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> The deadline for receiving a full (maximum of $2000) budget allocation for the 2008-09 academic year will be  
 Friday, November 21,2008 at 4:30pm. Clubs submitting their paperwork after that date will receive a maximum 
 budget allocation of $1000 until 4:30 p.m. on Friday, March 13, 2009. Any club submitting their paperwork after 
 that date will be chartered without a budget 
> Clubs  in GOOD STANDING who COMPLETE the  chartering  process  by TUESDAY, SEPTEMBER 30th will 
 receive an  additional $500.00 in bonus funding. The funding will be distributed in two payments, $250.00 in the 
 fall and $250.00 in the spring.  Clubs will only receive their spring charter bonus if they spend their fall charter  
 bonus.  Completion of the Chartering process includes having submitted completed chartering paperwork 
 and attendance by the President and Treasurer at the club chartering meeting with the SG Club Commission. 
 Please note:  Good standing is defined by the Club Commission as having all paperwork complete  from prior  
 semester(s), planning and implementing two special events during the 2007-08 academic year (one for clubs  
 chartered for one semester) and attendance at Club Council Meetings, as outlined in the 2007-08 Club Rules and 
 Regulations.  New clubs are also eligible for the bonus funds.   
> Clubs will receive budgets based on their planned activities and their history as a club. The maximum a club can 
 receive in their regular club budget is $2,000. Regardless of the amount of money your club is allocated you may 
 request additional funding for special events through the Club Commission's special proposal line. Proposal forms 
 are available in the Student Government office. 
> You must submit minutes from the meeting where your officers were elected, and your club constitution was 
 ratified before you can be chartered. Guidelines for writing minutes are included in this packet 
> You must submit the minutes from the meeting where your line by line budget was approved by your  
 membership before you are granted a budget by the Club Commission. Please have your budget proposal  
 included with your chartering paperwork and outlined in the club minutes. 
> As part of the approval process, all chartering clubs/organizations must sign up for a consultation with a  
 member of the Club Commission and the Coordinator for Clubs and Organizations before the budget will be  
 submitted to the Student Government for final approval. This consultation provides prospective clubs/  
 organizations the opportunity to receive guidance in the proper procedures for budgets, as well as allowing the 
 Commission and Office of Student Life an opportunity to interact with your club and to inform you more  
 thoroughly of Club Commission and College procedures.  
> All chartered clubs and organizations must have a minimum of two special events per year. For clubs chartering 
 in the spring one special event is required. A special event is considered any club activity other than a regular 
 meeting or business meeting and must be well advertised and open to all CSI students. 
>  All chartered clubs must hold a minimum of two meetings a month with at least one being a business meeting. 
 You must submit the minutes of all business meetings. Minutes must reflect changes to the club constitution, the 
 club budget, give names of proposed speakers or performers and outline plans for special events. These minutes 
 must be submitted to the Student Government office and the Office of Student Life within one week of your club 
 meeting date, except when budget modifications have been made - budget modifications must be submitted to the 
 Student Government within 48 hours of the club meeting. These minutes must include the results of all votes taken 
 to approve any changes to the budget. 
> All club meetings and events should be publicized at least two weeks in advance. Meeting flyers must be posted 
 around campus and filed with the Office of Student Life a minimum of 48 hours prior to the meeting. Clubs who 
 reserve permanent meeting space for the semester or year may submit their list of meetings to the Office of Student 
 Life at the beginning of the semester or year.  Note: Refreshment orders for meetings must be submitted 72 hours 
 in advance of the meeting (Friday by 2:30pm for Wednesday meetings and Monday by 1:30pm for Thursday  
 meetings). Food requests submitted later than these times may not be approved. 
> Clubs must empty their club mailbox located in the Student Government office, Room 1C-207 no less than 
 once per week. If the club does not abide by this rule they will receive a warning. If there is no response to the 
 warning within one week the club's budget will be frozen. Clubs will be notified of the need to empty their mail
 box by phone, e-mail and a letter sent to the Club President, Vice President and Faculty Advisor. The budget will 
 remain frozen until an officer of the club meets with a member of the Club Commission to discuss this matter. 
> Any club wanting to sponsor an event in conjunction with another club must follow the proper budgetary and 
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 procedural guidelines set forth by the Office of Student Life and the Club Commission. This includes filling out 
 the co-sponsorship form available in the Student Government office. 
> If any officers change after chartering has been approved it is the responsibility of all new officers to know the rules 
 and regulations as stated herein and to sign the officer's registration form, signature authorization sheet (if  
 applicable), and rules and regulations which are available in the Student Government office. 
>  Each club must send a minimum of one representative to the monthly Club Council meetings, preferably your club 
 representative. Clubs not following this regulation are subject to losing important club benefits such as extra  
 funding for the Club Fair and Club Festival along with loss of privileges to apply for special proposal funding. You 
 will be provided with a schedule of Club Council meetings at the beginning of the fall and spring semesters. 
> Since the club commission communicates primarily through e-mail please provide at least one valid e-mail address 
 for a least one additional club officer besides the club president 
>  Clubs MUST abide by the following timetable in planning their events. If your paperwork is not submitted within 
 the required timeframe the event cannot take place. Keep in mind that this timetable is based on chartered clubs that 
 have their budget approved with funds available in the required lines. Some timelines may need to be adjusted if 
 budget modifications are required or any additional expenses are determined during the course of planning.  
 Additionally, approval depends on the meeting schedules of the Club Commission, Student Government and CSI 
 Association. 
 
 MINIMUM TIME FRAMES FOR EVENT PLANNING: 
 Lecture or speaker with no fee    3 weeks 
 Lecture or speaker with fee under $400   3 weeks  
 Food sales (fundraising)     2 weeks 
 Lecture or speaker with fee over $400   4 weeks  
 Dance, Fashion Shows, Talent Shows, Festivals, etc.       4 weeks 
 Events requesting CLUE certification   3 weeks 
 Food Orders      minimum of 72 hours 
 (food orders must be submitted no later than 2:30pm on Friday for a Wednesday mtg./event, or 1:30pm on   
 Monday for a Thursday mtg./event.) 
 Special Proposal funding    6 weeks 
 Off-campus trips     6 weeks 
 Budget modification request    2 weeks 
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By signing below we confirm that we have read and understand the above Rules & Regulations for Chartering 
a Club in addition to Article XV, Section 2 of the CUNY bylaws and the Policies on Recognition of Student 
Clubs and Organizations, Recruitment and Initiation Practices and Hazing and that we conform to the 
set down therein. We also confirm that we have read, understand and agree to abide by the Club Chartering 
Guidelines included with this chartering packet. Please sign and date below: 
 
_______________________________________   _________________________________________ 
President     date   Vice President     date 
 
 
______________________________________   _________________________________________ 
Secretary     date   Treasurer     date 
 
 
______________________________________  _________________________________________ 
Club Council Representative   date   Faculty/Staff Advisor    date 
 




