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“Never doubt that a small group of thoughtful, committed people can change the world.

Indeed, it’s the only thing that ever has.”

–Margaret Mead
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All clubs and organizations are required to follow the regulations set up by Wagner College, The Office of Co-Curricular Programs, and the Wagner College Student Government. Failure to comply with these regulations can result in, but are not limited to, freezing of funds, temporary club suspension and club elimination.

Wagner College assumes no responsibility for club activities held off-campus that do not comply with the requirements set by the college.

The Office of Co-Curricular Programs strives to create diverse opportunities that engage students in the integration of knowledge in and out of the classroom.  The Co-Curricular Programs mission is to encourage the active participation of students in the development of leadership skills, personal responsibility, and social awareness, which celebrates individuality and the connection to the Wagner community.

In support of the Wagner College and Campus Life Mission Statements, Co-Curricular Programs is committed to:

· Supporting and organizing intentional programs that raise awareness in areas including personal safety, healthy relationships and wellness.

· Creating an environment that fosters open dialogue to ensure a safe and inclusive community.

· Theme months, retreats, training, semesterly and annual traditions, conferences.

· Co-sponsorship of programs and activities

· Assistance with marketing of events

· Family Weekend, Orientation, Homecoming, Songfest, Senior Celebration & Gift

· Develop advisor’s role within student clubs and organizations.

· Collaboration with Athletics in regards to events and programs

· Working with Safe Horizon, NY/NJ Blood Center and other community vendors.

· Creating and maintaining a Greek Judicial Board

· Creating standards and developing rules and processes for student organizations.

· Training and retreats for Student Government Association, Greek Life and other student organizations.

· Supporting leadership training.

· Co-sponsorship and organization of programs, including ACE, MLK Week, Social Justice Lunch)

· Establishing social activism programs

· Creating surveys and focus groups to assess programs

· Researching peer schools 
Requirements
All Clubs and Organizations must fulfill the following requirements in order to be recognized as a Student Club and Organization and receive funding:

1. Club and Organization Registration Form- Each Club and Organizations must complete the Club and Organization Registration form at the beginning of each school year. Submit this form to the Office of Co-Curricular Programs, Union 215. This form is included in forms section and available on the website.

2. Constitution- Every three years a current and revised constitution must be on file with the Office of Co-Curricular Programs.

3. Service Projects- Two service projects need to be completed each semester. One project must be completed within the Wagner College community. The other project must be completed in the surrounding New York City area community. This form is included in forms section and available on the website.  Failure to meet this requirement will result in the club or organization losing their budget for the following semester.
4.  Attend student government meetings.  Three or more absences could result in the loss of your budget.
FORMING NEW RECOGNIZED STUDENT CLUB OR ORGANIZATIONS
A group wishing to be recognized by Wagner College must submit a typed copy of a constitution stating the purposes for which the organization is to be formed. A sheet with the signatures of at least five (5) qualified members and the faculty-staff advisor must also be submitted. The following information is required in the constitution:

1. Name of the organization (no organization will use a name identical to or closely similar to the name of a previously recognized organization).

2. A declaration of the purposes, goals, activities (purpose statement) of the organization.

3. A listing of officers by title and any specific functions of the officers. Officers must have at least a 2.5 cumulative grade point average and not be on disciplinary probation.

4. A statement of terms of the office and the time and method of election.

5. Membership eligibility requirements. Membership in recognized student organizations will be limited to enrolled students. Accurate membership records will be maintained and made available to the Advisor and the Office of Co-Curricular Programs.

6. Frequency of meetings. Specifications for a special or called meeting must be stated. What constitutes a quorum must also be stated.

7. Provisions for a primary advisor. Full-time and part-time faculty/staff are eligible to serve as primary advisors. Certain organizations whose functions are to serves as governing bodies and/or honor societies, may be administratively assigned advisors.
8. A statement of membership dues, agreement of where all funds will be received and disbursed and provision for disposition of any funds in case of dissolution of the organization must be included. What constitutes a fiscal year, a binding contract and who needs to sign a check before it can be processed must also be stated. The College requests that all College organizations have the signature of the appropriate officers and advisor.

9. Arrangements for standing or other special committees must be specified.

10. Provisions for amendments to the constitution and what is a majority vote to amend must also be included.
Advisors Duties
Every club/organization is required to have a faculty, staff, or administrative advisor. Faculty advisors are subject to the approval of the Director of Co-Curricular Programs.
The advisor is the official representative of the College to that club/organization. It is up to the advisor of the organization to promote leadership and personal development among club members. In addition, it is the responsibility of the advisor to ensure the year-to-year success and development of the club/organization. In short, advisors are the educators of the organization.

Following are some additional specific responsibilities of the advisors:

❍ To assist and support the club/organization in developing programs and achieving the
   club organizational goals and objectives.

❍ To attend meetings, conferences, and social activities of the club/organization.

❍ To ensure all college regulations and policies are observed.
❍ To determine whether a speaker, program, or event is appropriate to the objectives of
    the club/organization and of the college. If the advisor is uncertain about the
    appropriateness of an event, a meeting should be arranged with the club/organization
    president, the advisor, and the Director of Co-Curricular Programs. 

❍ To train all new members on club policies and activities.
RECOGNITION PROCESS

The “Request for Recognition Form” and all required informational items should be returned to the Office of Co-Curricular Programs. The Office of Co-Curricular Programs will verify that all College requirements for recognition have been met.  Two weeks from the date of this verification, the group will be recommended for recognition if the application is not challenged for recognition.  Before it is officially recognized, the new group may reserve space for one organizational meeting and conduct publicity for that meeting only.  New clubs and organizations are required to request recognition the first six weeks of the semester.

Recognition requires that those local organizations affiliated with a national organization must have a local constitution and/or by-laws that do not conflict with Wagner College’s policies and procedures.

National constitutions/bylaws imposed upon the local organization may not conflict with the Wagner College’s policies and procedures. If there are any questions involving the above stated conditions, recognition of the group will not be completed until it is referred to the Director of Co-Curricular Programs for review.

Recognition signifies that the organization agrees:

❍ 
To provide equal opportunity to all students.

❍ 
To prohibit discrimination against any potential member because of race, sex, color, religion, age, national origin, ability, or sexual orientation. Please note that in the case of social fraternities and sororities, an exception will be made honoring their membership restrictions placed on sex.
STEPS TO FORMING A RECOGNIZED STUDENT ORGANIZATION

1. Obtain a sheet with the signatures of at least five (5) qualified members.

2. Obtain a college faculty\staff advisor.

3. Submit three (3) typed copies of a constitution stating the purpose(s) of the organization.

4. Submit the “Application for Recognition Form” with the previously stated information to the Office of Co-Curricular Programs, Union 215.

If you have questions or need assistance, please contact the Office of Co-Curricular Programs at co-curri@wagner.edu  or at 718-420-4257.

NOTE: Before the organization is officially recognized, the new group may reserve space for one organizational meeting and conduct publicity for that meeting only.

Drafting the Constitution

Writing a constitution for your club or organization requires much time and thought. The constitution should clearly address the club’s objectives, officers and their responsibilities’, membership, and procedures. The constitution is a guideline for your organization. When a problem or question arises, you should be able to look at your constitution and find the solution or guidance for making decisions.

Constitution Outline

Name of the Organization

Also include any acronyms organization will use.

General Description

Mission statement and statement of purpose and practice.

Membership

Explain who can be a member, who has voting privileges and decision making power.

NOTE: No organizations shall deny consideration for membership to any student because of gender, race, religion, creed, national origin, ability, marital status, or sexual orientation. 

(In the case of social fraternities and sororities, an exception will be made honoring their membership restrictions placed on sex.)
Officers

List the officers and advisor of the organization. Include responsibilities and authority, term and procedures for election, removal, and the filling of vacancies.

Meetings

Specify information regarding the meetings of the organization. Include regularly scheduled meetings, procedures for calling special meetings, required notice for meetings, how meetings will be run, quorum, order of business, and disposition of minutes.

Committees

List the committees of the organization. Include information regarding the process of

appointment, responsibilities, and reporting.

Constitution and Amendments

Specify how the constitution will be ratified, and amended, including the procedure(s) for

amendments including advance notifications, number of readings, and required vote for

adoption.

Constitution and amendments shall not be valid until a copy is placed on file in the Office of Co-Curricular Programs.
When drafting your constitution, helpful resources are Robert’s Rules of Order and talking with your advisor or a staff member in the Office of Co-Curricular Programs. Sample constitutions are available by contacting the Office of Co-Curricular Programs.

CONSTITUTION

Of the

SEAHAWK’S CLUB

ARTICLE I.
 
NAME

This organization shall be known as the Seahawks Club.

ARTICLE II.

PURPOSE AND GOALS
Section I.
Purpose

The purpose shall be to promote unity and spirit throughout the campus.

Section II.
Objectives



The major objective shall be to (1) assist the cheerleaders in the 

major spirit events, (2) sponsor one major road trip to an out-of-

town game, (3) to raise funds to improve spirit activities on 

campus.
ARTICLE III

MEMBERSHIP

Section I.
Eligibility


1. Membership to Seahawk’s Club is open to all students enrolled at Wagner College (required statement)*.

2. Any member or officer having two unexcused absences a semester from any meeting or event, (may/shall) be removed from the organization.  A quorum of 50% of membership +1 must be present at the meeting and a two-thirds majority vote must be obtained to remove the individual.

ARTICLE IV
OFFICERS

Section I.
Requirements for Officers

1. The officers of Seahawk’s  Club, must meet the following requirements;  (1) have a 2.000 cumulative grade point average; (2) be an enrolled student in good standing with Wagner College. 

Section II.
Officers and Duties

President – Shall preside over regular and executive meetings, coordinate group activities, and communicate with the officers and advisors on all matters.

Vice President – Shall assist president and preside over meetings in the absence of the president.

Secretary – Shall record minutes at all business meetings, check attendance at functions, and receive and review excuses for absences.

Treasurer – Shall collect dues, pay bills, oversee other monetary transactions including fund raising and social activities, and prepare and maintain an annual budget.

Membership Chairman – Shall coordinate recruitment and selection of new members during each fall semester.

ARTICLE V  
ELECTION, REPLACEMENT AND REMOVAL OF 

OFFICERS

Section I.
Election Process

1.
Elections shall be held at the first regular meeting during the month of August.  A quorum (51% of total membership) must be present and a simple majority vote will win; newly elected officers shall assume responsibility at the meeting following elections.

2.       The term of office for officers shall be two semesters.

Section II.
Replacement of Officer Vacancies

1. In case of a vacancy in any office, a new officer shall be elected to complete the term.  Such election shall be held during the meeting following that which the announcement of a vacancy takes place.  The office of President, however, shall be occupied by the Vice President for the remainder of the term.

Section II.
Removal of an Officer

1. Officers are subject to removal from office by the Seahawk Club and/or the Seahawk’s Club’s faculty/staff advisor should the requirements in Article IV, Section I, and is violated.  A quorum (see Article VI, Section II) must be present at the meeting and a two-thirds majority vote obtained to remove an officer.

ARTICLE VI

MEETINGS

Section I.  Regular Meetings

1. The regular meeting of the Seahawks Club at Wagner College shall be held once per week, time and place to be decided upon at the first meeting of the academic year.

Section II.  Called/Special Meetings 

1. A called/special meeting of SeaHawks Club shall be held when the officers vote to have one.  A called/special meeting shall be defined as any meeting other than a regular meeting.

Section III.  Quorum Defined  

1. A quorum shall consist of 50% of the total membership + 1 and must be present to conduct business.

ARTICLE VII
ADVISOR

Section I.  Selection

1. The advisor must be a faculty/staff member.

2. The advisor will be selected by the entire membership at the second regularly scheduled meeting in the fall and serve for two (2) semesters or one (1) year term

3. The advisor shall attend business meetings and to the best of his/her ability, see that the organization’s purposes/activities are within College policy.

ARTICLE VIII
STANDING OR SPECIAL COMMITTEES/CONSTITUTIONAL AMENDMENTS


Section II.  Standing/Special Committees
1. Committees may be created and/or dissolved by the Executive Council (President, Vice President, Secretary, and Treasurer).  Such committees shall discharge such responsibilities as may be assigned by the Executive Council.


Section II.  Constitutional Revision

1. The constitution may be revised or amended at any meeting provided notice has been give to members prior to that meeting as to the need for such revision or amendment.  A proposed amendment will go into effect if approved by a two-thirds majority of quorum (see Article VI, section III).

ARTICLE X
FINANCES

Section I.  Accounting Year

1. The accounting year for the Seahawks Club will be from July 1 to June 30th.  The funds of this organization shall be accrued by fees, fines, dues, and by such other means as the organization shall determine.

Section II.  Dues

1. Dues shall be ___________ per semester (or determined per academic year) and will be collected from all members of Seahawk’s Club Treasurer. 
Section III.  Monetary Transactions

1. In order for a monetary transaction to take place (sign check, deposit, etc.)  and be authorized, it must be approved by both advisor and the Director of Co-Curricular Programs.  All Seahawk’s Club transactions (should/must) have the signature of the Grand High Treasurer and advisor.

Section IV.  Contracts

1. In order for a contract to be binding, both advisor and President must sign the contract.

Section II.  Dissolution of Organization and Allocation of Remaining Funds

1. Should the organization be dissolved for any reason, all the monies will go to the Wagner College Alumni Scholarship Fund (or other non-profit entity).

____________________

__________________________________________

Date




Signature of Advisor

____________________

__________________________________________

Date




Signature of Student Organizer

OFFICE USE ONLY

Approved______________________________________________
____________



Director of Co-Curricular Programs 



Date

Attach any contract information to this form.
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Student Organization Registration Form

Registration Status:       (  Re-Registration             (  New Organization

GENERAL INFORMATION

Name of Student Organization (No Abbreviations): _________________________________________________________________

Abbreviation used by Student Organization: ______________________________________________________________________

Name used last semester if different: ___________________________________________________________________________

Organization Web Page:  http://_______________________________________________________________________________
CATEGORY 
Please choose ONE category that best describes the organization.

(
Academic / Departmental
(
Recreational / Club Sport

      ( Special Interest / Miscellaneous
(  Community Service 
(
Spiritual




           (Please Specify) 

     


(
Cultural Heritage / Ethnic Identity
                                                       

____________________


(
Honor Society

ORGANIZATION DESCRIPTION & ACTIVITIES

How often does your organization meet? __________________________________________________________________

What is your organization’s approximate membership? _______________________________________________________

Please give a brief description (50 words or less) of the organization.  This information will be available for review by prospective members and via the Wagner College website.

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

Along with this form, please submit a full roster of the organization members, along with their positions and Student ID numbers.  All information will be kept confidential.  
ALL SIGNATURES are required BEFORE THIS FORM CAN BE SUBMITTED.

SUBMIT COMPLETED FORM TO:

Office of Co-Curricular Programs (Student Union, 215)
FOR OFFICE USE ONLY: 
Date received: __________

by: ___________

Entered by: ____________
REQUIRED SIGNATURES OF ORGANIZATION OFFICERS AND ADVISORS

Please sign below in order to affirm the following statements. 

· We will abide by Wagner College’s policies and procedures, including those established by the Office of Co-Curricular Programs and the Student Government Association.

· We authorize the Office of Co-Curricular Programs to provide our names, phone numbers and/or e-mail addresses as official contacts for the organization listed above. 

Primary Faculty / Staff Advisor: (Please note: Advisors must be full time faculty or staff and cannot advise more than 3 organizations)
Name:

Dept: ________________________________________________

Signature:

Date: ________________________________________________

Email Address: ________________________________________ Campus Phone # :(______) _________-________________
President/ Primary Student Contact: 
Name
 Student ID#: ___________________________________________

Signature:

Date: ________________________________________________

Phone #:
(
)

Email Address: ________________________________________

Vice President/ Secondary Student Contact: (In case primary student contact cannot be reached)

Name
 Student ID#: ___________________________________________

Signature:

Date: ________________________________________________

Phone #:
(
)

Email Address: ________________________________________
Treasurer/ Student Contact: 

Name
 Student ID#: ___________________________________________

Signature:

Date: ________________________________________________

Phone #:
(
)

Email Address: ________________________________________
Secretary/ Student Contact:
Name
 Student ID#: ___________________________________________

Signature:

Date: ________________________________________________

Phone #:
(
)

Email Address: ________________________________________
Community Service Chairperson/Student Contact:
Name
 Student ID#: ___________________________________________

Signature:

Date: ________________________________________________

Phone #:
(
)

Email Address: ________________________________________

How to Lead an Effective and Efficient Meeting

Once your group has formed and the leadership style has been decided you will want to begin having

regular meetings to decide what kind of programs and projects you would like to engage in. The manner

in which you conduct your meeting will probably be the deciding factor as to whether or not your group is

successful. You might assume everybody within your group has the same agenda as to what they

want to accomplish. This is not necessarily the case.

Have you ever seen examples of the following at a meeting you were attending?

· During a discussion everybody starts talking at once, not listening to one another.

· People go off on tangents and discuss matters not related to the topic at hand.

· Nobody responds to a call for volunteers.

· People engage in behavior, which distracts the attention of others in the group.

· Your meeting gets bogged down in parliamentary procedure.

· The meeting has run way past the time it was called to end, and people are getting restless.

To run a successful meeting some planning must be done. Meetings with no design tend to be long and fruitless. The information in this section offers some suggestions to help you avoid a few of the pitfalls associated with running a meeting.  Remember every group has a set of conditions under which it will operate best. Be sensitive to the climate of the meeting.  The leadership of the group has certain responsibilities to insure the success of a meeting. As you read through the following outline, keep in mind that you need to set the mood and direction of your meetings.
Prior to the meeting:

1. Make sure everyone involved knows when and where the meeting is to be held.

a. Post a notice of your meetings on bulletin boards, in student organization mailboxes, etc.

b. Select a room that is physically comfortable for the number of people attending.

c. Remind everyone to be prompt.

d. Have the leadership meet prior to the meeting to make sure they are in agreement as to what their   

                 goals are for that meeting.

e. Have all necessary materials you might need (pens, paper, AV equipment, etc.).

f. Prepare an agenda. A typical format is:

a. Call to order

b. Attendance and opening announcements

c. Approval of last week’s minutes

d. Committee reports

e. Old business - to discuss any unfinished business from last meeting

f. New business - the times for new ideas to be brought up and discussed

g. Closing remarks - reminders of tasks to be completed before next meeting

h. Adjourn

During the Meeting:

There are many different ways you can run the actual meeting. Most groups abide by some form

of parliamentary procedure using Robert’s Rules of Order Newly Revised. The extent to which you use parliamentary procedure depends on the goals of your organization, your organization’s style, the tasks that need to be accomplished, and the environment under which your organization is operating.  

Some working suggestions for people leading a meeting:

1. Allow and encourage discussion but be aware when it centers around a conflict of

    personalities. Be able to direct the conversation away from that conflict and other trivial 
    matters.

2. Ask open-ended questions (why and how) to stimulate discussion.

3. When you have tasks to be assigned and no one volunteers, try to offer them to new people

     who have not been too involved.

4. When delegating responsibilities, set a time limit for when tasks need to be completed.

5. Provide direction for your group, yet remain open-minded and democratic.

On-Going Activities:

1. Check back with members who were delegated responsibility. They may need some help or some prodding to accomplish their task.

2. Continually try to foster excitement and creativity. To be a vital organization, you must

always think ahead to what your group can do next.

3. Cultivate leadership among members. An organization is only as strong as the commitment its members have to it. If one individual is running everything, people do not feel invested in the organization. Also, think about whom will keep this organization running when members are no longer students at Wagner College. Prepare to pass the torch!

    AN OUTLINE OF BASIC PARLIAMENTARY PROCEDURE
Prepared by Douglas N. Case

Parliamentary Authority:  Robert's Rules of Order, Newly Revised, Tenth Edition, 2001.
I. 
Rules Governing an Organization
A. 
State and Federal Law - governing corporations, tax-exempt organizations, public legislative bodies, etc.

B. 
Articles of Incorporation - applicable to corporations

C. 
Governing Documents of Parent Organizations - applicable to chapters, affiliates, etc. of larger organizations

D. 
Local Constitution and Bylaws - defines the organization's basic structure and fundamental rules.  Normally requires a 2/3 vote and prior notice for amendment and are not subject to suspension.

E. 
Standing Rules - operating procedures consistent with all of the above.  Normally can be amended by majority vote at any business meeting and can be suspended.

F. 
Rules of Order - parliamentary authority, superseded by any of the above that conflict.

G. 
Precedent and Custom - apply when there are no written rules governing a situation.

II. 
Purposes of Parliamentary Procedure
A. 
Ensure majority rule

B. 
Protect the rights of the minority, the absentees and individual members

C. 
Provide order, fairness and decorum

D. Facilitate the transaction of business and expedite meetings 

III.
Basic Principles of Parliamentary Procedure

A.
All members have equal rights, privileges, and obligations.


B.
A quorum must be present for the group to act – if the bylaws of the organization do not establish a quorum, the general rule is that a majority of the entire membership must be present in order to transact business.

C. Full and free discussion of every motion is a basic right.

D. Only one question at a time may be considered, and only one person may have the floor at any one time.

E. Members have a right to know what the immediately pending question is and to have it restated before a vote is taken.

F. No person can speak until recognized by the chair.

G. Personal remarks are always out of order.

H. A majority decides a question except when basic rights of members are involved.

I. A two-thirds vote is required for any motion that deprives a member of rights in any way (e.g., cutting off debate).

J. Silence gives consent. Those who do not vote allow the decision to be made by those who do vote.

K. The chair should always remain impartial.

IV. 
Typical Order of Business
A. 
Call to Order

B. 
Opening Exercises, if applicable

C. 
Roll Call/Determination of a Quorum

D. 
Adoption of the Agenda

E. 
Reading and Approval of the Minutes of the Previous Meeting

F. 
Reports of Officers

G. 
Reports of Standing Committees

H. 
Reports of Special (Ad hoc) Committees

I. 
Special Orders

J. 
Unfinished Business and General Orders

K. 
New Business

L. 
Program, if applicable

M. 
Announcements

N. 
"Good of the Order"

O. 
Adjournment

V. 
Role of the Presiding Officer
A. 
Remain impartial during debate - the presiding officer must relinquish the chair in order to debate the merits of a motion

B. 
Vote only to create or break a tie (or 2/3 for matters requiring a 2/3 vote) – exception: the presiding officer may vote on any vote by ballot

C. 
Determine that a quorum is present before transacting business

D. 
Introduce business in proper order

E. 
Recognize speakers

F. 
Determine if a motion is in order

G. 
Keep discussion germane to the pending motion

H.
Maintain order

I. 
Put motions to a vote and announce results

J. 
Employ unanimous consent (general consent) when appropriate

VI. 
General Procedure for Handling a Motion
A. 
A member normally must obtain the floor by being recognized by the chair.

B. Member makes a motion.

C. A motion must normally be seconded by another member before it can be considered.

D. Before the motion is restated by the chair, any member can rise, without waiting to be recognized, and suggest a modification of the wording to clarify the motion. The maker of the motion can choose to accept or reject the modified wording (does not require a second).

E. 
If the motion is in order, the chair will restate the motion and open debate (if the motion is debatable).

F. 
The maker of a motion has the right to speak first in debate.

G. 
Debate is closed when:


1. Discussion has ended, or


2. A two-thirds vote closes debate ("Previous Question")

H. 
The chair restates the motion, and if necessary clarifies the consequences of affirmative and negative votes.

I. 
The chair calls for a vote.

J. 
The chair announces the result.

K. 
Any member may challenge the chair's count by demanding a “Division of the Assembly.”

VII. 
General Rules of Debate
A. 
No members may speak until recognized by the chair.

B.
All discussion must be relevant to the immediately pending question.

C.
No member may speak a second time until every member who wishes to speak has had the opportunity to do so.

D. 
No member can speak more than twice to each motion.

E. 
No member can speak more than ten minutes.

F. 
All remarks must be addressed to the chair – no cross debate is permitted.

G. 
It is not permissible to speak against one’s own motion (but one can vote against one's own motion).

H. 
Debate must address issues not personalities – no one is permitted to make personal attacks or question the motives of other speakers.

I. 
The presiding officer must relinquish the chair in order to participate in debate and cannot reassume the chair until the pending main question is disposed of.

J. 
When possible, the chair should let the floor alternate between those speaking in support and those speaking in opposition to the motion.

K. 
When a large number of people wish to speak to a motion it may be advisable for the chair to make a speakers' list.

L. 
Members may not disrupt the assembly.

M. 
Rules of debate can be changed by a two-thirds vote.

VIII. 
Motions in Ascending Order of Precedence

Only one main motion may be on the floor at a time, but more than one secondary motion may be on the floor.  When any of the motions on the following list is the immediately pending motion (i.e., the last motion made), any motion listed below it on the list can be made at that time and any motion above it on the list cannot be made at that time. Pending motions must be disposed of in descending order of precedence.

A. 
Main Motion - introduces business to the assembly for its consideration.  A main motion can only be made when no other motion is pending.  A main motion yields to privileged, subsidiary and incidental motions.

B. 
Subsidiary Motions - change or affect how the main motion is handled (voted on before the main motion)

1. 
Postpone Indefinitely - made when the assembly does not want to take a position on the main question.  Its adoption kills the main motion for the duration of the session and avoids a direct vote on the question.  It is useful in disposing of a poor motion that cannot be either adopted or expressly rejected without possibly undesirable consequences.  Unlike other subsidiary motions, debate on the motion to postpone indefinitely can go into the merits of the main motion.

2. 
Amend - changes the wording of the main motion before it is voted upon.  An amendment must be germane to the main motion.  Its acceptance does not adopt the motion thereby amended; that motion remains pending in its modified form. Rejection of an amendment leaves the pending motion worded as it was before the amendment was offered.  An amendment can: delete words, phrases, sentences or paragraphs; strike out words, phrases or sentences and insert new ones; add words, phases, sentences or paragraphs; or substitute entire paragraph(s) or the entire text of the motion and insert another.



When an entire motion is substituted for another, the chair must first call for a vote on the Motion to Substitute to determine the advisability of substituting a new motion.  If the Motion to Substitute passes, the chair then throws the Substitute Motion open to debate.  The Substitute Motion in turn must be voted upon, and is subject to amendment.
       Note:  There is no provision in Robert's Rules for a “Friendly Amendment.” The only way a motion can be modified without a vote, after it has been stated by the Chair, is with the unanimous consent of the members present. 
3.
Secondary Amendment - An amendment can be offered to an amendment (amendment of the second order).  Amendments of the third order are not permitted.  

4. 
Refer (Commit)  - sends a pending motion to a standing committee, or to an ad hoc (special) committee to be appointed or elected, for consideration.  The motion to refer may include instructions to investigate, recommend, or take action, and may specify the composition of the committee.

5. 
Postpone Definitely (Postpone to a Certain Time) - delays action until a certain time specified in the motion (not beyond the next regular business meeting).

6. 
Limit or Extend Debate - is used (1) to reduce or increase the number or length of speeches permitted or (2) to require that debate be closed at a specified time.  It requires a two-thirds vote.

7. 
Previous Question (“Call for the Question”) - immediately closes debate if passed.  Requires a second and a two-thirds vote.
8. 
Lay on the Table - enables the assembly to lay the pending question aside temporarily when something else of immediate urgency has arisen.  It is not debatable.  A motion to lay on the table is out of order if the evident intent is to avoid further consideration of the motion.  Frequently when one indicates a desire “to table” a motion, the correct motion is either to Postpone Indefinitely or Postpone Definitely.

C. 
Privileged Motions - do not relate to the pending business but have to deal with urgent matters which, without debate, must be considered immediately.

1. 
Call for the Orders of the Day - requires the assembly to conform to the agenda or to take up a general or special order that is due to come up at the time (“time certain”), unless two-thirds of those voting wish to do otherwise.  A member can interrupt a speaker to call for the orders of the day.

2. 
Raise a Question of Privilege - permits a request or main motion relating to the rights and privileges of the assembly or any of its members.  Examples include requests relating to members’ ability to hear a speaker or a request to go into “executive session” (closed session).  A member may interrupt a speaker to raise a question of privilege.

3. 
Recess - used to request an intermission which does not close the meeting.

4. 
Adjourn - used to close the meeting immediately.  Not debatable.

5. 
Fix the Time to Which to Adjourn - sets the time, and sometimes the place, for another meeting (“adjourned meeting”) before the next regular business meeting to continue business of the session.

IX. 
Incidental Motions (Questions of procedure that arise out of other motions and must be considered before the other motion)
A. 
Point of Order - used when a member believes that the rules of the assembly are being violated, thereby calling on the chair for a ruling and enforcement of the rules.  A member can interrupt a speaker to raise a point of order.

B. 
Appeal - used to challenge the chair’s ruling on a question of parliamentary procedure.  A member can interrupt a speaker to appeal from the decision of the chair.

C. 
Suspend the Rules - used to make a parliamentary rule or special rule of an organization temporarily inoperative.  The motion cannot be applied to the constitution and bylaws unless those documents include specific provisions for suspension.  Normally requires a two-thirds vote.

D. 
Withdraw - permits the maker of a motion to remove it from deliberation after the motion has been stated by the chair.  If there is not unanimous consent, the motion is debated and voted upon.

E. 
Point of Information - requests to the chair, or through the chair to another officer or member, to provide information relevant to the business at hand. A point of information must be in the form of a question.  A request for information regarding parliamentary procedure or the organization's rules bearing on the business at hand is referred to as a Parliamentary Inquiry.

F. 
Objection to the Consideration of a Question - suppresses business that is irrelevant or inappropriate and undesirable to be discussed.  The objection must be made immediately (acceptable to interrupt a speaker).  Does not require a second, is not debatable, and requires a two-thirds vote opposed to consideration in order to pass.

G. 
Division of a Question - divides a motion containing two or more provisions that can stand alone so that each provision can be considered and voted upon separately.  Not debatable.

H. 
Division of the Assembly - used to demand a rising vote to verify the vote count.  The motion can be made without obtaining the floor, does not require a second, is not debatable, and does not require a vote.

X. 
Main Motions That Bring a Question Back Before the Assembly
A. 
Take from the Table - resumes consideration of a motion laid on the table earlier in the same session or in the previous session.  Not debatable.

B. 
Reconsider - reopens a motion to debate that has already been voted upon in the same session.  The motion to reconsider can only be made by a member who voted on the prevailing side.  It suspends action on the motion to which it is applied until it has been decided. Cannot be postponed beyond the next regular business session.

C. 
Rescind (Annul or Repeal) or Amend Something Previously Adopted - repeals or amends a motion for which it is too late to reconsider.  Normally requires a two-thirds vote of those present or a majority vote or the entire membership; however, if previous notice has been given then only a majority vote of those present is required. A motion to rescind cannot be applied to action that cannot be reversed.

XI. 
Voting

A. 
Majority vote - defined as more than half of the votes cast by those present and voting (i.e., excluding abstentions) unless the organization’s rules specify otherwise (e.g., majority of those present, or majority of the entire membership)

B. 
Two-thirds vote - defined as at least two-thirds of those present and voting, unless otherwise specified by the organization’s rules. Examples of motions that require a two-thirds vote: to close, limit, or extend debate; to suspend the rules; to amend the constitution and bylaws; to close nominations; to remove an officer or expel a member; or to object to the consideration of a motion.

C. 
Voting by the Chair - except when there is a ballot vote, the chair only votes when his/her vote would affect the result.

D. 
Methods of Voting
1. 
Voice vote - method normally used

2. 
Show of hands or rising vote - used to verify an inconclusive voice vote or on motions requiring a two-thirds vote

3. 
Ballot - normally used for election of officers and when ordered by a majority vote

4. 
Roll call vote - used when it is desired to have a record of how each member voted.  Can be ordered by a majority vote unless the organization’s bylaws specify otherwise.

E. Proxy voting is prohibited unless specifically provided for in the charter or bylaws.

Recommended Books

Robert’s Rules of Order, Newly Revised, Tenth Edition, 2000

Robert’s Rules of Order, Newly Revised, In Brief, 2004

The Complete Idiot’s Guide to Robert’s Rules, Nancy Sylvester, 2004

Robert’s Rules for Dummies, C. Alan Jennings, 2004
Recommended Web Sites

www.robertsrules.com

parliamentarians.org

www.rulesonline.com

www.parlipro.org
How to Plan a Program

A. Develop Program Goals

· Who is your target audience?

· What are your program goals?

· What are the specific objectives of your program?

B. Brainstorm

Brainstorm with the group to get general ideas of how to program to reach your goals.

Follow these six rules of brainstorming:

1. list all ideas - write down everything everyone says

2. repetition is OK - write everything down even if it’s a repeat suggestion

3. no value judgments - all ideas are valid at this point!

4. no discussion - don’t discuss at this point, just write ideas down

5. silence is OK - there will be times of natural silence...don’t prod

6. one person records - appoint one person to write down everything

C. Decide on a General Idea

Go over your list of ideas and decide on a general idea for the program.
D. Select a Date and Time

Remember to consider factors such as: type of event, class and exam schedules,

vacations, other programs, availability of presenters/performers, rooms, etc.

E. Submit PROGRAM REGISTRATION FORM

F. Discuss Alternatives with Co-Curricular Programs Staff

After deciding on a general idea, discuss its feasibility and the availability of resources

with the professional staff.

G. Delegate Responsibility

Specific people should be designated for the planning (room reservations, refreshments,

publicity), set-up and clean-up of the event. Also, there should be a main contact

person to whom these people report progress and problems so one person knows

what is going on in all arenas.

H. Develop, Request, and Stay Within a Budget

This is also a good time to think about co-sponsorships with other organizations

or campus offices to share the work and expenses. NO MATTER WHAT THE

EXPENSE IS, REMEMBER TO SAVE ALL RECEIPTS AND THAT WE ARE

TAX EXEMPT. TAX EXEMPT FORMS CAN BE OBTAINED FROM THE BUSINESS OFFICE.
EXPENSES CAN BE:

· Fee/honoraria

· Transportation

· Meals/lodging

· Tech services

· Professional staff coverage of event (e.g. Co-Curricular Programs staff)

· Publicity

· Catering

· Miscellaneous materials

· Facilities/Maintenance and/or security staff (depending on regular building hours)

I. Begin publicity after full approval from the Office of 

   Co-Curricular Programs

J. Set-up

Members of your organization are responsible for preparing anything you may need in addition to making sure the space is as you found it.

K. Your Event: Hooray!

L. Elicit Reactions From Attendees

Although this can be done verbally, it is more effective and more accurate to have attendees fill out an evaluation form. See Attendee Evaluation form at the back of this Handbook.

M. Clean-up and Submit Receipts

N. Send Thank You Notes

O. Evaluate Your Programs and Your Records

Programming Basics
Programming in a college environment serves primarily as a growth experience; it gives students the

opportunity to grow through pursuing their interests, socializing, and sharing ideas. Programming brings people together and can initiate new friendships and meaningful conversation. It also provides challenging and supportive opportunities for personal growth and development. Programming can provide relief from academic and social pressures and can enhance ideas learned in the traditional classroom setting. The following Co-Curricular Programs procedures are important to successful programming:
A. Program Registration

All programs sponsored in whole or in part by Wagner College students/groups must be

registered with the Office of Co-Curricular Programs one week in advance of the desired program date. To register a program, students must submit the PROGRAM REGISTRATION FORM (see page 12 in this Handbook for a sample form). The form can be obtained in the Office of Co-Curricular Programs in room 215 of the Student Union. The nature of the program will determine how far in advance a program needs to be registered. Students should consult with the Office of Co-Curricular Programs to determine the appropriate amount of time needed to prepare for a specific program. Program registrations submitted less than ten (2) business days in advance of the desired date may not be considered.

B. Space Requests

Space requests at Wagner College take at least 48 business days to process. Refer to the

Requests are submitted to the Office of Co-Curricular Programs via the PROGRAM REGISTRATION FORM. Confirmations will be sent via email to the primary contact for each program. Students may not contact guests or advertise for events until space reservations are confirmed. (Please note: Student Organizations incur an extra charge from the college for maintenance, security, and any other services and resources when holding programs after regular building hours. Consult with a Co-Curricular staff member for more information.)

C. Facilities/AV Requests

Facilities and Audio Visual Requests should be submitted to the Office of Co-Curricular Programs at least 5 business days to the program date. These include projectors, screens, microphones, podiums, etc. There is a section in the PROGRAM REGISTRATION FORM in which you can submit this request. Students should not contact the Media Services Department directly to request services. All arrangements should be made with a staff member at The Office of Co-Curricular Programs. If there is a problem with any requests and/or if any extra charges will be incurred, a member of The Office of Co-Curricular Programs Staff will contact you.

D. Advertisements

Students may advertise their events once the space request is confirmed. All flyers, posters,

handouts, etc. must be approved and stamped by The Office of Co-Curricular Programs prior to distribution (See Publicity Policy in the back of this Handbook for more information.)  Advertisements may not promote alcohol, drug use, the degradation of any person or groups of people, or establishments which support any of the aforementioned items. Students are responsible for removing flyers, posters, etc. once the event has been held. Students must adhere to the policies governing posting of flyers. Failure to do so will result in the immediate removal of flyers or other marketing tools or the cancellation of the event.  Non- Wagner College / Off-campus related advertisements and posters are distributed at the discretion of the Office of Co-Curricular Programs.

E. Catering

Students may use Chartwells Dining Services to cater their events. Students should contact

Chartwells at least 14 business days prior to the program date to place an order.   Contact Chartwells for a menu and price list.

F. Security

Students are required to manage events in a manner consistent with ensuring the safety and

security of all participating members. Furthermore, students are expected to honor arrangements made in the implementation of events. Specific requirements are as follows:

1. Safety and security for all campus events remain at all times under the direction of Wagner  College Public Safety and the Office of Co-Curricular Programs personnel.

2. Wagner College Public Safety and the Office of Co-Curricular Programs must approve all security arrangements.

3. No outside security personnel are permitted for any event unless arrangements have been made with Public Safety and the Office of Co-Curricular Programs.

4. Prohibited activities/behavior include, but are not limited to:

· Carrying/possession of any type of weapon

· Body searches (e.g. "patting down")

· Unauthorized advertising by performers, bars, nightclub, or the organization

· Conduct by anyone, including performers and their personnel, which is inconsistent with the safe and responsible management of the event, as determined by the Office of Co-Curricular Program’s staff.
G. Admission

Students wishing to charge admission to their events must submit a FUNDRAISING REQUEST

FORM (at the back of this Handbook) to the Office of Co-Curricular Programs.
Note:  Admission may not be charged to enter public spaces, unless otherwise approved by the Office of Co-Curricular Programs.
H. Community Programming

Student groups wishing to collaborate on programs must state so on the PROGRAM REGISTRATION FORM. 
I. Sponsorship with Other Schools and Off-Campus Marketing

Student groups must receive the Office of Co-Curricular Program’s approval before approaching a group from another institution or inviting students from other universities to an event. The Director of Co-Curricular Programs must approve any off-campus advertising; this includes announcements made in non-college or electronic message boards.

J. Programming Dates

Programming for both new and returning student organizations may begin immediately after

receiving written notification of official recognition from the Office of Co-Curricular Programs. Students may not plan events during holidays, vacation periods, or other times when the student body is not present to partake in such events.
Wagner College 

Program Information Worksheet

Office for Co-Curricular Programs
1 Campus Road

Staten Island, NY  10301 

Phone: 718-420-4257      Fax: 718-420-4130
Program Title:








                                

Date of Event:




Location:
                                

                   

Time of Event:




Rain Location: _________________________ 
Time to arrive (set up time): _________
Attendance anticipated:
                
       

Committee: ____________________________________________________________________
Project Leader:
Project Leader Phone:



  
Email:

                                
 
Event and Description: __________________________________________________________

______________________________________________________________________________
______________________________________________________________________________

Entertainer/Entertainment Information                                                                                                                              

Contact Person: _________________________________________________________________

Phone Number: ____________________ 
 Email: _____________________________________

Address: _________________________________________________________________________

 Amount: ____________________________
PO Number: _____________________________

Host(s) for event (will meet entertainer and cleanup): _________________________________

Publicity 

Audience: ______________________________________________

What: __________________________________________________

How: __________________________________________________

Where: _______________________________________________________

Timeline for publicity: __________________________________________

Chartwells

Day/Time: ____________________________

Request(s): _____________________________________________ 

Maintenance 
Day/Time: ____________________________

Request(s): _______________________________________________________

Media Services

Day/Time: ____________________________

Request(s): ______________________________________________________
Security

Day/Time____________________________

Request(s) _______________________________________________________

Supplies

______________________________________________________________________________

______________________________________________________________________________
WAGNER COLLEGE ROOM REQUEST FORM

Office of Co-Curricular Programs
Phone: (718) 390-4257

Please fill out the below information and submit it to Nicole Brodeur.  Please submit all requests 48 HOURS in advance.  Please fill in all information to help this process.  Thank you!!

Contact Information:

Date of Submission: __________ Organization/Person Sponsoring Event: ________________________

Contact Person Name: __________________________________Email:__________________________

Address: _______________________________________ Phone Number: _______________________

Best way to contact you in the event of a conflict: ___________________________________________

Advisor Name: ____________________________ Phone Number: _____________________________

Advisor’s Signature: _________________________________________ Date: ____________________

Event Information:
Title of Event: _______________________________________________________________________

Date of Event: ____________________________ Time of Event: ______________________________

Brief Description of Event (Please describe the type of program and who the event is open to): ___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Expected Attendance: __________________Amount of Admission (if any): ______________________

Location Desired:

Please specify which room you want in the building you select. Please rank your top 3 choices in order:

__Union Room: ______________ 
___Spiro Hall: ____________
___Main Hall: __________

__Harborview Lobby: _________
___Gatehouse Lounge: _____
___Towers Lobby: _______

__Beisler Lounge: ____________
___Spiro Sports Center: ____

___Other: ______________

***If you are interested in holding an event in the Coffeehouse, you MUST first get approval from the Coffeehouse Manager (Dave Hammill):
Coffeehouse Signature of Approval: _______________________________ Date: _________________

For office use only:

Signature of Approval: ________________________________ Reservation Number: _____________

Confirmation Printed: ________Delivery:______ Not Approved: __________ Email Sent: _________

On Campus

COMMUNITY SERVICE PROJECT FORM
Name of Organization or Club:_______________________________

Location of Service Project:_________________________________

Date:___________________ Time: ________________________

Club Members Present:

______________________________________________________________________

______________________________________________________________________

____________________________________________________________________________________________________________________________________________

Description of Service Project:

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

_______________________                              ______________________

           President Signature                                                           Advisor Signature

Off Campus

COMMUNITY SERVICE PROJECT FORM

Name of Organization or Club:_______________________________

Location of Service Project:_________________________________

Date:___________________ Time: ________________________

Club Members Present:

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Description of Service Project:

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

_______________________ 

______________________

President Signature 



Advisor Signature
Posting Policy
The Posting policy is designed to balance the College’s commitment to free speech with concerns about campus aesthetics, to support communication and education about campus, local, and world events and issues, and at the same time delineate acceptable posting practices. The following guidelines will be strictly adhered to:

1.  All posters and flyer must be approved with the stamp from the Office of Co-Curricular Programs Office in room 215 of the Wagner Union.  Any not bearing the stamp of approval will be removed and discarded.

2.  Posters must not exceed 22” x 28”; Flyers are promotional materials printed on paper, usually 8.5” x 11”. 

3.  Posters are to be placed only on bulletin boards.

4.  No alcohol advertising is permitted on the campus.

5.  A limited number of flyers may be approved for posting.  

6.  Posters may not be taped to bulletin boards; only thumbtacks are to be used.

7.  All posters and flyers must be removed 24 hours after the event.  The group presenting the event is responsible for removal of all posters and flyers.

8.  No item may be posted for more than 30 days.

9.  Sheets are to be hung in the Dining Hall only in the designated area, must be no larger than twin size, and must be sponsored by a registered student organization.

10.  The number of flyers that shall be run off at any one time shall not exceed 50.  This will be upheld by the Copy Center and other offices on campus; the only exception to this will be made by the  Office of Co-Curricular Programs.

11.  Sheets, posters, and flyers shall not be placed in the following areas:

· on cars

· on or under doors

· in mailboxes

· on buildings and trees

· on walls

· on windows

· on top of previously posted material

· on lamp posts

· on Trautmann Square

12.  Flyers may be left at the Reception Desk in the residence halls.

13.  Registered student organizations may use a “clothesline” format for posting educational materials, either on the third floor of the Union next to the Bookstore or on the second floor in the mailbox area.  Reservation of these spaces is done through the Office of Co-Curricular Programs.

14.  Registered student organizations may reserve the use of a table to be placed on the Union Patio.  The student organization will be responsible for set-up and take-down of the table and folding chairs (storage in the Career Development Center).  Atrium furniture is not allowed to be moved.  Reservation of the Patio is done through the Office of Co-Curricular Programs.

15.  Any group consistently violating these guidelines will be denied posting privileges for one semester.

Publicity Hints and Tips

Effective publicity should be neat, clean, attractive, and readable. If it’s sloppy, people won’t

react positively. If it’s too wordy, people will ignore it. If it’s poorly designed, people won’t

notice it.

HELPFUL HINTS

* Make publicity colorful and decorative.

* Use Big Bold Letters

* ALL CAPS IS HARD TO READ

* ALL ITALICS OR All SCRIPT is even harder to read

* Keep it simple - not too much writing, limit pictures and information.

* Use humor.

* Post signs at an angle so they are noticeable.

* Use catchy words/catchy titles.

* Look at it from an average viewing distance (5 feet).

I CAN’T DRAW, HOW CAN I DO PUBLICITY?!

Look around for picture ideas...other posters, catalogues, comic strips, travel brochures, books, magazines, comic books, and newspapers. When copying, keep in mind black and white glossy photographs tend to reproduce well!

THE BOTTOM LINE

(Always include the five W’s)

WHO: who is sponsoring the event, who is invited, who is presenting, who to contact

WHAT: the name of the program and/or description of it

WHERE: location of the program (be as specific as possible)

WHEN: day, date, time

WHY: purpose of the program

IT’S BLACK AND WHITE AND...*YAWN*. TRY SOME COLOR!

Color is associated with different feelings and emotions:

white....................clean, pure

black....................formal, elegant

violet....................tender

purple...................royalty (combine w/ blue or green - mystery)

red........................revolution, excitement, fire, energy

blue......................sadness, night, coolness, tranquility

yellow..................happy, warm, optimism

PUBLICITY ON A SHOESTRING BUDGET? TRY THESE HINTS!

* package advertising - schedule of events for organization

* splash of color - you can draw or color on a black and white flyer for a little extra zip

* different flyer arrangements

* promote the next event(s) at an event

* use student organization mailboxes

Gimmicks and Media

(ways to publicize events)

1. word of mouth

2. flyers/posters

3. post a banner, flyer or poster upside down

4. invitations in people’s mailboxes

5. have your event put in the Wagnerian

6. door hangers (like a hotel’s do not disturb sign)

7. pre-printed balloons with program title and date

8. buttons

9. banners

10. give away fortune cookies with programming announcements inside

11. put announcements inside balloons and ask people to pop them

12. progressive advertising

13. table tents

14. write on chalk boards

15. post publicity in the residence halls

16. pre-printed cups to give away

17. make footprints through high traffic areas that lead to the program

18. place arrows directing people to the program

19. make announcements at club meetings

20. make announcements for your next program at the end of your current program

21. use a variety of colors in advertising

22. print announcement on the back of a fake dollar bill

23. memos or newsletters to students

24. e-mail students

25. make t-shirts

26. life-size cardboard cut-out of a famous person with announcement

27. poster of a famous person or cartoon character with a “bubble blurb”

28. give away bookmarks with program announcement

29. make a crossword puzzle or word search with program info

30. personalized memo or invitation

31. cut out shapes or figures that have to do with the program and put announcement on the shapes

32. stand a sandwich board up in a high-traffic location

33. make your sign on adding machine tape

34. dress in a costume and hand out flyers

35. give away candy with program announcements attached

36. write letters to other student organizations

37. write letters to faculty asking them to announce program in class

38. place “rip it down” signs with program announcements behind it

39. ribbons with program information printed on it

40. write a poem announcing your program

41. hand people something small they can put in their pocket - if they don’t look at it then, they will when  

      they empty their pockets

42. use catchy slogans

43. finger paint signs

44. midnight residence hall raids - place flyers under doors

45. puzzle pieces - give students a piece a day

46. make paper hats with program information on them

Be sure to check College Policies before implementing these ideas
Spiro Sign Board 

Information Form
Office for Co-Curricular Programs, 1 Campus Road, Staten Island, NY  10301,
Phone: 718-420-4257        Fax: 718-420-4171


Organization/Person Sponsoring Event: 







Contact Person Name:  






e-mail:




Address:  






Phone Number(s):  




Title of Event:  












Date and Time of Program: 











Brief Description:  












Type of Program (circle one):

Social          Professional          Fundraising           Cultural/Educational
Admittance open to: 

Organization Members         Non-Wagner  Guests         Wagner Community

(circle as many as apply)

Expected Attendance:
  



Amount of Admission (if any):  



Are security provisions necessary?  

  If yes, please contact Public Safety as soon as possible (x3165)

  To have your program publicized by our office, please provide the following information (circle one):

For Sign Board (no more than 80 letters and spaces)
       For Access Channel      
   For Both  
  Dates for Advertisement (list every day/date in the sequence): 







  Actual Wording for Publicity (please be brief): 



                          


  

Date Received___________

Time Received___________

NOTE: IF YOU ARE NOT A RECOGNIZED CLUB OR ORGANIZATION, YOU DO NOT RECEIVE A BUDGET.
Budget Request Form Fall 2007

This form is to be filled out by clubs and organizations requesting money for the 2007-2008 academic year.  This form must be filled out by clubs and organizations which are qualified to receive a budget.  To see whether you qualify, please refer to the Vice President of Communications who has a list of clubs and organizations that are eligible for budgets.  This form is to be filled out for clubs and organizations requesting operating budgets AND any additional money above the operating budget requested by clubs and organizations.  Fields marked with a (*) must be filled out.  Incomplete or late budget requests will not be accepted.  

*Name of Club/Organization____________________________________________________________

*Name of Club/Organization President____________________________________________________

*Wagner ID#___________________________ *Wagner Email________________________________

*Cell Phone Number_________________________________Extension__________________________

*Name of Club/Organization Treasurer____________________________________________________

*Wagner ID#___________________________ *Wagner Email________________________________

*Cell Phone Number_________________________________Extension__________________________

*Total Amount Being Requested _________________________________________________________

Breakdown of Funding Request

________AA.  *Event Name ____________________________________________________________



 *Anticipated Date of Event _________________________________________________



 *Purpose of Event (Brief Description) ________________________________________



 _______________________________________________________________________



________________________________________________________________________



 *Money Requested For This Event ___________________________________________

*Provide a brief list of how the money requested above will be broken down based on food, supplies, etc.

Student Government Association Vice President of Finance, Kevin J. Richard krichard@wagner.edu

SGA; Leadership, Advocacy, Service
________AB.  *Event Name ____________________________________________________________



 *Anticipated Date of Event _________________________________________________



 *Purpose of Event (Brief Description) ________________________________________



 _______________________________________________________________________



________________________________________________________________________



 *Money Requested For This Event ___________________________________________

*Provide a brief list of how the money requested above will be broken down based on food, supplies, etc.

________AC.  *Event Name ____________________________________________________________



 *Anticipated Date of Event _________________________________________________



 *Purpose of Event (Brief Description) ________________________________________



 _______________________________________________________________________



________________________________________________________________________



 *Money Requested For This Event ___________________________________________

*Provide a brief list of how the money requested above will be broken down based on food, supplies, etc.

Student Government Association Vice President of Finance, Kevin J. Richard krichard@wagner.edu

SGA; Leadership, Advocacy, Service
________AD.  *Event Name ____________________________________________________________



 *Anticipated Date of Event _________________________________________________



 *Purpose of Event (Brief Description) ________________________________________



 _______________________________________________________________________



________________________________________________________________________



 *Money Requested For This Event ___________________________________________

*Provide a brief list of how the money requested above will be broken down based on food, supplies, etc.

________AE.  *Event Name ____________________________________________________________



 *Anticipated Date of Event _________________________________________________



 *Purpose of Event (Brief Description) ________________________________________



 _______________________________________________________________________



________________________________________________________________________



 *Money Requested For This Event ___________________________________________

*Provide a brief list of how the money requested above will be broken down based on food, supplies, etc.

Student Government Association Vice President of Finance, Kevin J. Richard krichard@wagner.edu

SGA; Leadership, Advocacy, Service
________AF.  *Event Name ____________________________________________________________



 *Anticipated Date of Event _________________________________________________



 *Purpose of Event (Brief Description) ________________________________________



 _______________________________________________________________________



________________________________________________________________________



 *Money Requested For This Event ___________________________________________

*Provide a brief list of how the money requested above will be broken down based on food, supplies, etc.

Club/Organization Approval for Budget Request

As President and Treasurer of the above listed organization, we hereby affirm that the information submitted above is accurate and truthful to our knowledge, and that the moneys requested follow the budgetary procedures of the Student Government Association Vice President of Finance and the Finance Committee.  Furthermore, they abide by all the rules and guidelines for the use of money by clubs and organizations set forth by the Student Government Association, Co-Curricular Office, and Wagner College.  

President’s Signature _____________________________________Date_________________________

Treasurer’s Signature_____________________________________Date_________________________

____________________________________________________________________________________

SGA Approval (for SGA use only)
__________________________________


____________________________________

                Morgan Scott, President SGA





         Kevin Richard, V.P Finance SGA
__________________________________


____________________________________

      Curtis T. Wright, Director of Co-Curricular Programs                              

   
      Chairman, Senate Finance Committee 
Student Government Association Vice President of Finance, Kevin J. Richard krichard@wagner.edu

SGA; Leadership, Advocacy, Service

[image: image1.jpg]Student
(Government
Association

WAGNER COLLEGE
Leadership - Advocacy - Service




SGA Fall 2007 Reimbursement Form

The following information should be filled out completely in order to submit to the Business Office.  Sections with a (*) indicate that the fields must be completed.  For sections that are not required and not filled out, mark “NA”.  Attach an 8 ½” x 11” sheet of paper with the receipts stapled to the back of this form and place the name and student ID number in writing on there. Receipts should be neatly presented on the paper and any papers with receipts hanging over the edges and not in a neat order will not be accepted.  Reimbursements can be turned into the SGA office up until 4 p.m each Wednesday to be turned in that week.  Any forms handed in later than that will be carried over to the next week.  Incomplete forms will not be submitted.  

*Name of Club/Organization Treasurer____________________________________________________

*Wagner ID#___________________________ *Wagner Email________________________________

*Cell Phone Number_________________________________Extension__________________________

*Name of Club/Organization____________________________________________________________

*Name of Club/Organization President____________________________________________________

*Wagner ID#___________________________ *Wagner Email________________________________

*Cell Phone Number_________________________________Extension__________________________

If Reimbursement is to be addressed to anyone besides the Treasurer, please indicate below.  Fill out all given fields. 

Name________________________________ Wagner ID#____________________________________

Position in Club/Organization__________________________ Wagner Email_____________________

Relevant Contact Information ___________________________________________________________

*Event/ Reason requesting Reimbursement for______________________________________________

*Date of Event/Payment________________________________________________________________

SGA Budget Approved? (for SGA use only)________________________________________________________________________________
As President and Treasurer of the above listed organization, we hereby affirm that the information submitted above is accurate and truthful to our knowledge, and that the moneys requested for reimbursement follow the budget that has been allotted us by the Student Government Association Vice President of Finance and the Finance Committee.  Furthermore, they abide by all the rules and guidelines for the use of money by clubs and organizations set forth by the Student Government Association, Co-Curricular Office, and Wagner College.  
President’s Signature _____________________________________Date_________________________

Treasurer’s Signature_____________________________________Date_________________________

Student Government Association Vice President of Finance, Kevin J. Richard krichard@wagner.edu

SGA; Leadership, Advocacy, Service

Fundraiser/Donation Record

of Clubs and Organizations

This form is to keep records with the clubs or organizations fundraising efforts or donations received, and will be used at the end of each academic year for budget purposes.

Club/Organization Name:_________________________________________________________

Date of Fundraiser/Donation: _____________________Location:_________________________

Fundraiser/Donation Description:

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Please use this section for fundraisers only

Amount Earned

 $

Amount Spent

 – 
 $

Total Profit 


 $

Amount Earned/Received: ______________________Treasurer Initials:__________________

* Club/Organization requests that $_______ of this money be preserved into the next fiscal year.

Additional Notes/Comments:

______________________________


______________________________

Advisor Signature 





President Signature
Wagner College

Office of Co-Curricular Programs

1 Campus Road

Staten Island, NY  10301

Phone:  718-420-4257     Fax:  718-420-4130

Deposit Form


Date Submitted: 










Account Number: 










From (Name of person /organization):
                       


For (Date and Name of Event): 





Description of Event:




                                                 












____________              












______

          Amount:

       Checks:



______

       Cash:  








        Total Deposited:  




~Please attach inventory sheet if applicable~


Approval:

Organization President:  








Information will be posted within 48 hours of submitting this form.
“What do we live for if not to make the
world less difficult for each other.”

–George Eliot

“Let no one ever come to you without leaving better and happier.

Be the living expression of kindness: kindness in your face,

kindness in your eyes, kindness in your smile.”

–Mother Teresa
 “Great leaders apply the past to the

present so as to shape the future.”

–Churchill

“It is amazing what you can accomplish

if you do not care who gets credit.”

–Harry S. Truman

“If there is any one secret it lies in the ability to get the

other person’s point of view and see things from

his angle as well as from your own.”

–Henry Ford

“Alone we can do so little; together 

we can do so much!”

–Helen Keller

“Leadership is the courage to admit mistakes, the vision

to welcome change, the enthusiasm to motivate others,

and the confidence to stay out of step when everyone

else is marching to the wrong tune.”

–E.M. Estes 

“We gain strength, and courage, and confidence by each experience in which we really stop to look fear in the face...we must 
do that which we think we cannot.”
–Eleanor Roosevelt

CLUB CODE 


(SGA USE ONLY)��____________________











