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Preface:
The COVE… what is it? The COVE is the Center for Organizations, Visions, and Engagement. It is the Student Organization Suite.
The COVE Administration Desk is part of University Centers that specializes in Student Organizations. You will see The COVE and University Centers intermixed throughout this packet, because even if you hand in paperwork or ask a question of The COVE Administration Desk, it is still part of University Centers.

Have questions? Just ask!
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Starting a New Club or Organization 

A list of current recognized student organizations can be found on MyOrgs (www.uwlax.edu and click on Campus Life > Getting Involved > Student Organizations-MyOrgs.)
If you’ve looked through the list of clubs and organizations on MyOrgs but didn’t see quite what you were looking for, why not start your own?  Official recognition allows a group of students to join together for a common interest and to express their ideas as an organized body. Please note that the university does not recognize new clubs with an identical mission to one that already exists. Recognition is granted by the Student Organizations Committee, a sub-committee of Student Government. The recognition process may take up to 4-5 weeks.
Why become a Recognized Student Org?

Officially recognized student organizations have certain privileges and benefits. These include:   
· Reserving and using non-instructional university facilities in The Student Union and elsewhere on campus. 

· Applying for organizational grant money to support on-campus programming - clubs must meet criteria by being in good standing and having attended the annual All Student Organizations Meeting each fall.
(   Accessing services and programs developed for recognized student organizations such as: 
· utilizing a bulletin board

· locked storage cage
· receiving program planning assistance
· Sponsoring Fundraising events such as bake sales or selling t-shirts.

· Listed in MyOrgs, the official recognized student organization website.
· Using the UW-La Crosse name when identifying the group’s affiliation.

· Participating in services or events in university facilities that are announced as open to all recognized student organizations. 

· Participating in community involvement opportunities that are shared via email with all Primary Contact leaders throughout the year. 

There are two steps to organizational recognition: 

· First step: Provisional Recognition
· Temporary status after all completed paperwork is submitted to thecove@uwlax.edu.
· Second step: Full Recognition
· Final status after the Student Organizations Committee grants approval for official recognition.

UWL Procedures for Recognition of Student Organizations
Student groups must submit all of the following materials to thecove@uwlax.edu, use the subject line: Recognition Packet. If you have any questions, contact The COVE Administration Desk, 2200 Student Union. These materials will be forwarded to the Student Organizations Committee Chair. Please include all of the information listed below. Incomplete materials will not be forwarded.
1. A “Letter of Intent to Organize” which includes:
a. Name of organization 

b. Purpose and objective of the group 

c. Statement of need for the group to exist on campus 

d. Names and phone numbers of officers and faculty/staff advisers 

e. Names of at least 4 members (required to be officially recognized)
f. If you are the President of an organization seeking recognition in your last term at UWL, you must provide a successor to the organization.
2. One copy of a constitution or bylaws 

a. See example copy. An electronic version of this example can be provided by email so the outline can be edited to create new club bylaws.
3. All student organization bylaws must include the following statement:  
¾ of the membership will be UWL students enrolled for a minimum of one semester hour of credit. The extension of membership and all membership privileges, including voting and eligibility to hold office, shall be given to all students without regard to age, ethnicity, gender (except as otherwise permitted by Title IX of the Education Amendments of 1972), disability, color, national origin, religion, sexual orientation or veteran status. 
The constitution/bylaws must also state that the leader of the organization is enrolled a minimum of at least half time or 6 credits.
4. A report of the organization’s member selection process, if the organization is selective (usually recorded in bylaws).  See Article II, Section A for an example. 

5. A national constitution if the organization has this type of affiliation. 

6. A completed Organization Registration Form.
Once these items are received, the organization has provisional recognition. University Centers will send notification of provisional recognition status to the organization Primary Contact and Adviser. The organization can then reserve rooms in The U ONLY for establishing and organizing their club. No other activities may be held prior to the granting of full recognition.  Please note: Fundraisers and events cannot be held until the Student Organizations Committee grants the organization full recognition.
Student Organization Committee Review and Approval
The COVE Administration Desk will forward all recognition materials to the adviser of the Student Organizations Committee.  To receive full recognition, the Student Organizations Committee will place your request to review your recognition paperwork on their meeting agenda. 

Committee members will examine the requesting organization’s bylaws and other intent materials for a final vote.  Representatives of the new organization may be contacted by the Student Organizations Committee if any questions arise on the organizations paperwork or bylaws. Once the Student Organizations Committee grants official full recognition, University Centers will send notification of full recognition status by email to the new organization Primary Contact. 
**Important: Included with this final notification of full status will be further instructions to contact University Centers to make an appointment for the initial registration meeting. 
Adviser’s Description of Responsibility and Support

Each recognized student organizations is required to have a faculty or staff adviser.  This can be any person employed at the UW institution where the organization is seeking recognition. Organizations are only required to have one adviser.

Description of Responsibilities

GENERAL RESPONSIBILITIES:

The student organization adviser serves in a voluntary capacity to the recognized student organization and provides guidance, direction, advice, and continuity to both the members and officers of the organization.  When a university employee agrees to advise an organization, the description of responsibilities is forwarded to their dean and is viewed as service to the University within the scope of employment. 

SPECIFIC RESPONSIBILITIES:

· Maintain an awareness of the activities and programs sponsored by the student organization.

· Meet on a regular basis with the leader of the student organization to discuss upcoming meetings, long range plans, goals, and problems of the organization.

· Attend regular meetings and executive board meetings as often as schedule allows.

· Assist in the orientation of new leadership. 

· Explain and clarify campus policies and procedures that apply to the organization.

· Maintain contact with University Centers.

· Provide direction in the area of parliamentary procedure, meeting facilitation, membership recruitment, organization unity, goal setting, and program planning.

· Assist the organization treasurer in monitoring expenditures, fundraising activities, corporate sponsorships, and maintenance of an accurate and up-to-date account ledger.

· Assist in the formulation of UWL Student Association organization grants and one-shot requests.

· Inform organization members of those factors which constitute unacceptable behavior on the part of the organization members, and the possible consequence of said behaviors.

· Discuss with organization members the liability issues and appropriateness of activities/events. 
Individual Consultation for Advisers – University Centers’ staff members are available for individual consultation and support to organization advisers.  Most advisers frequently go above and beyond the call of duty in their dedication to working with student organizations.  Orientation and training information to support advisers’ efforts is readily available from the University Centers staff.  

Topics May Include:

· Risk and Liability/Limits of Responsibility

· Group Development

· Active Participation (vs. power or non-participation)

· Organization Recognition Opportunities

· Organization Accounts Manager

· Fundraising Ideas

· Supporting the Officer Transition Process

Throughout the year, University Centers may host meetings for advisers.  The purpose of these programs is to offer support resources and a listening ear to the concerns of advisers.  While advisers are not required to attend these programs, they may prove helpful in the effort to further support student organizations.

UWL Campus Publicity Guidelines Summary

This summarized version of the UWL Campus Publicity Guidelines is designed to help answer the most frequently asked questions regarding publicity. These guidelines have been developed and approved by the Student Organizations Committee. A complete listing of the guidelines is available from The COVE Administration Desk, 2200 Student Union, (608) 785-8866, or on the web at:  https://www.uwlax.edu/university-centers/get-involved/the-cove/student-organization-resources/ and click on Campus Publicity Guidelines. 
UWL Branding
UWL no longer has a “-“ in it. It is UWL. 
University of Wisconsin-La Crosse needs to be on one line. You can find more information about this in the UWL Communications Toolkit. 

FLIERS FOR UNIVERSITY SPONSORED EVENTS, ACTIVITIES, AND EDUCATION

“Registered” bulletin boards are provided for publicity for university groups sponsoring campus events, activities, and education (ex., lectures, concerts, dances, residence hall events, student organization events, departmental events, etc.). A registered bulletin board is identified by a sign at the top of the board, which reads “Registered Publicity Only.” The materials need to be machine printed or of comparable quality and registered at The COVE Administration Desk. Each flier must be stamped (or the original can be stamped prior to photocopying) with the University Centers Registration stamp, which indicates approval for registered boards.  
FLIERS FOR NON-UNIVERSITY SPONSORED EVENTS

“General Use” bulletin boards are provided for general publicity of interest to the university population (ex., buy, sell, rent items, non-university events). Advertising for private business is restricted to information, which will enhance the educational environment at UWL and have an economic advantage for student. A white sign at the top of the board will indicate which boards are “General Use.” No stamp is required. These boards are cleared of undated and outdated material on a regular basis.

CHALKING
Chalking on chalkboards located in the front of classrooms is not allowed. Colored chalk is specifically prohibited on any chalkboard. Permission from the building director is required prior to chalking sideboards in classrooms. Chalking outdoors is allowed on campus sidewalks for university departmental and organization sponsored events. Chalking is not allowed near entrances/under overhangs of entrances to buildings. Spray chalk is prohibited.
REQUIRED INFORMATION

All fliers should contain the name of the sponsoring organization, university department, or business; the date, time, and location of the event; and any other descriptive information.
HOW TO ATTACH FLIERS TO BULLETIN BOARDS

Fliers can be attached to bulletin boards using thumbtacks or masking tape only. No staples or transparent tape may be used.

WHERE TO POST INFORMATION

Fliers can be posted on bulletin boards, located throughout campus. Publicity is prohibited on trees, light poles, garbage cans, interior and exterior walls, windows, ceilings, lights, doors, etc., of all university buildings unless authorized by the building director of that building. In all buildings, one flier per board is the guideline. Posting over/defacing other fliers is prohibited. Publicity that is larger than 8 ½” x 14” must be hung from the bottom of the boards.

BANNERS AND DIGITAL TV MONITOR PUBLICITY
Banner space is available outside Whitney Center. TV Monitor space is available in Centennial Hall, Center for the Arts, Graff Main Hall, Mitchell Hall, Morris Hall, Murphy Library, The U, Whitney Center, and Wimberly Hall. Campus events, activities, and education which have the potential to impact the entire campus community will have priority for these spaces. For specific information on reserving banner space, ordering Pepsi banners, and submitting a Digital Sign slide, visit the Student Org Resources page or contact The COVE Administration Desk, 2200 Student Union.
GUIDELINES FOR UWL PUBLICATIONS

The university’s name, seal, word mark, and logo are registered marks of the University of Wisconsin System. They should never be redrawn, reproportioned, or otherwise modified.  The “Eagle in the L” emblem and the eagle caricature are not to be used on publications or other pieces with a non-athletic focus. 
POLITICAL CAMPAIGNING
Individual campaigning information may be advertised on the UWL campus through the use of General Use boards, TV Digital ads (Whitney Center & The U only), handbills distributed at accepted locations, banners that are sponsored by an organization and chalking. See Campus Publicity Guidelines for full restrictions.

Financial Guide for UW-La Crosse
Recognized Student Organizations

Student organizations are expected to anticipate, provide for, and promptly meet all financial obligations in a   businesslike manner.  This guide was prepared to assist the treasurer and other organization officers in meeting these responsibilities and making the task easier to perform. Each organization is required to submit an “End of the Year Summary” (which includes information on fundraising and financial status), to the University Centers Office before the end of the spring semester each year.

Banking Policy For Student Organizations
Student organizations receiving allocations from any state fund must bank those funds in a university account through the Office of Business Services, 125 Graff Main Hall. State fiscal rules and regulations will govern the financial transactions of these organizations, which are facilitated through the organization adviser. These student organization leaders should meet with their organization adviser for more information on this subject.

Organizations not receiving allocations from state funds must obtain banking service from the Office of Business Services, 125 Graff Main Hall. Call 785-8611 or visit 125 Graff Main Hall for specific information on opening a “Student/Faculty Organization Account.” Student organizations are not permitted to have bank accounts off campus due to state regulations. Student organizations can collect dues or conduct fund raisers to generate funds. (Student organizations soliciting donations of money or merchandise beyond the campus community must get approval from University Centers, and from the Foundation Office. See the Fundraising Guidelines for more information).
To Open a Student Faculty Organization Bank Account, obtain and complete a Student Faculty Organization (SFO) Authorization Form from the Business Services website. The authorization form must be completed by the faculty adviser and two student officers. Before a Student Faculty Organization bank account can be set up, both student officers must complete Cash Handling Training.  Upon completion, the form is delivered to Business Services for review and approval. Once approved, an account number will be established and all authorized individuals will be notified.

When there is a change in fiscal school year, a change in authorized faculty, or a change in authorized student officers, a new SFO Authorization Form must be completed. The authorization form will be considered the signature card for the account; therefore, it must be current and up-to-date. When a new school year begins, often the student officers change; thus, a new SFO Authorization Form must be completed and filed with Business Services. If the authorized faculty changes, or if there is a change in authorized student officers, a new SFO Authorization Form must be completed (signed by all who will remain on the account and by the new faculty, or student, that is being added to the account) and filed with Business Services.

Cash Handling Training is required for all students who will handle cash.  The training will cover Cash Handling Procedures found on the Business Services home page and will be scheduled regularly.  Visit the Business Services home page, Student Faculty Organizations for the training schedule.  https://www.uwlax.edu/cashiers/faculty-and-staff/cash-handling-procedures/ 

Deposits are made to your SFO bank account by completing a Student Faculty Organization (SFO) Deposit Form. Plastic deposit pouches are available at both the Business Services front desk and the Cashier’s Office for use in preparing your deposit. Deposits are made at the Cashier’s Office during regular business hours, or via the drop box located outside the Cashier’s Office. A receipt will be provided upon request. Procedures to complete the SFO deposit form and additional information on how to make a deposit are available on the Business Services home page, Student Faculty Organizations: https://www.uwlax.edu/business-services/our-services/student-faculty-organization-sfo/ 

Check requests to pay bills or to withdraw money from the SFO bank account must be made by completing a Student Faculty Organization (SFO) Account Check Requisition Form. Completed check requisition forms are then submitted to Business Services. All requests will be reviewed by designated Business Services personnel and any inquires must be clarified before the check will be processed. A student officer cannot sign off on their own check request.  All checks must be cashed within 60 days from the date of the check. Procedures to complete the SFO check requisition form and additional information on how to request a check or make a withdrawal are available on the Business Services website, Student Faculty Organizations: https://www.uwlax.edu/business-services/our-services/student-faculty-organization-sfo/ 

All questions regarding SFO bank accounts should be directed to Business Services, 125 Graff Main Hall or by email to sfo@uwlax.edu.  Additional information regarding SFO accounts is available on the Business Services website, Student Faculty Organizations.
Treasurer Tips
BUDGET:  A budget listing anticipated receipts and expenditures should be prepared at the beginning of each school year. An example is provided for you below.

RECORD KEEPING:  Follow these basic guidelines for simple & easy record keeping:

$ Record every transaction on a ledger or balance sheet;
$ Issue a receipt each time someone pays dues or gives money;
$ Pay out money only on receipt of an itemized sales slip;
$ Save original receipt for all transactions.
LEDGER OR BALANCE SHEET: All financial transactions should be recorded on a ledger or balance sheet for accurate and meaningful record keeping.

RECEIPTS: The treasurer should issue a receipt whenever any money is received by the organization. Each receipt shows the date, where the money was received, the amount, the reason for the payment, the name of the organization, and the signature of the treasurer.  Keep ALL ORIGINAL RECEIPTS when any organizational money is spent.
DEPOSITS: All money received by your organization should be deposited as soon as possible by the treasurer. Keep for your records the official receipt given to you at the time the deposit. All checks received should be endorsed on the back with the name of the organization and the signature of the treasurer. All checks should be deposited as soon as possible. UWL policy is to have a check deposited within one week.

EXPENDITURES:  Funds should not be spent unless authorized by the membership of the organization or the approved budget. THE TREASURER WILL AUTHORIZE PAYMENT ONLY UPON RECEIPT OF AN ITEMIZED SALES OR CHARGE SLIP SHOWING VENDOR NAME, ADDRESS, DATE, ITEMS RECEIVED AND PRICE OF EACH ITEM. Register all expenditures in the ledger at the time of the transaction listing the date, description (recipient and item) and amount.

ANNUAL FINANCIAL REPORT: The treasurer, president, and adviser should compile financial information into an annual report for the organization’s records at the end of each year. Complete the “End of the Year Summary” survey with University Centers (this survey link will be sent via email each April to all Primary Contacts).

Student Organization Fundraising Guidelines

Guidelines for Fundraiser Approval
1. A Fundraising Registration Form must be completed and submitted to 2200 The Cove, Student Union, or via email to thecove@uwlax.edu. Fundraising registration must be approved prior to making a reservation for space/rooms and advertising for the event. Fundraisers including the solicitation of a donation of money or merchandise beyond the campus community must also be approved at the Foundation Office, Cleary Center, at least three weeks prior to the starting date of the fundraiser.

Form is located here: https://www.uwlax.edu/university-centers/get-involved/the-cove/student-organization-resources/ 
2. Three consecutive days in a given week is the maximum length of any fundraiser. Organizations may sell at more than one location on a given day.

3. Food sales are restricted to home baked items (not requiring heating or cooling) approved by University Centers personnel.

4. Outside Agencies

· Recognized student organizations may sponsor commercial merchandise sales.  The student organization representative is the primary representative during the fundraiser and serves as the liaison between an outside agency and the University.  

· Regarding credit card vendors on campus, Student Association approved the following rules:

A. Credit card tables MUST have a recognized student organization as a sponsor. 

B. Credit card vendors MUST give the sponsoring recognized student organization $3 per credit card application and a $100 sponsor fee per set-up on campus (maximum of 3 days for $100). Arrangement for payment needs to be made in advance between the student organization and the agency.  This agreement should be in writing. Payment is usually given by check at the conclusion of the fundraiser.

C. Free gifts from credit card tables are not allowed, unless gifts are given without needing to sign up for a credit card. Verbal soliciting from credit card table vendors is not allowed.

D. Credit card tables and all other vendors are banned from academic buildings.

E. Credit card vendors must give out a pamphlet regarding sound financial management and debt to students who sign up for credit cards. 

5. University Trademark Policy

All logos, seals, names, symbols, and slogans associated with UWL are trademarks and are the exclusive property of UWL.  Reproduction of these marks for resale or other commercial purposes, must receive University authorization through University Centers by the completion and submission of a Trademark and Licensing/Artwork Approval Form.
6. No soliciting is allowed on the campus of the University of Wisconsin-La Crosse. This includes residence hall rooms and academic and administrative offices.

7. Fundraising in residence halls requires approval from individual residence hall councils and residence hall directors.
8. Fundraisers on the university mall which require a vehicle to load or unload items must have permission from the Physical Plant and Campus Police.

10. Raffles
· Student organizations must have been recognized for at least one year and be in good standing.

· Student organizations must have the fundraiser approved through University Centers prior to contacting the Foundation Office.

· A raffle license number must be obtained from the Foundation Office.

· The raffle license number must be printed on all raffle tickets.
Constitutions
What is a constitution?

A constitution is a document that describes the organization and how it operates.

What are bylaws?

Bylaws are the permanent body of legislative rules by which an organization operates.  There is seldom any difference between the constitution and bylaws.  Most organizations combine them. 
Quorum

A quorum is the minimum number of voting members who must be present in order to conduct business legally, and usually consists of the average attendance at meetings. It can also be a specific number, i.e., two-thirds of voting members.  The quorum should be stated in the bylaws.
Membership

UWL student organizations may not discriminate based upon age, race, creed, color, gender, sexual orientation, disabilities, gender identity or expression, national origin, ancestry, marital status, arrest record or conviction record unless it is per an exception recognized by law.  Selective organizations must identify selection procedures in their constitution/bylaws.  See Article II, Section B in the bylaws example for more information.
Officer Duties

Officer duties can be self-explanatory: the president presides; the treasurer keeps the accounts; the secretary takes notes and handles correspondence. Other officers can be appointed to suit the needs of the group.  Vice presidents can handle membership, recruiting, and publicity.  A good constitution provides an outline of what the organizations’ expectations are for their officers. Keep in mind each organization is different, and may choose to set up their leadership as they see fit.
Electing Officers

Interested and capable members running for officer positions are key to the continued success of the organization.  Encouragement from current officers can motivate people to come forward and run for office.  Plan to allow all candidates to address the group before voting.
Officer Transition

Officers elected in the spring for the following fall semester allow time transition with outgoing officers and advisers. Electing officers during spring semester insures group continuity and provides more accurate contact information for the University Centers Office. Regardless of when elections are held, officers must update all changes in leadership by amending/updating the organization’s MyOrgs organization roster to ensure your recognized status and its privileges. All clubs are responsible to keep their membership rosters current at all times.
Removal of Officers

The following scenarios can be difficult: officers regularly skip meetings; officers have misspent the group’s funds; etc.  Organizations need to have a way to remove incompetent officers, and such procedures should be included the constitution.  University Centers can help you create procedures for your organization. 

Adviser

Each student organization at UWL must have a faculty or staff adviser.  It is wise to include this adviser in your plans and events, as well as keeping them updated on the organization in general.

Appendix A:
Bylaws 
This is an example of bylaws developed to assist provisionally recognized student organizations when developing bylaws specific to their organization’s needs. Pay particular attention to the Articles/Sections printed in bold, which identify required language for UWL recognized student organizations.  Please contact The COVE Administration Desk if you have questions regarding preparing your organization bylaws and for the digital copy to edit for your own organization.


BYLAWS


of the


(Name of Organization)


ARTICLE I:  NAME & PURPOSE

Section A:  Name - The name of this organization shall be [name of organization].
Section B:  National Affiliation - If the organization is a member of a national or state organization, add the following statement and attach a copy of the National Constitution as it will become part of this document.  "The rules and regulations of the National Constitution shall be followed when not inconsistent with the rules and regulations of University of Wisconsin-La Crosse."

Section C:  Purpose - The purpose of this organization shall be:

1.  [List in detail the purposes and objectives of the organization.]
2.

3.

4.

ARTICLE II:  MEMBERSHIP & DUES
Section A:  Eligibility - Membership shall be open to [define membership qualification, i.e., majors in a particular academic area, etc.]  upon payment of the dues as outlined in Section C.

Section B:  Restrictions – ¾ of the membership will be UWL students enrolled for a minimum of one semester hour of credit. The extension of membership and all membership privileges, including voting and eligibility to hold office, shall be given to all students without regard to age, ethnicity, gender (except as otherwise permitted by Title IX of the Education Amendments of 1972), disability, color, national origin, religion, sexual orientation or veteran status. 

Section C:  Dues - Dues shall be $ _______ per year.  [List national and state dues separately if applicable.]


ARTICLE III: OFFICERS

Section A:  Officers - The officers shall be a President, Vice-President, Secretary, and Treasurer.  [These are the usual officers, additional ones may be added dependent upon the needs of the organization.]

Section B:  Eligibility - The president/primary representative shall be enrolled at least half-time as a UWL student, meaning enrollment for a minimum of six credits as an undergraduate, and enrollment for a minimum of four credits as a graduate student.  [If membership is open to persons outside the campus community, all officers must be UWL students.]

Section C:  Election  - The officers shall be elected by ballot at the last meeting of the spring semester by a majority of the vote cast for that office.

Section D:  Term  - The officers shall serve for one year and their term of office shall begin at the commencement of the fall semester.

Section E:  Vacancy - If a vacancy occurs in the office of President, the Vice-President shall assume the office for the remainder of the term and vacancies in any other office shall be filled by a special election.
ARTICLE IV:  DUTIES OF OFFICERS

Section A:  President - It shall be the duty of the President to:

1.  Preside at meetings.

2.  Vote only in case of a tie.

3.  Represent the organization.

4.  Appoint committee chairpersons subject to the approval of the Executive Committee.

5.  Serve as an ex-officio member of all committees except the nominating committee.

6.  And perform such other duties as ordinarily pertain to this office.

Section B:  Vice-President - It shall be the duty of the Vice-President to preside in the absence of the President and serve as chairperson of the Program Committee.

Section C:  Secretary - It shall be the duty of the Secretary to:

1.  Record the minutes of all meetings.

2.  Keep a file of the organization's records.

3.  Maintain a current roster of membership.

4.  Issue notices of meetings and conduct the general correspondence of the organization.

Section D:  Treasurer - It shall be the duty of the Treasurer to:

1.  Receive all funds and pay at the same on orders of the Executive Committee and signed by the President.  

2.  Keep an itemized account of all receipts and expenditures and make reports as directed.

3.  Make a yearly audit to the membership at the end of each school year and file a copy of same in the Student Activities Office.

Section E: Removal of an officer or member -

1. Removal of an officer

a. If it is deemed an officer fails to or is unable to adhere to their duties listed above, a notice of concern may be submitted to the organization’s campus adviser. Any member is eligible to submit a notice of concern. At the next organization meeting a vote (⅔ majority of all members) will occur to remove the listed officer. If the officer is removed, a temporary officer will be decided upon by the remaining executive officers with a ⅔ majority vote after the all member vote. The adviser must be notified of the temporary officer within two business days. An election for the open position must be held, either in-person or email ballot, within two weeks of the all member vote. 

i. The officer removed from the position will be allowed to remain a general member of the organization and is able to run for an elected position in the following academic year.

2. Removal of a member: 

a. If it is deemed a member fails to uphold the bylaws of the organization, a notice of concern may be submitted to the adviser. After approval from the adviser, all members must vote and a ⅔ majority will decide the outcome. If the member is voted to be removed, the notice will be given to the Student Organizations Committee. The Student Organizations Committee will review the notice of concern and decide if the member is removed.

ARTICLE V:  MEETINGS

Section A:  Meetings - Regular meetings shall be held monthly during the regular school year.

Section B:  Special Meetings - Special meetings may be called by the President with the approval of the Executive Committee.

Section C:  Quorum - A quorum shall consist of [fifteen (15)] members.  [The number required should be small enough to ensure that a quorum will usually be present but large enough to protect the organization against decisions being made by a small minority.]

Section D:  Parliamentary Authority - Robert's Rules of Orders, shall govern this organization in all cases to which they are applicable and in which they are not inconsistent with these bylaws.

ARTICLE VI:  EXECUTIVE COMMITTEE

Section A:  Responsibility - Management of this organization shall be vested in an Executive Committee responsible to the entire membership to uphold these bylaws.

Section B:  Membership - This committee shall consist of the officers as listed in Article III and the faculty adviser.

Section C:  Meetings - This committee shall meet at least once between regular meetings of the organization to organize and plan future activities.

Section D:  Quorum - A quorum of this committee shall consist of [2/3 is the usual number] members.

ARTICLE VII:  FACULTY ADVISER

Section A:  Selection - There shall be a faculty adviser obtained each year by the membership. The adviser can be anyone employed by the UW institution where the organization is seeking recognition. 

Section B: Duties - The responsibilities of the faculty adviser shall be to:

1.  Maintain an awareness of the activities and programs sponsored by the student organization.

2.  Meet on a regular basis with the leader of the student organization to discuss upcoming meetings, long range plans, goals, and problems of the organization.

3.  Attend regular meetings, executive board meetings as often as schedule allows.

4.  Assist in the orientation of new officers.

5.  Explain and clarify to the student organization campus policy and procedures that apply to the organization.

6.  Maintain contact with the office of Student Activities & Centers.

7.  Provide direction in the area of parliamentary procedure, meeting facilitation, group building, goal setting, and program planning.

8.  Assist the organization treasurer in monitoring expenditures, fundraising activities, and corporate sponsorship to maintain an accurate and up-to-date account ledger.

9.  Inform organization members of those factors which constitute unacceptable behavior on the part of the organization members, and the possible consequence of said behaviors.


ARTICLE VIII:  COMMITTEES

Section A:  Program Committee - A program committee composed of the Vice-President as chairperson and four other members shall be appointed by the President before the end of spring semester, whose duty shall be to plan the overall program of the organization.

Section B:  [Other Committees - List other committees germane to the organization such as finance, publicity, membership, professional relations, social, etc.]
Section C:  Special Committees - The President shall have the authority to appoint any special committees, with the approval of the Executive Committee, from time to time as need demands.

ARTICLE IX:  AMENDMENTS

Section A:  Selection - These bylaws may be amended by a two-thirds (2/3) majority vote of the chapter membership.

Section B:  Notice - All members shall receive advance notice of the proposed amendment at least five days before the meeting.  [The time limit may be extended to the preceding meeting.]
Appendix B: Organization Registration Form 2019-2020
New Student Organizations – University of Wisconsin-La Crosse University Centers
All student organizations that wish to become recognized are required to complete this form and submit with a Letter of Intent and Bylaws, as described in the Recognition Procedures. Please return all materials to the thecove@uwlax.edu, with the subject line: Recognition Packet. If The COVE Administration Desk has not received all completed forms, the recognition materials will not be forwarded to the Student Organizations Committee. When the organization has a change of officers during the year, please update your Roster on the organizations website on MyOrgs:  www.uwlax.edu and click on Campus Life > Getting Involved > Student Organizations-MyOrgs. 

NAME OF ORGANIZATION___________________________________________________________________________

# OF MEMBERS________ (min. of 4)   
CATEGORY OF ORGANIZATION: 

__College of Liberal Studies

__College of Science and Health 

__School of Education

__Service Organization

__Social Activism Organization

__Special Interest Organization

__Spiritual Organization 

__Sports Clubs

__Student Governance 

__Umbrella

__Departmental/Professional Society

__Student Governance 

__School of Arts and Communication 

__Greek Life

__Honor Recognition Society

__None  

__Programming Committee

__Other:_______________

Web Address of National Organization (if applicable) _______________________________________________________

____ OUR PRIMARY CONTACT IS ENROLLED FOR A MINIMUM OF 6 CREDITS AS AN UNDERGRADUATE OR A MINIMUM 

        OF 4 CREDITS AS A GRADUATE STUDENT.

____ ALL OF THE STUDENTS IN OFFICER POSITIONS, AS STATED IN OUR BYLAWS, ARE STUDENTS ATTENDING 

        UW-LA CROSSE

********************************************************************************
ORGANIZATION OFFICER (please print)
________________________________/______________________/___________________________________________
PRIMARY CONTACT 


         POSITION


      LOCAL ADDRESS 

______________________________      _____________________________________________________________
PHONE NUMBER


 EMAIL ADDRESS

FACULTY/STAFF ADVISER (please print)
Dr.  Mr. Ms._____________________________ /____________________/_________________________________ 
(Circle correct title)
 



  DEPARTMENT
             CAMPUS ADDRESS


_________________________________                  ___________________________________________________​​​​​​

ADVISER CAMPUS PHONE NUMBER

       ADVISER EMAIL ADDRESS​​​​​​
As the Primary Contact, I assume responsibility for organization leadership and programs/activities sponsored by the organization. I agree to abide by the policy on the registration, conduct, and discipline of Recognized Student Organizations.
Primary Contact Signature ________________________________________Date ____________
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