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793-5250


Marketing and Media Relations



743-2230


Technology – Help Desk




743-2235
[image: image17.wmf]

Radio Station (WGFR)
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Important Dates 2011 – 2012
Senate Petitions Available


Wed Sept 7 ▪ Student Activities Office

Student Welcome Picnic (FREE!)


Wed Sept 7 ▪ Upper Quad
Sunkiss Balloon Festival
              

September 9-10 ▪ Volunteers Needed!

Fall Club Drive:  Get Involved!!

Mon Sept 19 ▪ 12:30 – 2:00pm ▪ Student Center
Red Cross Blood Drive



Tues Sept 20 ▪ Student Center
Senate Petitions due



Wed Sept 21 ▪ 4:00 PM ▪ Student Activities Office
Student Senate Elections                       

September 26 – Sept 30 at 12noon
Club Registration Papers due


Wed Sept 28 ▪ Student Activities Office
Interclub Meeting #1



Fri Oct 7 ▪ 12:30pm ▪ Student Senate Office
Fall Bay Road Clean Up



Fri Oct 21 ▪ 12:30pm ▪ Meet at Student Activities

Family and Student Halloween Party

Fri Oct 28 ▪ Club involvement welcome!!
Veteran’s Day Ceremony



Friday Nov 11 ▪ 12:30pm
Radio City Music Hall



Sat Dec 10
Last Day of Classes 



Fri Dec 16
Family Holiday Party



Sat Dec 17
Senate Petitions Available


Mon Jan 23
Spring Club Drive:  Get Involved!!

Wed Feb 01 ▪ 12:30-2:00pm ▪ Student Center
Interclub Meeting #2



Fri Feb 03 ▪ 12:30pm ▪ Student Senate Office
Student Senate Budget Requests Due

Fri Feb 24 ▪ 4:00pm ▪ Student Activities Office
Student Senate Budget Hearings


Begin March 1
Jersey Boys




Sun Mar 4 
Family Spring Party



Sat March 31
Spring Bay Road Clean Up


Fri Apr 20 ▪ 12:30 ▪ Meet at Student Activities
Student Awards Ceremony


Tues Apr 24 ▪ 6:00pm ▪ Student Center
Senate Petitions Due & Budget Released

Wed Apr 25 ▪ 4:00pm ▪ Student Activities
Student Senate Elections



Apr 30 – May 4
Last Day of Classes



Fri May 4
Commencement Ceremony


Thurs May 17
STUDENT ORGANIZATION RECOGNITION

All student clubs and organizations at SUNY Adirondack exist as a subsidiary of the Student Association.  As outlined, the Student Senate is responsible for chartering student organizations, allocating funds to those organizations, and coordinating their activities.  Therefore, student organizations must seek funding from the Student Senate, submit any constitutional changes for approval, and register all events through the Student Activities office.  [Student Association Constitution, Article IV, Section 7, Part A and Article IX, Sections 1 through 4.]
Benefits of Student Organization Recognition

1. Use of campus facilities during regular hours for meetings and activities.

2. A budget allocated by the Student Senate in accordance with the annual budget process.

3. A mailbox in the Student Activities Office for receiving mail and messages.  Mail should be addressed as follows:

Student Organization Name

Student Activities Office

SUNY Adirondack
640 Bay Road

Queensbury, NY 12804

4. A listing in the annual Student Handbook and Student Life web page with a brief description of the organization.
5. A listing in the Student Clubs and Organizations booklet handed out during new student tours as well as throughout the year by the Student Activities Office. 
 (A wonderful recruitment tool!!)

6. An invitation to participate in the Club Membership Drive held at the beginning of each semester.

7. Use of college vehicles, when available, for registered student organization activities.  
(Gas and mileage must be paid by the organization.)

8. Use of the FSA Office copy machine for club business.  
(All long distance and postage costs must be paid by the organization.)

9. Official recognition and support from the SUNY Adirondack Student Association and SUNY Adirondack.

10. Use of the College name and logo for publicity materials, if approved in advance through the Student Activities Office.  If this privilege is abused, it may be revoked.
Requirements for all Student Organizations recognized by SUNY Adirondack and the Student Senate
1. The Student Senate must ratify the constitution of the organization at its inception and at any time there are revisions made.
Proof:  Student Senate minutes of meeting where ratified

2. A faculty, staff member or administrator must serve as an Advisor.  Advisors must attend all club meetings and functions whether held on or off-campus.
Proof:  Student Organization Signature Card to identify current Advisor(s).
3. The organization must have a minimum of four (4) members who are matriculated SUNY Adirondack students, each maintaining a minimum 2.00 cumulative GPA
Proof:  Student Organization Membership List and GPA verification from Coordinator of Student Life.

4. The organization must meet at least once per month although more frequent meetings are encouraged.  These meetings may include: (1) a general meeting with the membership at large, officers, and advisor(s), (2) a special meeting (i.e. committee meeting or executive board meeting), or (3) one meeting per semester may be replaced by a club-sponsored activity.
Proof:  Student Organization Meeting Minutes and Event Registration Forms.

5. Approved minutes of all meetings must be filed with the Student Activities office within five class days of the meeting in which they are approved.

6. Each organization must have three activities per semester.  At least one of these activities should be a community service project.  An Event Registration form for each on-and off campus activity must be submitted to the Student Activities office.
7. The following documents must be submitted to the Student Activities Office by the end of the third week of classes each semester:

· Student Organization Membership List

· Student Organization Signature Card

· Meeting dates, time, and location for the semester

8. Being a recognized student organization of SUNY Adirondack brings a responsibility to each member, and to the club as a whole, to act responsibly and in such a way as to enhance the mission of the college.  Failure to comply may result in student organization probation or loss of recognition by the college and the Student Senate.

9. In order to remain in good standing, it is required that all student organizations meet the deadlines established by the Student Association and the Student Activities Office.  Failure to meet three major deadlines a year may result in loss of recognition by the Student Association.  Failure to submit meeting minutes, failure to file event registration forms, trip forms, etc. with the Student Activities Office are some examples of behaviors that may result in loss of recognition.
10. It is not the responsibility of the Student Activities Office or the Student Association to inform your club of failure to meet requirements.
Membership

Membership in student organizations must be open to all persons without regard to race, color, creed, religion, national or ethnic origin, sex, sexual orientation, age, marital status, citizenship, or handicap, in accordance with Title IX of the Federal Educational Amendment of 1972.  
All members must be registered students at SUNY Adirondack.
Participation in an organization is voluntary, therefore members may disassociate from an organization at any time.

Documentation Required of All Recognized Clubs and Organizations
The following documents must be submitted to the Student Activities Office by the third week of classes each semester:

A. Membership List

Please include the name of each current member of the club.  Please provide updated lists to the Student Activities as needed.
B. Signature Cards

Each organization is required to have a current signature card on file in the Student Activities office.  It must contain the signature of all the officers as well as the advisor(s).  Additionally, please include the name, office, phone number, and e-mail address for all officers of the club.  This information will help ensure timely and efficient communication during the year.  Student organizations will not be able to access club funds unless a current and complete accurate signature card is on file.  
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C. Meeting time, date, and location for the current semester

Student Organization Probation and Termination

All student organizations have the responsibility to meet the criteria previously listed to be an officially recognized club or organization at SUNY Adirondack.

In order to remain in good standing, it is required that all student organizations meet the deadlines established by the Student Senate and the Student Activities office.  Failure to meet three major deadlines in one year may result in the loss of recognition by the Student Association.  Examples of some of these violations include:  failure to submit meeting minutes / failure to file event registration forms / failure to register a club-sponsored trip / etc.  
In addition, all student organizations have a responsibility to abide by the policies and procedures of their own club, the Student Association, the College, and all local, state, and federal laws.  

Failure to abide by any of these rules and regulations can bring a notice of probation and/or termination of the club or organization on the campus.  All student organizations receiving notice of probation will have all benefits and activities frozen until proof of compliance is documented with the Student Activities Office.  As well, the Dean of Students and Coordinator of Student Life will meet with the student organization leaders to review the problems and changes made.

In the event that very serious charges are made against an organization and no changes or improvements are made, the student organization will be terminated from SUNY Adirondack by the Dean of Student Affairs.
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New Club on Campus!!!

Setting up a New Student Organization

1. Fill out Student Organization Application

· List the name of the organization.

· List the purpose of the organization.  This purpose will also serve as a description of the club in all Student Activities Office publications.
· List the name and contact information for the primary contact person.

· Meet with the Coordinator of Student Life to review the Organization Application.
2.    Have an interest meeting.

· Reserve a meeting location through the Student Activities Office.

· Hold an interest meeting.  
· Publicize the place and time of your meeting on campus.

· Invite potential advisors.

· Obtain at least five (5) signatures of interested club members.
· It is recommended that you discuss the following at your first meeting:

· Officer Job descriptions including duties and responsibilities.

· Guidelines for organization advisors (resources available in the Student Activities Office).

· Major activities and/or events that the organization would like to hold.

· Community service projects that the organization would like to participate in.

· Campus policies by reviewing the Club and Organization Handbook.

· Meeting times for the semester.

· Budget request to present to the Student Senate.
· Set up a meeting with the Coordinator of Student Life to review budget request process.

· Turn in all required forms to the Student Activities Office:

Membership list
, Signature card, Meeting schedule
3.    Secure an advisor who is a full-time member of the SUNY Adirondack faculty or administrative staff.  
· Support staff members may be advisors with the approval of the staff supervisor and Dean for Student Affairs.
· Have them notify the Coordinator of Student Life in writing that they will be the advisor.

4.    Have an organizational meeting with advisor in attendance.

· All interested members must attend or submit an excuse.

· Make a membership list as outlined in the Recognition Policy (page 7).

· Elect officers who will act as liaisons throughout the recognition procedure.

· Elect a constitution committee who will be in charge of drafting the new constitution.  (Samples are available in the Student Activities Office).
5. Submit constitution for ratification by the Student Senate.
The Student Senate will notify the organization via the Student Activities Office when official recognition has been granted.
Any new student organization requesting recognition by the Student Senate must have their constitution and a membership list (including the advisor’s signature) submitted to the Student Senate (via the Student Activities Office) by the third week of each new semester for ratification.  Under special circumstances, recognition may also be granted at other times.

6. Once approved, submit an initial budget request to the Student Association.
An initial budget request for a newly recognized club or organization should outline the club’s intended activities for the current academic year.  This request will then be reviewed by the Student Senate Budget Committee as well as the full Student Senate.

If approved, an initial budget request is typically funded by the Student Senate – General budget line for $200.00.  This money is intended to provide the club with resources to support some activities during the first year.  

Once an initial budget has been approved, the Student Senate Treasurer will work with the new club to establish a budget line through the FSA office.  Additionally, the Student Senate Treasurer will complete an Inter-Club Transfer to move any approved monies from the Student Senate General account into the new organization’s budget line.  Once this transfer is complete, the new club’s treasurer will become the primary person for this budget.

All clubs Treasurer’s are strongly encouraged to become familiar with these financial guidelines outlined in this handbook.

Like all clubs, new organizations are encouraged to also hold fundraising events to complement their Student Activities budget.
Student Organization Advisor Role

· The primary advisor to a student organization should be a faculty, staff or administrator within the discipline.  Social, recreational or special interest organizations should be served by a primary advisor that is a faculty, staff or administrator of the College and with a special interest and/or talents relating to the organization’s purposes. 

· Students in the organization should select their advisor(s).

· Advisors perform their functions with enthusiasm and continued commitment.

· Advisors act to ensure organization elections take place and are carried out responsibly.

· Advisors advocate and encourage organization leaders to plan activities that are uplifting and beneficial to members of each organization.  
· The primary advisor should become familiar with the policies and procedures of the Student Senate and the College, as well as, all federal, state, and local laws that may pertain to the organization and/or its activities.

· Advisors may serve as counselors, teachers, and advisors, reflecting and interpreting situations so that the students may arrive at intelligent decisions.  They reflect the advantages and the disadvantages of those decisions impartially.

· Advisors should advise and not control or dominate the organization, the organization’s leaders, or the organization’s activities.

· The advisor encourages, teaches, and helps the organization leaders to handle all administrative functions of the organization.  The advisor must sign off on all financial transactions, activity forms, travel forms, and other administrative documentation having to do with the business of the organization.  This sign-off should only happen after the organization leaders have performed all of their administrative duties.

· Advisors deal professionally with students, the campus community, and the community as a whole, while fulfilling their duties as an advisor.

· Advisors encourage timely submission of required organization documentation items.

· The primary advisor must travel with the organization as well as attend all scheduled official club activities, functions, and meetings.  In the event that scheduling conflicts arise, the primary advisor is responsible for finding another faculty, staff or administrator of the college to assume his/her responsibilities.
· If the organization feels that their advisor is not fulfilling their duties, they may vote to remove them from their position.  
Financial Overview

Recognized clubs and organizations typically have three sources of funding for club activities.  These include:
A. Student Senate Budget

Each spring, clubs submit a budget request for the following academic year.  The Student Senate reviews all requests and then makes decisions regarding the allocation of student activity fees.  Any recognized club or organization in good standing may participate in this process.

Student Senate budget allocations are the primary budget line for each club and monies in this account are available to the club for only that fiscal year.  At the end of the fiscal year, any remaining money in this budget line will be rolled into a general Senate account and then disbursed according to priorities established during the Student Senate budget hearings.  In other words, the club should spend this fund responsibly or they will lose the money at the end of the fiscal year!
Because the Student Senate budget is funded by student activity fees, SUNY has established certain guidelines on how these publicly funded monies can be used.  A complete listing of this policy statement from SUNY is available in the Student Activities Office.
B. Fundraising Account

Each recognized club and organization is strongly encouraged to implement fundraising activities.  Any monies from these activities may be used by the club to complement the Student Senate budget.  Unlike student activity monies allocated by the Student Senate, fundraised monies remain with the club from year to year (in most cases).   Additional guidelines regarding fundraised monies are included in this handbook.

C. Campus Trip/Special Request

If a recognized club or organization needs additional funding for a special one-time opportunity or investment, or would like to receive funding for a trip in excess of $500, the application-based Campus Trip/Special Request process may be helpful.  Separate from the annual budget process, the Student Senate also reviews these requests on a first-come, 
first-served basis beginning with its first meeting each September.  An application for this funding is included in the appendix.  Note:  these funds may be used only for the purpose outlined in the request.  Any change in use of these monies must be approved in advance by the Student Senate.
How to Get your Money:

Completing the Purchase Order

In most cases, a Purchase Order will be used to access money from your club’s Student Senate approved budget as well as your Fundraising Account.  
A Purchase Order is used as a promissory note to vendors/companies/offices for payment of services completed or goods delivered; to request a reimbursement for approved purchases/expenses; or to request a cash advance for approved purchases/expenses.  
All purchase orders are given final approval by the Coordinator of Student Life.
You may obtain a purchase order for your organization as follows:
1. Obtain a purchase order from the FSA Office.  They will ask you to whom it is payable, the amount of money requested, the purpose of the purchase order, and from which account/club the money will be taken.

2. Fill in the top part with the COMPLETE name and address of the business/person (including street, city, state, and zip) to whom the check or purchase order is payable.
· If it is for an individual, be sure to include a phone number (in the detail section) so that the individual may be notified when the check is ready to be picked up.  

· For a cash advance or reimbursement, include the individuals name, the club name and c/o Student Activities.  The individual will be contacted when the check is ready. 
· If a signed contract is attached to a purchase order, please make sure that the Social Security number or Federal ID number of the person(s) being paid is included on the contract. 

3. Please make the description as detailed as possible.  A Purchase Order will not receive final approval unless it is completely clear as to:
· What the purchase order is paying for (include quantity and specific description)?
· How much the purchase order is for?
· If you are unsure of the price, you should try to approximate an amount to write on the purchase order for each item that you are planning on buying.  Before the price you should write NTE, this stands for Not To Exceed.  This is the price that has been approved for the purchase and the bill should not exceed this price.  This is especially important when only an estimate has been given for the purchase price.
· If you have already received the bill you should note that the bill is attached and the invoice number that appears on the bill.
· Who is being paid?
· What account the money is coming from?
· When the event is and/or when the money is needed by?
4. Obtain the required signatures and minutes to document approval for these expenses.  The signatures of the organization’s treasurer, another officer of the organization, and the organization’s advisor, are required before submission of a purchase order to the Student Activities Office.  Minutes to support the purchase order must also be attached before submission to the Student Activities Office.

5. Return the Purchase Order to the Student Activities Office for final approval by the Coordinator of Student Life.  Please be sure that minutes are attached that document specific approval for the items on the purchase order as well as the amount of the purchase.

If there are questions or inconsistencies, the Coordinator will contact the group, by phone or by leaving a note in the club mailbox.  
6. You should complete the Purchase Order and have it turned into the Coordinator of Student Life within two weeks from the date you picked it up in the FSA Office.  After it is turned into the Coordinator of Student Life, expect a week before your club will receive the check.  
THEREFORE…it is strongly recommended that you start this process about three weeks before you need the check.
7. The Coordinator of Student Life must approve all purchase orders before they can be submitted to the FSA office for reimbursement.
8. Purchase order forms are in triplicate.  The white copy is intended for the vendor or individual to be paid.  The yellow copy is intended to be filed with Student Activities.  The pink copy is for the student club or organization.
9. If a purchase order is no longer needed, all three copies should be returned to the FSA office as soon as the proposed expenditure has been cancelled.  This will then be voided from the organization’s account.

10. If a purchase order is lost, please see the Coordinator of Student Life immediately.  These will be handled on a case-by-case basis.
11. Club members or advisors obtaining cash advances are personally responsible for the money if receipts and change are not turned in to the FSA Office.  Any past due accounts are sent to a collection agency on a routine basis.  This may also result in student records being on hold until outstanding financial matters are settled.
Any questions may be directed to the Student Activities Office.
Financial Procedures
In order to conduct any financial business (special requests, account withdrawals, etc.), the student organization must be in good standing with the Student Senate.  Organizations not in good standing may have all their accounts frozen.
Budget Request Process
The Student Senate, through a budget hearing process each spring, allocates a budget for clubs and/or organizations for the upcoming academic year.  It is mandatory that all clubs/organizations requesting a budget submit a complete budget request form by the date required to the Student Activities Office.  (If additional monies for a specific activity or event are needed, a separate special request may be submitted to the Student Senate at any time during the academic year).
Because it is important to ensure that student activity fees are being used to support group activities and are in compliance with SUNY guidelines, anyone who seeks funding will be asked to identify their proposed activities for the academic year, their funding source(s) and the type of activity it is.  These categories include:  

· Club Member Activity for those activities and expenses which benefit only club members (Examples may include but are not limited to refreshments for meetings, travel and conference fees, etc.).  The question to answer here is:  what did the club provide for its members this year?
· Campus Sponsored Activity for those events and functions which are sponsored by the club but open to the campus community  (Examples may include but are not limited to expenses related to hosting a guest speaker, a resource fair, sports clinics, etc.)  The question to answer here is:  what did the club provide for the campus and/or the community this year?
· Community Service Events and Donations should include both on and off campus service projects as well as any financial donations made by the club to other organizations.  (Examples may include monetary donations, Angel Tree donations, charity sporting events, purchased resources for the library, etc.)  The question to answer here is:  what philanthropic activities did the club pursue this year on and off campus?
· Fundraising Activity for those activities which club members will pursue to benefit their organization or another identified cause  (Examples may include but are not limited to car washes, bake sales, raffles, etc.)  The question to answer here is:  how much money did the club raise through its own efforts this year and how did they do it?
For the spring 2012 budget process, the following timeline has been established.

· Budget Request due to Student Activities no later than 4:00pm on Friday, February 24, 2012.
· Individual club hearings with the Student Senate Budget Committee will be held beginning on March 1st.  Appointments for these hearings may be scheduled at the time the budget request is submitted.  These meetings are required for all who seek funding from the Senate.
· The entire Student Senate will review and decide a 2012 – 2013 budget no later than Wednesday, April 25, 2012.

· Please see attached Budget Policies in the Sample Forms and Policy Statement section.

Cash Advances

Ideally, a purchase order will be used to secure goods and services.  This should always be the first avenue utilized by a club.  If a purchase order is not accepted by the vendor, however, the following procedures will be followed for a cash advance.
· A person receiving a cash advance may not make or second a motion to distribute funds to him/her.  These minutes must be attached to the purchase order for this expenditure.

· Students may take out a cash advance; however the amount must not exceed $250.00.
· This person receiving a cash advance may not sign a purchase order which authorizes any expenditure to him/her.  
· A cash advance will be provided as a check to the recipient.  This check is valid for 30 days from the day it is written by the FSA staff.
· In order for a cash advance to be distributed, the person to whom the check is payable must pick up and sign for the check him/herself at the FSA office.  No Exceptions.

· The payee is required to hand in all surplus cash and receipts in person to the FSA Office.  

· Only one cash advance per person is allowed at one time.

· Guidelines for acceptable receipts for cash advances are the same as those outlined for Reimbursements.
· All receipts must be approved by the Coordinator of Student Life before being turned into the FSA Office.
Contracts
All contracts, whether for entertainment, transportation, or educational purposes, involving student organizations must be approved and signed by the Coordinator of Student Life in advance.
The Coordinator will forward a copy to the appropriate advisor and club president (via the organization's mailbox), in order to verify information before signing.  It is imperative that any details are worked out in advance of the return of the contract. Organizations will be held financially responsible for any breaches of contract on the part of the student organization.
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1. Members/Officers/advisors who are being reimbursed may not sign the purchase order requesting their reimbursement.

2. Minutes must show proof that the reimbursement was approved and the amount allowed.  These must then accompany all requests for reimbursements along with the receipt(s) for the purchase.
3. The FSA cannot reimburse sales tax paid on an item, so it is wise to obtain a tax-exempt form before you purchase items for which you expect reimbursement.
4. A reimbursement should be requested within five business days of the date of purchase.  If it is not requested within five business days, the reimbursement is not guaranteed.
5. A reimbursement check should be available a week from the date the request was submitted     to the FSA Office.
6. Student activity money MAY NOT BE USED to purchase alcoholic beverages, cigarettes, or other tobacco products.

Trip/Special Requests

Student organizations as well as members of the campus community may request additional funds from the Student Senate on an event-by-event basis.  Special request forms are available through the Student Activities Office, and must be filled out entirely and in detail before they are given to the Student Senate Treasurer.  
It is recommended that forms are handed in at least three weeks before the event to receive full consideration.  Once the request is given to the Senate Treasurer, he/she will meet with the Senate Budget Committee to discuss and formulate a recommendation to present to the Senate for voting.  
It is highly recommended that a representative from the club requesting money keep in contact with the Senate Treasurer to track the progress of the request, as well as remain available to answer any questions or concerns from the Trip/Special Request Committee and/or the Student Senate.  The Coordinator of Student Life is also a member of the Budget Committee. 

Transferring Funds

When transferring funds between clubs and/or student organizations, an Inter-Club Transfer Form is used instead of a purchase order.  This form can be picked up in Student Activities or the FSA Office.  Purchase orders, however, are used when transferring funds to a college office or entering a purchase agreement with an outside vendor or company.  Only the top, white copy of the purchase order may be left with a vendor.

Please Note: The last possible day to conduct financial business for Student Activity 
Fee funded accounts for the current fiscal year is the 2nd Friday in May. 
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Fundraisers may be held to support community service projects, philanthropies, student organization activities and events, as well as special needs of the organization as deemed appropriate by the organization with approval by the Student Senate.  
The purpose of the fundraiser must be clearly stated in any advertisement for the event, and must be posted somewhere clearly visible and in writing at the event.

All monies collected from the fundraiser must be accounted for in the organization’s account through the FSA Office within two business days of the completion of the fundraiser.  Failure to properly deposit fundraised monies may result in student organization probation or other disciplinary action.
Monies earned through a fundraiser may only be used for the purpose identified.  
Because the club’s budgeted account is funded by mandatory fees, these monies may not be used for fundraising or philanthropic activities.  Any expenses or reimbursements for a fundraising project (ex. car wash supplies, bake sale supplies, Angel Tree gifts, etc.) must also come from the fundraising account.  
At the end of the fiscal year, money collected through fundraising efforts that has not been spent will be rolled over in the account of the student organization. 
Bake Sales
Student organizations are allowed to conduct bake sales on campus but may not offer goods that compete with products sold at any FSA venue on campus.  This includes but is not limited to prepared items such as bottled water, pizzas, bagels, doughnuts, etc.  In most cases, traditional homemade baked goods will not violate Food Service guidelines or New York State tax guidelines.
Set up arrangements should be made through the Student Activities Office as early as possible to ensure that your club’s first-choice date is available.  Ideally, there will only be one sale at a location at a time although overlapping sales are possible IF all parties approve of this plan in advance.

Groups are not to set up immediately opposite the Scoville Learning Center Café or anywhere in the Student Center Cafeteria without permission.  Organizations in violation of this policy will be required to move their sale, and restricted from conducting another bake sale for two months.  

Donations

Donations from an outside source may be made to the student organization for a specific program or activity sponsored by the student organization.  This purpose must be recorded in the club’s financial records and in organization minutes.  A donation request letter, as well as a follow up Thank You note, should be approved by the Coordinator of Student Life prior to being sent out.  
Donated money or goods are only to be used for the specified purpose.
Food Purchase/Sale
The FSA Food Service Department maintains the "right of first refusal" to provide food service for any student and college events.  
Organizations wishing to sponsor an event where food will be served are required to contact the Director of Food Service first to make arrangements.  If it is mutually agreed that the Food Service staff will be unable to provide assistance, the group may go off campus to obtain food.  A price list for the FSA Food Service is available from the Student Activities Office.
It is recommended that organizations contact the Director of Food Service as soon as an event and date have been tentatively identified.  This will ensure ample time for planning and ordering.  A completed purchase order with appropriate signatures and minutes will be needed at the time of ordering.  Because this approval process can take more than a week to complete, advance planning is strongly encouraged!
Raffles 

Raffle ticket sales are run through the Student Activities Office.  Please see the Coordinator of Student Life for details.  The raffle drawing must take place in a public setting on campus of which the date and time are announced.  
Cash prizes are not allowed.
Winners of all raffles sponsored by a club or organization must be announced to the campus community.  At minimum, a notice in This Week at SUNY Adirondack within one week of the close of the raffle is required.
Sales Tax

State law requires that sales tax be collected for the sale of any prepared goods (including food and crafts).  Therefore, the FSA Office will subtract sales tax from profits made, when necessary, and the remainder of the profit will be deposited into the club/organization’s account.

Student clubs and organizations are considered tax-exempt; therefore a tax-exempt form must be used for the purchase of any club or organization supplies, food, etc.  Club members and/or advisors will NOT be reimbursed for sales tax if they neglect to use a tax-exempt form.

SCHOLARSHIPS 

Scholarships may be set up through the College Foundation in the name of an individual or organization.  Clubs have the ability to set criteria for a scholarship and are responsible for fundraising the monies needed to start and maintain the scholarship.  
However, club members will not play a role in selecting the recipient of the scholarship.  The College Scholarship Committee will be responsible for selecting the recipient.  

SAMPLE FUND RAISING IDEAS

Things to Sell from Fund Raising Companies

Events

Buttons






Sumo Wrestling

T-shirts 






Jousting 

Safety Flares 





Velcro Wall

Candy 






Plays

Candles 





Dances

Glasses 






Musicals

Toys Art 





Fairs

First Aid Kits





Film Festivals

Baked Goods





Sporting Events / Annual Competitions

Placemats





Dance Marathon

Fire Extinguishers (portable)



Pie Throw

Cookbooks





Talent Show
Key chains





Gong Show

School License Plates




Dating Game (Singled Out)

Patriotic Documents




Thons (Rock-a-thon, Trike-a-thon, etc.)

Holiday Decorations

Holiday Cards





Dinner, Lunches, Breakfasts
Holiday Wreaths





Spaghetti dinner

Calendars





Progressive dinners

Magazines





Potluck suppers

School Shirts





Ethnic dinners

Carnations (Valentines Day)



Cheese-tasting party








Pancake Breakfast

To Make and Sell

Baked Goods





Services to Perform
Decorations





Polaroid pictures (in frames)

Candy






Window washing

Concession stands at sporting events


Car washing

Art work / jewelry/ crafts / cards


Pet washing

Sell caricatures at event




Babysitting

Face Painting





Yard and garden work

Donations from Vendors (food, crafts, products)

Pet sitting








Party catering

Drives






Fall and Spring cleanup

Soda bottles





Christmas tree removal

Paper






Painting

Aluminum cans





Odd Jobs

Penny Wars





Tutoring

1/4 mile of Quarters




Typing papers

PUBLICITY RESOURCES
The Student Activities Office provides a number of resources to assist clubs and organizations with promoting their activities both on and off-campus.
Campus Bulletin/Signboards – The Student Activities Office has access to several bulletin boards as well as several free standing signboards.  Recognized clubs and organizations may bring fliers, posters, brochures, and other notices to the Student Activities Office for approval to be placed on these boards.  Clubs and organizations are responsible for hanging advertisements on the bulletin boards.  However, Student Activities staff will place advertisements on the signboards.  Please read the “Campus Bulletin Board Posting Procedure” below.  FREE

Chalking – Student Activities maintains a large supply of colored chalk in our office.  Recognized clubs and organizations may use this chalk to write announcements on campus sidewalks or in campus roadways and parking areas to promote their events.  Chalk is available free of charge during regular business hours.  Additionally, chalk must be returned the same day it is used.  FREE
This Week at SUNY Adirondack  – Each Monday, the Student Activities Office produces a weekly bulletin of campus activities, meetings and announcements.  Recognized organizations are encouraged to list club-sponsored activities in this bulletin.  The deadline for submitting announcements is each Thursday by 12 PM for distribution the following Monday.  Submissions should be typed and 
e-mailed to the Office Specialist at downern@sunyacc.edu.  FREE

Video Gizmo – Across campus are close-circuit televisions which run a list of announcements for the SUNY Adirondack community.  Unless otherwise noted, all postings for This Week at SUNY Adirondack will be automatically included in this electronic system.
Campus Bulletin Board Posting Procedure
The following rules and regulations apply to the posting of any and all materials from on-campus and 
off-campus populations.  These rules do not apply to class project displays.
I. All items to be posted must be approved and stamped by the Student Activities Office.  Items which are not stamped will be taken down.
II. Postings are confined to bulletin boards and “hang-it” spaces only.  There is absolutely no posting on glass surfaces (including classroom/building doors and windows), stairwells, classrooms, or interior/exterior walls.  Please note the limit of one poster per event per bulletin board.
III. The typical time limit for postings is two weeks.  Special arrangements may be made through the Student Activities Office for extended time.  All postings must be dated, and will be removed once the date has expired.  Advertisements for special events should be removed immediately following the event.

Distribution of Materials on Campus policy

SUNY Adirondack encourages expression of free speech and permits the distribution of printed material for non-commercial purposes by the general community in a manner which does not compete with the ongoing programs or regular business of the College and is in accordance with college policy.  Individuals, organizations, or groups must comply with the College Code of Conduct, found in the Student Handbook.  Individuals, organizations, or groups who interfere in or compete with ongoing programs or regular business of the college while distributing such material may be charged with an infraction of the appropriate section of the Code of Conduct.

Any individual, organization, or group desiring to distribute such printed material at the College must obtain advance approval from the Coordinator of Student Life in the Office of Student Activities.  Approval to distribute printed material will not be based on the content of the printed material.  Approval is required only to assure non-interference with the ongoing programs or regular business of the College.   The College does not assume any obligation or responsibility for the content of materials distributed.  Any denial of the distribution of printed materials may be appealed to the Dean for Student Affairs within fifteen (15) days of the denial.

The College reminds any individual, organization, or group so distributing materials to be aware of current laws regarding libel, defamation, obscenity, fair labor relations and other applicable laws.  Acceptance of monetary donation for such material is prohibited.

Solicitation policy
1. College buildings or campus spaces may not be used to raise money for any individual or organization other than (a) an officially recognized campus organization whether it be faculty, staff, or student, or (b) a not-for-profit, charitable off-campus organization.
2. Organizations intending to use the College buildings or campus spaces to benefit an off-campus effort must satisfactorily prove the tax-exempt status of the benefiting cause.
3. Student organizations shall seek written approval to solicit funds on the College’s campus from the Coordinator of Student Life in the Office of Student Activities.  Faculty, staff, or non-profit organizations desiring to solicit funds on the College’s campus must seek written approval for such solicitations from the Director of Facilities.  The Office of Student Activities and the Facilities Office will establish uniform procedures relating to the location, duration, and set-up arrangements for such solicitation activities.
4. Any person aggrieved by any act, decision, or directive of either the Coordinator of Student Life in the Office of Student Activities or the Director of Facilities may appeal such act, decision, or directive to the College’s Dean for Student Affairs within fifteen (15) days from such act, decision, or directive.  The College’s Dean for Student Affairs may affirm, reverse, or modify such act decision, or directive as he/she deems appropriate within the limitations imposed by this Policy.
5. Any request for the use of campus facilities must follow the Facilities Use Policy and may result in the assessment of rental and/or maintenance fee(s).

CLUB/ORGANIZATION TRIP POLICY

1. The trip must be within the scope of the objectives stated in the approved constitution of the club or student organization.

2. The cost of the trip must be commensurate with the number of individuals involved.

3. The club or student organization will use an acceptable mode of transportation (i.e. a common carrier: bus, train, airplane, rented vehicle or, with permission from the Coordinator of Student Life, a personal vehicle).  When disabled individuals are participating in an off-campus club or student organization-sponsored activity, accessible transportation must be provided.

4. The club or student organization shall ask the transporter for a contract that must be reviewed and signed by the Coordinator of Student Life.  They will also be asked to provide an insurance certificate proving coverage for students, guests, and faculty/staff.  If a personal vehicle is used (with permission), the owner must provide a copy of his/her insurance policy and the riders must sign an Agreement and Release Form.

5. If private vehicles are to be left on campus during the trip, it is the student’s responsibility to notify the Facilities Office or risk their vehicle being towed away or plowed in.  Information regarding where to park will be given to the vehicle owner when they contact the Facilities Office.

6. The club or student organization will:

a. Fill out an Event Registration Form and submit it to the Student Activities Office when beginning to plan the trip. 
b. Submit a Trip/Special Request Form if the trip is in excess of $500 or if additional funds are needed for the trip.

c. Submit an outline with your Trip Information Sheet that explains how trip refunds and trip departure issues are going to be handled.   
d. Give each participant a complete Trip Information Sheet and provide the Student Activities Office with copies to give to any students who may sign up there.

e. Require that all participants fill out the Emergency Medical Information sheet and the Behavior Contract and Liability Release Form.  The Group Leader is responsible for carrying these items on the trip and then submitting them to the Coordinator of Student Life for disposal within two working days of the completion of the trip.

7. If private transportation has been approved, a copy of the owner’s insurance policy and Agreement and Release forms completed by each rider must be submitted to the Student Activities Office prior to the trip.

8. The designated Group Leader must be a faculty or staff member of SUNY Adirondack.

9. The club or student organization must keep all receipts for expenditures and return them to the FSA Office within five (5) business days of their return to campus if expecting reimbursement or clearing a cash advance.  New York state sales tax paid CANNOT be counted toward reimbursement or settlement of a cash advance.
10. Instances of failure to comply with these guidelines may result in cancellation of the trip or reimbursement refusal.
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 Campus Events
Event Registration Forms

This form can be obtained in the Student Activities Office, in the appendix of this handbook, or on the SUNY Adirondack website.  It should be filled out completely and returned to the Student Activities Office at least three weeks prior to the anticipated event.

1. Choose the date and time.  Remember that different programs work better at different times of the year (costume party at Halloween, semi-formals during the holidays or in the spring).  Timing is also very important – remember to consider such factors as exams, vacations, other programs on or around the same date, etc.

2. Work with the Student Activities office staff to check on facilities, reservations, and arrangements.  Remember to reserve any Audio/Video equipment you might need, make food arrangements, reserve security and parking officers, request ticket sales, etc. on the Event Registration Form.  Do not commit yourself to a date for the program until you are certain the above considerations are available on that date.

3. Ask for contracts or formal arrangements with entertainment or speakers as early as possible.  
Reminder:  The Coordinator of Student Life must review and sign all contracts 

before the event is considered approved.
Delegate Responsibilities – Everyone Pitches In!
· Make sure everyone who wants to be involved in the activity gets a job to complete.  This helps people feel like it’s THEIR activity.  The organizer CANNOT do everything him/herself.
· Don’t assume that because someone wants to get involved they necessarily know how to complete the task you’ve given them.  The organizer must guide the person through the task and follow-up so that the person doesn’t feel like they are out in “left field” and all alone.  Check progress periodically.
· Make tasks meaningful and important.
· Distribute tasks evenly – don’t dump all of the work on one or two individuals.
· Define the task or job clearly and be sure the person knows how to do it.
· Be enthusiastic about the tasks and the program as a whole.
· Offer praise for jobs well done.
· Get to know all the people working on the program.  Be personable and caring.
· You may wish to offer incentives for the unpopular tasks such as, clean-up, etc.
· If the program is large and complex, you may wish to establish a committee of people to accomplish each main task (publicity committee, clean-up committee) and then put one person in charge of each committee.

Publicity
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Publicity can make or break an event.  Poor publicity will give people the idea that the EVENT itself will be poor.  Creative, eye-catching publicity adds credibility to the event and to the group who is putting it together.
TYPES OF PUBLICITY:


Flyers, posters, banners, tables in the Student Center, Media (This Week at SUNY Adirondack, local and campus radio stations, newspapers, and TV stations), gimmicks (balloons, t-shirts, buttons, hats, contests, teasers), WORD OF MOUTH (enthusiastic talk about the upcoming event is the BEST PUBLICITY!!!).  (Also see Publicity section on page 20 for a list of resources available here on campus.)
TIMING:



Publicity must be timed properly:  not too late and not too early.  Allow plenty of time for people to see publicity, but don’t put it out too soon so people read it and just forget it.  Waves of publicity are a good idea- teaser advertising two weeks before (“Springfest is Coming”); flyers and banners a week before; more hype three to four days before the event.
MESSAGE:



Don’t depend on only one type of publicity – use several.  Be sure you include who, what, when where, and cost, if appropriate.
LOCATION, LOCATION, LOCATION:

Utilize high-traffic areas of the school for advertising (the Quad, Scoville Café, the Food Court, lounges, etc.).  

Student Activities can also help you work to make sure your club notices are posted on campus bulletin boards.  Please note, event flyers for campus bulletin boards must be turned in to Student Activities at least seven (7) business days before your event to ensure they are posted in a timely manner.  
The Student Activities Office must approve all written publicity before it is posted on campus.
Use the Marketing and Media Relations Office for help in writing press releases and contacting the local media.
Submit press releases to This Week at SUNY Adirondack by Thursday at noon to be published the following week.

Follow Through
· Two weeks prior to event:  confirm with all involved, including the Student Activities Office about the room and tickets, Media Services, and Food Services.

· One week prior to event:  meet at the event sight to ensure placement and set up of equipment, chairs, tables, etc.  Make up a schedule sheet and have people sign-up for various work shifts.

· Day before the event:  remind people of the work time they signed up for.  The person in charge should check with every participating party to confirm last minute needs.  The performer/speaker/presenter should be contacted even if you just tell them that you are ready and ask if everything is all right on their end.

Day of the Program
1. Remember Murphy’s Law and plan to respond accordingly.  “Anything that can happen, will happen”.  ANTICIPATE problems and have a plan of action.
2. Leave plenty of time for set-up, decorations, room and furniture arranging, etc.
3. Have plenty of people there to help out during the event.  Designate one or two people as “trouble shooters” to handle problems as they arise.  
4. Keep an eye on valuable equipment and items.
5. Periodically empty big bills from the cash box if a lot of money is being taken.
6. Ongoing clean-up during the event can sometimes make final clean-up much easier.
7. Recheck all preliminary plans directly before the event to be sure you’ve remembered everything.  
8. Be sure you clean up EFFECTIVELY after the event.  Your group’s reputation will suffer if clean up is poor.

After the Event
1. Evaluate the event – it shows what would need improvement for the future and also serves as a record for next year.  Types of evaluation include FORMAL (written form like a survey) and INFORMAL (word of mouth – “What do you think?).
2. Ask SPECIFIC questions about the event.  “What did you like best?”, “What did you like least?”, “Did it meet your expectations?”

3. Send Thank You’s to performers, helpers, or anyone who lended a hand.  It is also appropriate to send a thank you not to those who donated money or goods towards your program.

4. Keep records of EVERYTHING (receipts, prices, publicity, contact people, phone numbers, etc.) so that next year’s group can use them as references.
5. Submit a copy of your program evaluation to the Student Activities Office within one week of the completion of the program.
Please share the results of any evaluation that you do with the Student Activities Office.  We are working to gather information on events that the SUNY Adirondack population is interested in and this will help us in the future. 
STUDENT LEADERSHIP AWARDS

Recognizing student and club accomplishments is important in co-curricular experiences.  To that end, the following awards are presented annually at the Student Awards Ceremony held in April of each year.  This year’s Award Ceremony is being held on Wednesday, April 20, 2011.  
President’s Cup:

Unofficially known as the ‘Club of the Year’, this award has traditionally been given to a group that has shown outstanding community involvement during the academic year.  To apply, groups must submit a completed application which documents club activities both on and off-campus during the current academic year.  The selected club or organization is honored through their group’s addition to the President’s Cup trophy.  
Club Advisor of the Year:

Each spring, nominations are solicited for the outstanding Club Advisor of the Year.  A sub-committee of the Student Affairs Committee will then review all nominations and the honoree is announced at the Awards Ceremony.  

Senator of the Year:

This award is given to the member of the Student Senate who has successfully completed all responsibilities of his/her office since the appointment began.  In addition, this award recognizes dedicated service to the Senate, strong advocacy for students at SUNY Adirondack, positive enthusiasm for campus life, and a willingness to go above and beyond the required duties.  This award is selected by the current membership of the Student Senate in early April of each year.

Treasurer of the Year:

This award is selected to honor the student treasurer who has completed his/her financial responsibilities with dedication, accuracy, timeliness, and professionalism.  This award is presented by the Faculty-Student Association and the Student Activities Office.
CREATING GOALS AND OBJECTIVES

Goals

Goals are written or verbal statements describing in detail what the group/organization wishes to accomplish and the ends toward which efforts will be directed.

Good goal setting is essential to the continuation of a group/organization.  Goals give the organization purpose and direction, especially when making decisions about programs that may fall into gray areas.

When your organization gets together at a goal-setting session, remember to:

· Be specific

· Be consistent

· Be realistic

· Be personal

· Make goals measurable

Goal setting should happen either during training or at a meeting where most members are present, or else your goals will not reflect true group/organizational opinion.  Brainstorming in goal-setting is good, but be careful to narrow down to a few important goals; don’t allow your group/organization to become overburdened with things they don’t intend to accomplish anyway.

Make sure you recognize the accomplishments of members – it will help motivate them and let them know you are interested and/or concerned about them.

Objectives 

Objectives are measures to be accomplished in order to reach established goals.  They are clear, specific statements of measurable tasks to be accomplished as steps towards reaching goals.  They are usually short-term and have deadlines.  Each goal commonly has no fewer than three to four objectives.

Example

Goal:  We will recruit new members in order to increase attendance at our meetings by 50%.

Objectives:  

1. Sign-up for and staff a table at the Club Drive in September.
2. Ask professors in our classes to provide us with time to talk about the club.
3. Put together an information sheet to pass out to the class.  
4. Order pizza and soda from FSA Food Service for our first two meetings.

5. Publicize through flyers, word of mouth, and Student Activities Office our meeting time, days, and locations.  Make sure we advertise the free food!

· Source Unknown

[image: image15.wmf]SAMPLE TEAM BUILDING ACTIVITIES

Activity One:
Name Three

Type and pass out the following questionnaire and ask members to complete it.  Share your answers with the group.

1. Name three things that make you proud of your organization.

2. Name three things you’d like to accomplish this semester.

3. Name three things you expect from your advisor this semester.

4. Name three things you expect to get out of being a part of this organization.

Activity Two:
Leadership Ranking

Rank each of these qualities from 1 to 15, with 1 being the most important quality and 15 being the least important quality.  Group members should rank these by themselves first, and then share their rankings with the entire group.  The entire group should then come to consensus regarding the most important quality(ies) for leadership.

A LEADER IS…

_____ the most talkative person in the room
_____ someone who cares about people

_____ someone who can listen to what others are saying
_____ the most popular person in the room

_____ someone who can work with people
_____ someone who is a role model for others

_____ someone who follows through on their commitments
_____ someone who gets what they want

_____ someone who is willing to grow in their leadership skills
_____ someone who is always right

_____ someone who is patient with the group
_____ someone who is able to control everyone
_____ someone who can listen to ideas different from their own
_____ one who can set priorities by what is most important and what is not as important

_____ someone who’s beliefs are consistent with their actions
Activity Three:  Coin Game

[image: image16.wmf]Each member is asked to choose a coin (any kind – penny, nickel, dime, quarter) and look at the year.  Starting with the leader, each person tells the entire group something significant that happened in the year that is reflected on the coin.  If they were not yet born in the year on the coin, they must borrow/choose another coin.

The Student Activities Office has a variety of books, websites, and other resources for icebreakers and team builders for your organization.  Please contact us for more information or to borrow any of these resources.

STEP-BY-STEP 
PROGRAM PLANNING

1. It is imperative that the program meets a NEED or an INTEREST of the group of people you wish to reach.  You can discover people’s needs or interests informally by asking some of your friends, or formally via a survey or needs assessment.
2. The more people involved in the decision making of a program, the better.  This increases your chances of success.  Also, when people have participated in the decision-making, they have a greater investment in the event and thus are more willing to work at it and publicize.
3. The group’s leader must GUIDE the group into making a decision as opposed to making decisions for them.
4. Social programming is the most popular for obvious reasons.  However, it is important for all groups to offer a variety of programs, which include educational, cultural, recreational, and service programs.  By doing this, the group stands a better chance of meeting more people’s needs and at the same time makes a significant contribution to the school.  This diversity also provides for a better learning experience.
5. Some programs work better when a smaller group is the target of your program 
(e.g., educational workshops, intimate coffeehouses, etc.).
6. The more complex your program the more advance planning is required.  Be sure to remember this when selecting your activity.

Budgeting
1. Establish a budget for each aspect of the program – publicity, food, decorations, equipment, refreshments, facilities rental, etc.  Figure the cost for the entire event – is it reasonable and within your group’s means?
2. If the budget is feasible, begin making arrangements by filling out applicable purchase orders.  Written documentation of all expenses is required before a purchase order will be approved.
3. If additional funding is needed, consider applying for a Campus Trip/Special Request through the Student Senate.  The Faculty-Student Association also has a special request fund.  This requires a separate application form.

4. Always have a contingency plan.  If your budget is low or you don’t raise enough funding for this event, how will you ultimately cover all of your expenses.
Brainstorming:  The Programmer’s Most Useful Tool
· The goal of brainstorming is to generate an extensive list of ideas for programs.
· ALL members of the group are expected to shout out their ideas for programs.  One person records these ideas on a blackboard or on a poster board.
· THE MAIN RULE: Do NOT evaluate your ideas before you say them.  Shout out ANYTHING that comes to mind no matter how absurd, expensive, or different the idea may seem.  The evaluation comes AFTER the huge list is recorded.
· You may brainstorm ideas in general for programs, or you may also FOCUS the brainstorming on one type of program  (strictly educational programs, cultural programs, fund-raisers, social events, community service projects, etc.). 
· Keep brainstorming until you think you can’t possibly come up with one more idea.  When you reach this point, force yourselves to come up with five more!
· When you’ve finally finished, take a good look at the ideas and begin to determine which ideas are the most workable, the most creative, and the most attainable.  Remember to gear the programs to the needs and interests of the group for whom you are programming.
· You may wish to make a number of copies of the list for each group member and have them take some time to look at the list and show it to their friends for feedback.  Then, in another meeting, you can begin to make some concrete decisions.

SAMPLE FORMS
Club Signature Card

Each club and organization at SUNY Adirondack is required to complete a new Club Signature Card within the first three weeks of each semester.  This information will be kept on file with the Student Activities Office and with the FSA.  

Only those individuals listed on this card will be allowed to sign on purchase orders.  Please note, a complete address and current phone number is important to provide to ensure that staff can communicate with club leaders and advisors in a timely and efficient manner.

Once all cards are turned in to Student Activities for the semester, a Club Directory listing each organization’s officers and only their preferred e-mail address will be distributed to the campus community.

Thank you for helping us to compile this important information!

	President
	Printed Name
	Signature
	E-mail

	
	
	
	

	
	Street Address
	City/State/Zip
	Phone

	
	
	
	

	Vice President
	Printed Name
	Signature
	E-mail

	
	
	
	

	
	Street Address
	City/State/Zip
	Phone

	
	
	
	

	Secretary
	Printed Name
	Signature
	E-mail

	
	
	
	

	
	Street Address
	City/State/Zip
	Phone

	
	
	
	

	Treasurer
	Printed Name
	Signature
	E-mail

	
	
	
	

	
	Street Address
	City/State/Zip
	Phone

	
	
	
	

	Advisor 1
	Printed Name
	Signature
	E-mail

	
	
	
	

	Advisor 2
	Printed Name
	Signature
	E-mail

	
	
	
	


Semester  








Student Organization

Start-Up Procedures
1. Organize an interest meeting

a. Work with the Student Activities Office staff to arrange a date, time, and location for your organizational meeting.

b. Advertise through campus resources at least 10 business days before your first meeting.  (This Week at SUNY Adirondack, GIZMO video announcements, bulletin board flyers.)

2. Organizational Meeting Procedures

a. Discuss the proposed purpose, goals, etc. for the club

b. Create a name for the club.

c. Elect officers for the club.

d. Appoint a constitution committee.  These individuals will develop the club’s constitution and work with the Student Senate to pursue formal recognition of the club.

e. Set a regular meeting day and time for the club.  Once established, work with the Student Activities Office staff to secure a location for future meetings.

3. Formal Recognition Process

a. Submit your organization’s constitution to the Vice-President of the Student Senate through his/her mailbox in Student Activities.

b. The constitution will be voted on in a general session of the Student Senate no later than two weeks after submission.

i. Any corrections or concerns with the proposed constitution will be discussed at that time.

ii. A club is considered officially recognized once a constitution has been approved with no corrections or revisions needed.

c. Once the club has been formally recognized, the Club Treasurer may submit a Campus Special Request for a start-up budget to the Treasurer of the Student Senate through his/her mailbox in Student Activities.

d. This special request will be voted on in a general session of the Student Senate no later than two weeks after submission.

Student Organization Application
Complete the following form and please be as specific as possible.  Use additional pages as necessary.
Name of Proposed Club / Organization  







Purpose  



































Membership Requirements (list any that are unique to this club)

Organizing Committee

Name

Mailing Address




Phone


E-Mail

Potential Membership

Printed names and signatures of at least five currently enrolled students who will become charter members of this organization.

Submitted by














Printed Name



Signature

Faculty Advisor














Printed Name



Signature




Printed Name



Signature

Granted Probationary Status   

















Coordinator of Student Life

Sample Meeting Agenda

Agenda

Meeting of Club Name

Meeting Time, Date, Location
I. Call to Order

The chairperson says, “The meeting will please come to order.”

II. Roll Call

Members say “present” as their names are called.

III. Minutes

The secretary reads a record of the last meeting and a motion is made to either amend minutes or approve them.

IV. Officers’ Reports

Officers give any reports they have at this time.  These reports should include explanation of any motion that will be brought up under “New Business”.

V. Committee Reports

First come reports from “standing”, or permanent committees; then from “ad hoc”, or special committees.

VI. Old Business

Business left over from previous meetings.

VII. New Business

Introduction of new motions.

VIII. Announcements

Informing the assembly of other subjects and events (things that do not need to be voted on and were not covered in Officer Reports).

IX. Adjournment

The meeting ends by a vote or general consent.

***Please note:  This is intended to be a suggested agenda.  Your organization may choose to develop a variation, depending on your needs. 

Sample Meeting Minutes

SUNY Adirondack
Minutes, Weekly Meeting of Club X

September 20, 2008
Student Activities Conference Room, Student Center

Present:   
Frances Francis, Sammy Walton, Gianni Oliveri, Nate Villa, Harry Thomas, Penelope Jackson, Mike Timber
Absent:  
Bill Kennedy

Advisor:
Dr. Happy 

Guests:    
Gretchen VanWinkle

Meeting called to order by President, Sammy Walton at 12:32 pm.

Amendment to add Harry Thomas as person who moved to adjourn the May 2, 2008 meeting, not Frances Francis.

Motion made by Nate Villa to accept minutes from May 2, 2008 as amended.  Motion seconded by Harry Thomas.  Motion passed.

President’s report: Announcement from Student Activities office that the summer hours have been changed to 8am to 3:00pm.

Vice President’s Report: Revisions to the Constitution will be handed out for review and a motion will be made under new business to amend the constitution.

Treasurer’s Report: We have $400 dollars left in our budget.  If it is not spent by May 31, 2008 it will be rolled back into the Student Association.

Penelope Jackson has requested that we purchase binders and office supplies from the SUNY Adirondack Bookstore in the amount of $50.00.

Secretary’s Report: A sympathy card was sent to Dr. Happy on the occasion of his father’s passing.

Standing Committee Reports:

Constitution Committee: We worked hard on the revisions so please review them carefully and come to the next meeting prepared to discuss them and vote on them.

Community Service: There will be no more activities until next year.

Old Business: No old business.

New Business:     

Motion made by Harry Thomas “I move that the constitution be amended according to the revisions made by the Constitution Committee.”

Motion seconded by Gianni Oliveri.

Motion tabled for review.

Motion made by Penelope Jackson “I move that we purchase binders and office supplies from the SUNY Adirondack Bookstore in the amount of $50.00.”

Motion seconded by Gianni Oliveri.

Motion passed unanimously.

Announcements:


Nate Villa: There will be homemade cookies for sale in the Quad from Club Y tomorrow morning. 
 If possible, please go to support them.

Motion made by Nate Villa to adjourn the meeting.  

Motion seconded by Gianni Oliveri.

Motion passed.

Meeting Adjourned at 1:35 pm
Respectfully submitted,

Mike Timber
[original signature]  
Mike Timber, Secretary
*Actual minutes for your organization may vary according to your needs.  Required information is club name, date and time of the meeting, attendance, names of people who make and second motions, the actual motion, and the outcome of the motion.
Emergency Medical Information

PURPOSE:  This form is not intended to invade your privacy.  The sole purpose is to alert the Group Leader and medical providers to any condition that might compromise your care in an emergency medical situation.  All information on this form will be kept confidential and the form will be disposed of at the conclusion of this activity.
Please Print
Name 












Permanent Address  










City/State/Zip  












Local Address (if different) 









City/State/Zip  











Telephone  




Cell Phone  




Person to Contact on Your Behalf in the Event of an Emergency

Name  







Telephone  



Address












Alternate Phone Number  




Cell Phone  




If under the care of a Physician

Physician’s Name  





Telephone  



Do you have any physical limitations that could be a health/safety factor at any time during this trip?


 Yes

 No

If Yes, please explain  

















Do you have any allergies or other conditions that could be a health/safety factor at any point during this trip?


 Yes

 No

If Yes, please explain  

















Are you presently taking any prescription medicine?

 Yes

 No

If yes, please list medicine and dosage  




















Please Note: You are able to opt out of providing the personal medical and emergency information for this trip.  If you do this, you are doing so at your own risk.  The group leader will not know who to reach in case of emergency if this information is not provided.  

□ I am choosing to not provide my emergency and/or medical information 
I submit this form and attest that the information is true and correct.

Signature  







Date  




	Return this completed form to the Student Activities Office prior to the trip/activity.

· Trips are non-refundable.

· In the event the student or faculty/staff member who purchases a group of tickets is unable to attend the trip, the entire group of tickets will be released back to the campus community.



Student Club/Organization Behavior Contract and Liability Release Form

Club/Organization Name_______________
________________________________

Activity____________________________________

__________________________

Trip dates:  Departure ___________________

Return _________________

I, ________________________, am planning to voluntarily participate in the above named activity.

I understand that I am representing the Club/Organization sponsoring the trip, the SUNY Adirondack Student Association, and SUNY Adirondack on this trip.  My conduct and behavior should be responsible and professional and in accordance with the constitution of the club/organization, the SUNY Adirondack Student Code of Conduct, and all other policies and procedures of the campus, including the Alcohol and Drug policies.

No college or Student Association funds may be used to purchase alcohol or used in illegal or illicit activities.

I hereby release and hold harmless all employees and officers of the Student Association of SUNY Adirondack,  all officers and trustees of SUNY Adirondack from any claim or action whatsoever, as a result of my voluntary participation in the above named activity.

I acknowledge that there may be risks known or unknown to me through my voluntary participation in the above named activity.  These risks may include serious injury, disability or death and severe social or economic losses due to my own or others action, inaction, or negligence.  Furthermore, I agree that I will act in a responsible and safe manner while a participant in the above named activity.

If the participant is a minor (under the age of 18 at the time of signing this document) the signature of a parent or guardian is needed.  Such signature indicates the full acceptance by the signatory of all terms and conditions of this agreement.

CAREFULLY READ THIS DOCUMENT; IT RELEASES THE STUDENT ASSOCIATION, SPONSORING CLUB/ORGANIZATION AND THE COLLEGE FROM ANY LIABILITY (PERSONAL INJURY, LOSS OF PROPERTY, ETC.) AS A RESULT OF YOUR VOLUNTARY PARTICIPATION IN THE ABOVE ACTIVITY. 

Refund/Cancellation Policy:  

If you cancel, no refund of payment will be made, unless your ticket can be sold to another participant by the Student Activities Office. If the ticket is sold under these circumstances, a full refund minus a 30% cancellation fee may be given. If you cancel before one week prior to the trip, no refund of payment will be made unless your ticket can be sold to another participant by the Student Activities Office. If the ticket is sold under these circumstances, a full refund may be given.  Any ticket that becomes available will be offered to individuals who have signed up for the trip on the waiting list in the Student Activities Office.  Under no circumstances may individuals “sell” their ticket to another individual or allow another individual to take his/her place on a trip.  It is also mandatory that any student or faculty/staff member who purchases a group of tickets must attend the trip or the entire group of tickets purchased will be made available to the campus community.

Please Initial: ____________________
I have carefully read and fully understand this document.

Participants Signature _____________________________Date _________________

Date of Birth _____________________
Parent/Guardian _________________________________ Date__________________



(For participants under the age of 18 on the date of the trip)
Return this completed form to the Student Activities Office prior to the trip/activity.
[image: image2.png]VENDOR'’S COPY

STUDENT ACTIVITIES
FACULTY — STUDENT ASSOCIATION
OF
ADIRONDACK COMMUNITY COLLEGE, INC. Fsa 25316
612 BAY ROAD QUEENSBURY, NEW YORK 12804  AREA CODE (518) 743-2200 Ext. 2342 THIS NUMBER
l— _' Must Appear On All
Packages and Claim Vouchers
Dj H C*ij SHIP PREPAID PURCHASE ORDER
TO 1252 Music Lonae v
DATE 2“ '2‘ Ol

l_safah"ﬂ& Spnr\ﬂs JNY 12500 | VIA:

P o cousssmel |TEREEE e rouT Cownn CInAiice, AROMTE
OTHER O [0 FOB COLLEGE ASSEMBLEOE B R

dj Servias for Studund Assod o
- Sem| - Formal

(s per attadhed corttract ande
* m'lf\uo}-(,d>
) x plasse-makedud avalaole by Mardn 2,
. 2006 and pagable to James St
. (6o pur co%d*)

] See attached sheet for items Numbered 12 thru

TOTAL &7 O O —_—

*700.—| |bLOOOR

, ' : freoiclou A
ClubPurows (b ey

VENDOR: Please detach and mail in window envelope.

Authorized Sig

(oo dinator | Stk e

AC KNOWLEDGMENT WE WILL SHIP ACCOUNT
oN Give Date TOTAL
All items Except: oy
RETURN TO Rl leaei TR BEll eesctensipbaE LT
r STUDENT ACTIVITIES l

FACULTY-STUDENT ASSOCIATION
ADIRONDACK COMMUNITY COLLEGE, INC.

I_ 612 BAY ROAD QUEENSBURY, N.Y. 12804 __l

Fsa 20316

Signed





[image: image3.png]VENDOR’S COPY

STUDENT ACTIVITIES
FACULTY - STUDENT ASSOCIATION
OF
ADIRONDACK COMMUNITY COLLEGE, INC. Fsa 25316
612 BAY ROAD QUEENSBURY, NEW YORK 12804  AREA CODE (518) 743-2200 Ext. 2342 THIS NUMBER
|_ _l Must Appear On AII
F' _ F ' Packages and Claim Vouchers
. SA- Food Service- SHIP PREPAID rimcpuas caver
DATE -25-00
Clo Studard Cortder . -

|_ ‘ _ VIA:

PR FOH i%%ﬁii;ﬂg: g e [J FOB SHIPPING POINT EISSJZTBEE;.OW AFlgls:c/i\TALoe, [J APPROXIMATE,
T EOBCOLEGE [0 ASSEMBLED, [J INSTALLED

e

SCRIPTION

i

Foodfor recridmunt parky (oufoeymte [*300. -

¥I32
. H piz2as
4 1M

| Veggie
HO asgorted Sodan and Waskers |
—+5 be. ddivend Yo Ganhnart Hall Ropp~
10% & oF 12230 P ON \/\)eo\nudo.:j
Octeoer (I 20006

10.

11 i TOTAL
[ See attached sheet for items Numbered 12 thru

Cludo Tupowe %ﬂfﬁfy Coordlinety fshuram U

VENDOR: Please detach and mail in window envelope.

ACKNOWLEDGMENT WE WILL SHIP ACCOUNT,
oN Give Date TOTAL
Al Items Except: Compary
r STUDENT ACTIVITIES ]

FACULTY-STUDENT ASSOCIATION
ADIRONDACK COMMUNITY COLLEGE, INC.

|_ 612 BAY. ROAD QUEENSBURY, N.Y. 12804 _l FSA 2 5 3 ]_ 6

Signed





Student Activities Office

Trip/Special Request Form

The mission of the Student Association is to promote purposes consonant with the social, educational, and cultural needs of the entire SUNY Adirondack Community.  The governing body of the Student Association (the Senate) encourages the submission of special requests to support such endeavors.

Those individuals or groups wishing to file trip/special requests with the Senate should use the following guidelines for their proposal to the Special Request Committee.  Please note that a brief statement specifically describing the nature of the activity and other relevant details must be included with this request for it to be considered.
Once completed, five (5) copies of this form must be submitted to the Student Activities office at least ten (10) business days prior to the date the funds are needed.  The Budget Committee will meet and bring all requests and committee recommendations before the Student Senate.

A club officer or event representative should be at the Student Senate meeting to speak about the proposal and to answer any questions that may arise.

The Student Senate meets every Wednesday at 12:40pm in the Cloister Meeting Room in the Student Center.  Once a final decision has been made by the Student Senate, the Student Senate Treasurer will notify the club or organization of the Senate’s decision and will make arrangements for transfer of money, if applicable.

REQUEST FOR FUNDS

Step I
 Application Information

Date of Request  





□ Club

□ Non-Club

Name of Requestor  





Club Office held  


Telephone Number  





E-mail address  



Organization  






# of club members  


Date of Proposed Activity  



  
Date funds are needed  


Number of Participants Expected  


  Total Amount of Funds Requested  

Groups that will benefit from Activity  








*Note:  Student Association sponsored events should be open to all SUNY Adirondack students
Step II Event Overview

Please provide a brief statement about your proposed activity that specifically describes the nature of the activity. Special attention should also be given to responses to the following questions and must be typed:

1. How is the proposed activity consistent with the Student Association purpose noted above 
(Paragraph 1)?

2. To what extent will the proposed activity enhance campus life?
3. Is this activity for currently enrolled students only?

4. How many students will benefit from the funds requested?

5. If a specific # of students are benefiting from the funds, what is the dollar amount each student would receive? 
6. Has the individual/club/organization explored other sources of funding?  If yes, please list potential sources and possible funding available, and/or funding received for this event.
7. If a trip, what is the out of pocket expenses for each student? 
8. What is the total cost of the activity versus the funds requested?

Step III Budget for Proposed Activity

Please include a specific breakdown of the budget for this activity/trip.   Suggested items should include (but not be limited to):  refreshments, transportation, conference fees, honorariums, publicity, etc.  Documentation of all funding sources and related expenses is required.  
Be sure to include other groups, departments, organizations sponsoring this event. Please provide your current balance of your group’s general and fundraising account if applicable as well as your own club/department contributions.  Be sure to include funds raised, if applicable, as well as your own club/department contributions. 

Current balance in General Account $__________        Current balance in Fundraising Account $_____________
Reminder:  If your event will include fundraising, ticket sales, raffles, soliciting for donations, or is a trip it is also necessary to submit an Event Form to the Coordinator of Student Life for approval before moving forward.

· If your Special Request is approved, the Student Senate asks that their support of your event be included in

    publicity materials where possible.

· Upon completion of the event/trip, all purchase receipts must be submitted to the Coordinator of Student Life prior to the FSA. 
For office use only

Previous requests for this activity and recommendations

Date Submitted to Student Activities Office  




Date Reviewed by Special Request Committee  





Recommendation by Committee:  
Approve

Do Not Approve

Hold for Information

Date Reviewed by Student Senate  







Recommendation by Student Senate  





Account 


Club/Organization Notified of decision by Student Senate Treasurer  
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Trip Information Sheet

(To be given to each participant for any trip funded by Student Activity fees.)

Club/Organization Name _______________________________________



Trip Destination _______________________________________________



Trip Dates:
    Departure ______________________ 
Return ___________________
Name of Group Leader ____________________________





Telephone/Cell Phone _________



E-Mail  



Departure


Time: _____ Place: __________




   
Return Pick-Up

Time: _____   Place: _______________




Return Drop-Off

Time: ____ Place: ________





These are DEPARTURE TIMES.  Participants should be at the departure location 30 minutes prior to departure time for roll call and/or boarding.
Cost:   Sponsoring Club Student Member  $
    SUNY Adirondack Student  $_______


Faculty/Staff  $________    



Community  $


If staying overnight, the group can be reached at
(____) ____________________


The price of the trip includes the following items (be specific!): ______________


_____________________________________________________________________

_____________________________________________________________________

Refund/Cancellation Policy:  
If you cancel, no refund of payment will be made, unless your ticket can be sold to another participant by the Student Activities Office. Any ticket that becomes available will be offered to individuals who have signed up for the trip on the waiting list in the Student Activities Office.  Under no circumstances may individuals “sell” their ticket to another individual or allow another individual to take his/her place on a trip.  It is also mandatory that any student or faculty/staff member who purchases a group of tickets must attend the trip or the entire group of tickets purchased will be made available to the campus community.
Comments:  _________________________________________________________


______________________________________________________________



General Policies:  Participants are responsible for their own behavior while on the trip and agree to pay for any loss or damage to property or individuals caused by the participant.  Participants shall hold harmless the officers, employees, and Trustees of SUNY Adirondack from any loss or injury to themselves while a participant on this trip.  

Club President or Advisor Signature ____________________

Date  


Coordinator of Student Life  





Date  


Student Activities Office

Event Registration Form
Name of Organization  






Today’s Date  





Person Completing Form  





Phone Number  




Club Office Held  






E-mail  






Number of Club Members  






All information on this form must be legible.  Please either write clearly or type.
Event Information

Title/ Type of Event  












Event Date  


Time of Event  



Preferred Location  

_____
Will you be using your normal club meeting space?  


______   

If not, what would be your preference of rooms?  




_______________________
Please remember your request may not be available.  Please check with Student Activities to verify your room request.

Please note date and time that arrangement or equipment should be removed and/or returned.  
Date: 


   Time: 



Note:  Club trips require additional registration forms
Event Needs

I. Transportation □ transportation is needed for this event.

a. Check all that are needed:  □  Bus reservation  □  Van reservation  
b. Number of passengers:                 Departure Time from ACC   
    Departure Time from Wilton  


c. Return Time to ACC:_______ Return Time to Wilton:​​​​_______  Other needs  




d. Who will be driving?      __________________________________
· All buses for student organization sponsored trips will leave from the South Parking lot by the gymnasium

· All vehicle contracts for student organization sponsored trips must be approved by the Student Activities Office in advance of the trip
· Please attach a trip itinerary and other pertinent information. 

II. Food Service/Bake Sale □ No Food Service needed for this event

· Organizations requiring food service for events must contact the FSA Food Service Department directly.  Arrangements for food will not be made through the Student Activities Office.  A Purchase Order for event refreshments must be completed (with club minutes) before contacting Food Service.
· If you are selling food at a bake sale you must contact the FSA Food Services in advance to ensure that you are not in conflict with ongoing programs(of the food service or another organization). Please attach a list of intended items and their prices that you will be selling to the Student Life Coordinator. 
III. Media Support □ No Media Support needed for this event

□ Television   □ DVD player   □ VCR □ Microphone □ Speakers □ Podium □ Other  



Note:  There may be additional charges for A/V requests.
IV. Maintenance and Security □ No Maintenance and Security needed for this event

· □ Tables # requested  

    □ Folding Chairs # requested ______       

· Arrange in:  □  Square  □  Rows
 □ Semi-Circle  □  Circle  □  Theatre style  □  Other

· □ Additional security staff needed  # of staff  



· Note:  There may be additional charges for additional security or maintenance staff.
VI. Fund raising / Donations
 □ No additional fundraising or donations are needed for this event
a. Ticket Sales


· Ticket Sale Start Date  

    Ticket Sale End Date  


· Ticket Prices:  ____Student - Club Members  
___  Students – Non-Club Members  _____ Faculty/Staff  _____Community

· Is this trip open to:  

· ACC Faculty/Staff   □ Yes  □ No If yes, Ticket Price  ____
· Outside Community □ Yes □ No  If yes, Ticket Price  _____
· Ticket Price include(s): □ Bus seat only  □ Attraction Admission Fee □ Bus and Admission Fee 
· Will Sponsoring Club provide tickets?   __Yes __No If yes, from whom?  ____

· Will this event happen regardless of the number of tickets sold? __Yes __No

· If no, what is the minimum number of tickets that must be sold to avoid canceling this event? ___
· Reserved Tickets? __Yes __No If yes, how many?________  
· Date tickets may be sold to the campus community  


· If the event is cancelled for any reason, all ticket buyers MUST be given a refund of the full purchase price within 10 business days of the cancellation.  These refunds must be processed with a Purchase Order by the sponsoring club.
· If there are reserved tickets for this event, please provide the Student Activities office with a list of those individuals who should receive reserved tickets and the cost of those tickets (if different from above).
b. Raffle






· Item(s) to be raffled (please be specific)  









· Date / Time / Location of raffle drawing  









· Cost of Raffle Ticket  



  Must be present to win?  □ Yes   
□ No
· Will this event happen regardless of the number of tickets sold?  □ Yes  □ No
· If no, what is the minimum number of tickets that must be sold to avoid canceling this raffle? 
___

c. Fundraising □ No additional fundraising is needed for this event.
· Will you be soliciting donations from the local community for this event?
□ Yes
□ No
· If yes, what will you be requesting:  









· A copy of your request letter must be submitted with this application.
· Solicitations will begin on  


 Solicitations will end on 


· Please attach a list of businesses your club intends on soliciting and items you are requesting.
VI. Financial Information

Account number and account name for this event  






VII. Other

Please list any additional information pertinent to your event (if required please attach additional information)
· This form should be submitted at least 10 business days in advance of your event.

· The event is considered approved once this form is signed by the Coordinator of Student Life and the organization’s representative.  

· Please make sure that you have completed all appropriate information.

_________

_____             ____________________________ 
  ____________________________
Organization Representative (Date)          Advisor Signature
           (Date)         Coordinator of Student Life    
Student Activities Office

Inter-Club Transfer Form

Date  





Transfer from Club # 


Club Name  





Transfer into Club # 



Club Name  





Amount of  Transfer  $



Reason for transfer

□ Be sure to attach minutes from the meeting that authorizes this transfer.
Required Signatures:  Must be completed in order
(1) Club #



Treasurer 




Date 



(2) Club #



Treasurer 




Date 



(3) Coordinator of Student Life  






Date 


White copy:  
to FSA

Yellow copy: 
to club authorizing transfer

Pink copy:  
to club receiving transfer
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2012-2013 Student Organization Budget Request
Name of Club/Organization:







Note:  Budget requests must include all information requested.  Delays in providing information may impact the outcome of the budget process.  Each request is a minimum of four pages.  For your request to be considered, the official forms provided to you MUST be completed fully. Additional forms may be submitted as supplements, but cannot be used to replace the official forms.
For Student Organizations:
· How many members does your club currently have? ________


· Attach a current list of club members with your completed budget request.
· How often did the club meet during the 2010-2011 year?





· Please attach additional sheets to further elaborate/explain any additional information pertaining to your request.
For Campus Partners:
Please provide any documentation you believe would be helpful for the Budget Committee to review when considering your proposal.  A complete, itemized program budget is required.
Budget Proposal for 2012 – 2013
Note:  Use additional pages as necessary

I. 2011 – 2012 Club Member Activities

What did you do for your members this year?  Please list all activities that were strictly open to your club members during the 2011 – 2012 academic years.  Use additional sheets if necessary.  
	Event
	Date
	# of club members who attended
	Costs to the club
	Revenue to the club

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


II. 2011 – 2012 CAMPUS-SPONSORED ACTIVITIES
What did you offer to the campus and community?  Please list all educational, social, or cultural programs and services offered to the campus community during the 2011 – 2012 academic year.  [Do NOT include fundraising or volunteer service projects in this section; they are listed later in this proposal.]  

	Event
	Date
	# of club members who attended
	Costs to the club
	Revenue to the club

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


III. 2011 – 2012 Community Service Events and Donations
What were your philanthropic efforts?  Please list all service projects the club has participated in during the 2011 – 2012 academic year.  Include both on and off campus activities as well as any financial donations made to other organizations.  
	Event
	Date
	Purpose of this activity / donation
	# of club members who participated

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


IV. 2011 – 2012 FUNDRAISING
What monies or goods came to the club besides the budget allocated by the Student Senate?  Please list all fundraising activities the club has participated in during the 2011 – 2012 academic year.  

	Event
	Date
	Purpose:
What will these monies be used for?
	# of club members who participated
	Revenue raised for club

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


V. 2012 – 2013 Proposed Activities
Please identify the club’s proposed activities for the 2012 – 2013 academic year.  When listing out activities, please complete all sections of information.  Attach additional pages as needed.  Please keep in mind that student activity fee money cannot be used to make donations. While we ask you include these, please do not figure these amounts into your request.
	Event
	Proposed

Date
	# club members involved
	Costs/Revenue

To the club
	Category:

Club or
Campus or
Service or
Fundraising

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


VI. 2012 – 2013 Proposed Activities (continued)
	Event
	Proposed

Date
	# club members involved
	Costs/Revenue

To the club
	Category:

Club or
Campus or
Service or
Fundraising

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Total Budget Requested for 2012 – 2013  




Club Treasurer** (name and signature)  







Club President** (name and signature)  







Club Advisor**◊ (name and signature)  







Date prepared  





 

**ALL signatures required for budget to be considered.

◊ An Advisor must be present at the scheduled budget hearings.
SUNY Approved Use of Funds
Funds which are collected under provisions of this policy which require every student to pay the prescribed mandatory fee and all revenues generated from use of the fee shall be used only for support of the following programs for the benefit of the campus community:

a.    Programs of cultural and educational enrichment;

b.    Recreational and social activities;

c.    Tutorial programs;

d.    Athletic programs, both intramural and intercollegiate;

e.    Student publications and other media; 

f.     Recognized student organizations including religious student organizations, for the purposes and activities of the organization that are of an educational, cultural, recreational or social nature; provided that the criteria for recognition of such student organizations, including, the criteria governing eligibility for funding of and allocations to such student organizations from student activity fees, shall be specified in the constitution and by-laws of the student government;

g.    Insurance related to conduct of these programs;

h.    Administration of these programs;

i.     Transportation in support of these programs;

j.     Student services to supplement or add to those provided by the University;

k.    Remuneration and reimbursement of reasonable and necessary travel expenses in accordance with state guidelines to students for service to student government;

l.     Campus-based scholarships, fellowships and grant programs, provided the funds are administered by the campus or a campus affiliated organization;

m.   Payments for contractual services provided by a nonprofit organization to the extent that such services are in aid of an approved student activity during the budget year and which activity serves the purposes set forth above and provided further that such payments may not be exclusively for the general corporate purposes of such organization;

n.    Salaries for professional non-student employees of the student government to the extent that they are consistent with hiring practices and compensation rates of other campus-affiliated organizations; and

o.    Charitable donations to a nonprofit organization; provided, however, that such donations may be funded only from the proceeds of a fundraiser held by a recognized student organization.
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Budget Policies

Penalties WILL NOT be deducted from your requested amount. All penalties will be deducted from the amount that the Budget Committee deems appropriate for your club.

For your request to be considered, all signatures are REQUIRED. In addition, the “Amount requesting for (given fiscal year)” must be filled with the amount you are requesting.

For your request to be considered, the official forms provided to you MUST be completed fully. Additional forms may be submitted as supplements, but cannot be used to replace the official forms.

For your request to be considered, an advisor MUST be present at your scheduled budget hearing.

Trips: All trip funds of $500 or more must be requested through special request forms and not as part of club budgets. 

Inter-club attendance: For every inter-club meeting that your club fails to send an informed representative to, a 2% deduction will be levied against your budget for the following year. If extreme circumstances prevent any informed member of your club from attending, a written explanation must be submitted to the Senate President within three days. The explanation will be reviewed and the Student Senate reserves the right to decide if the deduction should be levied.

Minutes: For every club meeting held that minutes are not submitted before the budget deadline, a 2% deduction will be levied against your budget for the following year. For every club meeting that approved minutes are not submitted for within five class days of the date of the meeting at which they are approved, a 1% deduction will be levied against your budget for the following year.

Late Budgets: For budgets submitted after, but within twenty four hours of, the deadline, a 5% deduction will be levied against your budget for the following year. For budgets submitted after the deadline, by more than twenty four hours, a 10% deduction will be levied against your budget. For budgets not submitted at a date one week past the deadline, your club will receive NO funding for the following year.

Events not cleared through the Student Activities Office, and have not had the appropriate forms filled out before said event, will not be considered as club events for terms of the budget process.

All penalties are cumulative and there is no limit to the deductions that can be accrued by not following these guidelines.

Appeal Process:  All appeals are to be made to the SUNY Adirondack Senate at large and will be voted on following investigation. Appeals should include all relevant information as to what is being appealed and for what reasons.

2011-2012 Budget Allocation

	Account
 Number
	Account Name
	10/11
 Funding 
	11/12 
Request
	11/12 Final Budget Funding

	5080
	The Gaming Club 
	$250.00
	$1,700.00
	$800.00

	5085
	ACC Rocx
	$2,000.00
	$3,000.00
	$200.00

	6000
	General
	$7,000.00
	70% of left over budget
	 

	6015
	GSA 
	$200.00
	$2,400.00
	$1,200.00

	6020
	MECS
	$250.00
	$710.00
	$500.00

	6021
	Media Arts
	$2,800.00
	$10,550.00
	$5,550.00

	6022
	Anime
	$350.00
	$350.00
	$350.00

	5060
	PTK 
	$200.00
	$990.00
	$400.00

	6025
	ACC Green Community 
	$200.00
	$300.00
	$300.00

	6028
	ACC Military 
	$200.00
	$2,000.00
	$1,050.00

	6030
	Student Nurses 
	$400.00
	$0.00
	$0.00

	6045
	Chinese 
	$200.00
	$260.00
	$260.00

	6050
	Athletics
	$89,100.00
	$88,400.00
	$88,400.00

	6051
	Intramurals
	$450.00
	$450.00
	$450.00

	6055
	ABA
	$900.00
	$4,500.00
	$3,900.00

	6075
	New Horizons
	Not Requesting 
	$0.00
	$0.00

	6090
	Criminal Justice
	$200.00
	$0.00
	$0.00

	6095
	Director's Fund
	$1,000.00
	$1,500.00
	$1,500.00

	7012
	Business Club
	$2,300.00
	$3,250.00
	$2,750.00

	7012 C
	Newspaper 
	$3,500.00
	roll over monies
	Roll Over Monies 

	7013
	Business Day
	$750.00
	$750.00
	$750.00

	7020
	Chi Alpha
	$500.00
	$550.00
	$510.00

	7026
	Anthropology Club
	$800.00
	$2,180.00
	$2,000.00

	7050
	Culinary Arts
	$1,400.00
	$1,500.00
	$1,500.00

	7060
	International Education
	$0.00
	$0.00
	$0.00

	5085A
	Rock Sport Membership
	$900.00
	$900.00
	$900.00

	6000A
	Academic Awards Ceremony
	$4,000.00
	$4,000.00
	$4,000.00

	6000B
	Book Keeping Fees to FSA
	$10,000.00
	$10,000.00
	$10,000.00

	6000C
	Campus Requests
	Put in $8000.00
	$4,000.00 roll over
	$4,000.00

	6000CT
	Travel Requests
	$18,790.00
	$18,000 roll over
	$18,000.00

	6000D
	Balloon Fest
	 
	Roll over account
	Roll Over Monies 

	6000E
	Wilton
	$1,000.00
	$1,000.00
	$1,000.00

	6000G
	Graduation Speaker
	$500.00
	$300.00
	$300.00

	6000H
	Hockey Tickets 
	NNF
	Roll over plus buying
	Roll over plus buying

	6000I
	Insurance
	$17,000.00
	$6,000.00 plus roll over
	$6,000.00

	6000J
	Professional Development
	NNF
	roll over
	Roll Over 

	6000K
	Telephone and Copy
	$500.00
	roll over
	Roll Over 

	6000N
	Movie Tickets
	 
	2000 + 30%
	$2,000.00

	6000Q
	CAB
	$85,320.00
	$87,000.00
	$87,000.00

	6000S
	InterClub
	$650.00
	$600.00
	$600.00

	6000T
	Audit
	$1,550.00
	$1,550.00
	$1,550.00

	6000W
	Great Escape Tickets 
	NNF
	roll over
	Roll Over 

	6000X
	Office Supplies
	$800.00
	$500.00
	$500.00

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	2010-2011 End of Year Allocations
	30% to movie tickets 70% to Senate General 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	TOTAL:
	 
	 
	$248,220.00


For office use only





Date request submitted to Student Activities  				


Decision by Coordinator of Student Life  		Approved	Denied		Hold for Information


Date organization notified of event decision  				


Copy to Facilities / Maintenance  						


Copy to A/V 								
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