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Bentley University
2009-10
Thank you for your interest in forming a new student organization here at Bentley University!  One of the roles of the Association of Bentley Activities (ABA) is to grant University recognition to student organizations at Bentley.  The process of forming an organization can take time, but ABA is here to help you though the process.  

When you contact ABA, they will assign each starting organization a cluster representative. It is the role of this cluster representative to assist students with the formation of a new organization, and the documentation in this packet is the first step in this process.  We welcome any questions you might have during this process by email or visiting our office in the Bentley Bubble (3rd Floor Student Center) during scheduled office hours.  

Please read carefully and fill out this packet in its entirety.  Failure to do so will cause a delay in your presentation date.

Association of Bentley Activities
Tyler Williams, Vice President of Organization Recognition ’09-‘10
Please Note: At this time, we are not entertaining any new club sports petitions. If your proposed organization is a varsity sport or potential varsity sport, if you need a coach or are expecting Dana Center storage or space to train and practice- we cannot accept your application at this time. The next consideration for any club sports will be January 2010.
	


Step 1: Mandatory 1st Meeting

Before starting the process of creating an organization you must meet with the ABA advisor or the VP of Organization Recognition to discuss your organization ideas.  The purpose of this is to discuss whether or not there is a possibility of Bentley being able to potentially support the organization.

(For example: if the organization is too dangerous or risky for Bentley to support, we would want to let you know ahead of time so that you don’t put in a lot of work and effort into a club that could not be recognized.  This also holds true for any moratoriums in place on recognizing certain classifications of organizations. If this happens, you are still welcome to complete and submit the paperwork; however, you still may not become recognized.)
Step 2: Informational Meeting

The next step is to plan an “informational meeting.”  This is an open meeting where you can try to recruit others to help you create your organization and become members if you were to become recognized.  This will allow you to determine how many of your fellow classmates are interested in forming the organization.  To schedule this meeting, you would need to contact Maria DiLorenzo in the Office of Student Activities – 330 Student Center (mdilorenzo@bentley.edu) 

Keep in mind that you should allow two weeks time for you to advertise and promote the meeting. Please note: any advertisements must explicitly state that your organization is “pending recognition.”

At this meeting you should talk about the purpose of your organization, and brainstorm with others for new ideas, possible future events, etc. This is a good time to recruit people to fill in the Executive Board.  It is required that you take attendance of all the students that came to participate in the meeting and are interested in being active members of your organization.  An attendance sheet is included at the end of this packet.
Step 3: Promotions and Publicity

In order to determine how many students are interested in your organization, you need them to show up at your informational meeting.  To do this, it is important to advertise.  The following are some suggestions:

· Place a news brief article in The Vanguard.  Stop by their office in the Bentley bubble or email ga_vanguard@bentley.edu

· Place a public service announcement on WBTY, Bentley University Radio.  Stop by the office for more information.

Make posters or flyers in the Bentley Bubble (3rd Floor Student Center). Remember to bring your advertisements to Student Life Office to have them approved and stamped before you post them.  Remember you must state on the posters that your organization has not yet been recognized. It is your responsibility to take all posters down after your meeting. Be careful to adhere to the Bentley University Poster Policy.  http://www.bentley.edu/student-activities/documents/Campus_Posting_Policy.pdf
Step 4: Complete Application Petition and Draft Constitution

At this point, you are ready to complete the packet. Answer the questions completely, attach all the required forms and return the packet with all required attachments to the ABA mailbox located in the Bentley Bubble as well as emailing it to the VP of Organization Recognition so it can be distributed to the ABA board for review. 
Step 5: Mandatory 2nd Meeting

Before setting a presentation date you are required to meet with your prospective cluster representative and the Vice President of Organization Recognition.  They will go over your application and help to suggest any changes or recommendations. 

After the mandatory meeting you will be assigned a time to present to ABA. Plan on at least a two-week turnaround time (if not longer) from when you submit your petition, to when you present to ABA.   Groups are seen once a month on the last Wednesday. 
Step 6: Presentation

Organization recognition is granted by a majority vote of the Association of Bentley Activities. During the presentation, at least two of your E-board members, if not more, should be prepared to be present and answer questions on all aspects of your petition. The Vice President of Organization Recognition will contact you within 24 hours after the meeting to let you know the board’s decision.

Any appeal by organizations not granted organizational status must go through ABA.  You must wait at least 1 month to present an appeal and you may only appeal once an academic year. 

If you are granted organizational status, you will be on probationary status for one year. During this time you will be allowed limited access to funding, but will be allowed to have all the other privileges given to existing orgs (the ability to book meeting and program space, email account, website space, a mailbox in the Bubble, etc.). 

In addition to your ABA cluster representative, if you are recognized you will be assigned a liaison for the Allocations and Internal Audit Board (AIA) to help you grow as an organization and answer any financial questions you may have.  There should be a mutual effort from all parties (organization, cluster rep, and AIA rep) to reach out to each other.  It is important for organizations to keep their cluster reps continually updated on their e-board, events, etc.  Failure to respond to cluster rep emails could indicate to ABA that you are inactive and result in de-recognition.

You also must comply with our post-recognition process.  Not complying with the post-recognition process (given upon recognition) can result in de-recognition of your organization. 
Organization Petition for Recognition
Name of Organization: ______________________________________________
Executive Board List
List up to 10 undergraduate students who are interested in holding an e-board position:

	Name:
	E-Mail Address
	Year
	E-Board Position
	Phone Number:

	
	
	
	President
	

	
	
	
	Vice President
	

	
	
	
	Treasurer
	

	
	
	
	Secretary
	

	
	
	
	Public Relations/

Webmaster
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


**Required positions are listed; the spaces left are for additional e-board positions you feel are necessary. Examples: Freshman Liaison, Event Coordinator, Equipment Manager, etc.  Some positions may be combined.
List the Bentley University faculty or staff member willing to advise your group:

	Name:             
	Title
	Office/Department
	Campus Address
	Phone Number:

	
	
	
	
	


**Please attach a letter from your prospective advisor indicating their willingness to accept this position and their estimated degree of participation as your advisor. 
Organization Petition for Recognition

Name of Organization: _____________________________________________
Member List

List at least 10 undergraduate students who are interested in being active members:
(this list may NOT include E-board members)
	
	Name:
	E-Mail Address:
	Year:
	Phone Number:

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	


*E-board members may NOT be included*
Please answer the following questions (on a separate page) with as much detail as possible:

1.
What is the purpose or function of your organization?

2.
What will your club offer the Bentley community that is different?
3.
What established groups on campus do you share similarities and interests?  

4.
Do you see any possibilities of event collaborations and co-sponsorships with other established groups? Please include written documentation (can be in e-mail form) from any groups who have already agreed to co-sponsor with you if you become recognized.
5.
How often does your E-board plan to meet?

6.
How often do you plan on holding general meetings/practices?

7.
Where do you plan on holding meetings?

8.
What resources will you need to carry out your mission? (Rehearsal space?  A Director or Coach?  Storage Space?  Trainers?  Referees?  Locker Rooms? Mats?  Specialized Equipment or Technology, etc.)

9.
How will your organization benefit the Bentley community as a whole?
10.
List other activities your group will participate in on campus.
Support from other Bentley Organization Presidents

To promote collaboration and co-sponsorships between organizations, we highly recommend that you go out and find three current presidents of Bentley student organizations and have them sign below that they are in support of your organization being recognized and would be willing to co-sponsor and/or collaborate on an event in the future, if you become recognized. You may also include some notes, if any, of ideas you discussed if you went into details of possible collaborations for the future. 
Up-to-date lists of current presidents can be obtained from your ABA cluster representative, the ABA advisor or the VP of Organization Recognition.

Name:
Organization:

E-mail address:

Signature:

Notes:

_________________________________________________________________
Name: 

Organization:

E-mail address:

Signature:

Notes:

_________________________________________________________________

Name:

Organization:

E-mail address:

Signature:

Notes:

Timeline
(This is required)

Please create a feasible timeline (on a separate page) for your first few semesters as an organization.  Include any possible events, general meetings, activities, etc. that your organization currently plans on participating in.  
Each event included in the timeline should be included in the budget (if it incurs any costs) and it must have a footnote with a short description attached outlining the event as well as the breakdown of its costs.
Example:  ABA’s Timeline

Projected Budget

1. Create and attach a budget for your first year (two semesters) as an organization

· The maximum possible allocation for your first year is $1500.00 ($500 your first 6 months and $1000 for your second 6 months). 
· This will help your group focus on creating a solid infrastructure, holding smaller events while still in your forming stage. 
· Please visit the Allocations and Internal Audits website for additional restrictions. www.aiabentley.com 
· Try and accurately portray what your first year will encompass.

2. Create and attach an anticipated second year (two semesters) budget. 
· Your only restrictions will be the AIA guidelines. 
· This budget will indicate where you see your club growing in the future and what types of things you would like to do if given the funding. 
· Please be as thorough as possible and include as many details and breakdowns of costs as possible.  This is required.

*On the next page is an example of a semester budget template.  Templates in an Excel spreadsheet format can be found online at www.aiabentley.com. Please reach out to your cluster rep if you do not understand how use the template.  You MUST submit your budget using the AIA template.
**Please note: This projected budget is used as a tool by ABA to determine sustainability and how your organization can use its potential allocated funds to benefit the Bentley community.  Organization recognition does not recognize this projected budget.  If you are granted recognition, your budget must go to AIA for official approval.

Semester Budget Example
	< Organization Name >
	
	
	
	
	
	
	
	
	
	

	Fall/Spring  20XX Budget Request
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	For AIA Use only:

	
	
	
	 Unit Cost 
	
	Quantity 
	
	 Requested 
	
	 Allocated 
	
	Used (ETF)
	
	Available 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Event/Category Template 1(use for all events w/o revenues)
	
	
	
	
	
	

	Date & Time:
	
	
	
	
	
	
	
	
	
	
	
	

	Location:
	
	
	
	
	
	
	
	
	
	
	
	

	Expected Turnout:
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Costs
	 
	 
	 
	 
	 
	 $           -   
	 
	 
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Event/Category Template 2 (use for all events that generate revenues)
	
	
	
	

	Date & Time:
	
	
	
	
	
	
	
	
	
	
	
	

	Location:
	
	
	
	
	
	
	
	
	
	
	
	

	Expected Turnout:
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Costs:
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Costs
	 
	 
	 
	 
	 
	 $           -   
	 
	 $           -   
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Revenues:
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Line Item
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Revenues
	 
	 
	 
	 
	 
	 $           -   
	 
	 $           -   
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Cost to AIA
	 
	 
	 
	 
	 
	 $           -   
	 
	 $           -   
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Grand Total
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	


Attach a copy of your completed constitution.  Follow this sample as a guideline.
SAMPLE

[Name of Organization] Constitution

Establish [year] Amended [delete if not being amended]

ARTICLE I:

NAME

The name of this organization shall be the [Name of Organization], hereinafter referred to as "[acronym if applicable]" 

ARTICLE II:

PURPOSE

The purpose of The [ACRONYM] is to … It is also gives club members an opportunity to…(This is just a guide on how to state the orgs purpose.  Anything you feel is relevant should be placed here)  

.

ARTICLE III: 
MEMBERSHIP

Section A:
Eligibility

Membership in the [ACRONYM] will be available to all students, faculty, and staff at Bentley University.  (Also any other requirements you org may face)
Section B:
Restrictions
No individual shall be denied membership to the [ACRONYM] on the basis of race, gender, sexual orientation, age, religion, national or ethnic origin, handicap, or disability. (This Clause is mandatory in some form in section B)

Section C:
Permission to Vote
Only members who have no more than two unexcused absences shall be permitted to vote.  (This is just a template it is completely up to the org who is able to vote.)

ARTICLE IV:

EXECUTIVE BOARD

Section A:
Purpose and Authority
The Executive Board shall be the governing body of the [ACRONYM]. The Executive Board shall be responsible for establishing and carrying out the policies and activities of the [ACRONYM], and for the allocation of all [ACRONYM] funds. The Executive Board shall also be responsible for selecting an advisor to the [ACRONYM] in the event of a vacancy in that office.  
Section B:
Composition
There shall be five (#) Executive Board positions: President, Vice President, Secretary, Treasurer, and Public Relations Officer…. The advisor shall serve as an ex‑officio (non‑voting) member of the Executive Board.

Section C:
Qualifications
Executive Board members must have the interest of the [ACRONYM] in mind. Officers must meet all qualifications set forth by Bentley University for status as a student organization officer.  All Executive Board members must maintain a GPA of 2.0 or higher (The GPA clause is a must).

Section D: 
Meetings of the Executive Board
The quorum for meetings of the Executive Board shall be no less than two‑thirds (2/3) of the Executive Board, exclusive of the advisor. Meetings of the Executive Board shall ordinarily be open to observation by all members and friends of the [ACRONYM]. When discussing confidential matters, the Executive Board may call executive meetings and limit attendance to itself and individuals, which it chooses to invite, provided that forty‑eight (48) hours notice is given.  (You may set your own quorum and own confidentiality rules.)

Section E: 
Duties
1. 
The President shall:

a. Preside over all meetings

b. Act on behalf of the [ACRONYM] when matters require immediate attention

c. Have the power to interpret and carry out provisions of the Constitution

d. (You may take away or add anything in this section)
2.
The Vice President shall:

a. Preside over meetings in the absence of the President

b. Assist the President with his/her responsibilities

c. Act on behalf of the [ACRONYM] when matters require immediate attention and the President is absent.

d. (You may take away or add anything in this section)
3.
The Secretary shall:

a. Organize a phone/e-mail list of all members

b. Contact members prior to the meetings

c. Take attendance at all meetings

d. Record and disperse the minutes of all meetings

e. Keep a record of events

f. (You may take away or add anything in this section)
4.
The Treasurer shall:

a. Have authority to conduct and execute financial matters with the approval of the Executive Board.

b. Perform and record all transactions.

c. Abide by all regulations set forth by AIA

d. (You may take away or add anything in this section)
5.
The Public Relations Officer/Webmaster shall:

a. Maintain the [ACRONYM] web page
b. Maintain the [ACRONYM] scrapbook
c. Coordinate club promotional activities

d. (You may take away or add anything in this section)
6.
The Executive Board may delegate authority, upon consensus, to voting members.

ARTICLE V:

ELECTION OF EXECUTIVE BOARD MEMBERS

Section A:
Time of Election (you may change or add to this section)

Elections shall take place… (ABA recommends that orgs have elections so that there is enough time to train new executive members before the end of the year.  For example elections in May are not recommended because the incoming board will most likely not have adequate time to learn their responsibilities).

Section B:
Advertisement of Elections (you may change or add to this section)
Elections shall be announced and advertised to all members of the [ACRONYM], no less than [#] days prior to the time of election.

Section C:
Proxy votes (you may change or add to this section)
Signed, sealed votes or nominations by proxy are permitted.

Section D:
Voting Body (you may change or add to this section)
The voting body shall consist of members of the [ACRONYM], present in person or by proxy at the time of election.

Section E:
Voting Procedures  (you may change or add to this section)

1.
Nominations:  Nominations may be made by those qualified to vote under Article II.  Nominations to each office shall be taken one meeting prior to election of the respective office.

2.
Voting:  Voting shall be by secret ballot.  The advisor and a non-running member at large will count the votes.

Section F: 
Vacancy of Office (you may change or add to this section)
The Executive Board may authorize special elections to fill vacancies of the Executive Board.  At this time, special election rules shall be enforced.

Section G: 
Duration of Term (you may change or add to this section)

The duration of office shall extend to the next regular election, resignation, or removal from office.

ARTICLE VI:

[ACRONYM]  FINANCES

Section A:
Financial Records (you may change or add to this section)

The financial records of the [ACRONYM] shall be available to any individual or organization upon request.

Section B:
Allocations and Internal Audit (AIA) (must have)
All expenditures shall be in accordance with the policies set forth by the Allocations and Internal Audit board.

ARTICLE VII:
MEETINGS

Section A:
Frequency
Meetings shall be held monthly.

Section B:
Announcement

Meeting times, dates, and locations shall be made available upon request.

Section C:
Voting
All decisions shall be made by a majority vote.  Votes are restricted to members either present at the time of the vote or by proxy.

ARTICLE VIII:

ADHERENCE TO REGULATIONS

The [ACRONYM] shall adhere to all policies of Bentley University, The Bentley University Association of Bentley Activities, and to all applicable federal, state, and local laws.  This constitution, amendments to it, and the by-laws of this organization shall be subject to review by ABA to insure that they are in accordance with the aforementioned rules and regulations.  
ARTICLE IX:

CONSTITUTION AMENDMENT PROCEDURE (you may change or add to this section)
The Constitution of the [ACRONYM] may be amended, repealed, or replaced in part or in whole by a two-thirds (2/3) vote at a [ACRONYM] meeting with ordinary restrictions on voting privileges prevailing.

Section A:
Provisions
Amendments must be presented not less than seven days prior to the vote.

Section B:
Enactment of Changes
Changes to this constitution shall come into effect upon approval of the amended constitution by the Bentley University Association of Bentley Activities.

Section C:
Documentation of Changes

The President of [ACRONYM] shall attach to this constitution a statement that reads, “I, President of the [ACRONYM], certify that the attached constitution is a valid and correct copy of the constitution approved by both the membership of this body and the Association of Bentley Activities.”  The President will affix his/her signature and date to this statement, and will provide a copy of the constitution and statement to the Association of Bentley Activities.

Article X:

AGENCY CLAUSE

The [ACRONYM] is not an agent of the Bentley University Association of Bentley Activities and its views and actions do not necessarily represent those of the Bentley University or the Association of Bentley Activities. 

ATTENDANCE SHEET FOR INFORMATIONAL MEETING
Name of Organization: _____________________________________ Date: ____________
I feel this organization will contribute to the Bentley Community and realize (that if recognized) the organization is eligible to receive funding from the student activity fee.  I am also looking to potentially become a member of this organization, if they are recognized.
	Signature
	Print Name                          ID number

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	9. 
	

	10. 
	

	11. 
	

	12. 
	

	13. 
	

	14. 
	

	15. 
	

	16. 
	

	17. 
	

	18. 
	

	19. 
	

	20. 
	

	21. 
	

	22. 
	

	Signature
	Print Name                             ID Number

	23. 
	

	24. 
	

	25. 
	

	26. 
	

	27. 
	

	28. 
	

	29. 
	

	30. 
	

	31. 
	

	32. 
	

	33. 
	

	34. 
	

	35. 
	

	36. 
	

	37. 
	

	38. 
	

	39. 
	

	40. 
	

	41. 
	

	42. 
	

	43. 
	

	44. 
	

	45. 
	

	46. 
	

	47. 
	

	48. 
	

	49. 
	

	Signature
	Print Name                          ID Number

	50. 
	

	51. 
	

	52. 
	

	53. 
	

	54. 
	

	55. 
	

	56. 
	

	57. 
	

	58. 
	

	59. 
	

	60. 
	

	61. 
	

	62. 
	

	63. 
	

	64. 
	

	65. 
	

	66. 
	

	67. 
	

	68. 
	

	69. 
	

	70. 
	

	71. 
	

	72. 
	

	73. 
	

	74. 
	

	75. 
	

	76. 
	

	Signature
	Print Name                           ID Number

	77. 
	

	78. 
	

	79. 
	

	80. 
	

	81. 
	

	82. 
	

	83. 
	

	84. 
	

	85. 
	

	86. 
	

	87. 
	

	88. 
	

	89. 
	

	90. 
	

	91. 
	

	92. 
	

	93. 
	

	94. 
	

	95. 
	

	96. 
	

	97. 
	

	98. 
	

	99. 
	

	100. 
	


Submit to the ABA Mailbox in the Bubble – 3rd Floor, Student Center

Submitted By:

________________________________ Date __________ Phone Number _________________

- - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - -- - - - - - - - - - --  - -- - - - - - -- - -- - - - -- - - -- - - -- 

ABA Use Only:

Received by: __________________________ Date: ______________

Cluster Rep: _________________________________________________

Approved?                              Declined?              Date: ______________
Is this an Appeal?       YES       NO

September 2009


All-Star Conference


4 Weekly Meetings


Hold Activities Fair





October 2009


4 Weekly Meetings





November 2009


4 Weekly Meetings





December 2009


2 Weekly Meetings





January 2010


2-Day Leadership Retreat


1 Meeting


Hold Activities Fair





February 2010


4 Weekly Meetings





March 2010


3 Weekly Meetings





April 2010


Sub-committee review of election packets


4 Weekly E-board Meetings





September 2010


All-Star Conference


4 Weekly Meetings


Hold Activities Fair











