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Per Capita Fee Reminders

• Current fiscal year: July 1, 2025 - June 30, 2026

• Per Capita Fee deadline is November 1*

• $39 for middle alumnae

• $29 for senior alumnae (65+ years post-initiation) & young alumnae (0-8 years 
post-initiation)

• New fee structure voted in at 2022 Convention

• Membership roster shows member stage (young, middle and senior)

*Per capita fees should be sent to HQ as soon as they are collected. This can be 
done as many times as needed throughout the fiscal year.
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F ra te r n i t y  Po l i c i e s ,  P o l i c y  2 ,  Se c t i o n  9

F ra te r n i t y  By l aws ,  A r t ic le  V,  Se c t i o n  8 . C .
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KeyReports for Treasurers
• Log onto KeyReports using same 

credentials as the Kappa website: 
https://keyreports.kappakappagamma.org/

• You will see your dashboard and 
association information 

• Treasurer responsibilities can be found 
under Operations > Treasurer

https://keyreports.kappakappagamma.org/
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2

Through KeyReports directly, ACH transfer (preferred)
Note: This is only for associations in the U.S.

Through the mail
• Download the 2025-2026 Fee Report and your completed, 

alphabetized membership roster from KeyReports and mail a 
check to HQ.

2 WAYS TO SUBMIT FEES
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Pay Per Capita Fees via KeyReports

• Before starting, have your bank information (account & routing number) and the 
names of members for whom you are submitting fees 

• Click Operations > Treasurer > Pay Alumna Per Capita Dues ONLINE HERE

• Depending on how large your membership could be, the list may take a few 
minutes to load

• Use the search function to easily find the members you are reconciling

• Check the box next to the members you are reconciling

• Use the association bank account information via ACH to pay the total amount 
owed
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Pay Per Capita Fees via KeyReports
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Pay Per Capita Fees via KeyReports
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Pay Per Capita Fees via KeyReports

• Verify you have 
selected everyone 
you intend to pay for.

• Insert your bank’s 
routing number and 
account number.

• Insert the account 
holder’s information 
and click continue.

• You can click Back at 
any time if you 
missed someone.
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Pay Per Capita Fees via Mail
• Click Operations > Treasurer > Submit Dues via Excel List and Check
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Pay Per Capita Fees via Mail

• Step 1: Click Download Alumnae 
Association Fee Report (it will save 
to your Downloads folder on your 
computer)

• Step 2: Click Download Excel file & 
mark paid members
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Pay Per Capita Fees via Mail

• Step 3: Put an X in the green column to 
mark the member as paid. Save the Excel 
report to your computer and attach it in 
an email to AlumnaeExperience@kkg.org.

• Step 4: Mail check and completed 
Association Fee Report to Headquarters.

Kappa Kappa Gamma Headquarters
Attn: Finance Department
6640 Riverside Drive, Suite 200
Dublin, Ohio 43017

mailto:AlumnaeExperience@kkg.org
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DUAL MEMBERS
You may come across alumnae who belong to more than one alumnae association. These alumnae 
are considered “dual members.” They can choose to pay their Fraternity per capita fee to one 
association with that association’s local fees. They only pay the local dues to the other 
association(s), as their Fraternity fees are paid only once during the fiscal year by only one 
association. The alumna determines to which alumnae association they pay their Fraternity fees. 

If you encounter a Kappa alumna who claims dual membership when they pay their dues, please 
confirm if they’ve already paid their Fraternity per capita dues to an association so you can 
properly account for them as a member. You can also contact your Alumna Relations Specialist and 
have them confirm for you. When submitting your dues-paying member list to the Fraternity, 
please ensure that any dual members are marked as such.
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Dues Direct
• If an alumna member paid Dues Direct, she only need to pay her local 

association whatever the local dues are. 

• When downloading your galley to Excel, there is a column that shows you who 
has paid Dues Direct for this fiscal year. It will show as paid through 6/30/26.

Please Note: It takes 24-48 business 
hours for the system to show she has 
paid Dues Direct due to manual 
processing needed on our end. 
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Frequently Asked Questions
What if someone paid dues to us but I cannot find them on our galley to reconcile?

• Email AlumnaeExperience@kkg.org with their information. Likely, the member has not updated their 
address and is therefore not associated with your AA. If she is a dual member, we can add her to your 
galley on the backend. 

How do we let you know who is a dual or simply paid local dues?
• You can email your list (utilize the list from KeyReports) to AlumnaeExperience@kkg.org and we can 

ensure all members are properly reconciled.

Do we need to submit an end of year treasurer report for 2024-2025?
• No. We are currently in the process of revamping our reporting requirements and will let you know 

if/when something is needed.

Can we use Venmo to collect payments?
• No. Venmo can only be connected to a personal bank account. We want to protect you and the AA from 

any chance of embezzlement or financial misconduct so we don’t allow the use of Venmo. 

How can we collect payments?
• Check, PayPal, Zelle (if connected to your AA bank account)

mailto:AlumnaeExperience@kkg.org
mailto:AlumnaeExperience@kkg.org
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Some Notes on   PayPal…
Venmo is allowable only if your PayPal site includes it as a payment 
option for the member. This is a feature of PayPal which allows the 
consumer to pay via Venmo to PayPal. We do not allow Venmo to 
Venmo transactions (see example).

Additionally…
An association can either absorb the cost of PayPal’s transaction 
fees from existing funds or increase the amount of dues to cover 
this expense. Similar to how chapters budget, an association would 
set their annual budget and include credit card fees as a line item 
and figure out what dues need to be in order to cover all expenses.

If a member opts to cover the PayPal fees as a “donation”, this 
would still be considered member revenue and not taxable.
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U P C O M I N G  
D E A D L I N E S

Nov. 1: Per Capita Fee Deadline
The per capita fees and an alphabetized list of each 
member’s name, address, and information regarding their 
payment of per capita fees and local association fees are 
sent to Kappa Headquarters.

Nov. 15: 990N/e-Postcard filed by Headquarters
(Unless gross receipts are greater than $50,000) If gross 
receipts are greater than $50,000, please let us know by 
Nov. 15. In this case, the association must work with an 
outside accountant to file IRS Form 990 EZ or Form 990.
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Questions?
Contact your Alumna Relations Specialist, 

they are your first & best resource ☺ 

OR

Contact AlumnaeExperience@kkg.org

Thank you for attending! This webinar was 

recorded and will be available on the Kappa 

website soon.

mailto:AlumnaeExperience@kkg.org
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