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THE 

ASSOCIATED STUDENTS OF 

LANEY COLLEGE 

CLUB CHARTERING PACKET
Club Chartering/Re-Chartering Procedures

1. Obtain (this) club chartering packet. Additional copies can be obtained from the Club Affairs Officer or Student Activities Advisor.
Packet includes:

· Petition to Organize or Re-Charter
· Guidelines on developing a club constitution

· Faculty/staff sponsor responsibilities and agreement
· Financial proposal criteria /guidelines (this may be labeled as an ASLC document but it is also applicable to all ICC funding requests.
2. Return the petition, constitution, and club advisor agreement to the Student Activities Advisor, Student Center, room 414 (510) 464-3536 AND put a copy in the Club Affairs Officer’s inbox on the 4th floor of the student center.
3. Attend an Associated Students of Laney College meeting to be officially charted.  You will be notified when your club/organization is on the agenda for chartering. Usually this notification is made verbally when the chartering packet is presented to the ASLC, so listen closely for the date. If it is unclear as to when you are to come back, please ask the council to clarify the date, time and location.

4. To keep your charter you must adhere to the sections pertaining to club affairs within the ICC and ASLC Constitution and this packet. There are requirements such as attending every regular ICC meeting, assisting the ASLC in (2) two events per semester (not per year – per semester!) and hosting (2) publicized events on campus per semester (not per year – per semester!)


Still want to charter your club? Great! Read on!
LANEY COLLEGE
Associated Students

Petition to Organize or Re-Charter a Student Club

We, the undersigned students, request permission to organize the club described below in accordance with the rules and regulations of College and the Associated Students of Laney College.

Objective of Proposed Organization: _____________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________

Provide a description of your club, meeting time, meeting place, and contact number: ____________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________

Signatures and the last four digits of social security numbers of ten or more students who are interested in becoming members of the proposed group:

	Name
	Student ID(last 4 digits)
	Name
	Student ID(last 4 digits)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Date Petition obtained __________________________
Date Petition, Constitution, and Faculty/Staff Sponsor Agreement filed ___________________________
Student Contact Name: _________________________________       Phone: ___________________________
E-mail address for club:_________________________________________________________________________
Received by: __________________________________________      Date: _______________________________



Student Activities Advisor Signature
Note: You will be notified to attend the Associated Students of Laney College meeting for official chartering of your club/organization.  This is the final step in the chartering process.

Please return completed petition, constitution, and faculty/staff sponsor agreement to the Student Activities Advisor, student center, room 413, (510) 464-3536.  Thank you.
LANEY COLLEGE
Student Activities

Responsibilities of Club Advisors of Associated Student Organizations

· In order to provide a common framework in which all Associated Student Organizations can operate with a maximum of student enthusiasm and interest within reasonably advisor participation, we are holding all club advisors of clubs and organization to the responsibilities they are expected to assume as outlined below:
1. Club Advisors should make every effort possible to attend all meetings of the organizations.  These meetings must be held on campus.
2. Each organization is required to file minutes of every meeting with the Student Activities Advisor and/or the Club Affairs Officer.  Club Advisors should insure that the students fulfill this and other responsibilities.

3. Club Advisors should be knowledgeable of all financial transactions of the organization.

4. Club Advisors are responsible for supervising the use of college equipment and facilities during any club activity.

5. Club Advisors should have some knowledge of The Ralph Brown Act and Parliamentary Procedures.

6. Club Advisors are also expected to file travel forms for all off campus activities.

· Before agreeing to be a Club Advisor for a club/organization, you should have an opportunity to read the student’s petition to Organize or Re-Charter so that you may be acquainted with the purposes, objectives, and membership of the proposed organization.
· You should also be familiar with the above list of minimum responsibilities you are expected to assume as Club Advisor.

PLEASE NOTE:
In accordance to the Associated Students of Laney College’s revised By-Laws, ratified on March 31, 2010, the following will affect Club Advisors:

ARTICLE VIII.

CLUB ADVISORS
Section 1.
Club Advisors will be any faculty and staff person employed at College who will actively participate in all or most of club activities.
Section 2.
A Club Advisor can only serve as an advisor for one club at a time per academic year.

----------------------------------------------------------------------------------------------------------------------------------------------------------------------
Please return this portion along with Petition and Constitution to the Student Activities Advisor, Student Center, (Room 413)
FACULTY/STAFF SPONSOR AGREEMENT

 I agree to act as advisor of _________________________________________ during the current academic year,                                                          


                                     (name of club/organization)
provided that the request for the club/organization to be charted/re-chartered in an academic year be granted.  I also agree to advise interested students while they are formulating a constitution.

_______________________________________      ________________________        ________________________
Club Advisor’s Name (Please Print)

     Phone #



Date
_______________________________________
Club Advisor’s Signature

 SAMPLE CLUB CONSTITUTION

Your club’s constitution should be complete and supply enough information to meet the needs of the club. You can contact the ASLC Club Affairs Officer for help with the writing of your Constitution and Bylaws. Following are guidelines that should be considered in the preparation of your constitution:

1. Name and purpose of organization

2. Membership

A. Who may become a member

B. How to become a member

3. Officers
A. Duties
B. When elected

C. How elected

D. Term of office

E. Filling vacancies
4. Records
F. Money handling

G. Minutes
5. Meetings
H. How often

I. How Called
6. Rules and Safety

7. Quorum (number of members needed to be present to constitute a valid meeting) 
8. How to amend constitution
By-Laws (if any) should contain:

9. Additional information about:
A. Meetings

B. Officers and duties

10. Statement of:
A. Standing committees and their duties

B. Obligation of members

11. Order of Business
12. Parliamentary procedures and authority

13. Amendments

CLUB COPY

HOW TO GET YOUR CLUB’S CONSTITUTION  AND BY-LAWS ADOPTED ONCE YOUR CLUB IS CHARTERED

After your charter is adopted at the ASLC meeting, you will report to your members.  You should make a motion to adopt the constitution and by-laws and should say, “Mr./Ms. President, I move that the constitution and by-laws be adopted.”  This procedure eliminates the need to vote for the adoption of each article separately.  Your motion should then be seconded by someone, repeated by the President, and then the constitution and by-laws are read in entirety to the assembly.  (If each member can be provided with a copy of the charter, this reading step may be eliminated).  After the reading, each article and section is taken up and amended if necessary.  When all the provisions of the charter have been read, and corrected if necessary, your President will ask, “Are there any further amendments to the constitution and by-laws? (pause to give members a chance to respond).  “All in favor of adopting the constitution and by-laws, signify by rising.”  A majority vote will adopt a charter, constitution, and by-laws in most organizations.  However, a two-thirds vote is required to effect amendment thereto, depending on your constitution and by-laws.
CLUB COPY
ICC AND ASLC FUNDING PROPOSAL CRITERIA
Detailed written proposal must include the following:

· Must be educationally related
· The who, what, when and where
· Cost break-down
· Fundraising efforts
· How will the student body benefit from this endeavor?
· You must attach a flier and outline your publicity campaign
· Documents of support
· Written report and or presentation to ASLC. It helps to put copies of the proposal in the inboxes of the ASLC and/or ICC officers

· Submit receipts
Proposal Writing Outline

1. What is the purpose of the proposal?

Example: Support for program, office supplies, etc.

2. Who are you?

Example: Your name, major, organization, school, affiliation to proposal, etc.

3. Give details about the event/program/project:

Where is it?  When is it?  What is it?  Who sponsors it?  Who will use it?  Why is it important to get this proposal approved?

4. Give details of what you want:
Itemized budget, i.e. flight, food, car, hotel, registration, supplies, etc.

5. Explain the benefits for both parties:

Publicity, recognition of support, development opportunities, networking, educational, etc.

6. Give contact names and phone numbers.

7. Give deadline for an update on the proposal.

8. Add any brochures, flyers, or pamphlets as appendices.

Note: Keep it simple and easy to read.

Try to keep the proposal from 1 to 2 pages.

CLUB COPY
CHECK REQUEST PROCEDURES

1. Fill out Check Authorization Form(s) with the Student Activities Advisor 3 days prior to needing check.

2. Please allow approximately 3 days for check(s) to be produced for you and/or your organization.  If check(s) is ready for pick-up before the 3-day turn-around, you will be notified.
3. Receipts/Invoices must be submitted when requesting check(s).  If unable to submit receipts/invoices at the time of request, you are required to deliver receipts/invoices immediately following your program / event/conference.

4. Receipts / Invoices that are returned must match the amount of the check requested.

· If amount you and / or your organization actually spent exceeds the amount of the check written, Associated Students is not responsible for any reimbursements beyond that amount unless previously approved.

· If amount you and / or your organization actually spent is smaller than the amount of the check written, receipts/invoices are still required in addition to submitting the remaining, unused balance.

Thank you,

Student Activities Advisor

CLUB COPY
EVENT REQUEST
ALL CLUBS MUST FILL THIS EVENT PLANNING FORM OUT AND SUBMIT TO THE CLUB AFFAIRS OFFICER AND STUDENT ACTIVITIES ADVISOR AT LEAST 2 WEEKS PRIOR TO HOLDING ANY EVENT ON CAMPUS. THIS IS FOR YOUR BENEFIT AS IT HELPS THE ICC COORDINATE RESOURCES. WRITING THIS DOWN WILL NOT RESERVE YOUR ROOM, EQUIPMENT OR LOCATION BUT WILL HELP THE CLUB AFFAIRS OFFICER IN ADVISING YOU WITH YOUR EVENT’S DETAILS.
Title of Event
______________________________________________

	Description of Event:

	

	


	Purpose of  Event:


	

	

	

	


	Date and Time of Event (please specify if this is a series or one event):

	

	


	Facility:

	

	


	Facility Needs (Theater/Forum/Classroom/etc):

	

	

	


	Technology Needs (audio/visual/projector/etc): 

	

	


	Food Needs (catering, food, beverage, table, chairs, supplies, etc.) 

	


	Decoration Needs (balloons, flowers, etc.)

	


	Transportation and Accommodation Needs (hotel, rental cars, van etc.)

	

	


FLIER POSTING GUIDELINES

POSTING SPACE IS LIMITED ON OUR CAMPUS.  IN AN EFFORT TO ASSURE EFFECTIVE USE OF AVAILABE POSTING AREA, THE FOLLOWING GUIDELINES MUST BE ADHERED TO:

1. ALL MATERIALS SHOULD BE FREE OF DISCRIMINTAROY OR INFLAMMATORY LANGUAGE.

2. ALL MATERIALS POSTED MUST FIRST BE STAMPED BY THE DEAN OR ASSISTANT DEAN’S OFFICE. 
3. MATERIALS MUST BE PLACED ON BULLETIN BOARDS ONLY. 
4. FOR DATED EVENTS, MATERIALS MUST BE REMOVED IMMEDIATELY FOLLOWING THE ACTIVITY OR STAMPS WILL NOT BE ISSUED FOR A PERIOD OF SIX WEEKS.
5. PLEASE REFRAIN FROM POSTING ON WINDOWS, DOORS, ELEVATORS AND WALLS.

6. WHEN POSTING, PLEASE USE THUMBTACKS ONLY!  NO STAPLES!
IF GUIDELINES ARE NOT ADHERED TO, MATERIALS ARE SUBJECT TO REMOVAL BY ANY ASLC OR ICC OFFICER!
CLUB COPY

AGREEMENT OF CLUB REPRESENTATION 

Name of Club:  __________________________________________________

· As a chartered club of the Associated Students of Laney College, we agree that no less than (2) two representatives from our club will actively assist and participate in all ASLC events.  _______   initial
· We will attend every regular Inter Club Council (ICC) meeting and will appoint (1) one voting delegate and (1) alternate delegate to vote at these meetings.

· We will adhere to the ICC and ASLC Constitutions and the Laney College and Peralta Code of Conduct. 

· We will remove our fliers promptly after events or may forfeit having the privilege of posting fliers on campus.
· As a chartered club of the Associated Students of College, we agree that we will have no less than (2) two events per semester.  _______   initial

By signing this document, I have read this document and we the undersigned club agrees to all terms therein prescribed to remain a club in good standing on the campus of College.
_________________________________________

_________________________

Signature of Club Representative



           Date

_________________________________________

_________________________
Signature of ASLC Officer





Date
CLUB COPY

AGREEMENT OF CLUB REPRESENTATION

Name of Club:  __________________________________________________

· As a chartered club of the Associated Students of Laney College, we agree that no less than (2) two representatives from our club will actively assist and participate in all ASLC events.  _______   initial
· We will attend every regular Inter Club Council (ICC) meeting and will appoint (1) one voting delegate and (1) alternate delegate to vote at these meetings.

· We will adhere to the ICC and ASLC Constitutions and the Laney College and Peralta Code of Conduct. 

· We will remove our fliers promptly after events or may forfeit having the privilege of posting fliers on campus.
· As a chartered club of the Associated Students of College, we agree that we will have no less than (2) two events per semester.  _______   initial

By signing this document, I have read this document and we the undersigned club agrees to all terms therein prescribed to remain a club in good standing on the campus of College.

_________________________________________

_________________________

Signature of Club Representative



           Date

_________________________________________

_________________________
Signature of ASLC Officer





Date

ASLC COPY
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