Marymount University

Office of Student Activities

New Student Organization Packet
Dear Interested Student:

Thank you for your interest in starting a new student club at Marymount University! 
You have already demonstrated your leadership potential by taking the initiative to find out about the process of forming a new student organization. 

The Student Activities Office supports a variety of clubs on campus. These organizations provide students with opportunities for social, professional, humanitarian, as well as academic development. Our office encourages students to take an active role in campus organizations. Becoming involved in a club or starting a new one is a great way to meet new people and can quickly connect you to the larger Marymount community. 
Our office welcomes the formation of new organizations at any point during the academic year. New organizations keep the campus alive with student interest and innovation! This packet outlines the steps involved in organizing a new student organization. Be sure to carefully review the information included as it will help guide you through the process. 

On behalf of the Office of Student Activities, thank you again for your demonstrated interest in campus life. Feel free to contact me with any of your questions or concerns at (703) 284-1611 or at Vincent.stovall@marymount.edu. 

Sincerely, 

Vincent Stovall
Director

Office of Student Activities
New Student Organization Formation Checklist

To form a new club, students must:

· Formulate a statement of purpose.
· Meet with the Assistant Director of Student Activities and discuss the purpose and goals of the new organization.
· Create a Constitution for the new organization that should include election procedures.

· Complete a Roster Sheet with at least ten interested students.

· Elect officers.

· Identify a faculty/administrator or staff member of Marymount University to serve as an advisor for the new organization and complete an Advisor Form.

· Submit Club Registration Form, Roster Sheet, Advisor Form, and Constitution to the Office of Student Activities.
· Gain Co-Curricular Council Membership.

Club Registration Form

________________________________________________________________

Name of Club

____/____/____



____________________________

Today’s Date



Estimated number of members

Constitution on File:   Yes / No

____/____/____







Last Update of Constitution

Purpose of the Club:

_________________________________________________________________

_________________________________________________________________

Month that new officers are chosen:  _____________________

Address of national affiliation (if any): ____________________


OSA is authorized to check on academic and disciplinary standings of all registered student organization officers.  A listing of all student leader names, positions, e-mail addresses, and local telephone numbers is compiled and distributed each semester to all clubs and University offices.
President

_________________________________________






Print Name




_________________________________________






Signature




Student ID#_________________




phone _____________________




local address____________________________




e-mail address__________________________

Vice President
_________________________________________






Print Name




_________________________________________






Signature




Student ID#_________________




phone _____________________




local address____________________________

e-mail address__________________________

Treasurer

_________________________________________






Print Name




_________________________________________






Signature




Student ID#_________________




phone _____________________




local address____________________________




e-mail address__________________________

_____________ 
_________________________________________

(Position Title)


Print Name
















_________________________________________






Signature



Student ID#_________________




phone _____________________




local address_____________________________




e-mail address___________________________

_____________ 
_________________________________________

(Position Title)


Print Name
















_________________________________________






Signature




Student ID#_________________




phone _____________________




local address_____________________________




e-mail address___________________________

(_____________ 
_________________________________________

(Position Title)


Print Name

















_________________________________________






Signature




Student ID#_________________




phone _____________________




local address_____________________________




e-mail address___________________________

Roster Sheet

Current Members

__________________________________ Organization

As of ____/____/______

	Name
	Email Address
	Class Year

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Advisor Form

All registered clubs and organizations at Marymount University are required to have a full-time faculty or staff advisor. Advisors should complete the form below and submit it to the Office of Student Activities. 

Having met with the leadership of the above organization, and having become familiar with its purpose, I am willing to serve as their advisor for the ensuing year, and am aware of an advisor’s responsibilities which include: 

1. Promoting student/staff/faculty cooperation. 

2. Working with the Office of Student Activities to provide constructive programming and support for the organization.

3. Promoting student awareness of and adherence to the standards of conduct at Marymount University and other University policies.

4. Attending club meetings and activities. 

ADVISOR _______________________________________________________

Print Name
_______________________________________________________

Signature

Department____________________________________

Title_____________________________________​​______

E-mail_________________________________________

Phone_________________________________________

Club Name_____________________________________

Constitution Guide
Organization Name

Drafted on: (Insert Date)

Article I
Name of Organization 

· State the full name of the organization as well as the acronym if applicable.  
For example, “The name of this organization shall be…”

Article II
Purpose of Organization
· State the purpose of the organization.  You may also include the mission, goals, objectives, etc.

Article III
Membership
· Highlight requirements for recognition as an active member (i.e. meeting attendance, participation, etc…) and the privileges that come with being an active member (i.e. voting rights, awards, etc…)

· State the types of membership available. For example:  student (currently enrolled Marymount students who attend meetings/functions and pay dues if applicable); faculty (may include members of faculty/staff); honorary (alumni or community members).

· State what rights and privileges go along with each level of membership. For example: Only student members may vote on matters (official or not) including amendments, elections, and other motions brought forth in meetings.

· State why and how membership privileges may be revoked
Section I
Student Membership



Section II
Faculty Membership



Section III
Removal of Members

Section IV
Non-discrimination clause The constitution MUST include this clause:  

“Membership in this group will be open to all persons without regard to race, color, religion, national origin, sex, disability, veteran status, sexual orientation, or age"
Article IV
   Officers
· State the titles and duties of the officers to be selected by the membership and explicitly list out what is expected of each officer

· State any minimum qualifications officer candidates must have such as class standing, minimum GPA, etc.

· State the length of the officer’s term and term limits, if any

· State why and how an officer may be removed from their duties
· At minimum, you should have a President, V. P., and Treasurer, however, if you would like to have more officers, you may do so but only the aforementioned are required.
· State how the advisor will be selected

· State why and how the advisor may be removed from their duties

· State that the advisor may offer guidance and support for the organization, but MAY NOT have a vote
Section I
Titles and Duties of every Officer

Section II
Election of Officers, including procedures and requirements

Section III
Removal of Officers

Section IV
Advisor

Article V
Elections
· State approximately when elections will take place (usually March/April)

· Explicitly state details of the nominating procedure including the length of time allowed for nomination, who is allowed to submit nominations, and the method for submitting nominations.

· State how nominees will present their qualifications. 

· Explicitly define the method that will be used for voting (usually secret ballot) and who will be responsible for tallying votes (usually a group of members). What counts as winning vote (i.e. majority, or two thirds, etc.)
· State procedure for runoffs in the event of a tie (if applicable)

· State the procedure for transitioning of current and new officers (usually involves a short shadow period in which new officers are familiarized with operating procedures and necessary paperwork)
Article VI
Member/Officer Removal/Replacement
· State how members/officers may be removed if they do not meet the requirements of membership/office.

· Explicitly detail how members/officers may be brought to discussion. Will they have the ability to write an appeal, or defend their case?

· State how voting for removal will take place. 

· What counts as winning vote (i.e. majority, or two thirds, etc.)

· What should happen in case of a tie?

· State how vacant office (for officers only) will be filled (i.e. defer to election procedures or by appointment).
Article VII
Meetings
· State how often the group will meet (weekly, monthly, etc.)

· State who presides at the meeting 

· State whether the executive board has separate meetings and if so, how often

· State attendance policy, if any

· State what the quorum is (usually a simple majority of the active membership plus one officer; or two-thirds of the active membership plus one officer)

· State the procedure for calling special meetings

· State parliamentary rules of order that will be used (usually the latest edition of Robert’s Rules of Order)
Section I
General Meeting Structure/Time



Section II
Order of Meeting 

Section III
Quorum (minimum number of members present in order to proceed with business/voting)

Article VIII
FinanceS
· State procedure for determining amount of dues and when they should be collected if any.  For example: The amount of dues and the method of collection will be decided by a majority vote of the executive officers at the beginning of each semester for semi-annual dues or the beginning of each school year for annual dues.
Article
IX   Amendments AND RATIFICATION
· State procedure for proposing and approving amendments to the constitution

· State how the constitution will be ratified

· The constitution MUST include this clause:

This constitution shall become effective upon approval by a ¾ vote of the membership of the organization and the approval of the Co-Curricular Council.[image: image1.wmf]
