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STUDENT ORGANIZATIONS

The following is a list of student organizations within the Eberly College of Business and Information Technology. 
Association for MIS (AMIS)
Finance Association 

Graduate Business Student Association (GBSA)
International Business Association (IBA) 

Management Association/Delta Epsilon Chi
Phi Beta Lambda (PBL)
Phi Gamma Nu (PGN)
Pi Omega Pi (POP)
Society for Human Resource Management (SHRM)
Student Accounting Association (SAA)
Student Internship and Career Association (SICA)
Student Managed Investment Portfolio (SMIP)
Student Marketing Association (SMA)
Student Operations Management Association (SOMA)
Student Technology Association (STA)
The College of Business Student Advisory Council (COBSAC) membership is comprised of the  presidents and vice presidents of student organizations within the Eberly College of Business and Information Technology. All recognized organizations are required to participate in COBSAC.  Organizations may choose to appoint a representative from their organization to attend COBSAC meetings if the president and vice president are unable to attend.

RECOGNITION OF STUDENT ORGANIZATIONS
For a student organization to gain recognition through IUP, the following conditions are required:
1. Individuals seeking recognition for an organization at IUP must develop a constitution and have it approved by the Student Government Association Rules Committee and the Center for Student Life.  
2. A Recognition Packet, available at http://www.iup.edu/studentlifecenter/forms/default.aspx, must be completed and submitted to the Center for Student Life in 303 Pratt Hall.  The documents will then be forwarded to the appropriate persons for approval, beginning with the Student Congress Rules Committee. 
3. The advisor and the president of the prospective organization will receive notification of the committees' actions from the Center for Student Life. 

In order to renew recognition, the organization must annually resubmit the "Organization Recognition Form" to the Center for Student Life. 
Guidelines for Organization Recognition 

* Guidelines provided by the Center for Student Life at http://www.iup.edu/studentlifecenter/ *
To obtain university recognition, an IUP organization's constitution must be approved by the Student Congress Rules Committee (SCRC) and the Center for Student Life.  Please note that the issuance of recognition by IUP to any organization or activity is not to be necessarily taken as approval by the university or agreement with any particular point of view that might be expressed by the organization, nor is it to be taken as approval of any or all activities in which the organization engages.  The university does not, by issuing recognition or approval, assume responsibility for any damages that might arise from expressions or activities of student organizations.  In order to follow consistent and fair standards in recognizing organizations, the SCRC and the Center for Student Life shall use the following guidelines: 

1. Constitution must be typed and submitted to the Center for Student Life, 303 Pratt Hall to initiate the approval process. 

2. No two recognized organizations shall have the same name.  Only social, professional, honorary, service or recognition Greek societies may use exclusively Greek letters in their names. 

3. A recognized organization must select officers who are employees or enrolled students at IUP.  In order for a student to serve as president or in the absence of the president, s/he must have and maintain a minimum of a 2.0 cumulative GPA. 

4. The recognized organization shall have an advisor who is a member of the IUP faculty, staff or administration, as defined by the IUP "Policy Statement on Advisors to Student Organizations." 

5. Membership in a recognized organization shall be open to all members of the IUP community without regard to lifestyle, race, color, religious creed, disability, national origin, affectional or sexual orientation, or gender.  General Greek-letter organizations shall be permitted to discriminate on the basis of sex.  However, organizations may establish membership eligibility requirements not in violation of the anti-discrimination clause which are appropriate to the stated objectives and purposes of the organization (e.g., major, grade point average, etc.).
6. To obtain and maintain university recognition, an organization must have IUP students or employees as members to serve as officers of the organization.  Officers must be selected (elected by membership or appointed by university advisor) no less frequently than once every academic or calendar year.  Additionally, the majority of the organization's membership must be comprised of enrolled students or employees at IUP. 

7. An organization may be denied recognition status if by its mission it directly threatens or violates IUP policy and/or local, state, or federal laws or ordinances, or intends to physically disrupt the educational process of IUP. 

8. The recognized organization may not amend constitutional articles, such as the non-discrimination statement, in a manner so as to significantly change or eliminate items required for continued University recognition.  Amendments must be reported to the Center for Student Life in order for records to be properly maintained. 

9. Upon request of the Center for Student Life, the recognized organization shall submit a copy of its current operating constitution for review by the SCRC and SA&O. 

10. The following must be clearly stated in the organization's constitution: 

a) The organization's full name. 

b) The mission or primary reason for existence of the organization. 

c) The organization's commitment to the non-discrimination policies of IUP and any specifically stated membership eligibility requirements. 

d) The listing of officers, their responsibilities, and procedures for election (including voting margins and eligibility requirements, when appropriate). 

e) The responsibilities and selection procedures of the organization’s advisor. 

f) The frequency of meetings of the organization. 

g) The membership meeting attendance and/or activity requirements (if there are none, this should be stated). 

h) Officer impeachment procedures and, if desired, member expulsion and/or disciplinary procedures, including voting margins (if there are none, this should be stated). 

i) The membership financial obligation or additional obligations (if there are none, this should be stated.) 

j) The procedures and voting margins for amending the constitution. 

k) The date of constitution approval by the membership. 

COBSAC MEMBER RESPONSIBILITIES
· Attend COBSAC meetings
· Meetings are every other Thursday at 5:00 pm, Eberly Boardroom (Rm.  201)
· Organization presidents and vice presidents should be in attendance.  If neither is able to attend, a representative from the organization (ex. secretary) should be sent in their place
· Advisors are encouraged to attend 

· Attend meetings ready to share updates from their organization
· Participate in the planning and execution of a COBSAC service project each semester
· Keep the COBSAC room clean and locked at all times

· Maintain organization bulletin board. Follow guidelines on page 10
· Update Websites

· Websites should be updated frequently
· Email all updates to COBSAC Vice President of Publicity who will then compile the information and forward it to Janet May ( janetmay@iup.edu )under an appropriate subject line. The VP of Publicity will copy Dr. Gracey (dgracey@iup.edu) on all emails to Janet May regarding website updates.
· Keep all organization information in the organization’s binder.  This includes financial information, speaker contact information, and fundraising information. Binders must be given to new presidents before their term begins.
· End of the Semester Report
· Each organization must submit a report at the end of each semester detailing semester activities
· Include officer information (name, position, and email), roster, pictures, fundraising information, event/speaker/trip information, community service, and financial information
ORGANIZATION CONSTITUTIONS
The constitution of an organization contains the fundamental principles which govern its operation.  All groups should have their basic structure and methods of operation in writing (Sample constitution: Appendix A).
The process of writing a constitution will serve to: 

· Clarify the organization’s purpose 

· Define the basic framework of the organization
· Provide the cornerstone for building an effective group 

· Allow members and potential members to have a better understanding of what the organization is all about and how it functions. 

If you keep in mind the value of having a written document that clearly describes the basic framework of your organization, the drafting of the Constitution will be a much easier and a more rewarding experience.
The following is an outline of the standard information to be included in a constitution, as per the Student Congress Rules Committee and The Center for Student Life (CSL):

I. Name of Organization
II. Mission of Organization
III. Membership Qualifications/Non-Discrimination Policy
IV. Officers of the Organization
V. Advisors of the Organization
VI. Meetings
VII. Attendance/Activity Requirements
VIII. Expulsion and Impeachment
IX. Financial Obligations
X. Amendment Procedures
FACULTY ADVISOR RELATIONSHIP
Advisor Contact Information – as of September 2014
Contact information for your advisor should be readily available to all members.  You should have access to your advisor’s email address, and office telephone number; you should also know his or her office hours.  The following is a list of the current advisors by organization.

	Organization
	Advisor
	Email
	Phone #

	AMIS
	Dr. Micki Hyde

Dr. Pankaj
	hydem@iup.edu
Pankaj@iup.edu
	(724) 357-7780

(724) 357-2601

	Student Finance Association
	Dr. Ibrahim Affaneh
Dr. Daniel Lawson
	affaneh@iup.edu
Daniel.Lawson@iup.edu
	(724) 357-4818

	Graduate Business Student Association
	Dr. Krish Krishnan
	Krish.Krishnan@iup.edu
	(724) 357-2522

	IBA
	Dr. Abbas Ali

Dr. H. Al-Shammari
	aaali@iup.edu
hussam@iup.edu
	(724) 357-5928

(724) 357-2535

	Management Association
	Dr. P. Michael Kosicek
	kosicek@iup.edu
	(724) 357-2535

	PBL
	Dr. Joette Wisnieski


	wisnie@iup.edu

	(724) 357-4585

	PGN
	Dr. Ramesh Soni
	rgsoni@iup.edu
	(724) 357-7786

	SHRM
	Dr. John Orife

Dr. Fred Slack
	jorife@iup.edu
fslack@iup.edu
	(724) 357-7563

(724) 357-2535

	SAA
	Dr. Geoffrey Tickell
Dr. Kim Anderson
	geoffrey.tickell@iup.edu
	(724) 357-2753

	SMIP
	Dr. Ibrahim Affaneh
Dr. Daniel Lawson
	affaneh@iup.edu
Daniel.Lawson@iup.edu
	(724) 357-4818

	SMA
	Dr. Bhagat
	bhagat@iup.edu
	

	FEC
	Dr. Lipinski
	John.Lipinski@iup.edu
	(724) 357-5972

	APICS – Operations Management
	Dr. Ramesh Soni
Dr. Richard Sandbothe
	rgsoni@iup.edu
rsandbot@iup.edu
	(724) 357-7786

	COBSAC
	Dr. Dorothy Gracey
	dgracey@iup.edu
	(724) 357-3215


Advisor Responsibilities
Advisors of all recognized Eberly College of Business and Information Technology organizations are expected to make a sincere commitment to provide guidance to students and the organization as a whole.  Advisors are responsible for assuring that their student officers meet the fiscal responsibilities set forth under the Fiscal Responsibility section of this handbook beginning on page 16.  In additions, it is recommended that advisors:
1. Attend at least three organizational meetings each semester.

2. Meet with organizational officers on a regular basis each month or more.

3. Attend one designated COBSAC meeting each semester.  The fall semester meeting will include introductions and planning for the year ahead.  The spring semester meeting will include a review of each organization’s goals and accomplishments for the year.  

4. Provide guidance and updates to new incoming advisors.

Student concerns should first and foremost be addressed between the membership and the advisor.  After all reasonable effort to resolve concerns has been exhausted through meetings/requested meetings between officers/membership and advisors, the COBSAC advisor should be consulted.  If resolution cannot be reached, the COBSAC advisor will consult with the Dean of the College to seek resolution. 

RECOMMENDED OFFICER DUTIES
Duties
Each organization should clarify in the organization’s constitution the duties and responsibilities of its’ elected officers.  These duties may vary from organization to organization; however, at a minimum they should include the following:

President
The president presides at all meetings of the association and executive board.  It is the responsibility of the president to conduct all meetings impartially and to protect each member’s rights.  Other responsibilities should be listed in the constitution.  Examples include:
· Open meetings at the time at which the organization is to meet by calling the meeting to order.

· Announce the business before the members in the order in which it is to be acted upon.

· State and put to vote all questions which are regularly moved or necessarily arise in the course of the proceedings, and announce the result of the vote.

· Be objective on all issues, but may sometimes call the vice president to preside over the meeting in order to take part in an ongoing debate.
· May vote in order to break a tie and shall be able to veto all motions approved by the organization.  However, the organization can override the president’s veto with a majority vote.
· Enforce the observance of the organization’s constitution. 

· Authenticate by his/her signature when necessary all acts, orders and proceedings of the organization.
· Have other responsibilities, powers and duties as may be assigned to their position by the organization’s constitution. 
Vice President
The vice-president shall assume the powers, duties and responsibilities of the president in the absence of the president. Other responsibilities should be listed in the constitution.  Examples include:

· Have the power to appoint all new committee chairpersons and members. 
· In absence of the president, shall preside and perform the president’s duties.
· Assume the responsibilities and powers of the president, should that office become vacant.
· Have full voting power unless presiding as chair.
· Enforce the observance of the organization’s constitution.
· Have other responsibilities, powers and duties as may be assigned to their position by the organization’s constitution.
Secretary
The main duty of the secretary is to keep the records, or “minutes,” of the meetings of the organization. The secretary’s minutes are the official record of the organization and should contain only the actual business transacted (Sample minutes: Appendix B).  In addition, the secretary must issue notices of meetings, have official copies of the by-laws, constitution and official files, and provide the president with a list of postponed motions and unfinished business.  Other responsibilities should be listed in the constitution. Examples include:

· Take accurate minutes (or records) of all organization meetings, general and emergency, and elections, votes, etc. that occur within the organization. 
· Read and distribute copies of the previous meeting’s minutes to all members of the organization.
· Be responsible for taking roll call.  The attendance shall be accurately kept in a record book.
· Record the name of the maker of a motion and the results of a vote.
· Take charge of all documents belonging to the organization.

· Call a meeting to order in the absence of the president and vice president.

· Have a list of all officers and representatives, notifying the members of meetings.
· Conduct all correspondence as directed.
· Read important correspondence at all meetings.
· Keep an accurate account of all correspondences.
· Enforce the observance of the organization’s constitution.
· Have other responsibilities, powers and duties as may be assigned to their position by the organization’s constitution.

Treasurer
The treasurer is the “custodian” of the organization’s funds.  The treasurer should be authorized to pay the bills of the organization and should draft monthly and annual statements.  Other responsibilities should be listed in the constitution. Examples include:
· Be the custodian of the organization’s funds and shall properly handle all organization funds.
· Keep an accurate record of all transactions.

· Advise the organization of its financial position.
· Enforce the observance of the organization’s constitution.
· Have other responsibilities, powers and duties as may be assigned to their position by the organization’s constitution.
SPECIFIC COBSAC OFFICER REQUIREMENTS AND DUTIES
Requirements
· The student must be enrolled in at least six (6) credit hours at IUP

· He/she must maintain a minimum cumulative grade point average of 2.50 on a 4.00 scale

· The student cannot be on disciplinary probation at the University

· Officers must attend the regularly scheduled COBSAC meetings
Duties

President
· Preside over meetings

· Create meeting agendas (Sample agenda: Appendix C)
· Aid in the planning of the annual leadership retreat

Senior Vice President
· Create the resume books for Business Day
· Maintain the COBSAC room supply list and take the suggestions for supplies to the COBSAC advisor
· Receive all COBSAC organization semester reports and combine them to create the COBSAC End of Semester Report

Vice President of Publicity
· Maintain and update the COBSAC event calendar

· Receive all organization updates and post them to the website
Secretary
· Email members reminding them of future meeting dates

· Write meeting minutes

· Email minutes to all COBSAC members and the COBSAC advisor

· File minutes in the COBSAC binder

Treasurer
· Perform bank reconciliations once a month for the COBSAC bank account

· Deposit any checks or cash received into the COBSAC bank account

ELECTION PROCEDURES

Election procedures should be outlined in the organization’s constitution.  However, they should at least cover the following.

· Officers shall be elected annually by the members of the group. 
· After the election, update the bulletin board and website to reflect the officer change.

· Within a week of the election, obtain a recognition form (www.iup.edu/WorkArea/DownloadAsset.aspx?id=83137) from the Center for Student Life, Pratt 303, fill out the form with the new officer contact information, and return it to the Center for Student Life. 
GENERAL PROCEDURES for STUDENT ORGANIZATIONS
Bulletin Boards
Each COBSAC organization is required to complete and continuously maintain their assigned bulletin board in the ECOBIT.  The bulletin boards must be updated with new academic year information by the third week of the semester.  
Bulletin Boards must include the following information:

· Officer/Advisor contact information

· Mission

· How to Join

· Events/Activities

· Meeting dates and locations
Websites
Each COBSAC organization has a website on the IUP’s College of Business website.  The website should be updated continuously.  All updates should be sent to the Vice President of Publicity, who will compile the information and give it to Janet May, MIS Secretary, to be put on the website. 

The websites should include the following information:

· Officer/Advisor contact information

· Mission

· How to Join

· Member Expectations

· Semester Calendar (event/meeting dates and locations)

Keys

Each organization president and vice president will receive a key for the COBSAC room for each semester.  Keys will be collected at the last meeting of each semester and then reissued at the first meeting of the following semester.  Keys are assigned by number and logged by Susan Leonard, Eberly Student Services Administrative Assistant.  A fee will be assessed to all students who do not return their keys before the end of the term.
Supplies

On the supply request sheet posted in the COBSAC room, members can write suggestions of needed supplies.  The senior vice president will take the supply list to the COBSAC advisor to be approved and have the supplies ordered. Students are NOT to be using the printers for their homework. We will only install one toner per semester in the printers in the room.
Reserving Rooms
· Use of University Facilities Information: http://www.iup.edu/page.aspx?id=6157 

· The residence halls have public space available

· Public spaces include study rooms, recreational rooms, multipurpose rooms equipped with projectors and documents cams, kitchens, etc. 

· http://www.iup.edu/page.aspx?id=16575 

· Eberly Boardroom Reservation

· Reservations for the Boardroom are handled by Janet May in 208 Eberly
· When you leave the room, be sure to:
· Clean up

· Turn off all lights

· Turn off projector (projector bulbs cost several hundred dollars)

· Lock the door
Graduation Cords

· Silver cords are available to all members of student organizations for $2.00/cord.
· Maroon cords are given to all graduating student organization Presidents and Vice Presidents

· Cords will be handed out when the student returns their COBSAC key for the end of their senior year. See Dr. Gracey if there is an issue.
Meeting Management

Meetings provide members with an opportunity to discuss the business of the organization.  Everything from event planning, brainstorming and goal setting can take place at a meeting.

When to have a meeting
· As stated in your constitution
· To provide information
· To delegate responsibility
· To problem solve
· When the membership is requesting one

Suggestions on how to run an effective meeting 
· Identify the objectives of the meeting
· Secure a meeting location
· Make ADVANCED notification to all members allowing for members to change schedules
· Develop and review the agenda
· Get to the meeting location early
· Set up the room
· Start the meeting on-time (Structure of meetings: Appendix D)
· Ensure that the appropriate person is taking minutes
· Name of presiding officer or meeting chair
· Start time for the meeting
· Names and emails/phone numbers of members attending

· Exact statement of any decisions (motions) that were passed

· Major oppositions or dialogue for the motion

· Referrals to various committees

· All items discussed

· All decisions reached

· Future meeting dates

· Time of conclusion
· Review ground rules for each meeting, and ask membership for suggestions
· Conduct one piece of business at a time

· Participation is a right and a responsibility

· Initiate ideas

· Support, challenge, counter differences, resolve, constructively lead to creative problem solving

· Give others a chance to talk 
· Communicate authentically

· Conduct group business in front of the group

· Conduct personal business outside of the meeting

· Develop conditions of respect and trust
· Develop alternative approaches to the solution of a problem
· Make decisions
· Assign follow-up actions and responsibilities
· Summarize what has been accomplished 
· Review important decisions that were made

· Restate task assignments and completion dates

· Ideas for agenda for next meeting

· Review time and place for next meeting

· Be sure to thank members for coming
· End on time
Event Planning
The key to hosting a successful event is proper planning.  There are many details that go into planning an event.  By creating a specific list of all the tasks that need to be accomplished, you can stay organized and spend less time worrying about forgotten details.
· Generate an idea.  Have creativity sessions with your committee, friends, etc. Is it feasible?
· Establish the four Ws, who, what, when, and where of the event; Who will be the target audience?  What will the event entail?  When will the event take place?  Where will it take place?
· Do some preliminary planning.  Make a planning sheet, estimate costs, check calendar for possible conflicts
· Submit a budget and schedule of events.  Get approval for the event
· Finalize program schedule, reservations and contracts, delegate responsibilities
· Publicize the program - Getting the word out about your program is critical to its success, and it must be a consideration early in the planning process.
· Develop a publicity and promotions campaign, place ads, print programs
· Inform the COBSAC Vice President for Publicity about the event so that he/she can place the information on the COBSAC event bulletin board located on the first floor of Eberly facing Stephenson Hall

· Make sure that COBSAC is aware of the event

· Email Raj Murthy (rajmurty@iup.edu) with the event information so that he can put it on the electronic board in the atrium

· To email the entire Eberly student body and faculty, email Susan Leonard with the event information two days in advance
· Include the following (where applicable) in the email
· Organization name

· Advisor(s)

· Event

· Date/Time

· Cost/Payable to Whom

· Other details (meeting place/dress, duration, etc.)

· Contact person

· Contact email

· Check your planning sheet one more time
· Don’t assume anything, hold a final meeting and resolve any last minute problems
· Hosting the event - When the day of the event arrives, there are several details that need to be checked before and during the event.  These details include the following: 
· Make arrangements to greet the presenter. 
· If your presenter/speaker is traveling from a long distance, make sure you have agreed on a meeting place and time before the event.  This will help put the speaker at ease and allow you to make arrangements if the speaker is late. 

· Arrive early to the event. 
· By arriving early, you are able to check the room temperature, equipment, seating, etc. 

· Arrange greeters. 
· For any event it is important that your participants feel welcome.  Using greeters is a great way to accomplish this.  Make sure there are enough greeters for the number of people attending the event.  For large events you may need to have greeters as well as ushers.  Also consider parking options for the event.
· Prepare Introductions 
· Make sure you have enough information on the speaker/presenter to conduct a proper introduction. 

· Be an active participant and troubleshoot when needed. 
· When hosting an event, you have two roles.  You need to be an active participant during the presentation and activities.  In addition, you need to be aware of your surroundings and the potential problems that could arise.  For instance, are there enough seats for everyone?  Does everyone look comfortable?  Are people missing handouts?
· Think about giving a thank you gift if it is appropriate. Dr. Gracey or Cyndy Strittmatter may be able to provide some gift items. 
· Clean Up!  Make sure the facility is back in the proper order; take down flyers and other advertisements, etc.

· Evaluate the program
· Fill out forms and file materials, send out “Thank you” notes, do a final income and expense report.
Rules for Poster Advertisements
*The Dean’s office, without notifying the organization, will remove any advertisements that are not posted properly.  

· On Bulletin Boards:  There are public bulletin boards throughout Eberly.  Tacks are placed on the board for your use.  Only tacks are to be used on the bulletin boards.  Other materials pull the paint from the boards.
· Walls:  Because many types of tape will pull paint and varnish from painted surfaces (walls, door jambs, and wooden doors) ONLY USE MASKING TAPE when hanging posters.  Do not hang posters on any glass doors. Posting for glass doors is reserved for campus emergencies only.
Finding Speakers

Finding speakers for events should not be a difficult task.  Being part of a University affords you with a plethora of qualified speakers for nearly any occasion.  Professors, Alumni, Graduate Students, etc., are all excellent sources for finding new speakers.  Networking is very important.  As you find speakers, you should create a spreadsheet, database, address book, some sort of record of contact information so that you can share this information with other organizations and also pass on the information to future organization leaders.  The University also has a series of events entitled the Six O’clock Series.  These events are always excellent and are often business related.  Having your organization attend these events is another way to view presentations and provides another source for speakers.
*The organization must submit a speaker form (Appendix E) to the COBSAC advisor at least 2 weeks before the event.
Post Event Web Updates

Write up a short paragraph after your event and submit it to Dr. Gracey. Include who, what, where, when, and a picture if possible. We will publish an article about the event on the Eberly website (www.iup.edu/business).
FISCAL RESPONSIBILITY
Managing your organization’s finances can be a trying experience, but preparation and organization can put you on the path to success.  Healthy finances will ensure a strong future for your organization by allowing you to recruit members, plan activities, and develop your organization’s vision.  This section will provide some basic tools you can utilize to maintain fiscal responsibility and ensure that your organization remains in good financial standing. 

Regardless of your position within your organization; as a student leader, it is very important to be familiar with the paperwork and procedures involved with maintaining the organization.  If each officer knows about the financial position of the organization, there is a decreased likelihood that mistakes will go unnoticed, and it makes it extremely difficult to mismanage funds.  It provides a built in set of checks and balances.  Every student organization is expected to keep accurate financial records.
Ethical Guidelines

All officers should view their position within the organization as that of a Management Professional; your organization should be viewed as your business.  It is important to operate your organization ethically.  Student organizations can be mismanaged in a variety of ways, the most common range from embezzlement to simple negligence.  These problems can ruin reputations, and in some instances, careers.  You represent the University, as well as the student body as a whole and therefore it is vital that you take your responsibility seriously.  It is possible to reduce or even eliminate ethical issues regarding organization funds and property from occurring by implementing a series of checks and balances that officers and members must adhere to.  Many of these can be built in when you establish and follow proper procedures in all of the organization’s activities.

Budgets

One of the most important aspects of fiscal responsibility for any organization is developing and maintaining a budget.  With a budget in place, you will know what funds you have, what funds you need and have a plan of action in place on how to meet those needs.  As a student leader, it is a necessity that you prepare and maintain a budget for your organization.  Regardless of your position within the organization, it is very important to be familiar with the paperwork and procedures involved with maintaining the organization.  A budget doesn’t have to be overly complex or confusing; however, a well prepared budget keeps you from having to wonder where the money for your next program or event is coming from. 
Prepare the Budget:
· Outline the organization’s planned events for the semester/year.
· Determine and record the current funds. 
· List other sources for additional funds.

· Estimate and record other expected income and when it will be available. (Dues, etc.)
· Define and record needed expenses (publicity, rentals, printing, etc.).
· Review, revise and then assemble into a final budget.
· Members should read and approve the budget.
Manage the Budget:
· Set and maintain a minimum balance.
· Develop general procedures for requesting checks and requesting funds. 
· Document Everything! Keep your own record of financial transitions. 

Things to keep in mind:
· What is the time period you need to plan for? A semester, a year?
· What does your group want to accomplish the most? Prioritize.

· How much will accomplishing these important things cost?
· Where will the money come from? Should you fund raise?
A well planned budget can:

· Refine goals. Budget early, plan early.
· Persuade members to use funds efficiently.  Without a budget, it is easy to go overboard and spend beyond your means.  The last thing you want to do is run out of money before the end of the term.

· Provide accurate information so you can adjust and evaluate programs.
· Aid in decision making and prioritizing.
· Provide a reference for future budget planning.
Cash Handling Procedures

· Organizations need to establish and maintain appropriate cash handling procedures.
· Cash received from dues, fundraising, ticket/merchandise sales, etc., should be kept in the organization’s cash box during the sale and then transferred to the safe at the end of the day.  
· No member should ever remain in possession of organization funds overnight.
· Proceeds should then be deposited to the Organization’s Bank Account. 
Bank Accounts

· Every organization needs a bank account in order to operate.
· There should never be less than two signors on the account. 
· The address listed on the account should be a campus address, not a personal address.  All statements should come to your campus office.
· Bank Statements should be reviewed by all officers.
· It is important to have checks and balances in place.
· All checks should require the signature of two authorized signors.
· Major expenditures should be put to a vote.
· All expenditures should be approved by the President and Treasurer.

Tax Returns

Each organization is expected to keep copies of ALL tax returns on file.  Each and every organization should know their EIN (Employer Identification Number) and should keep it on file within their organization handbook.  All organizations should be classified as Non-Profit Organizations.
Tax Exempt Status

Any organization wishing to establish tax exempt status can do so by calling the Tax Exemption Department of the I.R.S. at 1-877-829-5500.  When calling to establish your tax exempt status DO NOT use the name of the University, use the exact name of the student organization.  When calling to establish tax exempt status, the IRS representative will also provide you with the needed information for applying for an Employer Identification Number for your student organization.  This number can then be used to facilitate opening an external banking/checking account for the organization.
Travel
Travel Reimbursement
· Student organizations must complete the travel expense reimbursement forms (Appendix F).  Forms must be submitted to the COBSAC advisor, who will forward all requests to the Assistant Dean for Administration.
· Funding available, funding raised, and total cost of the trip will be reviewed by the Assistant Dean for Administration to determine the allocation per student to be awarded by the Dean’s office.

Fundraising

Fundraising is an excellent way to raise money for your organization.  However; in order to be successful you need to have a clear understanding of your organization’s mission and goals.  You should be able to envision how the resources gained by fundraising will help you achieve them.  Furthermore, while the resources to be gained certainly include money and goods, it is equally important to think about the increased visibility of and knowledge about your organization that can follow an active fundraising effort. 
Options for raising funds:
1. Raising money on campus through sales 
· Selling merchandise (flowers, doughnuts, candy, coupons, etc.)*
· Rummage sales 
· Charging admission to events
2. Raising money off campus by: 
· Asking businesses to donate monies or for goods to use as prizes – be professional and make sure your advisor approves all efforts before you do this
· Selling goods or services (housekeeping, yard work, car washes) 
· Selling T-shirts (when designing, follow guidelines set at http://www.iup.edu/graphicstandards, pay specific attention to elements of the identity, applications of the identity and circular merchandising mark)
· Seeking donations of goods or services to directly support your organization’s programs (such as donated pizza for an activity)
4. Co-sponsoring programs with other organizations
*Food fundraisers must be approved by the COBSAC advisor.  Organizations are not allowed to compete with Aramark sales.  Hot foods cannot be sold during Eberly Café operating hours. 

SPECIAL EVENTS

Leadership Retreat
COBSAC members are required to attend the Leadership Retreat, which is held once a year.
Organization Fair
An organization fair is held in the Eberly atrium within the first month of each semester.  

The primary function is to recruit new members.  Each organization has a poster board to display their organization’s information.  Tables are set up in the atrium and two organizations are assigned to each table.  COBSAC also supplies candy for each table.

At least one member from each organization must be present during the fair to represent their organization.  Organizations create their own signup sheet and provide their own recruitment materials. 
Business Day

BAC liaisons

COBSAC members, business honors students, and seniors can apply to be paired with a Business Advisory Council (BAC) member for the day.

Duties

· COBSAC organizations help with Business Day activities.  Duties include student registration, BAC registration, distinguished guest registration, and clean up.
· Organizations will be given their duty assignment at a COBSAC meeting.  The organization will also be told how many members they will need to get to help with that duty.
Resume book

· Each year COBSAC resumes are bound into a resume book that is given to the BAC members at Business Day. 

· Formatting

· Individual resumes

· 1 inch margins

· No headers or footers

· 1-2 pages in length (preferably one page)

· Resume book

· Cover page, table of contents, welcome statement

· Two sided

· Page numbers

· Bound with spiral binding

· The members email the resume to the COBSAC Vice President

· Save the document as “last_name resume”

· In the email, indicate your major
APPENDIX A

Sample Constitution

This sample constitution comes from the New Student Organization Recognition Packet provided by The Center for Student Life.
NEW BUSINESS ORGANIZATION NAME
I. NAME
This organization is and shall be called "The XXXX Club," hereafter referred to as the "ABCD." 

II. MISSION
The mission of this organization is to promote the memory and movies of the Marx Brothers, and to generate the spirit of creative comedy exhibited in their acting style. 

III. MEMBERSHIP
Membership in this organization is open to all members of the IUP community without regard to race, lifestyle, color, religious creed, disability, national origin, affectional or sexual orientation, 
or gender. 

IV. OFFICERS
The officers of this organization shall include the president, vice president, secretary and treasurer. 

A. Election of Officers 

The officers shall be elected by a majority vote at the last meeting of each calendar year, and they shall serve for one full year.  All officers of the organization shall be employees or enrolled IUP students, with good academic standing as defined by the university. 

B. Duties and Powers of Officers 

· The president shall be an enrolled student at IUP.  The president shall preside over meetings, initiate committees, and appoint committee chairpersons.  The president shall have the power to fill any vacancies that may occur. 

· The vice president shall assume the duties of the president in his/her absence or if s/he is incapable of performing said duties. 

· The secretary shall record the minutes of all meetings of the organization and handle the distribution of same when appropriate. 

· The treasurer shall collect and be responsible for all dues and donations.  The treasurer shall maintain a budget for the organization and present an itemized account of the condition of the budget at all regularly scheduled meetings. 

V. ADVISOR(S)
The membership of the organization shall select an advisor(s) from the faculty, staff, or administration of IUP.  The advisor shall serve the best interests of the organization and its members, and reasonably attempt to ensure that all business conducted by the organization complies with university policies. 

VI. MEETINGS
The organization shall have a minimum of (number) business meeting(s) per (time period). 

VII. ATTENDANCE/ACTIVITY REQUIREMENTS*
Members may not be absent from meetings except in cases of emergency or with prior excuse from the president.  Illness, accidents, or family deaths constitute emergencies.  Members missing (number) consecutive meetings without excuse will be placed on probation.  The probationary period will be for (length of time). 

VIII. EXPULSION AND IMPEACHMENT*
Violations of probation may result in expulsion from the organization, subject to a two-thirds (2/3) vote of the membership.  An officer's failure to perform his/her responsibilities may be impeached, subject to a two-thirds (2/3) vote of the membership. 

IX. FINANCIAL OBLIGATION*
Dues will be (dollar amount) per semester. 

X. AMENDMENTS
Amendments to this constitution may be proposed by the members and approved by a two-thirds (2/3) vote of the members of the organization present at the designated meeting.  Members should be notified one meeting in advance that an amendment is in question.  Amendments cannot significantly change or eliminate items required for continued university recognition. 

*One of the possible options for Articles VII, VIII and IX is that, "There are no requirements." If such is the case, this should be specifically stated.* 
Date of membership approval: month/day/year

APPENDIX B
Sample Minutes

Minutes contain all business of the organization and serve as recorded history.  It is therefore important that they be taken carefully throughout the meeting, read at the next meeting, and corrected as needed.  After any corrections are made, the President and Secretary of the organization should sign off on them.

An example of the minutes to a meeting follows:

1. Meeting was called to order by
2. Location of meeting
3. Date and time of meeting
4. The minutes of the previous meeting were: 
____Read and Approved



____Corrected and Approved as Corrected
5. The following purchase orders were approved:

VENDOR 



AMOUNT 



PURPOSE

Motion:

Moved By: 




Seconded By:
6. Communications and Reports
7. Old Business
8. New Business
9. Those in attendance:

Respectfully Submitted: __________________________________; Secretary 

Appendix C

Sample Agenda
An agenda is necessary in implementing an organized sequence within a meeting.  It is also instrumental in achieving maximum productivity.

Agenda items should include the following:

I. OPENING

· Meeting called to order

· Roll call

· Secretary reads minutes of last meeting (It is a good idea to distribute copies to all members)
II. REPORTS

· Officers’ Reports

· Treasurer’s Report

· Correspondence

· Standing Committee Reports

· Special Committee Reports
III. BUSINESS

· Old Business

· New Business

· Announcements
IV. PROGRAM

· Speakers

· Films and Activities
V. ADJOURNMENT
Note:  Attach agendas to your year-end report submitted to COBSAC
APPENDIX D
Structure of Meetings
Listed below is an example of how a typical meeting should be structured.
I. Call to Order

Ascertainment of a quorum

II. Secretary’s Report

Distribution of the Minutes, Attendance and Approval of Communications

III. Approval of the Agenda

IV. President’s Report

V. Vice-President’s Report

VI. Treasurer’s Report

VII. Old Business

VIII. New Business

IX. Adjournment (subject to a motion)
Appendix E

Speaker Form
	Organization Name:

	Speaker’s Name and Title:



	Topic:



	Date & Time:

	Location:


*This form will be used to generate the COBSAC calendar and notify the Dean of upcoming speakers.

Appendix F
	Eberly College of Business and Information Technology



	Student Request for Funding Support 

	Date of Request
	

	Name of Students or Student Organization 
	

	Person Requesting Support for Organization


	

	Contact Information for Above Named Individual

Address

Home Phone and Cell Phone


	

	Event Name (Attach Program Materials)


	

	Purpose of Attendance


	

	Location of Event


	

	Dates of Event
	

	Date of Departure from IUP Campus
	

	Date of Return to IUP Campus


	

	List of Participants: Name, Email, phone #
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Name of Faculty or Administrative Advisor


	

	Contact Information for Advisor

Address

Phone Number

Emergency Phone Number


	

	Signature of Sponsor


	

	Appendix F
Eberly College of Business and Information Technology

	Student Funding Request Form B 

	
	
	
	

	Description
	# of Participants
	Cost/Person
	Total Cost

	Registration Cost
	 
	 
	 

	Hotel Cost (Attach contact info)
	 
	 
	 

	Food Estimate
	 
	 
	 

	Travel Costs:
	 
	 
	 

	      Airfare
	 
	 
	 

	      Rental
	 
	 
	 

	Car Mileage Estimate
	 
	 
	 

	Other:
	 
	 
	 

	Other:
	 
	 
	 

	Other:
	 
	 
	 

	Total Estimated Cost
	 
	 
	 

	Cost Covered by Organization
	 
	 
	 

	Cost Covered by Individual
	 
	 
	 

	Balance Request to Dean
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