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Registering a Student Organization 1

Texas A&M International University id @ilopportunities.

Student Organizations are formed to further the common interest of its members exastA&M
InternationalUniversity( TAMIU) community. These organizations are open to all students aed serve
excellent way to develop youliskind engulf yourself in tbecurricularexperience atAMIU. Students

who participate in these organizations develop many opportunities for learning which supplement and
reinforce classroom activities.

The student organizations on our campus avénthireach of them providing unique opportunities to
make your TAMIU experiena# that you want it to beh€ck out the amazing arraypportunities
awaiting you anmake them yours.

Interest Groups

Interest groups are formed when a group of stuldegiis the process of becoming a registered student
organizatiorWwhen astudent, or group of students, wdatstart a student organizatiomAMIU they

must first come to the Office Btudent AffairsStudent Center 226. Studentfiyeceive a paekof
information that will assist them in establishing a student organization. Staff will answer questions and
with ideas in recruiting enough members to fulfitetinélO}hat are needed to beegjistered student
organization. Interest grougan be formed throught the year and will be atidecome a registered
student organization once the required trainings have been completed.

Interest groups are allowed to host meetings at any time, but cannot fundraise for their organization. D
the limited capability of an interest group, these organizations are encouraged to partner with registere
student organizations in order to learn the necessary processes, rules and regulations that have been
established by the OfficeStudent Affairs

Recognized Organizations

Recognized organizations are those that have completed the necessary paperwork and process to be«
eligible to host meetings, fundraisers, and events. In order to become a recognized student organizatic
will need to:

1. Schedle a meeting with the Director or Associate Directstunfent Affairéo discuss the
proposed organization and secure the appropriate forms.
2. Become familiar with The Leader and TAMIU rules/regulations concerning student organization
3. Secure at lease (1) advisor for the organization. At leas{@elvisor must be a fiine staff
or faculty member at TAMIU.
4. Complete the necessary registration forms and submit to the (Bticeenit AffairsThe
necessary forms are:
o Student Organization R&gation Form (must be completed every academic year).
o Submit your@nstitution and blawsthat have been voted and approved by the majority
of your members
5. Have your President (or equivalent), Risk Management Officen@eatjy and Advisortahd a
Sate mandated Risk Management Training.

Student organizations araditionallyregistered at the end of #peing semester. However, newly formed
student organizations can register at any time during tlengedhe necessary paperwork i@mnaings

have been completed
Registering a student organization does not constitute an endorsement of an organization, its program, nor purpeassityy the Uni



2 Steps in the Chartering Process

Advisor

Each student organization must havaMIIU full-time faculty or staff advisor. The ad@soprimary role

is to serve as a mentor to guide an orgamiza fulfilling the mission and goals of the organization.
He/sheisalsorequired tapprovealldocumentatiosubmitted to the Office @tudent Affairs(OSA) If

the advisor is unable to fulfill their role, the student organization must find a replacement advisor befor:
holding aneeting, event, or fundraiser and submit an updated registration form with oun Office.
addition, new advisorslvie required to attend the State mandated Risk Management Training.

Constitution and By-laws

In order for newly formed student organizations to register, a copy of the constitutidavasdniogt be
submitted to th©SA @A samplgrovided on pag&l of this documentwith original signatures from all
officers and advisor(¥)our organization will not be consideetognizedduntil the constitution and
by-laws have beeubmitted and reviewed by the O3ffan organization is affiliated with aoreti
organization, a copy of your localdws, along with national level constitution adavily must be
submited with your registration form.

Registration Form

TheStudent OrganizatioreRistratio-orm is available onlinevatvw.tamiu.edu/studerit&$%&his two
sided formmusbe completed at the end of the Spring Semesterofoliiters for the coming year
signatures of the president and advisgy of your constitution/Bhawsareall required

Reviewing the Form

The OSAwill review all the documents pertaining to the registering of nescaguizedtudent
organizatins. An organization will be notified if there is a problem with their regisindtieill receive
word when the organization is considered an interest group or a recognized student organization.

The OfficeSitident Affatlras finalpprovah alfudent organizasabmittingstudent Organizategigtration
Form.



Student Organization Constitution and ByLaws 3

Format

The following information must bentained in the constitutiooy-laws It is theresponsibility of the
officers of the student organizatiorkeep a copy of the constitutitwylaws for their files and make
copiesn order to distribute it to the organizationambersip.

l. Name of the student organization

Il. Mission and grpose of thstudent organization
M. Eligibility criteria for membership

V. Ethical Code of Conduct

V. Provisions for officers
a) Title
b) Terms of office
c) Vacancieand how they are to be filled
d) DutiegResponsibilities
e) Process for the meoval of officers
f) Election process

VI. Respnsibilites/Role of the advisor

VII.  Provisions ofmeetings:
a) Frequency of meeti(y)
b) How ameeting will be called
¢) Who will record the minutes of the meetings?
d) Who will report the financial condition of the organization?

VIIl.  Provisions covering rules of procedure
IX. Definition ofestablishingheeting quorum

X. Voting regulationgnajority vote, ! vote, etc.

XI. Process afiow membersadvisofs) carbe removed

XIl.  Provisions for accounting of all funds and repatitige membership at meetings
XIll.  Provisions for amending tbenstitution and blaws

XIV. Bylaws

XV. Signed Constitution and-Byvs by the officers and advisor of the student organization.

* All membersnust be in goodtanding with the Universig described by the Student Handbook.
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Advisor Responsibiliies

Involvement in one or more of the Universityfdgmezedrganizations is a way to balance oneOs life, mee
new people, and develop interpersonal adertdap skills. The advigays a significant part in the
formation of a high caliber studerganizatiorand student leader

Encourage the organization to provide opportunities for educational andlgkreelopment of
its members

Attend the state mandated Risk Management Training provided by the OSA.

Provide longerm continuity within thergup and become familiar with its history, including major
changes in the groupOs program

Updateinformationwith the OSAas chages occur throughout the year
Help the group in setting and evaluating re@csis and objectives each year

Meet reguldy with officers to discuss the next meetingOs agenda, methods to improve meetings
solutions to proleims

Encourage maintenance of goo@ms of programs and activities
Ensure that adeqte minutes and files are kept

Attend the organization®setings so that the advisor can determine how individuals are given the
opportunity for worthwhile pactpation

Point out new perspectives and directions to the group, introducing new program ideas, helping
formulate group procedures, as well asiagsigh regular program planning

Attend the events sponsoredthe organization and assistetting the tone of the occasion. Help
ensure the organizationOs activities justify the expenditure of the studebilietmenergy, and
duties

Be avare of University rules and procedures concerning student organizations and help the stud
understand and follow procedufese pagg 7

Ensure that the student organization®@arapus ank accounts are fiscally so(Bek page 5
See that the tdties of the organization constitute no legal liability to the organization (i.e., that

activities are properly planned, supervised, safely conducted, arid ealmgnes regulations and
Statdaw).

Each year brings a new opportunity for advisaveio with different individuals and offer new
perspective§hould anadvisorneed toresign, he/she is expected to notify the Office oBtudent
Affairs in writing /e -mail within two weeksin order to update our records and comply with
University regulations.




Privilegesand Benefitsof a Student Organization 5

Privileges
Why you should go to the trouble of registering? Here is a list of the advantages and privileges associz
with registration.

I Use of the Texas&M International University name to identify institutional affiliation

I Recruiting members on campus

I Utilization of University facilities and equipment with minimal or no cost to the organization
I Free advice and assistance in organizing cugdraising and recruitifigrm the OSA

I Having access to free publicity in publicapoograms used by the OSA

I Publicizing activities on campus bulletin boards

I Utilizing oncampus office space through assigned workstations for student organizatioms locate!
the Student Center

I Developing leadership skills through participation in conferences, workshops and activities

University Life Awards

This reception is an annual affair in which outstanding student organizations and advisors are recogniz
Student orgnizations nominate exceptional members, their advisor, and their own student organization
The recipients of these awards are announced at a reception held dymimggkenester. Be sure to pick

up all the necessary forms duringsgireigsemester ith the Office ofStudent Affairs

Student Organization Workshops

The Student Government Association (SGA) of TAMIU and the OSA have joined forced to provide
valuable opportunities for our students to learn about how to make a good organizatiomkgteaps\Wo

will be provided throughout the year and we encourage each of you to take this opportunity to enhance
organization and leadership skills.

Food HandlerOs Workshop

The OSA and Physical Plant have partnered to prdvielevarkshop that provas you with the

information needed to have food fundraisers. Once completed, each passing student will be provided ¢
permit valid for one (1) year. This permit is required for anyone that will be handling food and/or money
during food fundraisers.

Cubicle Space

A limited number of student organizations are granted a cubicle located in Student Center #224. Cubic
are assigned by the Officestfident Affairand are based on the level of activity and need atedhdica

your interest-enail Submissioof all required documents is not a guarantee that an organization will
receive a station. Each student organization rryspisefor a workstation every year.

Reduced Publication Costs
As a student organization, you will have the opportunity to have aawartisements/promotions copied at a
reduced rate in our Copy Center or Print Shop. To do so, you will need to do the following:
1. Create/design publication
2. Submit your design to the OSA for review together with meeting minutes approving th®expatise
work with PRIS for approval.
3. Once approved, you will be able to go to the Copy Center with your é&¢xxmitinformation



6 Rules of a Student Organization

Rules and Responsibilities

* Student organizations wishing to display their rturiag graduation are allowed to do so, as long as it
is done on the official University stole that may be purchased at the bookstore located on campus.
Organizations may add a patch, a pieyen their letters to the stole recognizing the organitegyoare

a part of.

* All officers of student organizations must be registered students at Texas A&M International Universii
with aminimumG.P.A. of a D and be in good standing with the Univemsstglefined in the Student
Handbook

* Student orgarations must have at least ten @&nbers. All members of a registered student
organization must lmeirrentlyenrolled students at TAMIGoncurrent students and Early College High
School students are not eligible to be a member in a student organization.

* Eachorganization must havel@ast one (1) fulime faculty ostaff advisor chosen by the members.

* Neither membership in the organization nor services by the organization will be denied to anyone on
basis of race, color, religion, nationigin, physical or mental handicap, age, sex, sexual orientation,
ancestry, or medical condition.

* The organizaonOs constitution andlaws, Student Organization Registration FornRasigr Form
must be on filevith the CSA

* Student aganizatins must adhere to thenstitution and blawssubmitted when registering

* Student organizatismust follow the fiscal policies and procedures of The Texas A&M University
System and TAMIU.

* Student organizations must schedule all programs arsdtlerargh the SAwithin a minimum ofen
(10 University working days priorttee eventin order to ensure availability of spaces and services

* Each student organizatimrequired to reegister during the spring semester. Failure to do soukill res
in allrights and privileges of the organizationgrevoked and balances leftinusedaccountdeing
allocated to other student services.

* Organizations must adhere to all applicable University rules and regulations.

* |f an evenplannedy a student organization is belieteethreaten the health, safety or property of
members of the University community, the request for scheduling may be denie8Ay the O

* A Student organizationOs financial condition must be fiscally sound. #psrbibiliy of the advisor

and officers of the student organization to ensure that the expenditures of funds are justified, that accu
record keeping all of all accounts is undertaken, and that expenditures are authorestthgithinutes,
showngthe vote of the membeasd must beubmitted to the OSA for documentation.

* No member, advisor, or officer of a student organization may receive monetary compensation for
fulfilling the duties of the organization.

* |f your organization is awardedudicle, it is your responsibility to adhere to the rules and regulations
provided to avoid removal of this privilege.



Failure to Meet Responsibilities of aRecognized Student Organization 7

Failure to abidey University regulations artet8 and federal law may result in the sanctioning of a
student organization. There are three classes of infrd@idead to possible sanctions

Minor Infractions

These violationsvolve the misuse of University property, seeking the media without approaching the
Office of Public Affairs, misuse of University outdoor and/or indoor spaces receiving authorization
from theCampus Dining Servidessell food items on campus.

Organizations that commit a minor infraction will receive a warning letteirfirsheffense. Aecond
offensewill result in the organization being bafreh using University resources for a specified length of
time as determined by tBSA.A third dfense will be treated as a serious infraction.

Serious infractions

These violationsvolve the misuse, loss, or damage to the Uniyoggrty of up to $100 in value,
violation of state saltsx requirements, financial irresponsikalityoliciing funds from nommpproved
University donors as reviewed by the Office of Institutional Advancement.

Organizations that commit a serious infraction will meet wiliSitAeThe organization may be placed on
probation for specified period of tirbe, reqired toperform community service, or given notice of other
corrective actiorA second offense will be treated as a severe infraction.

Severe Infractions

These violationsvolve hazingoss or damage tniversity property afver $100the misuse &

University vehiclencluding golf cartie misappropriation of funds, failure to meet financial
responsibilitiesore than $100, oeceiving funds or support from prohibited sources such as alcohol and
tobacco companies.

Organizations that commisavere infraction will meet with B8A who will render a decision.



8 Federal and State Regulations for a Student Organization

Title VI, Title IX and 504 Regulations

The statements and practices of each student organizatitre sigp makap, publications, constitution

and bylaws, policies and procedures) should reflect the intent of TITLE VI, TITLE IX, 504 and the
Americans with Disabilities Act (ADA). Failure of a group to take corrective action, if in violation of thes
provisions, will mean withdrawal of recognition and support by the University. If you have questions
concerning the regulations, please contact the Offitedsint Affairs

Title VI of the Civil Right Act of 1964
No person in the United States shalthergrounds of race, color, or national origin be subjected to
discrimination under any program receiving Federal financial assistance.

Title IX of the Education Amendments Act 1972

No person in the United States shall, on the basis of sex, be exmngbedticipation in, be denied the
benefits of, or be subjected to discrimination under any education program or activity receiving Federa
financial assistance.

Section 504 of the Rehabilitation Act of 1973/ADA
No qualified handicapped individual & thited States shall solely be reasbis/ber handicap be
excludedrbm participation in, denied the benefits of, or be subjected to discrimination.

The Charitable Raffle Enabling Act of Texas )
Effective January 1, 1990, permits Oqualified orgasiatd hold up to two (2) raffles per calendar year,
with certain specified restrictions.

House Bill 596 Effective October 1, 1995 Fun(d) Raising

A qualifying college and university student organization may hold ateg, @a&ee fundraising sale

each month. The organization must be affiliated with an accredited Texas college or university, and, ev
two yeardile with the Comptroller a certification issued by the school verifying that it is an affiliated
organization. The organizationOs primappge must be something other than engaging in business or
making profit.

Senate Bill 113&ffective Fall 2008 Risk Management Training

In 2007, the Texas Legislature passed a bill mandating risk management training for student organizat
As a resultTAMIU is legally obligated to provide this training to student organizations. The training will |
provided through Lead to Succeed and be required for the student organization president, risk manage
officer (or equivalent, and the advisor. Them@kagement information provided through our training will
be beneficial to you and your organization!

Alcohol, Tobacco, and Drug Marketing On Campus

Alcohol and other drug abuse poses a serious threat to the health and welfare of a large segment of th
cdlege student population via automobile and other types of accidents, lessening of academic perform
estrangement of social relations, creation of mental and physical problems, acts of vandalism and prog
damage, and in some cases, bodily injuegsil and death. Texas A&M International University is an
alcohol free campus. The University will not tolerate any on or off campus marketing, promotion,
distribution, sponsorship, or consumption of alcoholic beverages and other doogmizgagudet
organizations. Student organizations are not permitted to solicit funds or receive any kind of support
whatsoever from alcohol and tobacco companies.



Fund Raising Regulations 9

Fund Raising Regulations

Univerdly recognizedtudent organizations may engage in fund raising activities to sell products,
publications or services, and to collect donations. Prior written approval via a Student Organization Ev
Registration Form for such projects must be obtainedliie Office ofStudent Affairsvith the following
regulations.

Recognizedtudent organizatisthat use University facilities for moneymaking purposes will use the
proceeds only for the purposes set fortheir ttonstitutions. No recognizeiddent eganization will use
its University relationship as a paper authorization for any other group.

To avoid conflict with the University development program, student organizations must coordinate the
solicitation of donatiorsf outside businesisrough theOffice of InstitutionaAdvancement located in
KillamLibrarySuite261. Student organizations may approach individual or business for donations after
they have coordinated this effort with the Office of Institutional Advancamiesubmitted the

approprate documentation to the OSAPreliminary Request to Seek External Funds form must be
submitted to the Office of Institutional Advancemiatnot approach any individual or business for a
donation until this list has been submitted and approvednce tle list has been approygou will

have protected access to the donors.

Fundraising must be conducted in a lawful manner in compliance with University regulations.

The student organization must keep accurate fimracoilsand deposit all moniessed with the
University at the completion of the fund raising activity.

House Bill 596 allows recognisagtent organizations to sell itemdrae one day a month. Student
organizations that sell taxable items during-dayneonthly fundgaising dxie will not be required to have
a sales tax perntitouse Bill 82 allows chartered student organizations to exempt $6600stf the total
receipts raised by qualified student organizations from sales tax.

Do remember to always send out a thankeytar within five (5) days ofest to everyone that
contributed to your cause througtkimd or monetary donatians

Bake, Flower andBook Sales

For organizations that want to have a sale, tables and chairs are available for use on campus. A Stude
Organization Event Registration Form needs to be completedtanl@a@stiniversityworking days prior

to the eveniThere is not fee for student organizationeta on campus

Bucket Brigades
Due to lialdity issues and image concethms Universy prohibits student organizations from participating
or organizing bucket brigades. Authorization of this type ofdis®a will not be given.

Food Service/Catering

By contract, the&lniversity food service providdrall serve all food items on theVITU campus. Student
organizations are not allowed to sell or distribute any food item on the campupnitiappiroval.
Permission must be indicated with a signed authorization frdinetha offood servicen the Event
Registration Form. In adidi, to sell food on campus all student organizations must have attended and
successfully completed a University Food Handlers Course. This coorgeated through the Office

of Student Affairs



10 Fund-Raising Regulations

Benefit Giveaways
Benefit Giveawayse governed by the Charitable Raffle Enabling Act.

* Organizations may not offer money as a prize in a raffle. The prize must not be valued at over
$25,000.

* Organizations may hold two giveaveaysar, January to December. Tickets nidne ramlvertised
statewide or through a paid advertisement.

* Tickets must state name and address of organization, name and phone number of officer, price
ticket, description of prize and estimated value (see sample below).

* Only members of the organipatimay sell tickets and no one may be compensated directly or
indirectly for conducting a benefit giveaway

* Benefit Giveawayse limited to a two (2) week sales period and will be considered a fundraiser,
thus eliminating the possibility of having andtimeiraiser for the given month.

Sales Tables

Student organizations sponsoring sales tables involving a University affiliated vendor such as ticket sa
raffles, organization-ghirts, etc. are not required to pay a rental fee and/or commissiors fabale

space.

Vendors and nebiniversity affiliated users promoting a commercial product, service;raisimgddrive
must be sponsored by a recogngtadent organization and be approved b@ 8wk

Sponsoring organizations will be permitted @ies period per month. A sales period may not exceed one
day of sales.

In order to maintain fairness a limited number of sales will be allowgddyrjiven day. The amount of
tables will be determined by @8A

Failure to cancel a sales tablevasen at leasine () working day prior to the reservation date will result
in loss of reservation privileges for the remainder of the semester.

Products or services which duplicate or are similar in nature to those sold by the University Bookstore,
Dining Services or institutional business partners may not be sold next to/directly within the vicinity of t
respective venue.

Solicitation for magwarketed products and services readily available to the University cdbsncimias
credit cards, longjstance calling cards, Bteill not permitted.

Texas A&M International University assumes no liability for the equality of the goods or services sold &
sales tables on its premises. The presence of a commercial vendor on the property of Texas A&M
International University does not constitute an endorsement of the vendor or its product by the Univers



Accounting and Financial Regulations 11

General Guidelines

All funds raised and deposited by a student organizdtioe managed and administered according to the
policies and procedures of the University Business Office and be in compli&eate sittiutes. The
University Business Office processes the accounting and paperwork for these funds.

Student Organitians have access to two types of accounts.
1. Each registered student organization will have an account in theirtharumigersity Busass
Office that begins with 0301
2. There is a separate furaising account that each organization will depos# feoeived ém
donations or fundaisers that begins with 0094.0

At least two officers and the advisor of the organizatisnb@selected by the recognstedent
organization to ake all financial transactions.

Depositing Funds
Student organizatiomgshing to deposit funds in their account must go to the Business Office cashier (K
152) and present their account number. A receipt will be provided for your records.

Withdrawing Funds from Account
In order to withdraw funds from an account, thevatig occurs:
1.) First, a Departmental Requisition Form must be completed. The requisition forms must state the
account name, account number and must detail the amount and purpose of the withdrawal.
2.) Attach a copy of the minutes of the student organizatiomsghawthorization of that expenditure
by the members. Thubgtminutes should include the names of the members in attendance and tl
outcome of the vote taken to approve the expenditure.
3.) The Demrtmental Requisition should state the name of the offimesps, or vendor who the
check will be made payable.
4.) The Departmental Requisition must have the following signatures completed in this order: the
authorizedtsident organization officer and #avisor of the student organization.
5.) Be certain to state ¢ime Departmental Requisition Form the name and telephone number of the
individual who is to be notified when the withdrawal is ready.
6.) After the Departmental Requisition Form has been completed, the student reprebentdtive
turn it in to theOSA for gproval and processiriglease allow three to foud3Jniversity
working days fadisbursements.
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Reservations

To reserve University equipment and facilities student organizations must first cobyaete a
Registration Form. The form must be submitted to the Offisridént Affairgen (10) University
business days prior to the date requésteghproval. Upon approval, the Student Organization Event
Registration Form is submitted to the Event Setocated in the Student Center #127 for scheduling.

Reservation policy

1.

10.

11.

12.

13.

The general rule is to honor reservations on-adirgt, firsiserve basis. Special University

functions will receive first priority.

Academic classrooms space cannot be reserved $pecial events until after théwelfth (12)

class dayof each semester. This is to ensure that adequate space will be available for

academic classes.

Event Services will assign each reservation to the most appropriate space available.

Requests for specit rooms or spaces will be honoredvhen possible. Event Services

reserves the right to reassign space when necessary and to identify suitable alternative

space for the original reservation.

All space reservations will be tentative until all detdiks efént are submitted to Event Services.

The Student Centalestern Hemispheric Trade Center, and other University facilities are intende

for use by all campus groups for a wide variety of activities; however, extraordinary events draw

large numbers pleople and can stress the facilities to their maximum capacities. Therefore, to
preserve the facilities and ensure the safety of participants, the following procedures apply to al
extraordinary events scheduled:

A. No more than twoextraordinary events afglar nature (i.e. dances, lectures, concerts) can be
scheduled on a single day.

B. Events which are likely to attract crowds near to or in excess of the established room/space
capacities may require University Police Officers to b®hiréite student ganizationOs
expens®to provide security and crowd control. Such situations will typically require two
officers to be paid at rates established by the UniversityOs police department.

Student Organization Reservation Famsavailable on lattp://www.tamiu.edu/studentaffairs/

The scheduling of activities, facilities, or equipment for registered Student Organizations must b

approved by the Office &tudent Affairs

A representative from the statlerganization must be present for the duration of the event.

Groups and individuals with outstanding bills and debts owed to the University will have their

reservation privileges suspended until full payment is received.

Only food and beverage prepabgydCampus Dining Services will be served in the meeting and

dining rooms.

An overtime charge will be assessed for events running past the facility closing time without pric

arrangement g&rt of the space reservation. If you plan to host an evecibpasj hours, a

minimum two (2) week notice is required.

Sponsoring groups or individuals will be responsible for damdgésanup of tHacilities

and/or equipment.

Use of University facilities or services is subject to change or cancellatigpobhgssatity needs

of the University as determinedBwent Services
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Cancellations and ONo ShowsO

1. Two Ono showsO (cancellation without notification) for events in rooms with standard setup
configurations can result in denfamace requests and/or cancellation of space already reserved
for no less than one semester.

2. Failure to cancel reservations for events involving any special setupvat(Bdsisiness dag
prior to the event date will be responsible for all chstages on the reservation contract, and may
result in denial of space request and/or cancellation of space already reserved for no less than «
semester.

Catering
1. All events involving catered food must be catered thtteeighmpus food provideraccodance
to their procedures apolicy. Food is allowed in designated rooms only.
2. No outside food of any kind is allowed forcampus events.
3. There are no serving facilities available fetmiversity caterersO use.
4. The use of cooking equipment (n&rowave ovens, camp stoves, grills) is prohibited.

Technical Services
1. Reservations for technical equipment are listed in the Student Organization Event Form and are
reserved througBvent Servicgwior to the event.
2. Only trained technical personndl ae permittedo use technical equipment.

University Police Services

1. Under certain circumstances or OeventsO it may be necessary to have Police Personnel on site
order to facilitate and to insure to the safety of the event attendees. Pleaseseadtltns
section of this document for more information.
Only University Police Staff will be hired for any and all events held on University Property.
Reservations for University Police services are made through the Event Servicesdi@)ager
weeks beforethe event.

wn

Information Tables and Sales Tables

Information and sales tables on the Texas A&M International University campus are permitted at variol
locations; all information and socialization activities must be scheduled through cofhipéettndznt
Organization Event Form.

Distribution of literature, petition drives, surveys and similar activities around campus may be conducte
only from a reserved information table location.

Outdoor Gatherings and Events
For events being held outds, please visit the Office of Student Affairs for consultation and planning of
your event.

Outside Speakers

The University recognizes thatacademic institution has an obligation to present all points of view.
Therefore, it should provide a forunwinich variousssues will be presented and discussed. If you or your
organization is interested in obtaining an outside speaker, consult with the SiftenoAffairs

Contracts
Any organization enteringo a contract must follow the proceduré$osth by the OSA.



14 Publicizing Your Event

The Office of PubliRelations, Marketingnd Information Services coordinates all local, regional, national
and international media access and coverage for the University. If your studenborgastizatto

publicize an event through newspaper, radielevision coverage, you nugsttactOffice of Public

Relations, Marketing and Information Serfiresssistance ¢€56)3262180, by email at

prmis@tamiu.edwr visitoffices locateth Killam Library Room 268.i# against University policy for
student organizations to contact meunlectly.The Office of Public Relations, Marketing and Information
Servicesan also help publicize your event through @&k at Texas A&M International University,O an
electronic calendar of events whichnsged every Monday morning to all adtiniversity -enail

accounts. Other promotional initiatives can be explored with advanced planning.

TheOffice of Public Relations, Marketing and Information Sewiltesnd, upon request, a short
publicity release to The Laredo Morning Times arid&oloa and television statiombe Office of Public
Relations, Marketing and Information Seralsescompiles a Calendar of Events at TAMIU.

Publicity Design and Production

Materials that you produce that featurdJttieersityOs copyrighted markg(lseagnd mascdimust be
approved prior to publication. Please plan accordihglyJniversity does have a copy center where you
can have your publication printed, with prior appfava the OSA

General Posting
Only Universityaffiliatedorganizaons may display or distribute promotiomaterials at TAMIlafter
following established procedures.

* The promotion of commercial enterprises is prohibited.

* Event Servicanust stampall posters and banners.

¢ Posters shall not exceed 240 X 360.

* Postersnay be put up five (5) days prior to event or earlier if the space is available and shall be
limited to three (3) posters per event in the Student Center. After the scheduled event, Student
Center personnel will remove and discard all posters and banners.

* Banners will not be posted longer than two (2) weeks.

* After registration, any materials to be displayed on the tables in Food Service areas must be tak
supervisory personnel of the respective dining areas for distribution instructions.

Political Campaign Policy
* No political campaign posters of students orshatents wilbe posted at the University
* Candidates or political office, both student aneshatent, may casually visit with student,
personnel, or other patrons in the Student Centelitd gotes. Distributing ogaign literature or
cards iprohibited on campus.

Advertising and Marketing of Alcohol and Other Drugs
Texas A&M International University does not permit the marketing of alcoholic beverages by
manufacturers or distributpks/ clubs, or organizations of the University.
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Planning and Preparing ForTrips

Student organizations are encouraged to attend conferdddeipsii@and otheactivities that help the
leadership growth and devetopnt of TAMIUstudents. To ensure that safety is a priority, the following
steps much be taken before disembarking on an out of town trip.

1.

2.

A Student Organization Event Registration Form must be filled out and approngdum 6

two (2) weekprior to your departure.

All students participating in the trip must compl&teident TraveliabilityForm that isavailable

with the OSA Thisform must be completed by each student and returned to the Oftodaft
Affairsbeforedeparturéogether with copies of driverOs licenses for all students traveling and
liability insurance copies for all drivers.

A travel itinerary natl also be submitted to the OSA that details the time of departure, expected
arrival and activities, and eiof return.

The sponsoand organization are requiretteep a copy of tHetudent Traveliability From and

take it on the trip with them. This form lists the emergency contact information for the students
participating in the trip.

Upon return from thérip, all incidents need to be reported immediately to the Texas A&M
International University Police Departnaemd the Office oBtudent Affairs

An emergency contact list of everyone on the trip must be filled out given to the SiifiderdfAffairs
before departure.

There should be a meeting with all persons traveling to discuss; code of conduct, agenda for the trip, v
to bring, phone numbers where you can be reached during the trip, and safety procedures.

Please remember that you representtiiversity during your entire trip and act accordingly.

In case of an emergency, please call 911 and the University Police Department &9956&p3hat
appropriate steps can be taken.



16 Tools for a Successful StudenDrganization

Student organizations that set goals complete advance planning, and conduct successful meetings are
ones that achieve results. Listed in this section are some suggestions to make your student organizatic
success. Remember, the statifi®@ Office ofStudent Affairgs always willing to help your student
organization plan or conduct an event.

Leadership Tools

What Management (Leadership) Does: How to be OrganizeaindSuccessful:
Organizes Brainstorm

Set Goals and Objectives Determine Priorities

Develops for Achieving Objectives DetermineMajor Objectives and Solutions
Activates and Motivates Shortand LongRange Activities
Coordinates Who will be the Leadership Force?
Evaluates Plans calendar to reach yourgoal

What methods of Evaluation uselden?

Goal Setting

What is the purpose of your student organization?

What is the present status of your student organization?

Conduct an open discussion with members about the student organization.
What would youansider the strorgnd wealoints of the student organization?
What are the needs and desires of the members?

What are your short term goals (less than one semester)?

What are your long term goals (for the entire year).

Prioritize your shodnd longermgoals.

Remember that group mendbsupport what they create,tb@ more members involved in goal setting
the better the results.

Organizing an Activity

The more lead time, the better your event will be in the end.

What is the target date for comphbptt tasks?

What must be completed first to make certain théisarccessful?

List all the steps that follow the initial task.

What resources are available to the student organi@éeoeEMoneyBOther
Do I need to get a clearance from anyone?

Hawe | kept our faculty/staff advismformed as to the progress of the event?
What materials do | need and what is the cost involved?

Have | reserved the appropriate location for the event (what about inclement weather)?
What further information is neeldi® assure success of the event?

What are the hindering forces that might be encountered?

How much time can or should be devoted to this event?

How will | advertise or promote the activity?

Evaluation of the activity is important. What were the probheamsreered?
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Developing Participation of Group Members

All members of the group share responsibilities for the group.

Decisions should always be made by the group, thet leader

Thegroup should set its own goatgl decide on the techniques to accomplish them.
Be informal.

Use methods which will allow as much of the group as possible to participate.

Bring out minority and individual opinions by asking frequesttanseof group members.
Be flexible.

The group should reduce the alienation of individuals.

The group should continually evaluate its progress.

Group members should be conscious of the importance of the roles they play in the group.
Sit in a circleraa double circle.

Let the group be active.

Consciously provide for movement and verbal participation of members.

Settlng an Agenda (sample)
Call to Order
II Roll Call
[l Read and Approve Minutes
V. Reports of Departments and Committee Chairs
V. Old or Unfinishedusiness
VI. New Business

VII.  Program (Some organizations include a program or speaker at their meeting. If your are
having a guest speaker, you might consider starting the meeting with the program. If you
having a social program, it would be appropriateédtima program at the end of the

meeting.)
VIIl.  AnnouncementBComing EventENext meeting; date, time, location
IX.  Adjournment
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Student Organization Registration Form

i D New Organization D Renewal/Update
Name of Organization:
Type of Organization
(JAcademic Ucultural UReligious (Jother:
(JHonor Society (JGreek Fraternity/Sorority (JSpirit and Pride
(JSpecial Interest (Jservice Uvisual/Performing Arts

All student organizations must adhere to the Student Organization rules and procedures set forth by the
University.

All officers must be current students at TAMIU and be in good standing with the University.

All members must be cur rent students at TAMIU.

Organizations with overlapping purposes will be asked to work together towards their shared visions.

and all rights and responsibilities will be revoked.

Organizational Officers

The positions listed below are simply meant as a guide for your organization. If your organization has different

officer names or more officers, please attach a list with the same contact information requested below.
*Please note that only stucheuilt & counts should be listed.

Any student organization that has not re-registered for the current academic year will be considered inactive

President Phone Number E-Mail Address Student ID

Vice-President Phone Number E-Mail Address Student ID

Treasurer Phone Number E-Mail Address Student ID

Secretary Phone Number E-Mail Address Student ID

Other: Phone Number E-Mail Address Student ID

Other: Phone Number E-Mail Address Student ID
Advisor(s)

Advisors provide support and advice to student organizations during the full academic year. Each student

organization must have at least one (1) Student Organization Advisor that is a faculty or full-time staff member.
Advisors’ roles should be clearly stated in the constitution and by-laws and be discussed when choosing one for
your organization. The advisor is expected to meet, on a regular basis, with officers and members.

Advisor Phone No. E-Mail Address Office Location Title/Position

Advisor Phone No. E-Mail Address Office Location Title/Position
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Purpose and Mission of the Organization

Each student organization should provide the purpose and mission of the organization to the Office of Student
Affairs for review and approval. This should be provided type-written and should be the shared vision of all
officers and organization advisor(s). Please attach the purpose and mission to this form when submitting to the
Office.

Account Access/Information

Each organization must have at least one (1) member that will have access to the organization account. More
students may be requested to be on the list and should be added below. If any student listed below becomes an
inactive member of the student organization, it us up to the president or other officer to notify the Office of Student
Affairs of this change. Individuals listed must comply with all University rules and regulations and policies set
forth by The Texas A&M University System. Those students or advisors found in violation of these rules will be
subject to disciplinary action.

Advisor (please print) Signature Student Officer (please print) | Signature
Advisor (please print) Signature Student Officer (please print) | Signature
Student Officer (please print) | Signature Student Officer (please print) | Signature
Student Officer (please print) | Signature Student Officer (please print) | Signature

Other Information

" Texas A&M International University strives for cultural diversity and inclusion and expects all University
Organizations abide by all laws, regulations, and policies set forth by the TAMIU, The Texas A&M University
System, and other State and Federal Laws.

Student organizations wishing to display their names during graduation are allowed to do so, as long as it is
done on the official University stole that may be purchased at the bookstore located on campus.
Organizations may add a patch, a pin, or even their letters to the stole recognizing the organization they are
a part of.

Neither membership in, nor service provided by the organization, will be denied to anyone on the basis of
race, color, religion, national origin, physical or mental handicap, age, sex, sexual orientation, or medical
condition. This applies to all groups with the exception to those exempted by Title IX of the Educational
Amendment of 1972. Exempt groups may not discriminate on any basis other than gender.

Communication by the Office of Student Affairs and the University will be distributed via e-mail to your
student accounts. No other electronic mail accounts (i.e. g-mail, yahoo, hotmail, etc.) will be used.

The Constitution and by-laws of your organization, signed by all officers and your advisor(s), must be
submitted with this application.

Agreement

We, the president and advisor, acknowledge keeping this information correct and up to date by informing, in
writing, the Office of Student Affairs. We understand that by registering with the University, we must adhere to all
municipal, state and federal laws, the Texas A&M International University Student Handbook, policies set forth by
The Texas A&M University System, and all other University rules and procedures.

President Date Advisor(s) Signature Date
For Office Use Only
: : Approvals:
Date Received: Received by: Oves( No
Cubicle AssignmentJ  Y(3 No Hgpoulieniel 2
Cubicle No.
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Office of Student Affairs
Roster Form

The Office ofStudent Affairsnaintains rosters of all student organizations for several reasons:
1. To determine the academic eligibility and active status of members
2. To keep records of the general involveniéhlIIU students
3. To maintain clear communication with organization members and leaders

An official roster must be submitted each semester and updated every time new members join an
organization. Once the original rostéurnised in, iis the orgamationOs responsibility to accurately
maintain updated rosters each semester.

The roster form must include the name and identification number of each member of an organization.

Requests to remove names from the roster must be presented in V@itufentoAffairsIf a member
permanently leaves an organization or assumes alumni status, that individualOs name should be remc
from the roster. Alumni status is a permanent action that cannot be reversed.

Release of Grades to Other Students
Grade repuds are compiled at the end of each semester and the Departatedenf Affairaotifies
officers of members who become inactive based on academic performance. The specific GPA will not
disclosed unless the student gives permission to releaseatiesbygsigning the membership roster.
Grades will not be released to any other students.
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Student Organization Roster

Name of Student Organization

Semeste Year

Name of Member TAMIU ID (Required) TAMIU E -Mail
Print Legibly (ex. AOOOXXXXX)
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Office of Student Affairs
Community Service Sheet for Student Organizations

Name of Organization:

General Information

Name of Agency/Community Group:

Name of Activity/Event:

Telephone Number of Agency:

Date(s) of Community Service Performed:

Description of Activities Performed:

Volunteer Information

All members of your organization must fill out the section below in its entirety. If you need more space, please
attach a list with the information required or another form with only this section filled out. Hours performed should
be rounded to the nearest 15-minute increment (i.e. .25, .50, .75). If your organization fails to submit this form,
you will not be credited with completing the stated service hours.

Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)
Name of Volunteer (Print) Signature of Volunteer Hours Performed Date(s)



Name of Volunteer (Print)

Community Service Sheet for Student Organizations

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Signature of Volunteer

Name of Volunteer (Print)

Other Information

Signature of Volunteer

Signature of Volunteer

Hours Performed
Hours Performed
Hours Performed
Hours Performed
Hours Performed
Hours Performed
Hours Performed
Hours Performed
Hours Performed
Hours Performed
Hours Performed

Hours Performed

23

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

Date(s)

As a recognized University organization, you represent Texas A&M International University (TAMIU) in all

organized activities held on and off campus. Please remember to represent your organization and TAMIU

with pride and honor.

should be submitted in a timely manner.

for information.

Community Agency/Organization

Community service hours and projects serve a pivotal role in determining organization award recipients and

Please ensure that all information is completed before submitting form and keep a copy for your records.
If you have questions about what local agencies exist, please stop by the Office of Student Affairs in SC 226

By signing below, our organization confirms the above information to be true and accurate to the best of our
knowledge. The stated organization performed the duties as requested in a favorable manner that assisted in the
overall mission of our organization.

Name (Printed)

Signature Date

For Office Use Only

Date Received:

_ Confirmation:
Received by: UvyesO No

Confirmation with:
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Student Organization Name:
Student Organization Account No.
Date:

/

For Office Use Only
Requisition No.
Purchase Order No.

o
Item Description of Item (detailed information) Quantity | Unit | Extension
No. Price
Total:
Authorized f \
Officer Date Business Office
Advisor Date Date RecvOd:
Student Affairs Date Exp. Code
Type Code
Agency Verification for Disbursement of Funds Type Order
| certify that the above services were rendered or goods received; that they correspond ih Euad/Ver.
particular with the contract under which they were procured; that the invoice is true and d@aid; /

and that the claim was presentedhe State within the applicable limitations period.

NOTE: Meeting minutes approving said expense must be submitted with this form.
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Office of Student Affairs
Student Participation Agreementfor Professional Development

Event To: TodayOs Date /[
(event name)
SPONSORED BY:

I, the undersigned voluntarily participate with the Texas A&M International University event stated above, agree
to abide the following university regulations:
1. 1 will observeand be subject to the Student Code of Conduct as outlined in the Student Handbook.
2. 1 will attend the regular session of the activity or conference.
3. 1 will behave in such a way to bring credit to the University.
4. | will keep the university representatigeordinating these activities informed of my whereabouts at
all times.
| understand that the provided transportation is not obligated to wait for late arriving participants after
the announced time of departure, and it is the responsibility of theipantievho has missed such
transportation to secure other transportation by their own means.
6. | authorize the university representative coordinating these activities to: secure reasonable medical
treatment from the local hospital, clinic or EMS servicetlier participant should the university
representative believe it necessary or appropriate to do so without my permission.

o

Identify below information about responsible persons who will serve as a university contact in case of emergency.

At Home Campus At Conference Site
Name: Name:
Relationship: Relationship:
Address: Telephone:
City, State: Zip: Time Covered:
Telephone:

Agreed Participate Signature

Email:

IN SIGNING THIS AGR EEMENT, | ACKNOWLEDGE AND REPRESENT THAT

| have read the

foregoing Agreement, understand it and sign it voluntarily as my own free act and deed, no oral representatives,
statements, or inducements, apart from the foregoing written agreement, have beeammatkeast eighteen
(18) years of age and fully competent; and | execute this agreement in full, adequate and complete consideratio

fully intending to be bound by same.

Participants Full Name and ID Number (print clearly)

DATE OF BIRTH

Paticipants Signature (if8 years of age or older

DATE

Signature of Parent of Guardian

DATE
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PARTICIPATION WAIVER, INDEMNIFICATION, AND MEDICAL TREATMENT
AUTHORIZATION FORM

1. EXCULPATORY CLAUSE. In considetsn for receiving permission to participate in any
and all activities of (herein referred to as OactivityO), which is
sponsored by (herein referred to as OsponsorQ), a member of the Te»
A&M University System, | hereby release, waive, discharge, covenant not to use, and agree to hold
harmless for any and all purposgmnsor, The Texas A&M University System, the Board of Regent for
The Texas A&M University System, and their members, officers, senagesis, volunteers, or
employees (herein referred to as RELEASES or INDEMNITEES) from any and all liabilities, claims,
demands, injuries, (including death), or damages, including court costs and attorneyQOs fees and expel
that may be sustained by meilghparticipating in such activity, while traveling to and from the activity,
or while on the premises owned or leased by RELEASIkiE®Iding injuries sustained as a result of
the sole, joint, or concurrent negligence, negligence per se, statutory éawltrict liability of
RELEASES, understand this waiver does not apply to injuries caused by intentional or grossly
negligent conduct.

2. INDEMNITY CLAUSE. | am fully aware that there are inherent risks to myself and others
involved with this activity including but not limited to , and | choose to
voluntarily participate in said activity with full knowledge that the activity may be hazardous to me and
my property, and to the person and property of others. | acknowledgeeiteaithy be physically
strenuous activities. | know of no medical reason why | should not partidipapee and hold
harmless INDEMNITEE8om any and all liabilities, claims, demand, injuries (including death), or
damages, including court costs and ratyOs fees and expenses, which may occur to myself, other
participant, and thirghersons as a result of my participation in said actiintgiuding injuries sustained
as a result of the sole, joint, or concurrent negligence, negligence per se, stéutrgr strict
liability of INDEMNITIES.

3. NO INSURANCE I understand that RELEASES do not maintain any insurance policy
covering any circumstances arising from my participation in this activity or any event related to that
participation. As such, | amware that | should review my personal insurance coverage. Sponsor does
not carry general liability insurance to cover claims arising from this activity so it seeks a waiver of
claims as additional consideration for the right to participate so sporggmremnmental unit of the State
of Texas, can (a) provide the activity at the lowest possible cost to participant and (b) provide access t
greater number of participants by expending limited resources on program materials rather than on
liability insurarce.

4. BINDS HEIRS. It is my express intent that this agreement shall bind the members of my
family and spouse, if | am alive, and my heirs, assigns and personal representatives, if | am deceased.
and shall be governed by the laws of the State of Texas.

5. MEDICAL AUTHORIZATION, INDEMNITY FOR MEDICAL EXPENSES, and WAIVER.
| understand RELEASES cannot be expected to control all of the risks articulated in this form and
RELEASEES may not need to respond to accidents and potential emergency situati@fisrel e
hereby give my consent for any medical treatment that may be required, as determined by a medical
professional athe medical facility, during my participation in this activity with the understanding that
the cost of any such treatment will be regponsibility.

| agree to indemnify and hold harmless INDEMNITIES for any costs incurred to treat me, even if an
INDEMNITEE has signed hospital documentation promising to pay for the treatment due to my inability
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to sign the documentation. | further agree to release, waive, discharge, covenant no to sue, and agree
hold harmless for any and all purposes, RELEASEES from any and all liabilities, claims, demands,
injuries, (including death), or daages, including court costs and attorneyQOs fees and expenses, that ma
be sustained by me while receiving medical care or in deciding to seek medical care, including while
traveling to and from a medical care facilitycluding injuries sustained as a rdsof the sole, joint, or
concurrent negligence, negligence per se, statutory faulty, or strict liability of RELEA&#t®rstand

this waiver does not apply to injuries caused by intentional or grossly negligent conduct.

6. VOLUNTARY SIGNATURE. In signing this agreement | acknowledge and represent that | have
read it, understand it, and sign it voluntarily as my own free act and deed; sponsor has not made and |
have not relied on any oral presentations, statements, or inducements apart fesmgto®ntained in
this agreement. | execute this document for full, adequate and complete considigigtiotending to
be bound by the same, now and in the futuobederstand | can choose not to sign this document
and free myself from its terms and he associated risks of the activity by simply not participating
in the activity and choosing some other activity available to me that has a lower level of risk to me.
| further understand this is voluntary, extracurricular activity; therefore it is not req uired for me
to obtain college credits and not participating in this activity will in no way hindermy ability to
obtain a degree from the university.

SIGNING THIS DOCUMENT INVOLVES THE WAIVER OF VALUABLE LEGAL RIGHTS.
CONSULT YOUR ATTORNEY BEFORE SIGNING THIS DOCUMENT.

SIGNED this day of , 20

Participant Signature:

Printed Name:

ParticipantOs Date of Birth:

Parent or Legal Guardian Signature:
(if participant is under 18 years old)

Parent or Legal Guardian Printed Name:
(if participant is under 18 years old)
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Directions: check off your agreement level on each of the following advisohitdgsowr student does
the samand thercompare the two.

In performing the role of advisor, | Strongly | Agree | No Disagree | Strongly
believe that an advisor should: Agree Opinion Disagree

Be a problem solving agent

Be a counselor

Be an information resource person

Be an idea resource person

Be a sounding board

Be an administrationOs representative

Be a studentOs representative

Be an change agent in the group

Be an interpreter of university policies
and procedures

Be an analyzer of group process

Be a personal role model for behavior

Be an attendee at events

Be a doer of student programs

Bea coordinator/advocate for a balang
student program

Provide continuity between years

Be a developer/planner of new events

Be an educator of program philosophy
and program skills

Be a developer of student volunteers

Be an edcator/trainer of leadership an
organizational skills
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Student organizations can use this sample constitutiondesta guiting their own. Wording can be
changed as long as the student organization©arpaitdar.

THE DUSTY CHANTERS

Article 1: Name and Status
The name of this organization is the Dusty Chanters.

Article Il : Description, Mission, and Purpose
Setion 1: Write the student organizationOs general purpose here.
Example: The Dusty Chanters shall be an organization of students dedicated to the creation, pi
performance of chants designed to promote school spirit.

Section 2: A listing o§ anany points of the student organizationOs purpose may be needed.
Example: The purpose of the Dusty Chanters shall be:

a) To create chants that reflect the spirit of the university.

b) To practice these chants at regular meetings.

c) To perform chants to tbssitypigommittee.

Article Il : Membership and Eligibility
Section 1: Describe the qualifications necessary to become a member of the orgaampaten.
Eligibilityo this organization is determined by meeting the following criteria:
The exact quifications may be described in degaibll members must be in good academic standin
defined in the university bgtebgny other criteria the organization may want.

Section 2: List any types of members the student organization will have.

Example: The organization shall consist of regular members, honorary memb&rs, and special r
description of each member may be neaji&kgular member is one who is currently enrolled at T.
and working towards a.dgdgumeéonorary membiee iwho is elected by the regular members in recoc
distinguished service and contribution to the organization.

Article 1V: Officers
Section 1: List the different officers that comprise the organization.
Example: The Dusty Chanters shall lodfieet s that include the Presideedidéice Secretary, and
Treasurer.

Section 2: Describe the duties of the officers.
Example: The duties of the officers are as follows:
President
a)Presides at the organizationOs general meetings;
b)Coatinates the organizationOs activities;
Vice President
a) Shall occupy the place of the President in case of absence;

Section 3: Election and Term

Describe when elections will be held and any rules or proceedings which will be followed.
Example: Electiam®fficer positions will be heldtatltst theetingaoh Spring Semester.
State the length of officersO terms.

Example: All officers will serwgearammademic term.
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Section 4: Describe the grounds upon which an officer may be impeached.

Example: Officers may be impeached for failure to perform the required duties of their office, fo
behavior, or for ineffectiverperfofimaissue to impeach an officer must be brought before general
be discussed at this time. Following the discussion, a meeting will be held with the officers, spo
guestion to discuss the issues brotightiertibbyship. An officer may be impeached by a vote of r
members at a regularly scheduled meeting.

Article V: AdvisorOResponsibilities

Section 1Describe who may be the advisor

Example: He Dusty Chanters has one atiastvisorust be a ftithe faculty ortfale staff member,
chosen by the members of the student organization, who identifies with the organizationOs goa
activities.

Section 2: Include thesponsibilities of the advisor
Examplefheadvisaversees the general conduct of the organizatiomd8pdeificakyritinet to make
recommendations, attend meetings, and inspect the financial records and other organization do

Section 3: Describe the procedures usaskteadvisorto resign.

Example: Advisanay be asked to resign from the student organization. First, a written statemel
or officer indicating the reasons for resignation must be submitted to the President and/or office
Chanters. At a regularly scheduled meeting, the resigisatioistdiel@aced on the agenda and disci
A vote is then taken by the membership and a majority vote of the membership passes this itenr
follow the procedstesbiti thiniversig@uderitiandbook.

Article VI: Amendments

Section 1: Describe the provisions for amending the ConstitutionleassBy
Example: Revising of the ConstitutiuawsadiBsll be made with the majority voteeoshippaham
regularly scheduled meeting.

By-Laws

Article I: Voting

Section 1: Describe the voting process and which members can vote.

Example: Only regular members in good standing are eligible to vote. Election of afficers occu
scheduled meeting in the month of April in the Spring academic semester. Nominations for offic
conducted at a regularlycstieedinig. Within two weeks of nominations of officers, another meetin
must take pladesecret ballot will be used during the elections. If all offices are unopposed, eleci
the same day of nominations with a show of hands. If a quorum is not present, the members m
elections for the next medyinggular and honorary members are eligible to vote. No member ma
than one office.

Section 2: Describe what kind of vote is needed to pass.an item
Example: A majority vote passes items presented by the officers and members.

Article Il : Meetings

Section 1 Describe the organization's quorum that is needed to make meetings official.
Example: A quorum must be present at all meetings to conduct business. A quorum is defined ¢
organization's membership.
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Section 2: Describe the frequency of meetings and any details regarding who can call meetings
what is required to do so.

Example: Meetings will be held twice a widictr. Aay call a meeting. The Secretary will be respon
insuring that all members are notified of the next meeting.

A more detailed explanation of any kind of meetings may be neérasgrie:

a) Extraordinary meetings can be calletigaivthefithe presidedfficdrs, or ##hods of the membership.

Section3: include provisions which state the rules of order that the organization will use in meeti
Example: Parliamentary procedure as described in Robert's\Raddscafitiamishd? govern the
organization in all cases where applicable.

Article 11l : Vacancies
Section 1: Describe the manner in which an officer is to be replaced should a vac&wry occur.
Example: In the event of resignation-Bfésel®i@ecretary, Treasurer an election will be held by the
organization members to fill each vacancy. The election will take place at a scheduled meeting .
members of the organization.

Sectior2: what is the manner in which a vacahthe Presidency is to be filled? Example: In

the even that a vacancy occurs in the office of the President, his/her dutidRrekalkfat] whon the Vv
shall serve as the President through the current and succeedimgimeleitiedniiha eeton

will follow the procedures listed in Article Ill, Section 1 and 2 of the Constitution.

Article 1V: Financial Matters
Sectiorl: Described who is to prepare and handle the annual budget, the receipt and disbursemrr
of monies, 1ad authorize expenditures.
For example: The treasurer assists the president in preparing the annual budget and in financia
Receipts and disbursememtznaésahall be handled by duty authorized persons after the
treasurer has dermined that the amounts are correct after the expenditures have been
authorized by him/her.

Section 2: Does the student organization require membership fees? If so, be sure to list the am«
of fees needed to join the organization.
For example: Meshiefees for the Dusty Chanters are $5.00 a semester.

Article V: Fund Raising
Section 1: Describe who is able to approverhisihg expenditures.

Section 2: The sponsors and officers are responsible for ensuring that the expenditures of funds
jusified, that accurate record keeping of all accounts in undertaken, and that expenditure are
authorized with the minutes of the meetings showing the vote of the membership.

Article VIl : Ethical Code of Conduct

Section 1: Describe the Ethical Code of Cdnduc

Example: The Code of Conduct is as follows:
No member shall misrepresent the truth while acting in his/her capacity as a TAMIU Dust
No member shall bestow favors, cake undue use of influence or power as members, or ¢
considerasiari any kind in exchange for anything of values.
No member shall misuse, mismanage, or misappropriate the equipment, facilities, or func
Chanters.
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Each meber must make a responsible attempt to fulfill his/her responsibilities to the best «
abilities.

Each member must discharge his/her duties in good faith.

Each member must conduct himself/herself professionally at all offgsaldndcitaak, gatheril
meetings. No member shall at any time publicly criticize and/or harass another member.

Section 2: Describe when the Ethical Code of Conduct is read to the members.
For example, the Ethical Code of Conduct is read from thee dmgtitutigroéthie first regularl
scheduled meeting in the Fall and Spring semesters.

Article VIII : Process for the Termination of Membership

Section 1: Describe the reasons why a member may be asked to leave the organization.
Example: Members makdxbta leave the Dusty Chanters for the following reasons. The in
not follow the Ethical Code of Conduct, has remained inactive, etc.

Section 2: Describe the process for termination of membership.

Example: The issue to terminate a meh&erdamization must be brought before general m
and discussed at a regularly scheduled meeting. Following the discussion, a meeting will
officers, adyiand the member in question to discuss the issues bmwergbefsiiip by fiee the
meetings have taken place, the topic of membership termination must be placed on the ¢
regularly scheduled meeting and voted upon by the memiserdiegeAmmeatdaeirom the
organization may be sought ttieqarocess outlined in the TAMIU Student Handbook.

* * * * *

Remember the constitution is a model, a pattern on which to base a new one. Student organizations a
to modify and/or add to it suit their needs.

OfficersO Signatures

/ /
Advisofs Signature Date
/ /

Advisofs Signature Date
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A contractaddendum is required any time a student organization wishes to bring an external show/act {
special performance or hire someone for contracted services. In order to hire a guest artist/trainer, you
need to do théollowing:

1.

2.

Submit a writteformal request to the Office $fudent Affairgletailing the services to be
provided.

Submit an invoice from the guest artist/trainer that details what he/she will be providing on a
particular day and time.

Submit meeting mites approving this expense.

Submit a signed contract addendum to the Offiseudent Affairs

Addendum
Confirmation of Arrangements for Professional Services
Texas A&M International University

This addendum, duly executed by all parties, is herely paadef and incorporated into this
agreement between Texas A&M International Univ&titient Organization Name a part of
the Texas A&M University System agency of the State of Texas (OTAMAbdBuest
Artist/Trainer (OAGENCYO).

1.01 Terminaion without Caus&itherTAMIU and/or theAGENCY can terminate this
Agreement, without cause, by giving the other party at least ten (10) calendar days prior
written notice sent pursuant to Section _1.02_ of this Agreement. Neither party will incur
anypenalty or fee (other than those already outstanding) for termination this Agreement
without cause.

1.02 NoticesNotices required under this Agreement may be given by United States Postal
Service regular surface mail, certified mail, registered ovaitnmht delivery, or hand
delivery. Delivery is deemed made when a notice is deposited into a USPS mail receptac
deposited with an overnight carrier, or hand deliviekdtlU and/or AGENCY can
change the notice address by sending to the othea patige of the new address. Notices
should be addressed as follows:

AGENCY: Guest Artist Name/Company
Company Address
City, State, Zip Code
Telephone Number
Fax Number

TAMIU: Texas A&M International University
Student Organization Name
Office of Student Affairs
5201 University Blvd.
Laredo, Texas 78041
Tel: 9563262280
Fax: 956326 2163

1.03 Fore MajeureNeitherTAMIU or AGENCY is required to perform any term, condition,
or covenant of this Agreement, if performance is prevented or delayed by a natural
occurrence, a fire, an act of Galact of terrorism, or other similar occurrence, the cause
of which is not reasonably within the control of eitddiIU or AGENCY, and which by
due diligence is unpreventable.
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1.04

1.05

1.06

1.07

1.08

1.09

1.10

1.11

1.12

1.13

Parties RelationshiNothing in the Agesment should be construed as creating a
partnership, joint venture, agency relationship, or any other relationship other than
Contractor an€ontractedhetweerTAMIU andAGENCY.

Applicabld_aw:This Lease is construed under and in accordanchenligiws of the State
of Texas, and is performable in Webb County, Texas. By mutual agre€AMit oand
AGENCY and by statute, mandatory venue for all legal proceeding pertaining to this
Agreement is in Webb County, Texas.

Cumulative Right#\ll rights, options, and remedies contained in this Agreement and help
by TAMIU andAGENCY are cumulative and the exercising of one will not exclude
exercising another. TAMIU and AGENCY each have the right to pursue any remedy or
relief which may be providedlaw, in equity, or by the stipulations of this agreement.

Non-WaiverA waiver by eithefAMIU or AGENCY, or both, of any obligation, duty, or
covenant of this Agreement will not constitute a waiver of any other breach of any
obligation, duty, or genant of this Agreement.

Counterpartsthis Agreement can be executed in multiple counterparts, each of which is
declared an original.

Severabilityf any clause of provision of this Agreement is illegal, invalid or unenforceable
under presd or future laws effective during the Term of this Agreement, it is the intention
of TAMIU andAGENCY that the remaining clauses or provisions of this Agreement will
not be affected and will remain in full force and effect.

Entire Agreement.his Agreement, together with any exhibits attached, contains the final
and entire agreement betw&&MIU andAGENCY. This Agreement, and mutually

agreed upon future amendments, contain all the obligations, duties, and terms agreed ug
and no other outsideragment regarding the property will bind the parties.

AmendmentAny amendment, modification, or alteration to this Agreement must be in
writing, dated subsequent to this Agreement, and be mutually agrd@eMd_byand
AGENCY.

Successorsd AssignsAll the obligations, duties, covenants, and rights contained in this
Agreement and performableTAMIU or AGENCY will be applicable and binding upon
respective successors and assigns, including any successor by merger or consolidation;
howevernothing in this provision shall be construed to be consent of Assignment.

Dispute ResolutiorfFormat mandated by Texas Attorney GeneralOs Office]

(1) To the extent Chapter 2260, Government Code, as it may be amended from time
time (OChapte2800), is applicable to this Agreement and is not preempted by
other applicable law, the dispute resolution process provided for in Chapter 2260 «
the Government Code shall be used, as further described hdra)yand
AGENCY in attempts to resolvayclaim for breach of contract made by
AGENCY:

A. AGENCY Os claim for breach of this Agreement that the parties cannot
resolve pursuant to other provisions of this Agreement or in the ordinary
course of business shall be submitted to the negotiatt@spprovided in
subchapter B of Chapter 2260. To initiate the prd@@EHNCY must
submit written notice, as required by subchapter B of Chapter 2260, to
TAMIU in accordance with the notice provisions in this Agreement.
AgencyOs notice shall specificadije that the provisions of subchapter B of
Chapter 2260 are being invoked, the date and nature of the event fiving rist
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to the claim, the specific contract provisionTAAiIU allegedly breached,

the amout of damage8GENCY seeks, and the method used to calculate
the damages. ComplianceABENCY with subchapter B of Chapter 2260

is a required prerequisiteGENCY Os filing of a contested case proceeding
under subchapter C of Chapter 2260. The presidsiats A&M

International University, or such other officeFAMIU as may be

designated from time to time B&MIU by written notice thereof to

AGENCY in accordance with the notice provisions in this Agreement, shall
examineAGENCY Os claim and any couwléém and negotiate with

AGENCY in an effort to resolve such claims.

B. If the parties are unable to resolve their disputes under subparagraph (A) o
this Section, the contested case process provided in subchapter C of Chap
2260 isAgencyOs sole anxctusive process for seeking a remedy for any and
all of AgencyOs claims for breach of this AgreemefARNU .

C. Compliance with the contested case process provided in subchapter C of
Chapter 2260 is a required prerequisite to seeking consentaim she fr
Legislature under Chapter 107 of Civil Practices and Remedies Code. The
parties specifically agree (i) neither the execution of this Agreement by
TAMIU nor any other conduct, action or inaction of any representative of
TAMIU relating to this Agreemeconstitutes or is intended to constitute a
waiver ofTAMIU Os or the State of TexasO sovereign immunity to suit, and
(i) TAMIU has not waived its right to seek redress in the courts.

(2)  The submission, processing and resolutiddG&NCY Os claim iswgrned by the
published rules adopted by the Texas Attorney General pursuant to Chapter 2260, as
currently effective, hereafter enacted or subsequently amended.

3) Neither the occurrence of an event giving rise to a breach of contract claim nor the
perdency of a claim constituted grounds for the suspension of performaGEENGY,
in whole or in parTAMIU andAGENCY agree that any periods set forth in this
Agreement for notice and cure of defaults are not waived.

(4)  The designated individual resgible on behalf aFAMIU for examining any claim or
counterclaim and conducting any negotiations related thereto as required under ©2260.0
shall be Mr. Gerardo Alva, DirectoiStfident Affairat TAMIU , or his designee.

Approved:

TAMIU AGENCY

Student Organization President Date Name (please print/type)
StudenOrganization Advisor Date Title (please print/type)

Office of Student Affairs Date Signature Date

Payee SSN / EIN
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Program Planning Checklist
Name of Program: Date of Program:
Location of Program: Time of Program:
Four Weeks or More Prior to Program

ADPIONEAIBYIBOAIA vvirvessissisrmennisnsavassnissressasaisassemsmnbsrshests sereovessess iss sy eisran sy msrsers Date
Event FOorm Completed ... Date:
Copy of Confract it File s msnmsimammmis s aaniset s Date:
Map of Set Upto Pacility Personnel . cmisamnaimmnsisimamsssiisimivsisiie Date:
Technical Requirements Confirmed...........coovieiiieieeine e Date:
Ticket Prices Set (if needed) .....oeoeieieoiieieiieie et Date
Hotel REservation(s) Made (if necded) soammmmasnmanmnmassnnnnsissusn Date:
Diecorations DeSigNed i iusmasissisisssisiasasisosivivsiiisssisisms s Date
Decorations: Ovdered OF needed) i Date:
SUPPLY LSt MA@ .....coiiiiiiiiiiciiiei ettt Date:
Sipplies- Ordered (ifeeded)vuunmnanammrmmasnnsamnausnnasaynsasn Date:
Police Notified (If Deeded) .. isisiasisssssisiaieimii. Date:
Memo/E=Mail LiSt MAde v imimisssimssnmssosarmissisrasisisssamsisiintisii Date:
INVItAtions LiSt MAAE ........cveuiieirieriiiieieicsisee et Date:
Dressing Room Location Confirmet ..ty Date:
Co-Sponsor Memo' Sefit (if Needed) «...mmimmnanimnsisiisiamissss i Date:
Props List Made (if needed)......ccuerierriiereiieesiesese et seesassssaesessssssnsesssnsens Date:
Costume List Made (if NEeded).....c.cvevuererrieiiiereeieieie e s s seesasseeseesessasssssesssssens Date:

Three Weeks Prior to Program
Worker Assignment Sheet(s) Made.........cooviiiiiiiiiii e Date:
Tickets Primted Of heeded) cuvnvmnimmms s s s v Sy s v Date:
Reserved Seating Detided (iFneeded) vusmmmimisinsnsimmsimmivsissmmssmsimiasiisis Date
N ICMIO B CIIE .. oo vssnsissssaruessinsisnnivassssosessndossassnnss sansenivsnsssssessssssiusssbsss sassnniosnsnsssdsants Date:
INVILATIONS SENT .evviviiirietieieeieeiaeeeee et eeteebeebeeiaeebeeestessebsesseesessseassssessaesseessebsesnsianees Date:
B s G0 D e esea s v s G s S O R e e S D Date:
Postersi G0 Uphumiimmmnaimimrisivimmataisssns s il isasiissisininiasivsisiy Date:
SO EIAIEE . - s ansiss nsesmons ssssnnsunassise digs ndasse saniass amaiansvisnss sins ansuai s Sni s 635 aFan MsARSHn s nin Date:
Notice to Public Information Office ........ccviiviiiiiiiiiecccrcccce e Date:
PSA’s Sent to'Radio Stations (if needed) .. vimimmmniimisinisvsmasiiiiiiiion Date
SN LSt NLAOE osvusisvsismmusavisiusmnssrsss oy s SV oE 458 TR SR S SN SSRGS Date:
AddIIONAL PR .ottt sttt Date:

List:
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Two Weeks Prior to Program

PlacE o Prosram Comma e i s i i s e e e e T e sy s Date:

Personnel Who Confirmed Reservation:

Rainsite (if needed) Confirmed............oooveiiiie it ee e Date:
Personnel Who Confirmed Reservation:
Worker Assignment Sheet Filled Out ........oooeviiiiiioiicieceeeeeeece e Date:
DeCotatiONTMANE : curmss s T R Date:
Becoratn @i lImMesSEE D, .. ouimminsonivues ssssesnmisassasnssaranssanivssssssssnsssssassrunirsssusassuasssinss Date:
1 T Ty Date:
Attire Decided for Board MemDbers .........ccovceeiicieneniiiseeee e se e Date:
Whois Hostitig' Petforimier (I Beeded Y. v mmsmmsimnms s v s Date:
Confirm Strike Requirements with FACility ......cccoecvviieiiiiiiie e Date:

Seven Days Prior to Program

Photographer Decided mnmnaiammnnminvnmsmmsmmsmiranmnsamimnaisanssmr Lo

Boand ATIVALTITIG - coossssommsseysssenisemsanss s fo5imamasors s s SHs o3 s e S e RS s R TR ea S Date:

Greeters CONMIMEd . .......vviiiiiiieiicie et e e bres e ssbaesaesssatsssesesasasessesssesssnsens Date:

Table Dt O s o T T T T S S T S IS Date:

MATGUEE SITHT O e smmivsariosi s i B s T TR VAT GOV E T Date:

B33 Fu K {a) 21 ) L L SO OO ORI USRS Date:
List:

SUPPILES GAIMEIE . coscsmmamasunsonssmssin sssmirssmms vussasswissisisssussin s e s i s s st b Date:
Additional PR ... Date:
List:

Five Days Prior to Program

Peiformer: Sipplhes Gathered ......c.ccmnmmamunnnninnnmmnnnaiamiea ot s LADE:
AIIONAl PR ..ottt et e e et e b e e b e e earae e Date:
List:
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Four Days Prior to Program

Worker Assignments Confirmed with WOrkers...........ccocoevveveeuceeeecieicceeeeeeseeeeeeneenn. DAtES
Addiional PRz e sneasmmmmpamss o e unsemn s s i Date:
List:

Three Days Prior to Program

Coifitimn Check for Performer s wnmmiannimmamms e anssaknmmmn Dale;

Background Music Selected for Pre and Post Program...........ccccoeeeveveeeeeeeceeevennen. Date:

AAIIoNal PR ..ottt et sa e eae e erae b et sanenas s ne b eene s Date:
List:

Two Days Prior to Program

Change Fund Collected (if needed) .......ooeveeeueueeeeeieeeiecee et DALES

Performer: Arvrival Time: Confitmed: ..o s i aavasn s Date:

Hospitality: Supplies Bought v auiancnminanimimnmnnsamismiimssmmmisasismis Date:

AAAIIODAL PR: ..ivoviniassammmsimvimuissinmiasissseiaismiiss i sammiviseiens Date:
List:

One Day Prior to Program

Welcome Packet Delivered to Performer(s) ROOM(S)....cccoviiiiiiiiiiiiniiniiiiieceeieisieiniens Date:
Additional PR cisanminmsiamiissssan st nansannanamn Date:
List:
Day of Program
TONIZNE NOTICES UP oot st enees Date:
Residence Hall Raid DONE .......cviviereeviiiieriiieiisiesieriereinesesissssssessess snessessessssesssssssses Date:
Time:
Who:
Where:
FOOU COUIt TASET .....vveeeerireeeciee e ceebieeeeeesteeeeserasseseessbesaseeasasesesssssnneesesssesanennseees Date:
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After Program
Return SUpPles 10 OFFICE.....cuiiiiiiiececcie ittt ettt r e e b b ss e esesaseree s eesssseenens Date:
Take D oW DI COTa O S s s o S T S e B T S R D s Date:
EleanUIp DreSSING: ROOMN vux;xomirmssizssvsnssrssss o s ssiesseisss sy e s G sisyamss (5o Date:
Clean Up TTash s marsssivissivisisnimmimi et sis s st s s s S s s s 43 Date:
Day After Program
Put.away:Props, Costumes, DeCOrBtIONS. ... ssssessssssssassinsssossionstrasssusninsasssiassansisnsassisssasasis Date:
Thank YOu NOLES SENT .....eeciiiiiiiieeiieiciiieesis et sree s sae e saesbesneessnesnses Date:
Take DoWn PRu st s ooy s s sanon Date
One Week After Program
Evaluation Completed with Copies to Dennis, Stan, and File..........cc.coooeevieeicveevecceenneenns Date:
POTOSIBRINIE et ssmeseivesiimsesssiassiaviisssaiussssisiiiaunsses siseassaadss s s es sasurs s b aao i RN Date:
File Completed and Filed.......ccoovivioiioiiieiieiiecere e ssasseesseesaesse s aesnesnnesas Date:
!

This is a tool for the student organizatios. Feel free to adjust this event checklist aspertains to

the policies and procedures of your student organization. If you need any assistance or have

guestions contact the Office oStudent Affairs
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Program Evaluation Form

Program Title: Type:
Date and Time: Location:
Cost: Budgeted Actual

Explain the difference between actual and budgeted:

Admission Cost:

Attendance: Projected-Student Non-Student

Actual-Student Non-Student

Explain the difference between actual and projected attendance:

Number of SPB members involved in program:

Describe set up of location (include map if necessary):

Positive comments about the program (what worked):

Improvements that could be made:

Would you do this program/artist again: yes no

under other circumstances (explain)




TheOffice of Sudent Affairgprepared this guide in an effort to assist, inform, and encourage participatic
in student organizations at Texas A&M International UniversitytfiClkés responsible for the registering
student organizations, cultivating student leaaeishs, and serving as a resource center for program
planning. All student organizations are invited to conta@ffibe of Student Affairat (9568262280 for
any type of assistance your organization may need.

Texas A&M International University
Office of Student Affairs
Student Center Room 226
5201 University Boulevard
Laredo, Texas 78049200

Telephone: (95862280
Fax: (956)3262279

http://www.tamiu.e du/studentaffairs/



