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1. All documents regulating the current workings and activities of the American University in Bulgaria Student Government (AUBGSG), all active AUBGSG committees, and student clubs must be kept in the SG Universal Folder in both and physical formats. For the purpose of this By-Law, the word “document” refers to official documents such as: AUBGSG Constitution, By-Laws, ASA By-Laws, Guidelines, Regulations, proposals etc. which are related to the AUBGSG activities and workings
2. All newly created or revised documents should be dated and put in the corresponding electronic and physical directories.
3. All documents pertaining to the current activities of the standing committees and student clubs must be kept in the corresponding electronic and physical directories, if applicable.
4. Memo and resolutions shall be dated and kept chronologically and in separate physical and electronic directories.

5. Outdated documents and documents related to past years’ activities should be kept in the electronic and physical SG Archives.

· Documents placed in the SG Archives shall be classified by their nature (e.g. By-Laws shall be placed in the “By-Laws directory”) in directories and chronologically within the directories.

· Outdated SG Constitutions shall be kept in a separate directory called “SG Constitutions.”

6. Chair of the Senate is responsible to:

· Enforce the approved By-Laws and ensure that the workings of the AUBGSG comply with the regulations stated in the documents approved by the AUBGSG.

· Ensure that all documents are properly dated and stored according to the current By-Law.

· Back up the electronic data once per month on an independent storage device (hard disk, DVD etc.)

7. A document is considered valid until a new document regulating that specific activity is passed, or the old one amended.
NOTES:

All documents should be kept in both electronic and hard copy formats. The electronic data shall be stored in the AUBGSG Computer, and the hard copy data in the AUBGSG Office only.

Current documents refer to the current activities and workings of the AUBGSG and its committees, such as: club recognition applications, fund requests, student representative applications, student representative minutes etc.

Past documents refer to the past activities of the AUBGSG in the terms specified in the paragraph above.










