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Signature List


SIGNATURE LIST REQUIRED TO START A CLUB – 
15 CURRENT, ACTIVITY FEE PAYING OCC STUDENTS NEEDED


Club Interest: ___________________________________________________________
Date: ______________________________
Name of Club/Organization: _______________________________________________

Name			OCC ID#		PHONE    	EMAIL

1.______________________________________________________________________
2.______________________________________________________________________
3.______________________________________________________________________
4.______________________________________________________________________
5.______________________________________________________________________
6.______________________________________________________________________
7.______________________________________________________________________
8.______________________________________________________________________
9.______________________________________________________________________
10._____________________________________________________________________
11._____________________________________________________________________
12._____________________________________________________________________
13._____________________________________________________________________
14._____________________________________________________________________
15._____________________________________________________________________















Advisor Confirmation Letter



ADVISOR CONFIRMATION LETTER

I, ____________________________________________, hereby agree to be the Advisor for the __________________________________________________ Club / Organization for the following event/activity: ___________________________________________________. I am aware of my duties and responsibilities to the students in the Club / Organization which I will advise, on this event/activity. I will notify SA of any changes in my status as an Advisor, should they occur.

	All correspondence can be sent to:

	Name: ____________________________________
	Bldg: _____________________________________
	Room: ____________________________________
	Phone extension on campus: ___________________

Please return this form to SA. Please call the SA Office Manager at 498-7210 if you have any questions.


All clubs must abide by the following rules as stated in the Student Association By-Laws
· Officer contact sheets have to be given to the Student Association as soon as possible
· Each club has to give a copy of the minutes from club meetings to the Student Association office within three business days
· General Assembly meetings must be attended by every club.
· Clubs must do 10 hour of volunteer hours each semester
· Clubs need to check their mail boxes each week.





















Club Contact Sheet



CLUB/ORGANIZATION INFORMATION-Contact Sheet
OFFICERS / MEETING SCHEDULE 
Please Print and return to the Student Association Office Manager

Name of Club/Organization______________________________________________________

Advisor_____________________________________ Phone____________________________
Email ____________________________
Co-Advisor__________________________________ Phone____________________________
Email _____________________________
OFFICERS
		
President____________________________________	Student ID#_______________________ Phone____________________________		Email____________________________	
		
Vice President________________________________	Student ID#_______________________ Phone____________________________		Email____________________________
		
Secretary____________________________________	Student ID#_______________________ Phone____________________________		Email____________________________
		
Treasurer____________________________________	Student ID#_______________________ Phone____________________________		Email____________________________
	
MEETING INFO

Meeting Day_______________________Time_______________Location_________________
How Often?
Weekly_________ Bi-weekly__________ Monthly______________ Other_________________
















Constitution



Typical Articles Included in a Constitution

Cover Page
Name of organization
Article I
Restates the name of the organization and how it will be referred to in the rest of the constitution.
Article II
Objective of the organization.  What is its mission, its goals?  What functions will it perform?
Article III
Membership.  Includes a list of all officer titles and all membership requirements.
Article IV
Officers.  Again, list all officer titles.  List the duties of each officer.  List the requirements for becoming an officer.
Article V
Election Procedures.  Includes how and when each officer is elected.  Includes procedures for any special elections (e.g. due to resignation of an officer).
Article VI
Removal from Office / Vacancies.  Explains criteria and procedures for removing organization’s officers from office.  Procedures for resigning from office.
Optional sections
Designate an executive board.  Designate committees within the organization.  Outline how these boards and committees will operate, who will be members.

Article VII
Parliamentary Authority.  Designates the rules governing business meetings, including chairing, making motions, voting on motions, etc.  The SA operates under modified Roberts Rules of Order and, traditionally, clubs and organizations within the SA have chosen to operate under the same rules.
Article VIII
Amendments.  Contains procedures for making amendments to the organization’s constitution.
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