Convention.  
11) Maintain the Regional Facebook page.  
12) Compile district reports from District Vice-Presidents to create a 

newsletter for Regional Convention and International Convention. 
 

Part B: Each District Vice-President shall: 
1) Assist the President when called upon. 
2) Host District Conventions in quarters where there is no Regional 

Convention or International Convention.  If District Vice-President’s 
school is not compatible with hosting this event it is the responsibility of 
the Vice-President of that district to find a suitable location for the 
convention.  Hosting a District Convention entails obtaining workshop 
leaders from within your district and could include securing at least one 
guest speaker. 

3) Act as Parliamentarian and be familiar with Roberts’ Rules of Order. 
4) Maintain contact with Chapter Advisors and officers within district.  

Minimum of one email per month is acceptable with subsequent emails 
alerting district members of special information. 

5) Keep an accurate account of all Official District Business Meetings, or 
appoint someone in attendance of District Business Meeting to do so. 

6) Provide minutes of all Official District Business Meetings to the Regional   
Coordinator and Regional President within 20 days of the meeting.  As 
well, provide minutes of any official district business to chapters at the 
following district business meeting. 
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7) Oversee the District’s fund-raising projects, maintain district financial 
records, and provide Regional Coordinator with any funds raised. 

8) Call membership roll at the beginning of district meetings. 
9) Upload and update Regional Facebook page with information presented 

and pictures taken at District Conventions.  All of this information must 
also be sent to the Regional webmaster to keep www.grnptk.org updated. 

10) Contribute a district report for the newsletter provided at Regional 
Convention and International Convention.  District report will be 
provided to all other regional officers at least 30 days before the 
newsletter will be distributed. 

 
 Section 3:  Resignation Process. 

Part A: An Officer who finds he/she must resign shall present a letter of resignation 
to the Regional Coordinator after 7 days of a verbal announcement of 
resignation. 

Part B: If a letter of resignation is not received within 10 days of the verbal 
announcement, the Officer shall officially be removed from the Executive 
Board. 

Part C: The Regional Coordinator shall inform the Executive Board and the Regional 
Coordinator Advisory Board immediately, but no longer than 3 working days 
after the verbal announcement. 

Part D: The Executive Board shall begin the Replacement Process, as specified in the 
Constitution, Section 4. 

Part E: An announcement shall be made to the Membership within 14 days of receipt 
of the official letter of resignation, or at the next official regional business 
meeting, whichever comes first. 

  
Section 4: Replacement Process. 

Part A: An ad hoc committee may be formed to assist with the recommendation 
process, as specified under Article III, Section 6, of the Constitution. 

Part B: Recommendations for a replacement shall be made to the Regional 
Coordinator within 35 days of the verbal resignation announcement. 

Part C: Recommendations may consist of, but are not limited to, current Regional 
Officers, the candidates from the Region’s previous election, or any Member 
in Good standing that comes highly recommended for service to their 
Chapter. 

Part D: Recommendations must be Members from Chapters in Good Standing who 
meet initial Candidacy requirements as found in the Constitution. 

Part E: Appropriate applicants should indicate in writing their desire and their 
ability to fulfill the duties of the office, and must demonstrate their ability to 
meet the obligations of the Office. 

Part F: Several recommendations may be presented to the Regional Coordinator, 
each with a brief written justification and rationale. 

Part G: The interim appointment shall be made by the Regional Coordinator. 
Part H: The Interim Officer shall be presented to the Membership at the next Official 

Regional Business Meeting for ratification of the appointment. 
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 Section 5:  Impeachment Process. 
Part A: A letter of concern shall be sent to the Officer in question, and a copy to the 

chapter advisor. 
Part B: The Officer shall have 7 days to respond to the letter with a written and 

verbal explanation of his/her actions. 
Part C: A special meeting of the full Executive Board and Regional Coordinator shall 

be called to review the information and make a determination. 
Part D: In the event that impeachment is recommended, the Executive Board shall 

present their recommendation by mail and /or email to the Chapters in Good 
Standing of the Region. 

Part E: A 3/5ths vote of the Chapters in Good Standing present at the next Official 
Regional Business Meeting shall be necessary for the removal of the Officer. 

Part F: If a 3/5ths vote of the Chapters in Good Standing does not ratify 
impeachment, the Officer shall be reinstated to full Board privileges. 

Part G:  Duties of a removed Officer will be temporarily reassigned to another 
Officer by the Regional Coordinator until the Replacement Process shall be 
completed. 

 
A R T I C L E  I I .   R E G I O N A L  D U E S  

All chapters of the Greater Northwest Region shall pay a one-time fee of $5.00 per new 
inductee which goes to support the operations of the Region. 
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District Directory 
 
 
District 1 
Bellevue Community College Bellevue, WA 
Bellingham Technical College Bellingham, WA 
Cascadia Community College Bothell, WA 
Edmonds Community College Lynnwood, WA 
Everett Community College Everett, WA 
Lake Washington Technical College Kirkland, WA 
North Seattle Community College Seattle, WA 
Northwest Indian College Bellingham, WA 
Peninsula College Port Angeles, WA 
Seattle Central Community College Seattle, WA 
Shoreline Community College Shoreline, WA 
Skagit Valley College - Mt. Vernon Mt. Vernon, WA 
Skagit Valley College - Oak Harbor Oak Harbor, WA 
South Seattle Community College Seattle, WA 
Whatcom Community College Bellingham, WA 
 
District 2 
Centralia College Centralia, WA 
Clark College Vancouver, WA 
Clover Park Technical College Lakewood, WA 
Grays Harbor College Aberdeen, WA 
Green River Community College Auburn, WA 
Highline Community College Des Moines, WA 
Lower Columbia College Longview, WA 
Olympic College Bremerton, WA 
Pierce College – Puyallup  Puyallup, WA 
Pierce College – Fort Steilacoom Lakewood, WA 
South Puget Sound Community College Olympia, WA 
Tacoma Community College Tacoma, WA 
 
District 3 
Big Bend Community College Moses Lake, WA 
Columbia Basin College Pasco, WA 
Community Colleges of Spokane Colville, WA 
North Idaho College Coeur d’Alene, ID 
Spokane Community College Spokane, WA 
Spokane Falls Community College Spokane, WA 
Walla Walla Community College Walla Walla, WA 
Wenatchee Valley College – Omak Omak, WA 
Wenatchee Valley College Wenatchee, WA 
Yakima Valley Community College Yakima, WA 
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District 4 
Kenai Peninsula College – Homer Homer, AK 
Kenai Peninsula College – Soldotna Soldotna, AK 
Kodiak College Kodiak, AK 
Matanuska-Susitna College Palmer, AK 
Prince William Sound Community College Valdez, AK 
University of Alaska Anchorage Anchorage, AK 
University of Alaska Southeast Ketchikan, AK 
 
District 5 
Dawson Community College Glendive, MT 
Flathead Valley Community College – Kalispell Kalispell, MT 
Flathead Valley Community College – Libby Libby, MT 
Fort Belknap College Harlem, MT 
Lethbridge College Lethbridge, Alberta 
Medicine Hat College Medicine Hat, Alberta 
Miles Community College Miles City, MT 
Montana State University - College of Technology Great Fall, MT 
Montana Tech College of Technology Butte, MT 
Southern Alberta Institute of Technology Calgary, Alberta 
University of Montana Helena, MT 
University of Montana - College of Technology Missoula, MT 
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Regional Officer Responsibilities 
 
All Regional Officers – General Official Duties 

 Communicate closely with the Regional Coordinator and fellow Officers. 
 Submit a statement of professional goals for the Region to the Regional Coordinator 

for publication in the first newsletter, due 60 days into the appointment term. 
 Uphold the standards of Membership and support the principles, ideals and 

programs of the Society, serving the Region as a role model and sign the regional 
officer code of conduct. 

 Be ready to travel to various Regional, District, and/or International meetings, 
possibly serving in the following roles: keynote speaker, master of ceremonies, 
workshop leader, and Society ambassador. Have a prepared speech which can be 
adjusted to meet the needs of the invitation. 

 Notify the Regional Coordinator, prior to the event, of all invitations to represent the 
Region and District at chapter and/or other events. 

 Prepare an autobiography and article(s) for the regional newsletter distributed at 
International Convention, and a year-end report and article(s) for the regional 
newsletter distributed at Regional Convention.  All materials must be submitted at 
least 30 days prior to distribution of the newsletter.  All materials must also be 
submitted to the regional webmaster. 

 Part G: Regional Officers will attend all regional conferences in their entirety. 
 Maintain correspondence with the Division IV Vice President, sister region officers 

as needed per business obligations. Initiate/maintain monthly contact with assigned 
liaison chapters. 

 Meet on a regular basis with the Regional Coordinator and Executive Board 
(monthly, or as scheduled) to direct the Region and to assist in development of 
agendas for Official Regional Business Meetings.  For District Vice-Presidents with 
substantial travel distances, arrangements may be made by the current regional 
board to allow for “virtual attendance” as set forth by that board. 

 Preside over all Official Regional Business Meetings, including the Annual 
International Convention’s Regional Business Meeting. (Attendance to the 
International Honors Institute is recommended but not required.) 

 Use Roberts’ Rules of Order, Newly Revised, as designated in the Constitution, 
Article 5, Section 1, Part F. 

 Support your local chapter in regular activities, meetings, etc., integrating them with 
the Region, District and their goals. 

 Regional Officers are prohibited from missing two consecutive regional board 
Meetings.   

 
Regional President – Position Specific Duties 

 Preside over all Official Regional Business Meetings and Executive Board Meetings. 
 Direct regional activities and projects. 
 Act as Parliamentarian and be familiar with Roberts’ Rules of Order. 
 Keep the Regional Coordinator aware of his/her Regional plans and activities. 
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 Monitor the performance of the duties of the Executive Board. 
 Host the Spring Regional Convention.  
 Attend the District Convention your home chapter is located within.  Attendance to 

other District Conventions is not required but encouraged. 
 Maintain current regional directory of advisors. 
 Oversee the Region’s fund-raising projects. 
 Call membership roll at the beginning of district meetings and Regional Business 

Meeting held at International Convention.  
 Maintain the Regional Facebook page.  
 Compile district reports from District Vice-Presidents to create a newsletter for 

Regional Convention and International Convention. 
 
District Vice-Presidents – Position Specific Duties: 

 Assist the President when called upon. 
 Host District Conventions in quarters where there is no Regional Convention or 

International Convention.  If District Vice-President’s school is not compatible with 
hosting this event it is the responsibility of the Vice-President of that district to find 
a suitable location for the convention.  Hosting a District Convention entails 
obtaining workshop leaders from within your district and could include securing at 
least one guest speaker. 

 Act as Parliamentarian and be familiar with Roberts’ Rules of Order. 
 Maintain contact with Chapter Advisors and officers within district.  Minimum of 

one email per month is acceptable with subsequent emails alerting district members 
of special information. 

 Keep an accurate account of all Official District Business Meetings, or appoint 
someone in attendance of District Business Meeting to do so. 

 Provide minutes of all Official District Business Meetings to the Regional 
Coordinator and Regional President within 20 days of the meeting.  As well, provide 
minutes of any official district business to chapters at the following district business 
meeting. 

 Oversee the District’s fund-raising projects, maintain district financial records, and 
provide Regional Coordinator with any funds raised. 

 Call membership roll at the beginning of district meetings. 
 Upload and update Regional Facebook page with information presented and 

pictures taken at District Conventions.  All of this information must also be sent to 
the Regional webmaster to keep www.grnptk.org updated. 

 Contribute a district report for the newsletter provided at Regional Convention and 
International Convention.  District report will be provided to all other regional 
officers at least 30 days before the newsletter will be distributed. 

 
*All regional officers are required to attend monthly or bimonthly executive board 
meetings.  Video or teleconferencing is possible. 
***The Regional Board is a team and duties will naturally overlap to take advantage of 
individual skills. 
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Regional Travel Responsibilities 
  
Event Accommodations Registration Transportation Meals       
  
Summer Conference Home Chapter Region* Home Chapter Home Chapter 
 
Fall District Conference Home Chapter Region* Home Chapter Home Chapter 
  (the registration fees go to the hosting chapter; the surplus can be used to support the regional officer) 
 
International Convention Home Chapter Region Home Chapter Home Chapter 
  ** incoming year 
 
International HIA Academy 1 Home Chapter Region Home Chapter Home Chapter 
  ** incoming year 
 
International Convention Home Chapter Region Home Chapter Home Chapter 
  ** outgoing year 
 
Spring Conference Home Chapter Region* Home Chapter Home Chapter 
 
Regional Board Meetings Region N/A Region (@ $.50/mile) Region 
 
Regional Travel Host Chapter/Region N/A Region (@ $.50/mile) Host Chapter 
 
Honors Institute  N/A Region Home Chapter N/A 
 
 
*Alumni rate 
 
Note:  Accommodations can often be shared and split between officers. 
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Candidacy Requirements for Regional Office:  Part I 
 

With the honor of serving as a Greater Northwest Regional Officer comes serious 
responsibility, which warrants careful consideration before declaring candidacy.  Officers 
serve a total of 55 chapters representing four states and Alberta, Canada.  Officers may be 
called on to make presentations to audiences on the regional level as well as at inductions 
and other chapter events.   

 
Candidates must abide by the requirements below and submit required materials to the 
Regional Coordinator by the deadlines.  Candidates are encouraged to review the official 
duties section found on the regional website.  All candidates are expected to gain the 
financial and moral support on their local chapter and advisor(s) due to the commitments 
of the position.  Six officers are elected each year at the Greater Northwest Regional Spring 
Conference.   
 
CHANGE!  The term will be interim until June 1 as the officers shadow the outgoing officers 
from the Spring Conference until June1.  Then the term will officially begin June 1 and 
continue until the following June 1st.   See the Regional Constitution and Bylaws regarding 
filling vacancies.   

 
 

2012-2013 Deadline to Apply:  Friday, February 3, 2012 @ 5 p.m. 
 
Mail complete packets to the Regional Coordinator.  Application Requirements: 
 

1) Candidate Application Requirements Form (Part I:  this page) 
2) One letter of recommendation from the College President, Dean of Students, Faculty 

Member, Chapter Advisor, and/or Community Leader.   
3) Qualification Statement/Declaration of Candidacy Form (Part II) 
4) Nomination by Chapter Essay (Part III) (to be published for distribution at the 

Spring Conference) 
5) Letter of interest from candidate (to be published for distribution at the Spring 

Conference) 
 
Included are the above nomination materials for ________________________________________________ 
of the ______________________ Chapter, running for the Regional Office of__________________________ 
Date Mailed: __________________ By: ___________________________________________________(name & title) 
 
In preparation for the election process at the Spring Conference, applicants need to: 

1) Prepare a 2 minute introductory speech. 
2) Prepare a 3 minute speech on the next year’s Honors Study Topic. 
3) Prepare to answer 3-5 relevant questions from a panel. 
4) If elected, plan to meet with the Regional Coordinator immediately following the 

Spring Conference for approximately 1-2 hours. 
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Declaration of Candidacy for Regional Office:  Part II 
 

Qualification Statements 
 

If selected, the candidate holding an office of the Greater Northwest Region must satisfy, 
and maintain for the duration of the term in office, the following requirements. 

 
 Must have met the requirements for membership, having been duly inducted into 

Phi Theta Kappa International Honor Society. 
 Must be an active member of an active chapter. 
 Must maintain the standards necessary for membership in his/her chapter. 
 Must currently be enrolled in an accredited two-year college in the region, pursuing 

an associate degree program, and continuing to be enrolled throughout the 
academic year. 

 Must uphold all components of the Regional Honor Code. 
 Must perform all officer duties as explained as described in the “Regional Officer 

Responsibilities” statement. 
 

****************************************************************** 
 

We, the undersigned, pledge that this candidate meets all of the eligibility 
requirements, as specified above, and that this member is fully supported in his/her 
endeavor to run for and hold an office in the Greater Northwest Region of Phi Theta 
Kappa, should he/she be elected. We agree to the financial responsibilities as stated 
on in the Regional Financial Responsibility Document.  

 
Chapter Advisor:                                                                                                                _____________ 
College President:                                                                                                                                            
Advisor’s Phone Number: (   )__________________ Time to Call:__________________________ 

 
As a candidate for a regional office in Phi Theta Kappa of the Greater Northwest 
Region, I am aware that it is an honor to be selected as a leader in the scholastic 
Society for two-year colleges.  I am aware that with the honor comes the obligation to 
support the principles for which the Society stands and to fulfill the responsibilities 
of my office.  I commit myself to support and promote the ideals, goals, and programs 
of Phi Theta Kappa.   

 
Candidate Signature:                                                                                                                                        
Candidate Name (please print):  __________________________________________________________ 
Office Candidate is Seeking:  ____________________________________________________________ 
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Declaration of Candidacy for Regional Office:  Part III 
 

Nomination by Chapter 
 
Nomination by the candidate’s chapter is to be submitted as part of the candidate packet.   
Please submit a summary of the candidate’s leadership abilities, dedication to Phi Theta 
Kappa, and contributions he/she has made to the Chapter and the Region in the space 
below.  Nominations should be typed, written in third person, double-spaced and limited 1-
2 pages. 

 
Candidate:  _______________________________________________________________ 

 
Position:  _________________________________________________________________ 

 
College:  _________________________________________________________________ 

 
Chapter:   _________________________________________________________________ 

 
Please note whether this candidate would be willing to run for another position, should a 
second round of voting be required at the convention?                             Yes                             No 
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Greater Northwest Regional Officer Honor Code 
 

As a Regional Officer . . . 
 

 I will conduct myself at all times in a manner that reflects positively on me, my 
chapter, my region and the Society. 

 I place as a priority continued academic excellence. 
 I am committed to maintaining an environment which recognizes the dignity of each 

individual member and encourages appreciation of diverse backgrounds, opinions 
and goals in life. 

 I am committed to honesty and integrity in personal, social and academic endeavors. 
 I recognize that a successful Regional Executive Board requires a team effort, and I 

pledge to work together to promote the Society’s Mission. 
 I will work with the Regional Coordinator and the Society’s leaders in the same 

spirit of cooperation I display in my dealings with others. 
 I will remain in weekly contact with the Regional Coordinator and the Regional 

Board, or as decided upon by the Board. 
 I will respond promptly, courteously and positively to the concerns and requests of 

the Regional Coordinator and other Society constituents. 
 I will fulfill my responsibilities in an effective, efficient and timely manner. 
 I will conduct myself in a manner which is respectful of others and worthy of 

respect from others. 
 I will dress appropriately for any and all occasions. 
 I will not engage in any conduct which may bring shame or disrepute to myself or 

diminish the reputation of my Region or Phi Theta Kappa. 
 I will not engage in any illegal activity or violate any stated policies of the Region or 

the Society. 
 I will not consume and will discourage the consumption of alcohol at Phi Theta 

Kappa functions. 
 I will not use or possess nor tolerate the use or possession of controlled substances. 

 
I have read, understood and agree to the terms and conditions of the Phi Theta 
Kappa Honor Code.  I further understand and agree that my continued service as a 
regional officer is a privilege, not a right, and that violation of this code will subject 
me to discipline determined appropriate by the Regional Coordinator or his/her 
designees.  Additionally, I understand that pursuant to the procedures outlined by 
the Regional Bylaws, I have the right to appeal disciplinary action which results in 
my removal from office. 
 
 
____________________________________________        ________________________________ 
Officer Signature      Date 
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Regional Advisory Board 

Organized by the Regional Coordinator, the Greater Northwest Regional Advisory Board is 
composed of advisers, alumnae/i, and regional officers who serve in an advisory capacity to 
assist the coordinator with regional business and planning. The tasks of the Regional 
Advisory Board include (but are not limited to) revising the regional constitution, bylaws, 
and awards procedures; planning regional events; offering guidance to regional officers; 
and promoting Phi Theta Kappa within the region. 
 
As per our Region's Constitution, Article III: 
Section 4: Regional Coordinator Advisory Board. 
  

Part A: The purpose of the Regional Coordinator Advisory Board is to support the 
Regional Coordinator by performing tasks as assigned by the Regional Coordinator 
and to advise the Regional Coordinator and the Executive Board. 
Part B: Members of the Regional Coordinator Advisory Board shall be the Regional 
Coordinator, a minimum of three Chapter Advisors, the Executive Board, and one 
Alumni Member. 
Part C: The Regional Coordinator may recommend candidates and shall oversee the 
election of a Coordinator Advisory Committee, explain the responsibilities of the 
committee, and serve as a member. This election may be held at any Advisor’s 
meeting. 
Part D: The term for Advisors shall be two years, to provide opportunity for others 
to serve the Region, and may be renewed. 
Part E: The term for an Alumni Member shall be one year, to provide opportunity 
for others to serve the Region, and may be renewed. 
Part F: The Chapter Advisor or Alumni Member may be removed from the Board by 
the Regional Coordinator taking into consideration recommendations from the 
Coordinator Advisory Board. 

 
In attempt to have a Chapter Advisor from each district, current 2011-2012 Advisory Board 
Members include: 
 
Michaelann Allen, North Seattle Community College:  mallen@sccd.ctc.edu 
Kathleen Hathaway, Clover Park Technical College:  Kathleen.Hathaway@cptc.edu 
Steve Matern, Big Bend Community College:  stevem@bbcc.ctc.edu 
Steven Stiff, University of Montana College of Technology: steven.stiff@umontana.edu  
Barbara Whitney, Big Bend Community College:  barbaraw@bigbend.edu 
 
If you are a Chapter Advisor and would like to serve on the Advisory Board in a formal 
capacity, please contact Regional Coordinator, Deena Bisig.  The term of service will begin 
at the Spring Regional Conference in March 2012 and end at the Spring Regional 
Conference in March 2013. 

mailto:mallen@sccd.ctc.edu
mailto:Kathleen.Hathaway@cptc.edu
mailto:stevem@bbcc.ctc.edu
mailto:barbaraw@bigbend.edu
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Regional Conference Schedule 
 
Spring Conference 

Normally held at the beginning of March 
Normally scheduled from Saturday morning until Sunday noon 
Normally hosted by the home chapter of the Regional President 

 Normally focused on Regional Officer elections and Regional Awards 
 A formal regional business meeting will be held. 
 
International Convention 
 Normally held the first weekend of April 

Hosted and planned by Phi Theta Kappa headquarters (unless it is in your region) 
 
International Convention – Regional Business Meeting 
 Held at the International Convention  
 Hosted and planned by the Regional Board 
 A formal regional business meeting will be held. 
 
Honors Institute 
 Normally held the second or third week of June 

Hosted and planned by Phi Theta Kappa headquarters (unless it is in your region) 
 
Summer Conference 
 Normally held at the end of July / first of August 
 Normally scheduled from Saturday morning until Sunday noon 
 Normally hosted by a chapter who BIDS TO HOST AT THE SPRING CONFERENCE  

Normally focused on Leadership and Phi Theta Kappa programming 
 A formal regional business meeting will be held. 
 
Fall District Conference(s) 

Normally held in October 
Normally scheduled from Saturday morning until Saturday late afternoon 
Normally hosted by the home chapter of the District Vice President 
Normally focused on Honors in Action and the Honors Study Topic 

 (Chapters will attend the specific conference held in their assigned district) 
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Regional Conference Hosting Application  
 
The summer conference is an opportunity for your chapter to gain valuable leadership 
skills in hosting a conference.  The conference normally takes place at the end of July 
and/or beginning of August and is held from Saturday morning around 8 a.m. until Sunday 
at noon.  Chapters will be responsible for, and not limited to, providing facilities for 
meetings, meals, raffles, fellowship activities, printed programs, etc.  The registration fee is 
primarily determined by the host chapter due its extensive knowledge of facility and food 
costs for its location.  The Regional Board reserves the right to make a recommendation 
about the cost in the best interest of the regional members and their ability to attend.  
Registrations to be compensated by host chapter include Regional Coordinator, 
International Representative, and one alumni. 
 
Each chapter that wishes to host the summer conference will present a proposal to the 
general membership at the business meeting at the Regional Spring Conference.  Hosting 
will be decided by vote of the membership. 
 
Chapter Name:   ____________________________________________________________________________________  
 
College:   ____________________________________________________________________________________________  
 
Contact Name & Title: _____________________________________________________________________________  
 
Contact Phone: _____________________________________________________________________________________  
 
Contact Email: ______________________________________________________________________________________  
 
Our chapter has reviewed the details and requirements of hosting and the proposal 
process, and we would like to submit the attached proposal.   
  
SIGNATURES 
 
Chapter President: _______________________________________________________________________________  
 
Chapter Advisor:   ________________________________________________________________________________  
      
Please send proposals two weeks before the designated regional meeting to the 
Regional Coordinator: 
  
Deena Bisig, Regional Coordinator 
Clark College 
1933 Fort Vancouver Way, FHL 222 
Vancouver, WA  98663 
360-992-2948 
dbisig@clark.edu 
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Conference Information Form 
  
Lead Coordinator:   ________________________________________________________________________________  

Lead Coordinator Phone:   ________________________________________________________________________  

Lead Coordinator Email:   _________________________________________________________________________  

Proposed Registration Fee:   ______________________________________________________________________  

Proposed Alumni Registration Fee:   _____________________________________________________________  

Site (Location / building):   _______________________________________________________________________  

 

Registrations 

Deadline:   __________________________________________________________________________________________  

Registration Amount after Deadline:   ___________________________________________________________  

Make Checks Payable to:   _________________________________________________________________________  

Mail Checks to:   ____________________________________________________________________________________  

Meals included in Registration Fee:   _____________________________________________________________  

 

Recommended Hotel Site #1 

Name/Location:   __________________________________________________________________________________  

Cost:   _______________________________________________________________________________________________  

Occupants per room allowed:   ___________________________________________________________________  

Included Amenities:   ______________________________________________________________________________  

Reservation Deadline:   ____________________________________________________________________________  

 

Recommended Hotel Site #2 

Name/Location:   __________________________________________________________________________________  

Cost:   _______________________________________________________________________________________________  

Occupants per room allowed:   ___________________________________________________________________  

Included Amenities:   ______________________________________________________________________________  

Reservation Deadline:   ____________________________________________________________________________  
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Conference Planning Checklist 
 
Select the site based on:  

      YOUR COLLEGE is the preferred site, unless it will cost more than elsewhere 
      Local accommodations (price & number of occupants per room) 
      Number of rooms available per block and cancellation policy/penalties 
      Availability of conference room big enough for group 
      Distance from major roads, airports, and other hotels 
      Cost of meals, quality of service 
      Other amenities 
      Distance from hosting campus 
      Comfort: temperature, sound, seating, logistics of conference/hotel rooms 

  
Establish the cost per registrant based on: 

      Number attending (project low for pre-planning; target 85%) 
      Cost of the site and number of meeting rooms needed 
      Cost of meals which will be included in registration 
      Cost of printing and advertising 
      Cost of media equipment rental 
      Cost of special activities related to conference 
      Honorariums and/or “comped” registrations 
      Cost of bringing in local presenters & speakers 
      Registration for international representative is waived 
      Registration for regional coordinator is waived 
      Host chapter may choose to build in funds to cover chapter members, partially or    

         in full 
      Alumni fees are set at the discretion of the host chapter 

  
Determine the cost of meals based on: 

      Meals including tax and gratuity 
      Get a contract for meal costs (ask for the room free, if at a hotel) 
      Only allow single meals IF for a guest speaker, etc. coming for a specified event 
      Always include options for vegetarians: ask about this on the registration form 

  
Prepare a concise registration Information packet based on:       

      Invoice stating to whom to make checks payable, where to send it, and by what    
         deadline.  Ask the regional coordinator about a reasonable deadline. 

      Registration cost, what meals are included in registration fee, late dates, policies,   
         map, room names/building numbers, contact person for questions, what to bring,     
         money (if needed), extra information if coming by air, cost of room arrangements  

  and hotel phone number.  Include advertisements from hotels. 
      Advertise early and send out basic information at least 2 times.  
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Mail registration information early (2 months in advance) including: 
      Regional Coordinator 
      Both chapter advisors AND chapter presidents 
      Hosting chapter's administrators 
      Regional Presidential Ambassador 
      Regional Webmaster 
      Regional Alumni Coordinator 
      International Division IV Vice President 

  
Duties of the conference registrar: 

      Hang regional banner outside registration area 
      Set up table in and easy-to-locate area.  Carefully document payments 
      Provide packets of materials to each participant. (Make 10-15 extras.  Include  

         pencil, paper, folder, final agenda, hotel info, maps, area attractions, coupons, etc.) 
      Having name tags ready is best 
      Maintain detailed registration records, noting no-shows and payments 
      Notify the coordinator of arrival of dignitaries or special speakers/guests 
      Greet and direct incoming participants 
      Introduce guests 
      Assist the regional coordinator upon arrival with materials/set-up 
      PLEASE!  By 8:00 a.m. on the last conference day provide the Regional Coordinator  

         with the Registration Count; Include a list of attendees (college/chapter &  
         members/position) 
  

Decorations & Supplies: 
       Tables could have small centerpieces, etc. (optional): 
      Nametags and pens 
      Directional signs for registration, workshops, dining, activities, etc. 

  
Audio-visual equipment needs: 

     Check with each guest speakers and the regional executive board regarding their  
        needs 

     Schedule equipment as the budget allows.  Check with the regional coordinator if  
        requests exceed your budget. 
  

Greater Northwest Regional Refund Policy is: 
     Paid registration payments can transfer to cover another member's 

registration should there be a cancellation. 
     No-shows will not be refunded 
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Hints for Host Chapters 
  
We have selected helpful comments and feedback from among your peers and yourself 
through the evaluation forms received at regional meetings.  Please sincerely consider 
these when planning your regional meeting.  Thanks! 
 
You said that you would like.. 

 A map of your campus showing where to show up to register 
 Directions to suggested hotels 
 More signage 
 Ease in locating breakout rooms 
 A variety of meeting rooms to change the setting 
 Proposed agendas with times/places before arriving 
 Readable nametags (large, so they can be read easily by others) 
 Confirmation that registrations have been received 
 Room temperature to not be cold or too hot 
 Chairs available in meeting rooms for heavier folk 
 Comfortable seating 
 Music or entertainment during meals to not overpower conversation 
 Meetings to begin on time 
 To be able to hear from the back of the room 
 Fruit and veggies for break munchies 
 Dieters and vegetarians to have food choices, too 
 Coffee early in the morning (6 a.m.!) 
 Decaf coffee, too 
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Regional Awards 
 
The Phi Theta Kappa Awards program consists of two parts:  

1) the Chapter Development (Five-Star) Program  
2) the Hallmark Awards Program   

 

Five Star Chapter Development Program 
 
This program, which reflects the scholarly ideals of Phi Theta Kappa, serves as a blueprint 
for developing a strong chapter and for earning local, regional, and international 
recognition. In this program, chapters do not compete against one another. Participation 
encourages excellence and recognizes progress in the attainment of goals set by the 
chapter.  
 
The Five Star Chapter Development Program is designed to assist chapters in better 
organizing their projects and initiatives starting with the basic elements of running a 
chapter in Level One to becoming competitive in Phi Theta Kappa programming in Level 
Five. Using this program, chapters can build a foundation to leave a lasting legacy for future 
members as they strive to maintain the level of excellence set by their predecessors.  
 
Using the Five Star Chapter Development Program as a guide to success, chapters can 
enhance their working relationship with the college administration by becoming active on 
the campus, in the community and in their region.  
 
Advisors or chapter presidents can submit these forms online:  

 Five Star Chapter Goal Form  
 Update Forms  
 College Project Form  

 
The information reported can then be viewed online and updated at any time. Check your 
Five Star status and due dates at http://www.ptk.org. This information will then be shared 
with the Regional Coordinator.  
 
Advisors will receive confirmation of any forms submitted by the chapter so that they can 
verify the information is correct.  
 
A Chapter’s level of achievement for the Five Star Program will be based on the Final 
Update Form as recorded via the International records and website.  
 
Each chapter will receive a certificate from International Headquarters indicating the level 
achieved (which may be higher or lower than the projected goal). This certificate will be 
presented at the Regional Convention in the spring. 
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Hallmark Awards 
 

Chapters are encouraged to compete in the Regional and International Hallmark Awards 
Programs. The Greater Northwest Regional Awards Program is designed to recognize and 
encourage excellence. Each chapter’s entries are very important to the growth, 
development, and quality of chapter programming as well as to the growth and 
development of the region. 
 
The individual and chapter awards criteria for entering the Regional competitions are the 
same as those for International Awards. Chapters should submit their award entries to the 
International office, for judging for international and regional awards. 
 
The award forms and judging rubrics can be found online:  
http://www.ptk.org/hallmarks/. 
 
Greater Northwest Region Awards 
 
Individual Award Entries 

Distinguished Chapter Officer Team Award – 1st, 2nd, 3rd 
Distinguished Chapter Officer Award – 1st, 2nd, 3rd 
Distinguished Chapter Member Award – 1st, 2nd, 3rd 
Distinguished Advisor Award – 1st, 2nd, 3rd 
Paragon Award for New Advisors – 1st, 2nd, 3rd 

 
Chapter Award Entries 

Honors In Action Project – 1st, 2nd, 3rd 
College Project – 1st, 2nd, 3rd 

 
Distinguished Chapter Award – 1st, 2nd, 3rd  

(based on Honors in Action and College Project; no entry needed ) 
 
Our region encourages chapters to submit materials for the following Regional 
Award categories: 
 
Chapter Newsletter 
Chapter Yearbook 
Di Braun Visual Arts Award 
 
These award submissions will be collected upon on-site registration at the spring regional 
conference.  Each chapter will identify a delegate who will cast the chapter’s vote for 1st, 
2nd, and 3rd place in each category.   
 
The region also recognizes the Most Congenial Chapter which is determined by vote at 
the spring regional conference.   

 

http://www.ptk.org/hallmarks/
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Chapter Newsletter Award Entry Form 
 

COVER SHEET 
(Submit piece with this form on site) 

 
 
___________________________________________________________________________________________ 
NAME OF PIECE 
 
___________________________________________________________________________________________ 
DATE SENT    CONTACT PERSON 
 
___________________________________________________________________________________________ 
CHAPTER                 COLLEGE 
 
___________________________________________________________________________________________ 
CITY     STATE-ZIP 

 
ENTRY REQUIREMENTS: 
 
 Each chapter may submit one nomination for this award with cover sheet. 
 Newsletter display should be mounted. 
 The statement below (or attached) describes how the members worked together. 
 
 

 

 

 

 

 
 
 

ENTRIES MUST BE SUBMITTED WITH THIS COVER SHEET AT THE SPRING REGIONAL 
BUSINESS MEETING AT THE INTERNATIONAL CONVENTION 

 
NO FAXES ACCEPTED 

LATE OR INCOMPLETE ENTRIES WILL BE DISQUALIFIED 
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 Chapter Yearbook Award Entry Form 
COVER SHEET 

(Submit piece with this form on site) 
 

 
___________________________________________________________________________________________ 
NAME OF PIECE 
 
___________________________________________________________________________________________ 
DATE SENT    CONTACT PERSON 
 
___________________________________________________________________________________________ 
CHAPTER                 COLLEGE 
 
_________________________________+_________________________________________________________ 
CITY     STATE-ZIP 

 
ENTRY REQUIREMENTS: 
 
 Each chapter may submit one nomination for this award with cover sheet. 
 The statement below (or attached) describes how the members worked together. 

 
 

 

 

 

 

 
 
 
 

ENTRIES MUST BE SUBMITTED WITH THIS COVER SHEET AT THE SPRING REGIONAL 
BUSINESS MEETING AT THE INTERNATIONAL CONVENTION 

 
NO FAXES ACCEPTED 

LATE OR INCOMPLETE ENTRIES WILL BE DISQUALIFIED 
 



37 

 

Di Braun Achievement in the Visual Arts 
COVER SHEET 

(Submit piece with this form on site) 
 

 
___________________________________________________________________________________________ 
NAME OF PIECE 
 
___________________________________________________________________________________________ 
DATE SENT    CONTACT PERSON 
 
___________________________________________________________________________________________ 
CHAPTER                 COLLEGE 
 
___________________________________________________________________________________________ 
CITY     STATE-ZIP 

 
ENTRY REQUIREMENTS: 
 
 Each chapter may submit one or more nominations for this award, each with its own 

cover sheet. 
 Each nomination must address the current year’s honors study topic. 
 The statement below (or attached) describes how this work addresses the current 

year’s honors study topic. 
 
 

 

 

 

 
 
“I agree that this work reflects my own thoughts and ideas.  I agree to release it for 
photographs, to be published regionally, not for profit, if so deemed.” 
 
Signature of Artist:_______________________________________Dated:________________________________ 
 
Artist’s Name (please print) _____________________________________________________________________ 

 
 

ENTRIES MUST BE SUBMITTED WITH THIS COVER SHEET AT THE SPRING REGIONAL 
BUSINESS MEETING AT THE INTERNATIONAL CONVENTION 

 
NO FAXES ACCEPTED 

LATE OR INCOMPLETE ENTRIES WILL BE DISQUALIFIED 
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Five Star Competitive Edge 
 
The Professional Development Plan Includes: 

 Instructional videos by experts on critical thinking, scholarship application tips, 
professional etiquette, overcoming speech anxiety and more  

 Activities to strengthen soft skills, completed individually or with your chapter  
 An Online Portfolio, a central location for posting leadership and service 

experience, awards/honors and photos/videos of accomplishments; share your 
portfolio with those writing letters of recommendation, potential employers, 
scholarship providers, college admissions officials and others  

 A Professional Resume, step-by-step instructions for creating a professional 
resume  

 
Participation is tracked by completing activities and posting written assignments 
(descriptions of leadership roles/activities, awards/honors received, a resume, etc.) to an 
online portfolio that can then be shared with scholarship providers, college admissions 
officials and/or potential employers. You can also share your portfolio with chapter 
advisors, faculty or community members who are writing letters of recommendation on 
your behalf. 
 
ONE STAR AT A TIME… 
The requirements at each level will provide you with experience based on Phi Theta 
Kappa’s four Hallmarks. You’ll have opportunities for scholarly inquiry, leadership 
development, service learning and collaborating with others. This self-paced plan allows 
you to choose how competitive you wish to be ~ from one star to five stars. While there are 
core requirements at each level, members may choose from a variety of electives which 
personalize their Competitive Edge experience based on their interests and areas for 
improvement. 
 
Core requirements include completing a profile in CollegeFish.org, watching instructional 
videos, coordinating an Honors in Action Project and preparing a resume. Electives you can 
choose from include serving as an officer for Phi Theta Kappa or other organization, 
volunteering on campus and/or in your community, participating in cultural activities, 
applying for scholarships and participating in Phi Theta Kappa events. 
 
Begin your Competitive Edge Experience today by logging into http://my.ptk.org using 
your Phi Theta Kappa username and password provided via email when you first became a 
member. Advisors can access Competitive Edge using their PAM login. 

 
A challenge for YOU from your Regional Team!! 
Every Phi Theta Kappa member in the Greater Northwest Region who achieves the 5 Star 
level between August 1, 2011 and February 1, 2012 will be recognized at the regional 
conference in March with a Certificate of Achievement and 5 Star pin.  Plus, members’ 
names will appear on the region’s website 5 Star Hall of Fame page!   

http://my.ptk.org/
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Greater Northwest Regional Alumni Association 
 

 Ȱ9ÏÕÒ ÏÐÐÏÒÔÕÎÉÔÙ ÔÏ ÃÏÎÔÉÎÕÅ ÉÎÖÏÌÖÅÍÅÎÔȟ and for making a difference for those who 
ÆÏÌÌÏ×Ȣȱ  ~Pamela Sorensen, alumni member 

 
Name:   ______________________________________________________________________________________________  
College:   ____________________________________________________________________________________________  
Chapter:   ___________________________________________________________________________________________  
Induction Year:   ___________________________________________________________________________________  
Email:   ______________________________________________________________________________________________  
 
Please tell us more about your interest i n the Alumni Association. Thanks!  
 
 _______  Attending regional conferences 
 _______  Scholarship fundraising 
 _______  Fellowship events 
 _______  Service projects 
 _______  Chapter support 
 _______  Regional support 
 _______  Leadership positions 
 _______  Other:  ____________________________________________________________________ 

 
Please make checks payable to GNWR Alumni Association and mail this application to:  
 
Sharon Stier, GNWR Alumni Advisor MS-39  
Everett Community College  
2000 Tower Street  
Everett WA 98201-1352  
sstier@everettcc.edu  
(425) 388-9501  
 
Initial Year Dues: $10; Annual dues of $10 per year thereafter.  

 
Alumni Opportunities 

 
Leadership Positions:  District Ambassadors, Webmaster/Communications/Facebook,  
Membership, Finance, Grant-writing, Fundraising, Special Projects 
Please email Pamela at pamelazaqt@yahoo.com for more information or to volunteer.   
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Joan Fedor Award of Distinction 
 
The Alumni Association will award a $100 scholarship at the Spring Awards Conference 
(at/during the International Convention) in April 2011.  Chapters may nominate one 
outstanding member who has made a significant contribution to the chapter, college, 
and/or region. The nominee must be 1) currently enrolled in classes, 2) actively involved 
during the Winter 2012 quarter, and 3) maintaining a 3.5 GPA. 
 
 
Name of nominee:   ________________________________________________________________________________  

Nominee Phone number:  _________________________________________________________________________  

Nominee Mailing Address:   _______________________________________________________________________  

College:   ____________________________________________________________________________________________  

Chapter:   ___________________________________________________________________________________________  

Advisor Name:   ____________________________________________________________________________________  

Nominator Name:  _________________________________________________________________________________  

 
________ Yes, the nominee will be at the spring conference to receive the award if chosen. 
 
________ No, the nominee is unable to attend the conference and would like the award to be 
mailed to them.    
 
In an essay of 500 words or less, specifically identify and explain how the nominee has 
demonstrated three of four of the Phi Theta Kappa hallmarks.  Essays should be double 
spaced and include 1) an overview of the nominee’s contributions, 2) several supporting 
paragraphs citing the minimum of three specific examples, and 3) a conclusion of why this 
nominee is deserving of the Joan Fedor Award of Distinction.  
 
A letter supporting the nomination by chapter advisor must also be submitted. The letter 
must address the contributions cited in the nomination essay.  
 
This application including the nominee personal information, nomination essay, and 
advisor’s supporting letter must be submitted together by Friday, February 24, 2012 
at 4 p.m. electronically to Sharon Stier, Greater Northwest Alumni Association 
Advisor, at sstier@everettcc.edu. 
 

mailto:sstier@everettcc.edu
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Greater Northwest Regional Handbook Credits 
 
Components of this handbook were provided by: 
 

 New Mexico Regional Handbook 
 

 Ohio Regional Handbook 
 

 Phi Theta Kappa website 


