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[bookmark: h.sjetd0i9c4aa]GUIDELINES FOR RECOGNITION OF ON-CAMPUS CLUBS AND ORGANIZATIONS
[bookmark: h.7fzx1k10ekx2]Section 1. Authority for Campus Life On-Campus Recognition

On behalf of the President of the California Maritime Academy, final authority for all student activities, including the on-campus recognition and operation of student clubs and organizations, resides with the Dean of Students. This authority is carried out through the Division of Student Affairs, in conjunction with the Dean of students and the Associated Students of the California Maritime Academy (ASCMA).

The A.S. Council has been delegated responsibility from the Dean of Students to:
· Review and recommend for approval annual and new requests for on-campus recognition of student clubs and organizations;
· Allocate student funds in support of club or organization activities;
· Discipline clubs or organizations that violate the terms and conditions of on-campus status; and
· Participate in the development of policies and procedures applicable to student clubs and organizations.
[bookmark: h.z6pojyu3lxeg]Section 2. On-Campus Recognition
[bookmark: h.fr5afdeaz559](A) Privileges of On-Campus Status
A student club or organization with on-campus status becomes an official member of the campus community and enjoys the following privileges:
· Official recognition and use of the Academy name 
· Use of campus facilities for meetings and events 
· On-campus fundraising opportunities, with prior approval from ASCMA, The Dean of Students and The Office of Advancement 
· Scheduling and publicizing campus activities and events 
· A page on the Fantail (Collegiatelink) website
· Use of ASCMA equipment and services 
· Inclusion in ASCMA insurance coverage 
· Access to ASCMA funding and banking services 
· Inclusion in the ASCMA Directory 
· Opportunity to meet new people, enhance personal skills, and participate in leadership opportunities
[bookmark: h.oe7dc6ihn4o](B) Responsibilities of On-Campus Status
On-campus status carries with it the following responsibilities:
1. Membership: 80% of members of an on-campus club must be a registered student of the Academy. Student organizations fall under their own rules or bylaws in  regards to membership.
2. The club agrees to participate in the following events held on campus:
· Club Rush Thursday September 12th, 2013. 
· and Club Advisor training on September 17th, 2013
· Preview Day Saturday, November 16, 2013. 
· Spring Open House (Cal Maritime Day) Saturday, April 12, 2014, 
3. On-campus status must be renewed each academic year. See Section 2.(c) for guidelines
4. Each club and organization(when applicable) must have a copy of its current constitution and membership roster on file in the Office of Dean of Students, club and organization officers must maintain a semester and cumulative grade point average of at least 2.0.
5. Clubs and Organizations are required to comply with applicable federal and state laws, CSU Executive Orders, CMA policies, and these Guidelines for Recognition of On-Campus Clubs and Organizations. 
6. Clubs engaging in sports competition are required to comply with additional regulations developed by the Campus Athletic Department. 
7. Clubs and Organizations affiliated with national, state, local groups must keep on file in the Offices of Dean of Students the constitution or appropriate governing document of its parent group. 
8. Clubs and Organizations are responsible for incurred debts to the ASCMA or Academy (such as, telephone bills, damage to property, duplication and cleanup after an event). 
9. Clubs and organizations must comply with ASCMA fiscal regulations pertaining to expenditures, receipts, and bank accounts. 
10. Clubs and organizations are responsible for planning/participating in a community service project or campus service project during the course of each academic semester. A minimum of one (1) hour per member must be completed each semester. This may be accomplished by each member participating in one hour of community service or the cumulative total equaling the number of members in the club. 
11. Clubs and organizations are encouraged to present proposals for Campus service projects, and encourage student body participation. In some instances additional funding may be granted for such projects.
12. A minimum fee of five dollars is required from each member of the club as dues.
13. Clubs will update their club web page on the Faintail with at least one club picture and a one paragraph description of the mission of the club/organization 
14. Clubs are responsible for sending a monthly email by the 2nd Wednesday of each month to the Executive Vice President of ASCMA or council member designated by the Executive VP. 
a. This email shall contain the club’s current status and activities.
15. Clubs will not restrict membership based on race, gender, ethnicity, sexual orientation, disability, color, citizenship, age, religion and marital status, or national origin
16. Clubs will keep a current record of club members and numbers and will report the addition of new members within five business days to the ASCMA Vice President
17. Clubs must make membership available to every student on the campus regardless of the nature of the club (Title 5 states that social sororities and fraternities may impose gender limitations on membership.  However, this is not applicable to Cal Maritime as we have no Greek system)
18. Official recognition of a club or student organization may be withdrawn for hazing or conspiracy to haze as defined in the California Code of Regulations, Title 5, Standards for Student Conduct, Section 41301(b)(8). Individual students may be disciplined for hazing under Section 41301(b)(8).
19. Clubs must have at least five (5) CSU students enrolled in at least one class to be recognized as an on-campus organization. Masters candidates do not qualify as part of the minimum number of CSU students.
20. The CSU Alcohol Policies and Prevention Program (Board Resolution REP 07-01-03) requires campuses to provide orientation programs for student organization advisors and for student officers that outline policies, expectations, and information on alcohol use/abuse. This orientation may be provided to officers of student organizations in writing or electronically, and an acknowledgement of completion of this orientation that includes the name of the student organization and student officer(s) shall be retained by the vice president of student affairs or designee.
21. Clubs may not delegate the process of approving or managing student organizations or their activities to Auxiliaries (food services, etc.) The Advising must come from a part or full-time California State University employee.
[bookmark: h.3sv2jmd60gme](C) Procedures for Obtaining On-Campus recognition and funding
Any student club or organization desiring to operate on the campus of the California Maritime Academy must apply for recognition initially and thereafter on an annual basis. Recognition is determined by A.S. Council, which, in turn, makes a recommendation to the Dean of Students.
[bookmark: h.t7ead5stxfre]
(1)Club Renewal
Appendices A-D of this document should be completed and accompany a memorandum of understanding as application for renewal of an official club status. The appendices are as follows;

· Appendix A: Club Constitution (Use current constitution)
· Appendix B: Budget Request Form for Student Club/Organization 
· Appendix C: Inventory of Club Officers and Contact Information Attach an unofficial transcript of each club officer
· Appendix D: Memorandum of Understanding for Club Renewal

Renewal Applications should be submitted to the Executive Vice President of the Associated Students. Clubs and Organizations may be required to present their requests in person to the ASCMA Board, and go through any financial training as dictated by the Vice President of Finance.
[bookmark: h.kk4gtcn2wfay]
(2) New Club Application
New clubs are highly encouraged and must not conflict with the purpose of already established clubs. Appendices A-C, and E of this document should be completed as application for Approval of as an official club. They are as follows;

· Appendix A: Club Constitution (sample)
· Appendix B: Budget Request form for Student Club/Organization 
· Appendix C: Club/Organization Authorized Originators; Attach an unofficial transcript of each club officer
· Appendix : E Memorandum of Understanding for New Club Approval

Applications should be submitted to the Executive Vice President of the Associated Students. New Clubs will be required to present their requests for approval and funding in person to the ASCMA Board, and may additionally be required to meet with the Dean of Students.  Club officers may be required to go through financial training as dictated by the Vice President of Finance. Counseling is available for constitution creation and club creation.
[bookmark: h.naed7w99iqr4]
(3) Student Organizations
Student organizations are defined in different terms than clubs. Organizations are generally governed under other authorities other than the ASCMA board however they rely on ASCMA for funding. Because of this they fall into their own categories and will tend to have their own requirements.
[bookmark: h.dxw8et18a3p4]
(A) Divisional Funds
Division Officers wishing to use funds allocated by ASCMA should complete Appendices F,and G of this document accompany a memorandum of understanding for approval of an official club status. They are as follows;
· Appendix F: Inventory of Organization Officers and Contact Information
· Appendix G: Memorandum of Understanding for Student Organizations
Appendixes F and G should be submitted to the Executive Vice President of the Associated Students. Organizations may be required to present their requests for funding in person to the ASCMA Board, and go through any financial training as dictated by the Vice President of Finance.
[bookmark: h.27vzc7aw02zh]
Section 3.  Event Approval

[bookmark: h.dqc3plov75sk](A) Event Approval Process
Events are subject to approval by the Office of Dean of Students. Clubs and Organizations may hold or sponsor events on campus at any time during the academic year with the exception of final exam week(s). Clubs and Organizations are required to submit all the proper paperwork to the ASCMA Executive Vice President. Depending on the type of event, approval may be needed from other factions of the campus. 
[bookmark: h.wp6bg91ig3gv](B) Requirements
Event requests must be made by submitting the proper paperwork ten (10) business days or more of the requested event, CMA Event Request Form . Depending on the scale of the event more time may be needed or required. At that time a decision will be made regarding the event, availability of space, additional costs, and other obligations associated with the event. The Event Request and Commodity/Service Request forms are to be completed and signed by an appropriate club officer, and approved by the Club/Organization advisor. Clubs or Organizations may be required to present a proposal to the ASCMA Board.
[bookmark: h.fg1jfb999m9m](C) Publicity
Publicity outside of campus for sponsored events must be approved in advance by the Office of Dean of Students. The publicity must contain the club or organization name and may not include any reference to alcoholic beverages or controlled substances. No publicity may include vulgarity, graffiti, or demeaning artwork. Clubs and Organizations may contact ASCMA’s Marketing Officer or fill out a Marketing Request Form to request marketing services.

Campus posting of notices and other publicity items shall only be done on bulletin boards, Fantail website, or kiosks at the following designated areas on campus:
· Student Center 
· Student Center, outside main entrance
· Dining Hall, outside main entrance 
· Gymnasium Hallway 
· McAllister Hall, building bulletin boards
· Upper Residence Hall, 1st floor, main entrance 
· Lower Residence. Hall, building bulletin boards 
· Classroom Bldg., main floor 
· Classroom Bldg., outside main entrance 
	
Any postings in Residence Halls and Resident Assistants(RA) boards must be approved by the housing department before advertisements are places.
[bookmark: h.43ino43gtb2t](D) Travel
All recognized clubs and organizations need to include projected travel expenditures when submitting annual budget requests to the ASCMA Council.  Only members and/or advisors may travel on behalf of their club or organization.  ASCMA carries insurance for approved events but not for vehicular coverage. Clubs must arrange for rental of vehicles individually through the Office of Dean of Students. A written request for all travel for a club event must be submitted to the Office of the Dean of Students.

Any vehicle rentals require the appropriate forms signed by the designated, club executive, advisor, and ASCMA and sent to the Office of the Dean of Students. Any person driving a vehicle rented though CMA must be 21 years of age, complete the CSU Defensive Driving online course, and submit a copy of their certificate of completion and valid CA Driver’s License to the Office of the Dean of Students prior to any vehicle rental. All students attending any event off campus must complete the Liability Waiver before departing on any trip.
[bookmark: h.eux36ipcwaav](E) Deadlines 
All Event requests and forms must be made at a minimum of ten business days prior to the requested date. Some requests may take longer and consideration must be taken by all involved parties for such instances. The last day for requests of the fall semester will be the last friday two (2) weeks before finals. All final requests for the spring semester will be the last friday three (3) weeks before finals.
[bookmark: h.n5otb3bp14go]
[bookmark: h.l1tx4b4t69y9]Section 4. Funding
(A) Funding
Clubs and student organizations may be granted funding through ASCMA, pending approval. Funding is intended to promote the mission and purpose of the club/organization. Funding is supplied at the discretion of the ASCMA Board and the Office of the dean of students. Mismanagement or misuse of funds may result in loss of additional funding and depending on the case conduct or criminal charges.	
[bookmark: h.vgonpn8x7egr](1) Obtaining Funds
Clubs and Student Organizations Should complete a Budget Request Form found in Appendix B when turning in their club/organization packet. Additional funds may be requested by filling out a budget request form, and presenting the proposal for use to the ASCMA Board.
[bookmark: h.1idb3rm8wy09](2) Using Funds
In order to use funds a club must submit the proper forms. Depending on the intent of use for the funds, additional forms may be required. All forms are to be filed with the Executive Vice President of Finance a minimum of ten (10) business days prior to the date of funds desired.
[bookmark: h.p34tkvxi9sde](3)Limitations of funding use
Funding supplied or managed by ASCMA is subject to approval by the ASCMA board and the Dean of Students.  Funds should be used and planned to be used for the benefit of the entire club/organization. Exclusion of individuals in the club/organization or abuse of funds may result in disciplinary action

Funding may not be used for the following items:
· Alcohol and related paraphernalia 
· Drugs and related paraphernalia 
· Items that conflict with established campus policy
[bookmark: h.gebj5fi0ju1k]
(B) Fundraising
Student clubs and organizations may hold fundraising activities to support the club.  These fundraising events usually take place on campus at specific times during the academic year.  CMA homecoming and Annual Training Cruise are examples of times when these events will normally be held.  Permission for the sale of items, and their designs, must be obtained from the ASCMA, The Dean of Students and The Office of Advancement, prior to the sale.  Failure to obtain such permission may result in loss of recognition as a club and forfeiture of allocated club/organization funding. Fundraising beyond the campus must be approved by ASCMA, The Office of Advancement,  The Office of the Dean of Students, and The Office of Risk Management.
[bookmark: h.rzylfd8u1n7j](C) Deadlines 
All spending requests must be made at a minimum of ten business days prior to the requested date. Some requests may take longer and consideration must be taken by all involved parties for such instances. The last day for requests of the fall semester will be the last friday two (2) weeks before finals. All final requests for the spring semester will be the last friday three (3) weeks before finals.
[bookmark: h.lsujo1atvfkm]
Section 5. Advisors
[bookmark: h.7zl3fo9d10do](A) Role of Advisors
Each club and organization must be represented by an advisor(s).  The advisor may be selected from either faculty or staff members at CMA, and must be willing to represent the interests of the members whenever required to do so by these guidelines.

Advisors are responsible for advising student clubs and organizations in all matters concerning activities, sponsored events, finances, and the expenditure of funds.  Whenever possible, the advisor should attend scheduled meetings and be present at all sponsored events.  The advisor will be the recognized representative for issues of organizational conduct and adherence to regulations and policies that apply to the student club and organization.  No limitations will be placed on the tenure of an advisor.  All club or organizational expenditures must have the advisor's prior approval.

Annual Advisor Training will be provided by the Office of the Dean of Students.
[bookmark: h.g6669frmroii](B) Club and Organization Responsibility to the Advisor
It is the responsibility of the recognized club or organization to utilize their advisor and maintain open communications.  The following are suggested guidelines for the club/organization advisor relationship:
a. Notices for meetings should be given to the advisor.  When a designated meeting time is set for the semester or the year, every attempt should be made to set a time that is convenient for the advisor.
b. If executive meetings are established to determine agendas for the meetings, the advisor should be invited to those meetings.  If the advisor is unable to attend, the advisor should be informed promptly about what is discussed and requested to submit additional items.
c. The officers of the club or organization should maintain a close relationship with the advisor, and should also provide opportunities for the advisor to meet with as many members as possible. 
d. Clubs and organizations should always invite the advisor to all events, as a way of keeping the advisor informed of activities sponsored by the organization. 
e. If situations arise that may cause problems for the club or organization or any member thereof, the advisor should be informed immediately. 
f. Clubs and Organizations should update the advisor periodically regarding the financial condition of the club/organization.
g. Clubs and Organizations should recognize that an advisor should not be committed to any type of obligation unless there has been prior agreement to the commitment.
h. Minutes of meetings as well as other materials should be submitted to the advisor 
i. Clubs and Organizations should be aware that the advisor is providing services without compensation. Although advisors do not expect special recognition, they like to know that their services are appreciated.

If there is a disagreement between the advisor and membership of the club or organization, the problem should be reported to the Office of Dean of Students for review and resolution.
[bookmark: h.hwptm8ycsh45]



Section 6. Club/Organization Officers
[bookmark: h.itp7427amq4](A) Requirements
Officers should have a vested interested in the clubs function and continued success. Officers will maintain a cumulative and semester GPA of at least 2.0 during term, will be in good academic standing, and not on probation of any kind. 
[bookmark: h.k075vlukfcz1](B) Selection
Clubs officers are selected based on the rules and bylaws in the clubs constitution. Student Organization officers are selected under their own rules or regulations. In the case for Divisions(student organization) in the Corps of Cadets at the California Maritime Academy the Commanding Officer and the Executive Officer of each division are the designated organization's officers.
[bookmark: h.4x6usrgybbja]
Section 7. Organizational Misconduct
Recognized clubs and organizations are required to carry out the responsibilities of on-campus status, including following all procedures for obtaining on-campus recognition and funding, event approval, and expenditure of ASCMA funds. In addition, recognized clubs and organizations will be held to a standard of conduct applicable to all CMA students, as set forth in the Student Handbook/ Regulations Governing The Corps of Cadets.

The ASCMA Council has jurisdiction over Club misconduct, and in certain cases organization misconduct in regards to their affiliation with ASCMA. In the event of possible misconduct, the officers of the club or organization will be notified in writing, and may be required to appear before the ASCMA Board at a time and date to be determined.
[bookmark: h.x6rgt5877xu1](A) Informal Hearings
Informal hearings and/or meetings may be requested depending on the severity of the case. All hearings shall be closed unless the club or organization charged with the violation requests an open hearing. Hearings may be conducted with the ASCMA Executive Vice President or the Dean of Students.
[bookmark: h.xku6x3obhqgs](B) Appeals 
Recognized clubs and organizations may challenge the decision of the hearing board and make an appeal to the ASCMA Board under the following circumstances: 

· The hearing board (or one or more of its members) was substantially biased towards the club or organization, making a fair hearing unlikely;
· There is significant new evidence supporting the club or organization that was not available for presentation at the time of the hearing; or
· The disciplinary sanction is unreasonable and/or inconsistent with past disciplinary actions of the Academy.
[bookmark: h.uw161ckgfu7l]
Section 8. Applicable Campus Policies
All policies set forth by the campus including, but not limited to, the Alcohol and Drug Policy, Hazing and Sexual Harassment Policy, Travel Policy, Financial Guidelines, and Facility usage requirements, as well as the code of conduct responsibilities as stated in the Student Handbook and specified by the California State University Chancellor’s office, also apply to recognized campus clubs and organizations. It is the responsibility of the club or organization and its members to abide by these rules and regulations at all times.
[bookmark: h.fqnocfv3f2w3]
Section 9. Non- Discrimination
It is the policy of The California Maritime Academy that no discrimination on the grounds of race, gender, age, creed, color, national origin or sexual orientation will exist in any area of the Academy. This policy of non-discrimination is applicable both to the admission of students and employment in all aspects of the Academy operation. The Academy's policies are guided by, but not limited to, the requirements of Federal Executive Orders 11246 and 11375, as amended; Titles VI and VII of the Civil Rights Act, as amended; and Title IX of the Higher education Act of 1972.

The California Maritime Academy subscribes to the provisions of Section 504 of the Rehabilitation Act of 1973 pertaining to the hiring and admission of persons with disabilities insofar as these regulations are compatible with the U.S. Coast Guard requirements governing physical qualifications for merchant marine officers.

[bookmark: h.ypjwl1ibjgg]
[bookmark: h.1lq8fxx9rpn6]

Appendix A:
[bookmark: h.o4lf5v6i259k]ASCMA Outline of Sample Club Constitution

I.  Name and Purpose 
A. Official name of club or organization 
B. Objectives/purpose 
C. Off campus affiliate and name and purpose of said organization (if applicable)
II. Membership
A. Qualifications (discrimination based on age, sex, race, religion, national origin is in violation of federal law.) 
B.  A majority(80%)  of the membership must be registered CMA students.
III. Officers
A. Specify titles, duties, qualifications, selection process and term length.
B. Must have a President, Vice President, and Treasurer or equivalent roles
IV. Finances
A. Dues amount and frequency of collection.
B. Officer who will authorize and be accountable for funds, expenditures, and bookkeeping.
C. Banking-procedures must conform to CMA policy. All student organization funds must be held in an account on campus.
V. Meetings and Committees
A. Frequency of meetings and quorum for general meetings.
B. Attendance required to make decisions final and binding.
C. Describe authorization process for club's activities.
VI. Advisor
A. Term of service.
B. Method of selection.
C. Advisor must be a member of the CMA faculty of administrative/professional staff.
VII. Amendments to the Constitution
A. Describe the process of introducing and approving constitutional amendments. For instance, "Written amendments will be approved by two-thirds vote of the members present at an official meeting.





Appendix B:
ASCMA
[bookmark: h.15a9l7mq2536]Budget Request Form for Student Clubs/Organization

Please complete the following form and submit to the Executive Vice President for filing and approval. You will be notified of actual allotment once the budget has received council approval.

Club/Organization Name:__________________________________________________

Club President:__________________________________________________________

Club Faculty Advisor:_____________________________________________________

What activities does your Club/Organization plan to offer to students this year?









How does a student get access to Club/Organization equipment(if any), and how will you track its usage?







Is your Club/Organization going to receive outside funding? Will your Club/Organization be holding any fundraisers?








What events do you plan for the coming year, and what will the expenses be?
Please itemize the expenses for each event.







List any equipment needed and its costs. Indicate whether the equipment will be a re-occurring expense or a one time only expense. Give reason for each purchase.







What community service or campus service activities do you planning on participating in during the coming year?








Expenditures					Revenue
Activities: 		$_______.___		Dues: 		$______.___
Supplies/Equipment:  	$_______.___		
Total: 		              $__________

Club President Signature: 					

Club Treasurer Signature: 					

Club Advisor Signature: 					

[bookmark: h.k01u9v4xfwl9]Appendix C:
[bookmark: h.x3p8o0rq828q]ASCMA Inventory of Club Officers and Contact Information
This form is to serve as a contact sheet for all applicable officer positions in a club. If a club uses different names for a position, the title should be included.
Club Name: 						Date: 			

Club President:
Printed Name:_____________________________Student ID Number:_______________	

Contact Number:__________________________
						
Signature:_______________________________________Date:____________________


Club Treasurer:
Printed Name:_____________________________Student ID Number:_______________	

Contact Number:__________________________
						
Signature:_______________________________________Date:____________________

Only the Club President or Club Treasurer can originate a purchase requisition form for the above mentioned club or organization for the school year 2013-2014. Purchase requests should follow the procedure in Section 3.(E) of the ASCMA Guidelines for On-Campus Clubs and Organizations

Club Vice President:
Printed Name:_____________________________Student ID Number:_______________	

Contact Number:__________________________
						
Signature:_______________________________________Date:____________________

Club Secretary 
Printed Name:_____________________________Student ID Number:_______________	

Contact Number:__________________________
						
Signature:_______________________________________Date:____________________

Club Advisor:
Printed Name:_____________________________Student ID Number:_______________	

Contact Number:__________________________
						
Signature:_______________________________________Date:____________________

[bookmark: h.s3wh5iympwib]Appendix D:
ASCMA
[bookmark: h.1f8zs6asgg7g]Memorandum of Understanding for Club Renewal

Club Name:											

_________We agree to participate in: 
· Club Rush Thursday September 12th, 2014. 
· Club Advisor training on September 17th, 2014
· Preview Day Saturday, November 16, 2014. 
· Spring Open House (Cal Maritime Day) Saturday, April 12, 2015, 
· Dates Subject to Change

_________Officers will maintain a cumulative and semester GPA of at least 2.0 during term, will be in good academic standing, and not on probation of any kind.

_________We will keep a current record of club members and numbers and will report the addition of new members immediately to the ASCMA Vice President

_________If there are changes to the club constitution, we will re-submit a current copy to the ASCMA Executive Vice President within 5 days of the amendment.  

_________We will send a monthly update to the Executive Vice President of ASCMA (regarding club funds, constitutional amendments, calendar events, etc.) and will remain in good communication with ASCMA throughout the academic year.

_________We will be in frequent communication will club advisor regarding all aspects of the club. If a problem occurs it will be reported to the Dean of Students Office.

_________We will not restrict membership based on race, gender, ethnicity, sexual orientation, disability, color, citizenship, age, religion and marital status, or national origin.

_________We will comply with the Alcohol and Drug policy, Hazing and Sexual Harassment Policy, Travel Policy, Financial Guidelines, and Facility usage requirements, as well as the code of conduct responsibilities as stated in the Student Handbook and specified by the California State University Chancellor’s office.

_________We will attend the club officer and advisor meeting and training regarding club procedures and new policies handed down from the Chancellor’s office.

_________We will require that club members complete a minimum of 1 hour of community service or  a campus service project sponsored by the club each semester as stated in the Club Handbook in coordination with the ASCMA Community Service Officer.

_________We agree to have club fees that will be greater than or equal to five dollars per person.

_________We will update our club web page on The Fantail Website with at least one club picture and a one paragraph description of the mission of the club.

__________We agree for all club funds and fees to be processed through Associated Students.  This includes member dues, fees, fundraising, gifts and any monies from outside sources. This does not include monies made out to the CMA Foundation.

__________A advisor is required, who is either a faculty member or professional staff member. Campuses may permit part-time faculty and professional staff to serve as advisors.

_________We have read the Guidelines for On-Campus Clubs and Organizations and agree follow their regulations.

I __________________________________________(Club President)have read and understand the contents and requirements provided in the Club Handbook. I have submitted my Club Packet on the date of__________________. The information provided is true and accurate.  

CLUB PRESIDENT:

Printed Name:_______________________________Student ID Number:_____________								

Signature:___________________________________________Date:________________	


Club Advisor:

Printed Name:_____________________________Title:___________________________


Signature:___________________________________________Date:________________
[bookmark: h.xprn7t1p5nwp]


[bookmark: h.b39s3nohduon]
[bookmark: h.1yd2sg9hdodt]Appendix E:
[bookmark: h.3wabnow22xoa]ASCMA
[bookmark: h.5g5j55t39kwm]Memorandum of Understanding for New Club Approval

Club Name:											

_________We agree to participate in: 
· Club Rush Thursday September 12th, 2014. 
· and Club Advisor training on September 17th, 2014
· Preview Day Saturday, November 16, 2014. 
· Spring Open House (Cal Maritime Day) Saturday, April 12, 2015
· Dates subject to change

_________Officers will maintain a cumulative and semester GPA of at least 2.0 during term, will be in good academic standing, and not on probation of any kind.

_________We will keep a current record of club members and numbers and will report the addition of new members immediately to the ASCMA Vice President

_________If there are changes to the club constitution, we will re-submit a current copy to the ASCMA Executive Vice President within 5 days of the amendment.  

_________We will send a monthly update to the Executive Vice President of ASCMA (regarding club funds, constitutional amendments, calendar events, etc.) and will remain in good communication with ASCMA throughout the academic year.

_________We will be in frequent communication will club advisor regarding all aspects of the club. If a problem occurs it will be reported to the Dean of Students Office.

_________We will not restrict membership based on race, gender, ethnicity, sexual orientation, disability, color, citizenship, age, religion and marital status, or national origin.

_________We will comply with the Alcohol and Drug policy, Hazing and Sexual Harassment Policy, Travel Policy, Financial Guidelines, and Facility usage requirements, as well as the code of conduct responsibilities as stated in the Student Handbook and specified by the California State University Chancellor’s office.

_________We will attend the club officer and advisor meeting and training regarding club procedures and new policies handed down from the Chancellor’s office.

_________We will require that club members complete a minimum of 1 hour of community service or  a campus service project sponsored by the club each semester as stated in the Club Handbook in coordination with the ASCMA Community Service Officer.

_________We agree to have club fees that will be greater than or equal to five dollars per person.

_________We will update our club web page on The Fantail Website with at least one club picture and a one paragraph description of the mission of the club.

_________A advisor is required, who is either a faculty member or professional staff member. Campuses may permit part-time faculty and professional staff to serve as advisors.

__________We agree for all club funds and fees to be processed through Associated Students.  This includes member dues, fees, fundraising, gifts and any monies from outside sources. This does not include monies made out to the CMA Foundation.

_________We have read the Guidelines for On-Campus Clubs and Organizations and agree follow their regulations.

I __________________________________________(Club President)have read and understand the contents and requirements provided in the Club Handbook. I have submitted my Club Packet on the date of__________________. The information provided is true and accurate.  

CLUB PRESIDENT:

Printed Name:_______________________________Student ID Number:_____________								

Signature:___________________________________________Date:________________	


Club Advisor:

Printed Name:_____________________________Title:___________________________


Signature:___________________________________________Date:________________



[bookmark: h.mow518z51ge5]Appendix F:
[bookmark: h.p1mgmmt4izvx]ASCMA
[bookmark: h.gtnx7y82bv6r]Inventory of Division Officers and Contact Information

Division Name:______________________Date:____________________	

Division Commander (CO):

Printed Name:_____________________________Student ID Number:_______________	

Contact Number:__________________________
						
Signature:_______________________________________Date:____________________

Division Executive Officer (XO):

Printed Name:_____________________________Title:___________________________	

Contact Number:__________________________					

Signature:_______________________________________Date:____________________
		
Only the CO or XO can originate a purchase requisition form for the above mentioned club or organization for the school year 2013-2014. Purchase requests should follow the procedure in Section 3.(E) of the ASCMA Guidelines for On-Campus Clubs and Organizations

Organization Division Advisor:

Printed Name:_____________________________Title:___________________________	

Contact Number:__________________________					

Signature:_______________________________________Date:____________________

[bookmark: h.dapbpwgmexie]
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[bookmark: h.88vjzfqtfzme]Appendix G:
[bookmark: h.dzysq51i2ie5]ASCMA
[bookmark: h.uzdsq2wefg8u]Memorandum of Understanding for Student Organizations (Divisions)

Division Name:										

_________Officers will maintain a cumulative and semester GPA of at least 2.0 during term, will be in good academic standing, and not on probation of any kind.
_________We will be in frequent communication with the Division advisor regarding all aspects of the Division. If a problem occurs it will be reported to the Dean of Students Office.
_________We will comply with the Alcohol and Drug policy, Hazing and Sexual Harassment Policy, Travel Policy, Financial Guidelines, and Facility usage requirements, as well as the code of conduct responsibilities as stated in the Student Handbook and specified by the California State University Chancellor’s office.
_________We will require that Division members complete a minimum of 1 hour of community service each semester as stated in the Club and Organization Handbook in coordination with the ASCMA Community Service Officer. Or complete a Divisional campus service project.
_________The organization will (in lieu of community service) sponsor a campus service project to support and foster division involvement. 
_________We will update our Division web page on the Fantail with at least one picture and a one paragraph description of the mission of the division.
_________A university advisor is required who is a faculty member or professional staff member. 
I______________________________(Division Commander of)______________have read and understand the contents and requirements provided in the Club/Organization Handbook. I have submitted my Organization Packet on the date of__________.  The information provided is true and accurate.  

Division Commander:
Printed Name:_____________________________Student ID Number:_______________							
Signature:_______________________________________Date:____________________

Division Advisor:
Printed Name:_____________________________Title:___________________________						

Signature:_______________________________________Date:____________________
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