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PREFACE

Each year Hunter College thrives on new and current student leaders chartering student organizations |
college community with academic, social, cultural, political, visual and performing arts, media, religious,
community servioeented information and programs. These organizations not only add to the vibrant atmosg
college, but also engage students in-tielass learning experience that will shape their path toward success &
prepare for the global world.

ThisStudent Organization & Media Chartering Handbook is designed to inform students of the necessary procedt
that have been set in place in order to charter an organization. It is also designed to provide information on \
student organimn successful, educate students of the different functions of executive board members, a
students with a draft of how to establish a constitution. There are several required forms contained in this har
the chartering process aplsiand efficient as possible.

Please note, there are a few chartering requirements for student organizations.

1 Each organization will be required to have a full executive board consisting of pre@delanisedccetary
and treasurer.

1 For undergraduatident organizatiopeach executive board member must be registered for at least s
credits and have a cumulative average of 2.0 or above. Fetugieuaitganizatioeach executive board
member must be registered fasatieee (3) credits and have a cumulative average of 3.0 or above.

1 Both the president treasurer will be required to attend the mandatory College Association workshop.

1 Each student organizasioould register with the Office of Student Actiaitiesficial Hunter College email
accounwhich will be set up by the Instructional Computing & Information TecluraedleOdfiganization
is chartered.

It is our hope that you will find the information contained herein useful STueotfifaiaties is here to assist you
in any way possible and we look forward to working with you throughout the year. Please do not he€itate to s
office is located in room COO01 in the North Building. We can also be r&@@4€08a0222-2724924 \We wish

you much success in both your academicandglar endeavors.

TeneiR. Wooten

AssstanDirector
Student Activities & Leadership Development



MANDATORY COLLEGE ASSOCIATION WORKSHOPS

Being elected an officer of a student organization brings with it a great opportunity to broaden your expgsignces,
responsibilities. In order to assist you in the carrying out ofryandaaskgiorkshops will be held which muséehbéeat by
boththe president and treasurer of each student orgévarksioops will include information on:

The Budget Process/ How to Prepare and Submit Budgets
How to Request Funds/Budget Modifications

How to Prepare Vouchers/VoucheRgycdlie¢d Documentation
Financial Reconciliation of Student Events

Sponsoring Events

Use of College Facilities

Planning and Publicizing Student Activities

NooasrwbdE

Dates and times are subject to change, please call the College Associataiedo confirm

Dates:

September 2011

9/12/2011 1:00 pr:00 pm 1130E
9/13/2011 3:00 pm:00 pm 1130E
9/14/2011 11:00 arh200 am 1130E
9/15/2011 3:00 pm:00 pm 1130E
9/20/2011 12:00 atn00 am 1130E
9/21/2011 12:00 pri:00 pm 1130E
9/26/2011 11:00 ah200 am 1130E
9/27/2011 3:00 pm:00 pm 1130E
October 2011

10/5/2011 11:00 arh200 am 1130E
10/6/2011 3:00 jpr:00 pm 1130E
10/12/2011 12:00 pt00 pm 1130E
10/13/2011 3:00 pe:00 pm 1130E
10/19/2011 12:00 pm00 pmM30E
10/26/2011 12:00 par00 pm 1130E
November 2011

11/9/2011 11:00 arh2:00 pm 1130E
December 2011

None

January 2012

None

February 2012
2/2/2012 2:00 pr3:00 pm 1130E
2/8/2012 12:00 pt100 pm 1130E

Ms. Nicole HectdéutchinsgrFrinancidanageof the College Associatiticonducthese worksho@8l sessions will be held

in Room 1130 East unless otherwise noted. STUDENT ORGANIZABOIDT REPRENTED AT THESE WORE®PS WILL
NOT HAVE COMPLETHE TCHARTERING/REAMBTION PROCESS ANHEREFORE WILL NOTFERMITTED TO
SUBMIT THEIR BUDGHAYE ACTIVITIES, ERYE SPACE, DRAW BBNETC!



WHAT MAKES FOR A SUCCESSFUL STUDENT ORGANIZATION?

Goals should be established for each organization by the entiip.mMéed®ermay be shamnge goals which can be
accomplished in a short period of time. There should also be long range goals toward which the year's effort
Groups that fail to have -cebgoals frequently elicit little interest frbarmeand the activities have mediocre results.

There must be continuity in the activities of the organization between meetings. This can be accomplished wh
members sit down and outline their activities and meetings in advaneetBgsvérmme should be fajotrough
committees, publicity stories in the newspaper, bulletin board notices, posters, etc. Keep your own mesbers a
aware of your group.

Well planned meetings are essential. Developing a pdateditiga copy for each member, is one of the best way
planning. The best agendas are those which are prepared by the executive board, and the advisor at a mee
scheduled time in advance of the regular meeting. The executive rutamhkkalédisions for the grigpurpose

is to think through problems and ideas and to make recommendations to the group.

Participation of all members contributes to a good organization. A variety of social, recreational, audtural ar
activities should be developed so that they present both a challenge to the initiative of each membeeatewell as
support. All members should have the opportunity to speak up and express ideas. Encourage those who dc
vdunteer to speak up and express themselves. Appoint each member to a committee or give him/her s
responsibility at least once during the semester and more often if possible. Help each member feel important tc
be sure the entire ypdas the opportunity to make decisions about plans and solutions to problems. There sl
majority decision on all issues which come before the group; however, the minority point of view should always

Use your advisor and ashki$éiner advice and combine it with your members' ideas.

One of the most important meetings of each year is the first since it sets the tone of your group for tfaentire ye
the leadership should prepare and organize it. They shddtlikrgningy to be done, should insure that it be a frien
meeting, and should make certain that all members know what has been accomplished.

Regularity of meeting times and place is essential.

Critically evaluate your meetings.

Cooperatiowith other organizations, both student and faculty, should be encouraged. Cooperation should
organization in more advantageously channeling its efforts, as well as fulfilling its objectives.

The officers should encourage the membesshiméopaojects related to service on the campus and in the commun

REMEMBERa student's major commitment igheracsidemic work and the member should not use the organizatic
an excuse to avoid this commitment.

91f@




DUTIES OF THE EXECUTIVE BOARD OFFICERS

The duties as listed here are general duties of the four main officers of any organization. Each organization <
supplemental list of specific duties which are designed to fit the special functiongteeid gnbenestdsaf, if additional officers
or standing committee chairpersons are appointed, their duties should be outlined and given to them at therbefjinning

office.
A. Duties of the President q
1. Be a good presiding officer: ' ,! . Jq
: : ™,
a. Know the proper procedure for conducting a meeting. v -
b. Be impartial. Avoid expressing your personal opinions.
C. Have knowledge of parliamentary procedure.
d. Prepare an agenda for each meeting.
e. Check the minutes of the preceding meetingcertaiakihat you have not forgotten important busine
that should be discussed again or finished.

2. Understand and follow your constitutioHaamsl. by

=l Set an example for your organization in fairness, courtesy, obedience to rules.

4. Represent your group, or see that a person is appointed to represent your group, at all campus met
representation is requested.

5. Carry out the group's decisions and wishes even though you personally do not agree completely with
reached.

6. Know the school policies and regulations and see that they are followed at all meetings and activi
organizations.

7. Keep your advisor informed of all meetings, make certain that he/she is invited to all meetings an be
he/she is consulted before making plans for special meetings and events.

8. Know the duties of the other officers and help them in carrying them out.

9. See that a calendar is prepared for the semester's activities earlstémn. tHeasbmdenbrganization should
have a project or goal for the semester.

10. Call regular executive committee meetings.

11. Appoint committees to assist in getting things done, to help spread the burden of work among all men
give others an opportunity to participate.
a. The president must keep in touch with committees and is usiiidip aneexoer of @mmittees.

He/she is responsible for seeing that they complete their assignments.

b. A chair of every committee should always be indicated.
C. Remember to call on committees for reports and take action on their reports

12. Do not try to @l the work yourself. A good president assigns responsibilities to others. It is his/hers role
up and recheck to see that the work is being done. Total participation of all members of a group makes
organization.

13. Develop theabit of writing things down that you have to do before the next meeting. Trusting your
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10.

memory is a poor substitute for having a notebook or a page in a notebook where you make notations
must do and deadlines you must meet.

Duties of th&/ice President

Take over the president's responsibilities when the president is unable to carry out these duties for
Because of this, the vice president must be familiar with all of the duties of the president.

Be ready to assist pimesident in any way possible.

Assume and carry out all duties that may be assigned to you by the constitution, the president, executi
or members.

Attend all executive committee meetings and meetings of the organization.
Know ad understand your organization's constitutidavaad by

Duties of the Secretary

The president depends upon the secretary for information of an official nature which can be found in t
the organization.

The secretary is thestodian of the permanent records of the organization and they must be kept in a con
accurate manner. Here is a suggested outline that may be of help to secretaries in writing minutes.

a. Give the hour, day, month, place of meeting, arfighreeiaéng officer.
b. State whether the minutes of the last meeting were:

(1)approved as read.

(2) approved as corrected (if there were corrections, list them).

Give a statement concerning all reports read and the action taken on them.

Record items discussed under old business.

Record items discussed under new business.

Each motion, whether approved or not, should be included either under "old" or "new" business.
State the time of adjournment of the meeting.

Sign theninutes.

S@ oo

Read minutes and correspondence clearly and sufficiently loudly so that the group can hear them at me
Be able to produce quickly the minutes of the preceding meetings and find items of information quickly.

Keep an accuratedanpto-date list of members, their addresses and telephone numbers, and recor
attendance at each meeting.

Keep in the secretary's notebook a copy of the constitutiawsanddbiiave it available for easy reference
during meetings.

Keep a copy of all reports presented to the organization by committees or officers.

Take motions down accurately and be prepared to read them back almost immediately.

Be responsible for all organization correspondence and develop aitiaglitysiog \wroper grammar and
correct phrasing, and neatness in writing or typing. All correspondence should be signed by the secreta

own name and title.

Act as secretary for the organization as a role. Officers and chaessoamnespbnsible for correspondence
as it relates to their duties.



Duties of the Treasurer

The treasurer is responsible for all funds of the organization.
Prepare a budget and have it approved by the executive committee and membership.

Make certain the organization expends money in keeping with the approved budget and within collec
regulations.

Make a treasurer's report at each business meeting of the organization listing receipts, expenditures, ar
hand.

See that all bills are paid promptly.

Keep a record of all money handled, both incoming and outgoing, and indicate purposes for which the
disbursed.

Have records available and in a condition for examination at any time.
Do not watrequisitions for amounts for which you do nbtlha®enabers should be encouraged to obtain a

requisition or a purchase order which may be presented to merchants and business firms rather than a 1
cash.



BASIC GUIDE FOR DRAFTING A CONSTITUTION

In order to become an officially chartered student organization, a constitution must be submitted to thevesp®etnte stut
or the Publications Board. Below you will find an outline, tnighecbiddthis purpose.

Article | Name
The name of this organization shall be the of Hunter College.

Article Il Purpose
Give brief description of the general purpose of the organization.

Article Il Membership

Students who are enrolled inigisyod are eligible for membership in any organization, but you can add that they mus
interest in the purpose of the group, or fulfill certain special requirements such as musical ability for £bokathgroup,
respective Student &owment for the minimum number of students required for chartering.

Article 1V Officers
In this article you should include sections: 1) Listing of officers, 2) Describe the method of nominatidnesasd3glectio
Describe the duties of theeglaxfficers. 4) Describe how officers may be remove/impeached.

Article V Committees
This article may merely describe the method of elections or appointing any committees; or, it may list sjged#; stand
their membership, and purpose.

Article VI Meetings
This article should state the method for scheduling regular meeting days and hours, and for calling special meetings.

Article VII Quorum
This article should state the portion of the membership necessary to constitute a quorum.

Article VIIAmendment
This article should describe the procedure for proposing and voting upon amendments to the constitution.



STUDENT ORGANIZATION CHARTERING/REACTIVATION PROCESS

Please noteall student organizations must submit the folilowirgStudent Group Management S$&EAMShttps://hunter
sgms.symplicity.com/stueecept where indicated, in order to ectmgleharteriingactivatioorocess, even if chartered the previous
academic year:

1. Election Meeting Minutaswhich the executifficers were elected

2. TheElection Meeting Attendance

3. Three (3) original Elected Officers Signature Padfites( Soc i a l Security #6s or an:
(enclosedpubmit the forms to the Office of Student Activities (Room COO01N)

4, Student Organization Membership

5. Budget Request ForfanclosedRequests Forms are submittedriespestive allocating body. USG for undergraduate clul

GSA for graduate clubs and Media Board for student publications.
6. Organi zationd6s Constitution

No student organization will be chartered without the submission of this information. It should be noted that all undergraduate student
organization officers, including those holding editorial board positions, must be registered for at least six credits and must have a cumulative
GPA of 2.0 or above. Graduate students must be registered for at least three credits and have a cumulative GPA of 3.0 or above. Additionally,
no student organization has completed the chartering process until the President and Treasurer has attended the mandatory workshops (see
Pg. 4 for schedule) on use of funds and facilities.

Undergraduate Student Organization Budget Process (Room 121 North)

Financial Control Board (FCB) Hearing (these dates are set by USG):

Budget forms are handed in and group should adiradiuor their FCB hearing

Student organizatiepresentatives meet with FCB members to discuss money requested

The USG Senate votes on allocations

Student organizations have a chance to appeal to the USG and request additional funding

Once a student organization has received theirdiial &dboo the USG, they must submiviseid / finalizedudget to the
Collegéssociation office (room 214TH)

No spending can be done prior to approval by the College AssodiaiGollEmprd\asociation meeting

Student organizationesentatives need to check the College Association office to find out at which College
Association meeting the budget is being reviewed and if it hagdmen appr

apwnE

o

Graduate Student Organizations

Graduate organizations should contact the GraduatAsSagitiin Offiieance.huntergsa@gmail@onisiroom 218TH) for
budget procedures and deadlines.

Media

Media should conthet chair of the Media Boathdiraermediaboard@gmailfoobudget procedures and deadlines.
Please note: Envoy, WHCS and Wistarion submit budget requests directly to the College Association.

PLEASE RESPECT THE CHARTERING DEADLINE WHICH IS ESTABLISHED BY USG, GSA AND THE MEDIA BOARD

10
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MEDIA CHARTERING PROCEDURES
All individuals involweth student media should know the following:

1. Please note that any student in an deditori al
maintain at least a 2.0 cumulative grade point average.

2. Please familiarize yourselthégtBylaws of the Hunter College Media Board loc&tadent Dficer’s
Handbook (See Pgs. 18-20).

3. The Budget Request Form must be submitted to the Media Board. Once these budgets are approved
Board, they must be presented @otlege Association. It shouldtbd tiat, WHCS Radiod The Envoy
are members of the Media Board, however, their budgets are submitted directly by them to the Colleg
(Note: All budgets are now annually submitted).

4. Please preparevaitten response for the College Association regarding Advertising Procedures list
Student Officer’s Handbook (See Pg. 24). If your publication will not receive advertising revenue, pleas
indicate to the College Association. The Colleggofsadtinot allow any funds to be expended without
information.

5. Please note that mddidY NO$pend more than 60% of their allocation on personnel costs. Additionally,
medianay only pay their staff on an fias per i ssu

6. Defamation and privacy have very serious legal implications when printing a newspaper.

7. It should be noted that all printing costs musingaicand this is done through the College Association O
and can be done annually.

8. All publications must prominently indicate on their front page or front inside page that it is a Hunter C
publication and paid for from studeity dees.

9. While the need for generating as much advertising revenue as possible is recognized, nevertheles:s
special attention to the following regarding illegal advertising:

10.The sale or offer for sale of term papers, studentegsstsysand other written assignments for use in cre
courses is prohibited under SectigndttBe New York State Education Law. According to this law, no |
shall prepare, offer to prepare, sell or offer for sale any written matesgallevhicioweis intended for
submission as a dissertation, thesis, term paper, essay, report, or other written assignment by a
coll ege. The Attorney General és office has tF
violations constitute a misdemeanor, punishable by a fine of at least $1,000 per violation. In addition, :
enjoin all further offers or sales of papers by the violator.

11.Each publication must submit their publishing schedule with their budget.

12. Any publication which changes/modifies their approved budget in a substantially different way from the
College Association and Media Board originally approved, and if the c$iateye sithdbe spirit of the
approved budget, that publication must go back to the Media Board for tappodiegiepAssociation review.

11



The maxi mum fipayment o anyone serving in @M ed
per semester. Any reqgteeskceed this CUNY established maximum stipend must be submitted in writin
College Associatidvhile studentriters can receive payments, students receiving stipends may not be als
for articles.

You are urged to refrain from accepting advertising from those companies which could put your public
you have any questions, please dahet@bir of the Media Boarduatermediaboard@aii.conor Teneia
Wooten at 247724908.

12


mailto:hcmediaboard@hotmail.com

8.

USEFUL BUDGET INFORMATION
In order to access funds and complete the chartering process, all student organizations must do the fo
Submit a budget to shedent government or Media Board (publications only).

The president and treasurer of each student organizatiordraugiANBATORY work$besoPg. 4 of the
Student Organization & Media Chartering Handbook).

Submit the revised Budget Request Form to the College Association Office (room TH214) to reflec
allocated by the student government or Media Board.

Funds cannot be accessed until the College Association has officially approved the budget.

It is the responsibility of each student organization to check with the College Association Office to f
organizationds budget has been approved.

As indicated in #4 on the Budget Request Form, all student organizations are ratjgast founavie
activitesperygand one (1) per semester r.elated to the

A maximum of 25% of the total student organization budget can be spent on all costs associated with
unrelated tstudent organz a tpurpmse.0 s

Overnight socials are not funded unless paid for from a fundraiser.
Students who spend their own money for a student orgéatzateent prior to budget approval will not t

reimbursed unless the new Reque&ekobursement Form, which can be downloaded from the Cc
Association webshé://studentweb.hunter.cuny.edu/clubg/HCapfroved prior to expenditure.

Bidding is required for any purchases over $500. Student omyasizatiacs th College Association (room
214TH), who will assist, prior to making such a purchase.

Any purchase of property, materials, clothing, etc., remain the property of the student organization ar
retained by any individual.

Only organizatal dues, and not individual membership dues, can be paid from student activity fees.

If you have any questions about the budget or purchasing process, please view the College Association Of
http://studentweb.hunter.cuny.edu/clubs@ifGgwdct them htca214@hunter.cuny,.gdione at 247724510 or

stop by this office (room 214TH).

Note: he Coll ege Association will only accept t he
treasurer have attended one of the MANDAWOIRShops.

v
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STUDENT ORGANIZATION CHARTERING/REACTIVATION CHEC

Step 1.

(J Register for Student Activities Orientation (At Le&siabahdIEmber per
Organization)

(1 Attend Student Activities Orientation (CO01 North)

(J Hold Election Meeting

(1 Submit 3 Original Signature Profile Forms to the Office of Student Activities ({
North)

Step 2:
(J Register New or Returning Organization via Symplicity

(J Upload Constitution via Sympianyst for New Organizations and Amended
Constitutions of Returning Organizations)

(J Upload Election Meeting Minutes via Symplicity

(1] Enter Student Organization membership via Si@plieityoeramimum)

Step 3:
(J Register for College Association Workshop

(J Attend College Association Workshop (President and Treasurer)

(J Check Charter/Reactivation Status on Symplicity

PleaséNote: Review and Repeat Steps as Necessary!

Best Wishes on Your Academic and Co- Curricular Endeavors!

14



2011-2012 ELECTED OFFICERS SIGNATURE PROFILE FORM
Note: All student organizations &EQUIRED to have a president, vipeesident, treasurer, and secretary.
Only the president and treasurer have financial and space sigsefagteuthority. Three (3) original copies of
this fornrMUSTbe submitted to D&ice of Student Activities

Name of Organization:

Organization Purpose:

(Check One) [lUndergraduate LIGraduate [ 1Media
PRESIDENT VICEPRESIDENT

Name Name

Home Addss Home Address

City, State, Zip

City, State, Zip

Phone # Phone #

Cell Phone # Cell Phone #

Hunter Enail @hunter.cuny.edu Hunter fnail @hunter.cuny.edu
Signature Signature

TREASURER SECRETARY

Name Name

Home Addss Home Address

City, State, Zip

City, State, Zip

Phone # Phone #

CellPhone # Cell Phone #

Hunter #nall @hunter.cuny.edu Hunter #nalil @hunter.cuny.edu
Signature Signature

15



ELECTION MEETING MINUTES
Please note: Use this form to record your election meeting minutes. This information must be entered ol

(Name of Organization)

MINUTES QWEETING HELD ON

Present:

Meeting called to order at

am/pm by

Motion to open nominatiori¥résidenby

(Name of President)

Seconded by

Vote: For Against

Nominations for President:

Motion to close nominations made by

, seconded by

Election for President

Candidate - # of \axt
Candidate - # of votes
Candidate - # of votes
Presicdatted
Motion to open nomaoredifoMice Presiderity
Seconded by Vote: For Against

Nominations for Vice President:

Motion to close nominations made by

, seconded by

Election for Vice President

Candidate - # of votes

Candidate - # of votes

Candidate - # of votes
Vices lefestddnt

16



Motion to open nomimeti@Treasureby

Seconded by

Nominations for Treasurer:

Vote: For Against

Motion to close nominations made by

, seconded by

Election for Treasurer

Candidate - # of votes
Candidate - # of votes
Candidate - # of votes
Treeselerted
Motion to open nominatiorsefaretanpy
Seconded by Vote: For Against

Nominations for Secretary:

Motion to close nominations made by

, seconded by

Election for Secretary

Candidate - # of votes

Candidate - # of votes

Candidate - # of votes
Sedsetdegted

Motion to adjourn by

, seconded by

All in favor Opposed

Meeting adjourned at

am/pm by

Minutes submitted by,

X

(Signature of Recordegretary)

(Print Name of Recording Secretary)



ELECTION MEETING ATTENDANCE SHEET

Name of Organization:

Date of Election Meeting:

Form Submitted By:

Name (Please Print) Signature
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2011-2012 STUDENT ORGANIZATION MEMBERSHIP

NOTEl n accordance with the CUNY Fiscal Accountability
chapteris limitecctas r r ent Il 'y enr ol l ed students and i s curAlstadent y
organizations and media are required to have at least 10 undergraduate students as active members in ordlee to be
USG and ¢hMedia Board respectively. Graduate student organizations must have 10 graduate students listed and subr
the Graduate Student Association Office.Husefdrac for additional ngRlkesse print all information clearly)

Name of Orgaation:

(President) Name:

Email:

(VicePresident) Name:

Email;

(Treasurer) Name:

Email;

(Secretary) Name:

Email:

Name:

Email;

Name:

Email:

Name:

Email:

Name:

Email:

Name:

Email:

Name:

Email:

19



The 2012012 Budget Request form and Consolidated Funds fdahlaratava
http://www.hunter.cuny.edu/studentservices/sa/clubs

BUDGET REQUEST FORM

ORGANIZATION NAME: Budget Periodluly 12014June 30, 2012

1.

Of fi cersod6 Names

Print Name, Treasurer

Print Nam&resident

Sighature, Treasurer

Signature, President

Hunter #nail Address

Hunter fnail Address

Address
Address
Telephone #
Telephone #

2. Size of Membership Years in Existence Frequency of Meetings
3. For mal Purpose of Organization (Purpose must be |
4. Student Organizations Onlydicate what activities will be held related to the organizations purpose
9 All student organizations are required to havéoat lg@sictivities per year including one (1) per semester related to

student organizations' purpose
9 Budgetsill notbe approvathless these activities are listed.
9 Any requests for exception must be submitted in writing to and appaiegebdstbeciation Office and attached to

this form. A minimum of 25% of the total budget must be spent on these four (4) student organization events.
a) Tentative name/type, date of event: Total cost of event: $
b) Tentative name/type, date of event: Total cost of event: $
c) Tentative name/type, date of event: Total cost of event: $
d) Tentative name/type, date of event: Total cost of event: $
5. Other funding sources: (Include anticipated sources such as AEB, fundraisers, etc. and amount anticipated fror

each.
6. Departmental Connection/Department Advisor
7. Location of Organization Phone # of Organization

| am familiar with the applicable City University By laws, policies, and regulations, and will be heldlsesydomsiteie for a
for paymentunderstand that students are not permitted to order any items or services for personal use of for which
organization has insufficient funds or did not receive prior College Association approval. | further urdierstand that &
former stient who assumes such a financial obligation will be held PERSONALLY RESPONSIBLE for these expen:s
understand that all bills must be accrued and submitted by June 1, 2012. The College Association restarss the rig
budget that i®insubmitted to them by April 1, 2012.

20
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SIGN: DATE: TITLE

Funds cannot be used unless and until the College Association has approved the budget.

NAME OF ORGANIZATION
Fall 2011 - Spring 2012
BUDGET PERIOD

LIST BELOW, UNDER EACH CATEGORY, AN ITEMIZATION OF EXPENDITURES AS TO EVENT, DATE,
CONTRACTOR, ETC. WHEREVER APPLICABLE.
9 All budget modifications and line transfers must be approved by the College Association with the
following exceptions:

o A maximum of 25% of total budget can be spent on all costs associated with social events
unrelated to club purpose.)

0 Clubs are permitted to do a maximum of a 10% change of an original line item. Clubs which request
to go over 10%, either at one time or cumulatively during the semester, must receive prior College
Association approval.

o0 Budget modifications or line transfers up to 25% for programs, activities, purchases or services
already approved can be authorized by a three person College Association subcommittee.

1. CONTRACTUAL SERVICES *: (Please note: At the end of some categories is the suggested
maximum percentage of the budget that can be expended on that entry. Web design maximum is $250
per year and web maintenance is $100 per year. The College Association will not approve any funds for
social overnight events or trips, unless funded by the profit from a fundraiser.

DESCRIPTION AMOUNT

List combined contractual cost for all events:(indicate type of event and anticipated month of
event

Ex. Open house for new members (Oct 2011) $2000
Fashion Show (Feb 2012)
Poetry Night (March 2012)

Refreshments for Meetings (list number of meetings and refreshment costs for each
meeting.)

(20% of total budget)

Rental of Water Cooler and Service (itemize rental costs and cost of water)

(10% of total budget)

Advertising and Promotion (campus media, outside media, giveaways, etc. Promotional
giveaways must indicate number and price per unit.) (15% of total budget) $50 maximum
for gifts and prizes. Verification required for gifts and prizes valued over $10.

Bus or Car Rental (list destination, number of students going and indicate how they were
selected. Proof of insurance must be provided to the College Association Office before trip.
See College Association Office for specific policies regarding bus or car rentals.)

Membership Fees (Organization fees only and list the organization(s). Individual membership
fees will not be paid from student activity fees, but may be paid by the individual or through a
fundraiser.)

Film/Video Rental (purpose and name of film or topic) Please note: The owners of the
distribution rights of a film must give permission for public film screenings, regardless of
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whether admission is charged or not.

Printing (indicate number of issues and copies per issue)

Postage (items, quantity and purpose)

Repairs and Maintenance (type of repair and model # of item to be repaired)

Duplicating - purpose

Telephone (only local service permitted and any exceptions would require appeal to the
College
Association.)

Stationery/Letterhead

Website Design Expenses. (List purpose of website. A disclaimer must indicate that the site
is for a student organization, if applicable, and does not represent Hunter College.

Other

TOTAL CONTRACTUAL SERVICES

2. EQUIPMENT * Indicate location equipment will be stored and the name of the individual responsible. (Note:
Laptops and PDAs cannot be purchased). No more than 50% of this entire budget can be spent on
eguipment.

DESCRIPTION AMOUNT

Computer (name and model number). Standard approved PC model is available. See
College Association office for details.

Other electronic devices (make and model #)

Furniture (type)

Software (quantity and type)

Other

TOTAL EQUIPMENT

3. PERSONNEL SERVI CES (Al I groups hiring Aethpirempleyees 0 mi

payroll, exclusive of stipends, on students. The maximum hourly rate for employees is $12 and the

maximum number of hours per week is 30.)

Note:

o College Association Director and Business Office employees, as well as positions which require
certification, licensing, coaching experience or advanced degrees are exempt from the above-mentioned
requirements. Other exemptions must be approved by the College Association.

o Al l individuals |Iisted in fAPer sonn ébn-sthdentstatus mdcatedmu s t
on this budget form.

0 Undergraduate student Aempl oyeesd must be registere
students 3 credits) per semester to remain eligible for the position indicated.

0 Social security numbersmust be provided to the Business Office
not include social security numbers on this form.)

o No club or full time faculty member can be paid for a club activity.

0 A detailed job description, rate of pay, number of hours and period of employment must be indicated for
each employee and advisor.

DESCRIPTION AMOUNT

Stipends (list purpose)

Honoraria (list purpose and /or event)

Performers, instructors, artists, DJ's etc. for parties & events. (Indicate what, where, month of
the event and the name and amount for each individual or group.)

Bands and Performers (indicate what, where and month of the event)

Training/Trainers (what, where and when is the event)

Speakers for events
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Advisors@ (20% of total budget)

Employees

FICA 7.65%

MTA Payroll Tax .34%

Other

TOTAL PERSONNEL COSTS

4. SUPPLIES * (Please note: No more than 20% of this entire budget can be spent on supplies.) List
Office/Cleaning Supplies or Decorations and indicate total cost.

EXx: pens, pencils, paper clip, staples, stapler, tape, paper, decorations fof-eathester party.

TOTAL SUPPLIES

5. TRAVEL EXPENSE (Please note: A maximum of 50% of the entire budget can be expended on
registration/conference fees. To exceed that maximum, an appeal must be made to the College Association
Office and attached to this form.) The College Association will not approve any funds for social overnight
events or trips, unless funded by the profit from a fundraiser.

DESCRIPTION AMOUNT

Registration/Conference Fees (list conferences and indicate where, when, number of
students, and how selected)
(50% of total budget)

Transportation Costs (indicate where, month, how many students, and how selected).

Entry Fees/Tickets (for parks, movies, etc.) (where, when, number of students and how
selected.)

Meal Allowance for Travel (list purpose of trip, number of students, and how selected.)
How much per trip?

Other

TOTAL TRAVEL EXPENSES:

GRAND TOTAL OF ALL LINES $
*Bidding is required for any purchases over $500. Student organizations must contact the College Association
Office prior to making such a purchase.
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Request for Reimbursement Form*
(Prior to College Association budget approval)

A. Directions:
1. Fill out this form in its entirety and return to MdeblibletchinsgrCollege Association Offfikeom 214TH
Deadline: Fall Terri November 1, 2011
Spring TerinMarch 1, 201@nly clubs newly chartered in the spring are eligib)e to apply.
2. Check with MdectoHutchinsowithin three (3) school /business days to verify approval.

3. If approved attach this form to the final revised budget which must be submitted to the College Association.

4. Once the College Association approves theupedgstibmission of a voucher and documentation, (receipts), you w
reimbursed. No reimbursement will be issued if not accompanied by receipt.

B. Amount requested to be reimbursed: $ (Maximum is $300)*

C. Purpose of the expenditure (be specific):

D. Explain why this expenditure cannot wait until the College Association approves the hudget:

E. | certify that this request is necessary for the operation of this organization and if mieedb lisimdérsand that | will not be
reimbursed:

Name of Individual Submitting this Form:

Signature of Student: Date:

Title/Positiontime Organization:

Phone #: Email address:

Note:
1) No student activity fee funds may be spenttutitie y ar e approved by the Coll ege
Rei mbur sement o6 is approved.
2) The O0Request for Rei mbur se ment-dutchirsorasmsignedlzElpwpr oved on

Poe-Not Write Below This Line

This ARequest for Rei mbursemento Has Been Approved:

Ms. Nicole Hectdutchinson Date
&

Dean of Students RepresentativeDate Ms. Tatyana Gleyzer Date
OR

President, USG Date President, GSA Date

*One form per organization
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