
 College of Charleston 
The Compass 

A Guide for Student Organizations 
2006-2007 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Published by: 
Office of Student Life 

A Member of the Division of Student Affairs 
66 George Street 

Charleston, SC 29424 
(843) 953-5726 phone 

(843)953-1423 fax 
 

Website: http://studentlife.cofc.edu/

http://student/


THE COMPASS 
Table of Contents 

 
INTRODUCTION             Page 3 
 

 Introduction 
 Student Government Association 
 Division of Student Affairs and the Office of Student Life 

 
REGISTERED & SANCTIONED STUDENT ORGANIZATIONS        Page 8 
  

 SGA Student Organization Review Committee 
 Registered Student Organization Review 
 Sanctioned Organization 
 Petition to Organize 
 Organization Rights, Privileges, and Responsibilities 
 Leadership Eligibility and Responsibility 
 Funding 
 Expenditures and Reimbursements 

 
EVENTS & PARTIES          Page 27 
  

 Amplified Sound Policy 
 Off-Campus Student Organization Sponsored Events with Alcohol 
 On-Campus Student Organization Sponsored Events with Alcohol 
 Violation Responses for Student Organization Sponsored Events with Alcohol 

 
STUDENT ORGANIZATION BENEFITS & RESOURSES       Page 33 
 

 Student Government Association  
 Student Life 
 Advertising Resources on Campus 
 Posting Policy 
 Printing 

 
Appendix           Page 41 

 Intent to Organize / Registration Packet 
 House of Representatives Registration 
 Registration for the House of Representatives 
 Contingency Request Form 
 Event Planning Form 
 Travel Request 
 Petty Cash Request Under $50 
 IDT Request 
 Expenditure Authorization  

 

 2



INTRODUCTION 
 

 The Compass sets parameters by which registered student groups can 
effectively and efficiently, organize, function, and accomplish set goals and 
objectives. 
 

 INTRODUCTION 
 
By becoming a registered or sanctioned student organization at the College of Charleston, 
you have demonstrated an interest in being an active part of this community and a vital 
part of the educational process.  The Compass will help you function efficiently as a 
registered and/or sanctioned organization at the College. 
 
The Student Government Association (SGA), acting as an agent under the auspices of 
Student Life, a member of the division of Student Affairs, granted your organization the 
title of registered or sanctioned student organization because your group met certain 
criteria and accepted the responsibilities of being a registered or sanctioned student 
organization.  The College lends its name and support to a variety of student 
organizations in order to complement the intellectual opportunities of the College.  
Organizations must have a purpose consistent with the mission and goals of the College.  
Registration is a formal agreement for a group to exist on campus. 
 
Only registered or sanctioned student organizations that achieve and maintain their good 
standing at the College will be permitted to identify as a College affiliate.  Good standing 
requires that organizations adhere to all Compass policies and procedures; affiliation 
grants organizations the use of the College’s facilities, services, name and logo as 
outlined in this manual. 
 
The College views student organizations as private affiliations and does not endorse the 
mission, goals, or purpose of an organization.  The College of Charleston is committed to 
liberal arts principles of academic freedom and open inquiry; however, the institution 
expects all registered and sanctioned organizations to represent the College well and 
exercise professional and ethical standards of excellence.  The College refrains from 
intervention except in matters which conflict with the mission and core principles of the 
institution. 
 
All policies and procedures contained within The Compass are consistent with the 
College of Charleston Student Handbook. 
 
 

 STUDENT GOVERNMENT ASSOCIATION 
 
Every student enrolled at the College of Charleston is represented by the Student 
Government Association (SGA) and is encouraged to attend regular meetings of the 
SGA.  The undergraduate student body elects this organization, which is the governing 
force for the student body.  It has traditionally provided a strong voice for student 
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concerns and its officers have actively worked to improve student life at the College.  
SGA elections are held twice a year (September and March), and all undergraduate 
students are encouraged to run for office. 
 
The SGA has four components:  the legislative, a Senate made up of elected 
representatives; the executive council, which includes a president, vice president, 
secretary, and treasurer; the executive board, which consists of the executive council, 
chairpersons of the committees and elected officers (i.e. chief of staff, parliamentarian) 
chosen by the executive council the House of Representatives.  SGA representatives sit 
on many of the major faculty committees of the College.  The SGA committees designed 
to address specific student concerns are:  Academic Affairs, Allocations, Community 
Outreach, Campus Diversity, Public Relations, Student Involvement and Student 
Organization Review. 
 
As of Fall 2006 all registered and sanctioned student organizations are required to have a 
member and alternate member to the House of Representatives. The House serves as a 
tool for student organizations to increase collaboration, participation and create 
relationships with other student organizations. 
 

Student Government Association 
Executive Officers 

2006-07 
 

Jacqui Barry  President 
 

Danny Pasko  Vice President 
 

P.J. Norton  Secretary 
 

Sam Spence  Treasurer 
 

Contact Information 
 

SGA Office:  Stern Student Center, Fourth Floor, Room 401 
 

Telephone:  953-5722 
 

Website:  www.cofc.edu/~sga
 

Email:  SGA@cofc.edu
Student Government Association 

“For the Student, By the Students” 
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STUDENT LIFE 
A MEMBER OF THE DIVISION OF STUDENT AFFAIRS 

Live.  Learn.  Grow. 
 STUDENT LIFE MISSION STATEMENT 

The Office of Student Life enriches and supports the College community by providing 
programs, services and facilities to promote the development of all students. 
Our core values include: 

• Integrity  
• Accountability 
• Responsibility 
• Communication 
• Respect for Individual Differences 
• Fun! 
 

The Office of Student Life designs, facilitates, and coordinates co-curricular education, 
practical experiences, and opportunities for involvement that complement the academic 
curriculum.  As student affairs professionals and advocates, we are committed to 
empowering students and facilitating their development in the areas of independence, 
self-reliance, personal values, leadership skills, interdependence and group dynamics, and 
responsibility.  Our primary goal is to challenge through experiential learning. 
 
 
STUDENT LIFE                                                                                              953-5726 
www.studentlife.cofc.edu
Senior Vice President: Victor K. Wilson 
Associate Vice President:  Patrice Prince 
Director of Student Life:  Dr. Susan Payment 
Associate Director of Greek Life:  Angi Ulrich-Patz 
Assistant Director of Student Life:   
Assistant Director for Stern Center Services:  Ed Short 
Student Media Coordinator:  Christopher “CE” Huffman 
Coordinator for Business Services:  Norma Luden 
Administrative Assistant:  Christel Kuck 
Maintenance Supervisor: Rusty Clark 
 
OFFICE OF GREEK LIFE 
Angi Ulrich-Patz, Associate Director of Greek Life                                 
ulricha@cofc.edu        953-6320 
Greek Life represents groups of young men and women bound together by the ideal of 
brotherhood or sisterhood, scholarship, leadership, and service.  Currently there are 25 
Greek-letter organizations and three governance councils:  Interfraternity (IFC), 
Panhellenic, and National Pan-Hellenic (NPHC).  The Greek organizations have made 
significant contributions both on-campus and in the community. 
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OFFICE OF PROGRAMMING 
Assistant Director of Student Life                                  
Advisor to Cougar Activities Board and Student Organization Review Committee 
and SGA House of Representatives  

953-8122 
More than 100 organizations represent the interests, beliefs, and ideologies of student 
groups, including honor societies and clubs focusing on academics, drama, government 
and politics, international interests, religious, services, special interests and sports.  
Cougar Activities Board (CAB) is a student-run organization that is responsible for 
planning, promoting, and producing campus entertainment.  CAB organizes 
entertainment and campus programming that includes speakers, movies, novelty 
programs, and multicultural events. CAB consists of the following committees:  
community issues, diversity, films, marketing and membership and special events.  Each 
committee welcomes enthusiastic participants and volunteers.  Contact the CAB office at 
953-8120. 
 
OFFICE OF STUDENT MEDIA 
Christopher “CE” Huffman, Assistant Director for Student Media Organizations       
Huffmanc@cofc.edu        953-5289 
Student Media includes Comet yearbook, Miscellany literary journal, Cougar Television 
(CTV), George Street Observer (GSO) newspaper, and the C of C Radio. These groups 
have office space in the Media Center at 172 Calhoun Street (Calhoun Annex/CAAN).  
The Comet covers activities throughout the year as well as Commencement.  Miscellany 
is a yearly publication of fiction, non-fiction, poetry and all forms of studio art.  CTV 
produces a news and entertainment show every two weeks that is broadcast daily on 
Campus Television channel 26 before the nightly movie and weekly on Comcast Cable 
Channel 2. Students work on-camera and behind-the-scenes writing, editing, anchoring, 
and selling advertisements.  The GSO student newspaper is an important source of 
campus information and is published more than 20 times a year and includes news, 
features, sports, and opinions.  For a special on-campus fee, an ad can be placed in the 
paper to promote events and meetings.  Throughout the year, students recruit others to 
write, edit, design pages and sell advertising.  C of C Radio can be heard at 90.3 FM or 
via its website at radio.cofc.edu.  Students are invited to join in the daily operation and 
serve as disc jockeys or station staff members. 
 
The Student Media Board hires media editors and managers, negotiates budget proposals 
and advises media leaders in all areas of business and production.  The board is made up 
of area professionals, faculty members, student representatives and the executive editors 
and general managers of the five media organizations.  The Student Media Coordinator, 
Director of Student Life and Associate Vice President for Student Affairs serve as 
advisors to the board.  The board meets at least four times a year. 
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OFFICE OF CENTER SERVICES 
Ed Short, Assistant Director for Center Services                      
shorte@cofc.edu        953-8113 
Reservations and room-setups, event planning, facility services, and student employment 
are the primary offerings provided through the Office of Center Services.  Building 
Maintenance works closely with Center Services to ensure that Stern Student Center and 
Student Life facilities operations run smoothly. 
 
OFFICE OF BUSINESS SERVICES  
Norma Luden, Coordinator for Business Services                                  
Advisor to the SGA Allocations Committee 
ludenn@cofc.edu        953-5959 
The Coordinator for Business Services is responsible for oversight and administration of 
student organizations’ budgets and allocations, expenditures, reimbursements, travel 
arrangements and financial advising. 
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REGISTERED & SANCTIONED 
STUDENT ORGANIZATIONS 

 
 SGA STUDENT ORGANIZATION REVIEW COMMITTEE  

The Student Organization Review (SOR) Committee, a standing committee of the SGA is 
responsible for reviewing all applications by groups requesting to become a registered or 
sanctioned student organization and for overseeing existing registered student 
organizations to determine if each is maintaining itself according to its constitution.  
Definitions of a Registered and Sanctioned organization are in the following 
sections. 
 
The SOR Committee asks each organization to identify itself with at least one of the 
following categories to help in granting an organization its appropriate status, publicizing 
the types of student organizations at the College, and adding to other information 
disseminated by the Office of Student Life. 
 

***SGA recognition is contingent upon clearance from the designated office.*** 
Please direct all correspondence concerning the SOR committee or its procedure on 
becoming registered or sanctioned to the SGA Secretary or SOR Committee at 953-5722. 
 

Types of Organizations 
 

 REGISTERED STUDENT ORGANIZATION REVIEW 
 
A registered student organization is not eligible to apply for SGA annual funding, but it 
may be eligible to apply for SGA contingency funds for special events and may generate 
other funds.  All sanctioned organizations are automatically registered organizations  (see 
section on Rights and Privileges).  
 

Restricted Membership 
 Greek:  Social Greek-lettered organizations recognized by the Office of Greek 
   Life and organized under one of the Chartered Greek Governing 
   Councils. 
 
 Honor:  Nationally recognized honor organizations, typically affiliated with a 
   specific academic major, department or campus activity. 
 

Open Membership (C of C students) 
 Academic or Professional:  Students organized to further study, discuss, or  
   experience an academic course, major or field through social inter- 
   actions with faculty, lectures, field trips, meetings, or other related 
   activity. 
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Cultural Enrichment:  Students organized to celebrate and support the interests 
   of one or many cultures, races, or ethnicities. 
 Sports:  Students interested in forming a sports club must arrange and hold a 
   meeting with the Sports Club Coordinator.  These arrangements 
   may be made by phoning 953-5750.  Please also see “Forming a 
   New Sport Club” in the Sports Club Handbook.  

www.cofc.edu/~crsweb/SPClubHand.pdf
 

 Service:  Students organized to provide volunteer community service and 
   philanthropy. 
 
 Special or Social Interest:  Students organized to pursue special interests  
   pertaining to lifestyle or social issues. 
 
 Spiritual or Religious:  Students organized to promote spiritual and religious 
   opportunities for service, fellowship and worship. 
 
 Student Media:  Students organized to explore and train in the areas of broadcast 
   and print media. 
 

 SANCTIONED ORGANIZATION 
 
A registered organization that attains the additional status of sanctioned may apply for 
SGA annual and contingency funds and may generate its own funds.  A sanctioned 
organization may apply for contingency funds immediately after attaining that status and 
may apply for annual funds if sanctioned before MARCH 1st, 2007. Sanctioned 
organizations are eligible to apply for an annual budget, but are not guaranteed a budget. 
Annual budget hearings for the 2006-2007 academic years generally occur after Spring 
Break.  
 
To attain sanctioned status, an organization must do the following as specified by the 
SOR Committee: 
 

• Have no membership restrictions except that members are current College 
of Charleston students (full or part-time). 

• Sponsor or co-sponsor programs and services that are open to all students 
of the College of Charleston. 

• Not require members to pay dues as a requirement for membership to the 
organization or to be a member of a national organization. 

• Have the name, phone number and email address of the organization 
officers on file with the SGA Secretary and the Office of Student Life. 

• Have no requirements by any department to be a member of that specific 
organization. 

• Have no financial accounts outside the College of Charleston. 
• Have a treasurer or the equivalent of someone who will be in charge of 

organization monies. 
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No organization will be denied registered status based upon mission, religious or political 
affiliation. 

 PETITION TO ORGANIZE 
 

Intent 
 

In order to establish a new organization at the College of Charleston, the following 
conditions must be met: 
 

• The proposed organization must have a clear educational purpose or value, 
intending to make positive contributions to the College and its mission. 

• The mission, purpose, and ideals of the organization must be consistent with those 
of the College. 

• The members of the proposed organization must agree to abide by all policies. 
• It must be understood that the College reserves the right to revoke any 

organization’s charter should the organization violate College policies, 
procedures, practices, rules and regulations. 

• It must be understood that registered/sanctioned student organizations are private 
affiliations and the College does not assume financial responsibility or endorse 
the mission, goals, or purpose of any organization. 

• The proposed organization must not duplicate the mission or purpose of another 
currently registered organization. 

 
If these conditions are met, then students may continue in the process to gain recognition 
as a registered/sanctioned organization at the College of Charleston by following the 
steps below: 

 
• Contact the SGA Secretary and request the registration packet required to 

organize a student organization.  The SGA office is located on the Fourth Floor of 
the Stern Student Center (Room 401). 

• A member of the organization must arrange and hold a meeting with the 
Coordinator for Business Services.  These arrangements may be made by going to 
Room 406 or by calling 953-5959. 

• Complete and return the registration packet and receive a tentative appointment to 
meet with the SOR Committee. 

• SOR presents the organization to SGA Senate for preliminary approval status to 
enter the 28-day organizational period.  An SOR representative will be assigned a 
contact for the proposed group to address questions and provide guidance 
throughout the 28-day period. 

• DURING THIS PRELIMINARY PERIOD, THE PROPOSED 
ORGANIZATION IS NOT ELIGIBLE TO APPLY FOR A BUDGET OR 
CONTINGENCY FUNDING.  ADDITIONALLY, THE ORGANIZATION 
CANNOT GENERATE FUNDS TO INCLUDE COLLECTING OF DUES.  
AFTER RECEIVING PRELIMINARY STATUS FROM SGA, THE 
ORGANIZATION MAY RESERVE CAMPUS FACILITIES FOR THE 
PURPOSE OF RECRUITING MEMBERS ONLY.  ALL OTHER 
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ACTIONS/ACTIVITIES ARE PROHIBITED UNTIL FINAL APPROVAL 
BY SGA SENATE. 

• Secure a full-time, on-campus, staff or faculty member to serve as the 
organization’s advisor.  The advisor is required to write a letter of intent outlining 
his or her commitment to the organization and complete the signature form 
included in the intent and organize packet. 
 
ALL CLUBS MUST ADHERE TO THE 28-DAY WAITING PERIOD. 

 
Failure to comply with any of the aforementioned steps will result in an extension of the 
28-day organizational period or removal from SGA consideration at the discretion of the 
SOR Committee. 

 
Upon completion of the 28-day period, the SOR Committee will present the club for final 
approval to the SGA Senate.  The SOR Committee will notify the petitioning 
organization of the Senate’s decision.  Any organization denied recognition may petition 
again in accordance with SGA guidelines. 

 
After Senate approval, the organization will be granted official registered or sanctioned 
status, gaining all the rights, privileges and responsibilities associated with SGA 
recognition. 

 
Any specific inquiries concerning how to become a registered or sanctioned student 
organization should be directed to the SGA Secretary at 953-5722. 

 
 ORGANIZATION RIGHTS, PRIVILEGES AND RESPONSIBILITIES 

 
Organization Rights and Privileges 

 
All registered or sanctioned organizations in good standing have the following rights and 
privileges: 

 
All registered or sanctioned organizations must submit a copy of their current 
constitution at the beginning of each academic year. If an organization makes any 
changes to their constitution under which it became registered, a current copy of that 
constitution must accompany the annual request of on-going registration.   

 
• To use College facilities at reduced or no charge. 
• To use the College of Charleston name and logo. 
• To publicize registered events and distribute information on campus. 
• To sponsor fund-raising activities on campus. 
• To receive mailings directed to all registered student organizations. 
• To have funds deposited into College accounts, accessible through the Office of 

Student Life. 
• To elect treasurers or the equivalent of someone handling club monies. 
• To schedule activities and events under the appropriate policies and procedures. 
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• Registered student organizations may apply for use of cubicle space in the Stern 
Student Center on an annual basis. Cubicle Application forms are available on the 
Student Life website (studentlife@cofc.edu). 

 
Organization Responsibilities 

 
In order for any registered student organization to maintain its status of “in good 
standing,” there are certain responsibilities that must be fulfilled.  Failure to fulfill any of 
the following responsibilities may result in the revocation of registration status: 
 

• Updating the organization’s registration information on an annual basis. The 
deadline for submission of this information to SGA is Friday, September 15, 2006 
by 5 p.m. 

• Submit the latest copy of organization’s constitution and bylaws. 
• All registered and sanctioned Student Organizations are required to have a 

member and alternate member of the House of Representatives.  The House 
serves as a tool for student organizations to increase collaboration, participation, 
and create relationships with other Student Organizations.  In order to promote 
the effectiveness of the House of Representatives, student organizations that 
miss more than two meetings may be subject to financial penalties pending a 
review by the Allocations Committee. 

• Adhering to all College, local, state and federal regulations and policies. 
• Operating on a not-for-profit-basis. 
• Having the organization’s president, advisor and additional representatives attend 

all mandatory workshops presented by the Office of Student Life and SGA (i.e., 
the annual Student Leadership Summit and House of Representative meetings).  

• Student Organizations are strongly encouraged to attend and participate in Student 
Organization street fairs held periodically throughout the year.  When your group 
participates, you contribute to all other Student Organizations by attracting 
students who may find interest in your organization as well as over 130 others at 
the College of Charleston. 

 
Statement on Hazing 

 
Hazing is defined as an act which endangers the mental or physical health or safety of a 
student whether the student approves or not to the hazing action or which destroys or 
removes public or private property, for the purpose of initiation, admission into, 
affiliation with, or as condition of membership in a group or organization.  Hazing is 
strictly forbidden by the College of Charleston. 
 

Eligibility for Funding 
 

The SGA receives a limited amount of student activity fees to distribute for student 
organizations’ use.  The SOR Committee decides the status of an organization, which 
determines the types of funding it may apply for or otherwise acquire.  However, 
attaining a certain status does not guarantee receipt of funding, only an eligibility to 
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apply.  Once an organization’s status is determined, the organization can apply for funds 
through the SGA Allocations Committee.  The SOR Committee classifies organizations 
as registered or sanctioned, as outlined in the section titled “Types of Organizations.” 

 
Annual Registration Process 

 
All registered organizations must file an “Ongoing Registration” form to assist the SOR 
Committee in its yearly review and to update the Student Life’s roster of active student 
organization officers and advisors.  This information must be turned in to the SGA 
Secretary, Stern Student Center, Room 401 by 5:00pm, Friday, September 15, 2006. 
 

 LEADERSHIP ELIGILIBILITY & RESPONSIBILITY 
 

When members of any organization accept a leadership position or office, they must be in 
good standing, eligible to serve in accordance with the organization’s constitution, and 
committed to fulfilling the responsibilities of the position.  Good standing refers to a 
minimum cumulative 2.0 GPA or greater as defined by the organizations by-laws and no 
current penalty of disciplinary sanctions of any kind. This information will be verified by 
the organization’s advisor. 

 
Definition of an Officer 

 
In order to be an officer in a chartered organization, a candidate must be a student as 
determined by the Registrar at the time of the election or appointment.  All titled 
positions within any organization are considered to be officers. 

 
At the time of election or appointment, officers must have at least a 2.0 College of 
Charleston cumulative GPA and must not be on academic probation or suspension.  An 
officer whose College of Charleston cumulative GPA drops below 2.0 or who receives 
academic or disciplinary sanctions must relinquish the office. 

 
Suspension of Term 

 
Any officer who is charged by the Dean of Students with a violation of the Honor Code 
must relinquish the office until after he/she has had a hearing. If the accused is found not 
in violation of the charge, the officer will be immediately reinstated to office.  If the 
accused is found to be in violation, the officer will immediately step down from his/her 
position. 

Graduation 
 

If a student graduates while holding office in an organization, the office automatically 
terminates at graduation, unless the student enrolls the subsequent semester. 
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Membership Rosters (Minimum of seven (7) people) 
 

All organizations must submit a comprehensive membership roster to the SGA office, 
Stern Student Center in Room 401.  The roster must be turned in by September 15, 2006 
(Fall semester) and January 19, 2007 (Spring semester). Additions and deletions may be 
made by going to Room 401 of the Stern Student Center. A hold will be placed on all 
Club funds until a current membership list has been submitted. 
 
Chief Officers of an organization are considered to be President, Vice President, 
Secretary and Treasurer.  It is the responsibility of the chief officer of each organization 
to contact the organization’s advisor to verify eligibility of students before their election 
or appointment.  The advisor will verify each officer’s eligibility for holding office.  
Additionally, chief officers are responsible to direct, supervise and evaluate the job or 
position performance of each elected or appointed organization member.  Student Life 
recommends that every organization formulate an evaluation process to address job or 
position performance. The office of Student Life has the authority to rescind the office of 
any organization officer that is found to be ineligible to hold office. 

 
Summer Contact 

 
Every organization’s president should designate a representative to serve as a contact for 
the summer periods between semesters.  The name, address, email and telephone number 
of this person should be on file in the SGA and Student Life offices by the end of Spring 
semester.  If organizations fail to comply with this request, they may lose important and 
timely information and the opportunity to participate in deciding campus policy. 

 
 FUNDING 

 
Student Government Association’s Funding Philosophy 

 
It is the SGA’s intent to enrich the College of Charleston student’s education outside of 
the classroom and to provide social, cultural and recreational opportunities for the student 
body.  Annual operating and contingency funds are allocated to student organizations to 
help meet that goal.  Funding requests take the form of either annual operating funds or 
contingency funds for special events.  The members of the Allocations Committee of 
SGA are aware that all students pay a student activity fee ($33 per full-time student per 
semester – a portion of which is allocated for SGA for distributions to student 
organizations) and will attempt to meet the needs of any SGA registered or sanctioned 
organization. 

 
Annual Operating Funds 

 
To be considered eligible to apply for and receive an annual budget. a registered 
organization must gain the additional status of “sanctioned.” Registered clubs may 
request contingency funds but are not eligible for an annual budget. The qualifications for 
obtaining sanctioned status are outlined in the section titled “Types of Organizations.” 

 15



 
Basic Allocation Considerations 

 
• The Allocations Committee wants student activity funds to reach as many 

students as possible; therefore, organizations that have projects affecting and 
reaching larger portions of the student body will be recommended to reserve a 
larger portion of the funds. 

• When funds are requested from the Allocations Committee, the committee will 
look favorably upon fund-raising efforts and will inquire about how funds that 
have already been acquired will be spent. 

• The Allocations Committee will take into consideration whether an organization 
was given an annual budget the previous year. 

• The Allocations Committee requires organizations to spend a portion of allocated 
funds on publicity in order to inform the student body of upcoming events. 

• Registered organizations will be considered for funding for events and activities 
that benefit the entire student body. 

• The SGA will be reluctant to fund equipment, projects, or programs that fall 
within the purview of a department. 

• All registered and sanctioned Student Organizations are required to have a 
member and alternate member of the House of Representatives.  The House 
serves as a tool for Student Organizations to increase collaboration, participation, 
and create relationships with other Student Organizations.  In order to promote 
the effectiveness of the House of Representatives, student organizations that 
miss more than two meetings may be subject to financial penalties pending a 
review by the Allocations Committee. 

• All organizations must have a representative present at the annual Student 
Leadership Summit coordinated by the office of Student Life. The Summit 
covers vital information and any changes to Student Life, SGA, and the College 
policies and procedures; therefore, the presence of an organizational 
representative is mandatory.  Failure to have a representative present at the 
Summit will result in a 30% reduction of that organization’s budget and will 
restrict registered and/or sanctioned organizations from applying for 
contingency funds.  Notice will be sent to organizations that did not have 
representation at the workshop from the Coordinator for Business Services and 
the Director for Student Life.  Appeals must be submitted to the SGA. See Appeal 
By Organizations to Budget Contingency Decision on page 19. 

 
Annual Operating Funding Process 

 
All sanctioned student organizations are eligible to apply for Annual Operating Funds 
through the following process: 
 

• The SGA Treasurer will notify sanctioned organizations by the first week of 
February 2007 of the date for budget request submissions and hearings.  A budget 
request form and sample budget will be sent to each sanctioned organization. 
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• The budget request form should be submitted to the Coordinator for Business 
Services with a detailed explanation of the request by the date set by the SGA 
Treasurer.  All budget requests received after the advertised deadline are 
subject to reduction at the discretion of the SGA Allocations Committee. 

• The organization must have a student representative to present its budget request 
during a scheduled Allocations Committee hearing. 

• The Allocations Committee will consider requests based on a group’s prior 
funding levels, spending activity, and intended use of funding. 

• The Allocations Committee determines budget amounts for each organization and 
submits the amount to the Senate for approval. 

• The SGA Treasurer will submit all Senate-approved budget requests to the 
Coordinator for Business Services, the Director of Student Life and then to the 
Senior Vice President for Student Affairs of the college for final approval. 

• Two weeks before the last Senate meeting, organizations will be notified in 
writing of their approved budget for the upcoming year. 

• Allocated funds must be spent by the last day of classes in the Spring semester. 
• Any allocated funds not spent by the last of classes in Spring semester will not be 

carried forward to the next year. 
• Revenue generated (i.e. from Fundraising activities) funds will carry forward to 

the next year. 
• Any purchase requiring the use of a state of South Carolina purchasing card 

must be purchased by the second week of April 2006.  
• Any infractions of these policies will be cause for review by the SGA Allocations 

Committee. Pending the outcome of the review, the committee may submit a bill 
to the Student Senate authorizing the Treasurer to freeze allocated funds for a 
period of up to, but no more than 10 business days. 

 
Contingency Funds 

 
All organizations that have not been budgeted for the academic year or are not allocated 
adequately for a specific project, program, or travel are eligible to request money from 
the contingency fund, which is administered by the Allocations Committee. 
 
The SGA contingency fund is created each year to assist with financing the organizations 
registered with the SGA whose needs were not foreseen, requested, or approved during 
the spring allocation process. 
 
The SGA Treasurer will notify organizations regarding the criteria for receiving 
contingency funds and upcoming meeting dates of the Allocations Committee.  The 
process for a contingency request is as follows: 
 

• The organization must submit a contingency request form to the SGA office by 
5pm of the Tuesday before the next scheduled meeting of the Allocations 
Committee. Contingency Request Forms are available on the SGA website or in 
the SGA office. The Allocations Committee meets each Thursday at 3:30 in Stern 
Student Center room 409. 
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• The organization will have the opportunity to present the request during a 
regularly scheduled meeting of the Allocations Committee. A knowledgeable 
representative of the organization must be present at the scheduled meeting in 
order for the contingency request to be heard. If the representative fails to appear 
before the committee, the hearing will be postponed until rescheduled by the 
organization submitting the request. 

• The Allocations Committee will consider contingency requests according to the 
established criteria and the organization’s prior funding levels, spending activity, 
and intended use of the funds. 

• The Allocations Committee will determine appropriate funding for the request 
and present that finding to the Senate for approval.  A representative is required 
to appear before the Senate to support its request when the Allocations 
Committee presents its decision. 

• If the Senate approves the contingency funding request those funds will be 
available to the organization through its on-campus account.  If the Senate denies 
the request, the group may re-submit its request to the Allocations Committee at 
the next regularly scheduled Allocations Committee meeting. 

• No money will be allocated to organizations that have not initiated fund-
raising activities to support the activity or event brought before the 
Allocations Committee; exceptions to this policy are the sole discretion of the 
Allocations Committee. 

 
Contingency Funds for Registered Organizations 

 
Registered organizations are only eligible to apply for contingency funding in 
accordance with the following stipulations: 
 

• The contingency funds must be used to benefit the general study body, and the 
event must be held on the College of Charleston campus unless specified and 
authorized to be held off campus by the Director of Student Life.  

• Registered groups with restricted membership (i.e. Greeks, Honor Associations) 
CANNOT use contingency funds for registration fees for conferences, 
conventions, or workshops for members. 

• Registered groups may receive no more than two contingency requests for travel 
expenses per registered group per academic year.  

• Contingency funds may be used for gas receipts or vehicles rented by the College 
for the organization’s use.  The same travel rules apply to registered organizations 
as to sanctioned organizations. 

• The Coordinator for Business Services must handle all purchases and travel 
arrangements using contingency funds. 
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Contingency Fund Restrictions and Limitations 
 

• Generally, no money will be allocated for events that charge admission to College 
of Charleston students.  However, organizations receiving contingency funds may 
charge admission to off set costs of the requested event with the approval of the 
Allocations Committee.  Collected funds must be deposited within two (2) 
business days of the event into the group’s on-campus account via the 
Coordinator for Business Services.  If funds are collected on a Friday or weekend, 
a deposit must be made the following Monday. 

• No money will be allocated for an event after it has been held. 
• No money will be allocated for alcohol, tobacco or drugs. 
• Contingency funding must be used to benefit the general student population. 
 

Appeal By Organizations of  Contingency Decision 
 
The appeal process for any committee decision, including one from the Student 
Organizational Review Committee or the Allocations Committee, is as follows: 
 

• The organization must request reconsideration from the committee in writing 
within four (4) business days of the original decision by stating the justification 
for reconsideration and providing any new evidence or arguments for its request. 

• If the committee reaffirms its original decision or if the organization is not 
satisfied with the new decision, the organization may contact a Senator to discuss 
bringing a bill before Senate. 

• If the organization can produce evidence that the SGA has failed to follow correct 
procedure (i.e. refusing to provide a properly requested reconsideration or 
otherwise violating The Compass guidelines), the organization may request an 
open hearing with the Honor Board. However, an organization is only eligible for 
an Honor Board hearing after the Senate has acted on its bill. 

• If the Honor Board finds cause to hold a hearing, the hearing will be open to the 
public. Both the members of the organization and the SGA will have the 
opportunity to present evidence on the charges. The Honor Board will deliver a 
ruling either affirming that the Senate action was made in accordance with the 
procedures of The Compass or identifying violations and providing instructions 
for a resolution. 

OR 
 

• If the organization did not request reconsideration of the committee’s original 
decision, but the Senate voted the committee’s recommendation unfavorable to 
the organization, it may request that the President exercise his/her line-item veto 
power to reverse changes made by the Senate and reinstate the committee’s 
original decision. 

• The Presidential veto can be over-ridden by a two-thirds vote by the Senate. 
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Appeals By Organization to Annual Budget Decision 
 
The appeal process for the Allocations Committee’s determination of student 
organization budgets is as follows: 
 

• The organization will complete the “Appeal of Annual Budget Decision” after 
budgets are published.  This form will be available in the SGA office and must be 
completed in accordance with deadlines set by the Allocations Committee as 
dictated on the form. 

• After the form is completed, an appeals hearing will be held to reconsider the 
organization’s budget request in its entirety. 

• Should the organization wish to continue its appeal further, the organization may 
contact an SGA Senator to suggest discussion of the matter when the budgets are 
brought before Senate for their approval. 

• If it is the opinion of the organization that the SGA failed to follow correct 
procedure, (i.e. refusing to provide a properly requested reconsideration or 
otherwise violating The Compass guidelines), the organization may request an 
open hearing with the Honor Board.  However, an organization is only eligible for 
a hearing after the Senate has voted on the annual budget. 

•  If the Honor Board finds cause to hold a hearing, the hearing will be open to the 
public. Both the members of the organization and the SGA will have the 
opportunity to present evidence on the charges. The Honor Board will deliver a 
ruling either affirming that the Senate action was made in accordance with the 
procedures of The Compass or identifying violations and providing instructions 
for a resolution. 

 
College Fundraising Policies 

 
Organizations are permitted to raise funds within the College of Charleston community.  
Fundraising events held on campus do not need to be approved.  However, arrangements 
must be made with the Director of any College facility used as a site for fundraising 
activities. 
 

Funding Limitations 
 

Dues 
 
• No allocated monies will be used for local, state or national dues.  Organizations 

may pay such dues and charge them to their College account.  However, an equal 
amount of revenue must be deposited in the account to cover this expenditure. 

• All monies collected by a funded organization must be deposited in the 
organization’s account immediately.  Monies collected on a Friday evening or 
weekend must be deposited the following Monday.   

• No outside bank accounts may exist for sanctioned organizations.  If an 
outside account is found to exist for a sanctioned organization, the Allocations 
Committee will “freeze” that organization’s on-campus funds pending review. 
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Fundraising 
 
• Money generated by fundraising may be used to supplement funds regularly 

budgeted by the Allocations Committee. 
• Allocated funds may not be carried over into the next academic year. 
• Revenue from fundraising can be carried over to the next academic year. 
• Allocated funds can be used for fundraising activities as a fundraiser (up to 20% 

of the allocated current balance in the budget); for example, money can be 
used to buy doughnuts to sell as a fundraiser. 

• Allocated or contingency funds cannot be used for donations or collections 
for charity, prize money or scholarships.  However, funds can be used to 
underwrite an approved program or event cost for a charitable organization (i.e. 
food, band, etc.).  In this instance, no admission or cost is to be charged to 
College of Charleston students. 

 
Organization Allocation Guidelines 

 
Alcohol, Tobacco and Drug Products 

 
• No allocated or contingency funds will be used for the purchase of alcohol, 

tobacco or drugs. 
Charity 

 
• No allocated or contingency funds can be used as monetary contributions to 

charitable organizations. 
• Profits from fundraising or donations to the group from private or off-campus 

sources can be used to make contributions to charitable organizations.  Funds 
from allocated budgets or contingency may be used to underwrite an approved 
event/program cost for a club participating with a charitable entity for food, etc. 

 
Food (for Receptions, Banquets, Meetings) 

 
• Expenditures for receptions and refreshments will be evaluated according to the 

individual program as itemized in the budget requests. 
• No more than $200 will be allocated for food to be served at meetings for the 

duration of the academic year. 
 

Office Supplies 
 
• The Allocations Committee gives each organization up to $35 for office supplies 

per academic year. 
• Please note that the recommended vendor for office supplies is Office Max and 

should be ordered through the Coordinator for Business Services. 
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Partisan Political and Religious Activities 
 
• No allocated and/or contingency funds may be dispersed to support a particular 

political candidate or political party, including officially recognized and currently 
forming political parties, sponsors of a ballot initiative, or sponsors of lobbying. 

• No allocated and/or contingency funds may be used to establish a church or 
religious sect or to recruit members for an excising one. 

 
Printing and Publicity 

 
• Printing and duplicating requests must go through the regular College procedure.  

Special dispensation must be granted from the College’s Copy Center and/or the 
Citadel Print Shop in order to have printing done off campus.  In that case, normal 
College procedures apply.  Submit request to the Coordinator for Business 
Services. 

• Publicity must focus on making the general College community aware of the 
student organization’s event/program. 

 
Contractual Programming 

 
No student or representative of an organization may sign a contractual agreement 
that binds the Division of Student Affairs, Student Life or the College of Charleston. 

 
No speaker who is a state of South Carolina employee may receive payment for a 
personal appearance at the College of Charleston, although reimbursement may be given 
for expenses such as costs pertaining to travel. 
 
Regional, national, and international speaker fees will be evaluated on the merit of the 
program, the organization’s purpose, and the speaker’s appeal to the College community. 
 
Direct expenditures for lecture fees (such as honorarium, travel, hotel, or meals) may not 
be used for any political organization to monetarily enhance, endorse, or support a 
declared political candidate.  This is not intended to restrict or interfere with freedom of 
expression. 
 

Travel Allocations  
(See Travel Arrangement Guidelines) 

 
The Allocations Committee will not pay for trips that provide opportunities to tour or 
apply to other schools or graduate programs, internships, auditions or jobs. 
 
The Allocations Committee will support day trips, but will only recommend funds for 
transportation (such as gas or rental vehicles).  Note: “Day trips” are defined as a trip that 
is completed in a matter of hours, beginning and ending on the same day. (Example: 
Leave at 8am and return at 4pm on the same day.) 
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Money may be allocated for travel in which a member of the organization will either 
represent the College or in which the members will gain knowledge or experience 
beneficial to the student body and/or to the individual’s organization. This may or may 
not apply to second-semester Seniors. 

 
• The Allocations Committee cannot fund every request; therefore, the members 

must incur a portion of travel expenses. 
• Second semester Senior(s) may only be budgeted for travel pending individual 

review by the Allocations Committee.  
• Allocations may use contingency money to fund up to 75% of conference 

registration fees if the fee includes meals and up to 100% if the fee does not 
include meals. 

 
If the group chooses to use personal vehicles, reimbursement or allocation will be given 
for gas receipts only. 

 
• Clubs should require “full” vehicle use as opposed to each member using his/her 

vehicle before funding for an additional vehicle to be considered. 
• The Allocations Committee may fund up to 75% of any individual’s plan travel. 
• No money will be allocated for any programs or trips in which a student will be 

receiving credit hours, job opportunities or graduate school opportunities. 
• A maximum of 75% a night will be allocated for lodging expenditures. 
• Payment for single rooms will not be approved.  Priority funding will be given to 

quad-room occupancy. 
• An advisor must travel with a group when using a vehicle rented by the College 

when taken outside South Carolina. If the advisor cannot attend the event, a staff 
member of Student Life must approve his/her designee before the trip takes place. 

 
Travel Arrangements 

 
Travel arrangements will be made according to the SGA funding guidelines and College 
policy for organization travel.  No trips may be funded by the SGA if the members on the 
trip are receiving credit for the attendance. 
 
Any organization or organization members planning to travel using budget and/or 
contingency funds MUST make arrangements three (3) weeks in advance through the 
Coordinator for Business Services.  Failure to do so will result in the trip not being paid 
for by SGA allocated funds.  Those trips requiring air travel should make arrangements 
as far in advance as possible to obtain the least expensive airfare. Before asking for 
funds, the group or individual(s) traveling should consider and be prepared to discuss: 

• The most economical means of travel. 
• The least expensive, yet most convenient form of lodging. 
• Registration fees (if a conference) and what amenities are included. 
• The name and social security number of students traveling.  These names 

must be submitted to the Coordinator for Business Services five (5) days 
prior to the group leaving. 
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• The name of the advisor or College of Charleston designee driving the 
College vehicle.  A staff or faculty member must accompany a group on all 
trips that go beyond the State of South Carolina. 

• The Coordinator for Business Services must approve all expenses for which 
reimbursement is expected prior to departure. 

 
 EXPENDITURES & REIMBURSEMENTS 

 
As a South Carolina state agency, the College of Charleston’s departments and registered 
organizations are required to expend funds in accordance with State laws.  The office 
Student Life is responsible to both the College administration and the SGA for the proper 
disbursement of funds by registered organizations.  The organizations’ leaders have the 
responsibility to assure that these procedures are adhered to and that all members 
conducting organizational business understand which process to follow. 
 
All commitments and expenditures by a registered organization must be pre-approved by 
the Coordinator for Business Services. If a commitment or expenditure is made 
without prior approval, the responsible party/person will be held personally liable 
for payment of that invoice or commitment. 
 
Registered and sanctioned organizations are assigned accounts monitored by the 
Coordinator for Business Services.  Money allocated by the SGA will be automatically 
appropriated into this account.  All funds must be deposited into and spent from these 
accounts through The Office of Student Life. 
 
Organization treasurers or other responsible officers are encouraged to contact the 
Coordinator for Business Services each month to monitor the financial transactions made 
by the group.  Each group should also maintain a record of the income and expenditures 
so that both ledgers can be reconciled on a monthly basis, ensuring an accurate balance 
and solid financial planning. 

 
Types of Expenditures 

 
PLEASE NOTE:  Five (5) business days’ notice is required for all purchases.  Contact 
the Coordinator for Business Services, by visiting the SSC, Room 406, calling 953-5959 
or by emailing ludenn@cofc.edu. 
 

On-Campus Purchases 
 
An Interdepartmental Transfer (IDT) is used to make purchases from on-campus 
departments.  In order to receive an IDT, an organization’s treasurer/officer must supply 
to the Coordinator for Business Services the specifics of the purchase, such as number of 
copies, cost per person for catering, dates of departure and return, type of vehicle, etc.  
The organization must deliver the IDT to the appropriate office or department before a 
purchase can be made. 
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Organizations using the College Bookstore will receive a 20% discount (on most items) 
when purchasing with an IDT.  No cash reimbursements will be given for College 
Bookstore purchases. 

 
Off-Campus Purchases 

 
Off-campus purchases require a Purchase Order (PO), use of a State of South Carolina 
procurement card or cash reimbursement, according to the type of expenditure and its 
amount.  Cash reimbursements cannot exceed $50.00. 
 
A purchase order or State of South Carolina procurement card (VISA) must be used 
when the purchase exceeds $50.00.  A PO is an agreement with a vendor that commits 
the College to pay for supplies, equipment or services.  Not all vendors will accept a PO.  
The student organizations will pick up supplies, receive services or equipment or have 
them delivered.  The student should always obtain an itemized receipt and return it 
to the Coordinator for Business Services.  The vendor will then send an invoice to the 
College’s Accounting Office for payment.  The money to pay the invoice will come from 
the organization’s account.   
 
In order to obtain a PO, the requesting organization must submit the description, quantity 
and stock number of the desired item(s) to the Coordinator for Business Services for 
approval.  The Coordinator for Business Services will complete the PO request and send 
it to the Procurement Office for processing.  This process usually takes no less than two 
(2) business days.   
 
Only staff members of The Office of Student Life will have access to State of South 
Carolina Procurement cards.  Contact the Coordinator for Business Services for access 
for purchasing card purchases. 

 
Unauthorized Purchases 

 
Unauthorized purchases are those expenditures made without prior approval of the 
Coordinator for Business Services. Individuals will be held accountable for expenditures 
made without approval and especially those purchases over $50.00. Goods and/or 
services costing more than $50.00 require a PO or the use of a College purchasing card 
by the Coordinator for Business Services.  Tobacco, alcohol or drug products will not be 
purchased or reimbursed. 
 

Speakers, Performers, Fees, Dues, DJs 
 
Payment for registration fees, membership dues, speakers, DJs and performers require 
invoice documentation from national organizations or agencies.  This process must start 
with the Coordinator for Business Services at least three (3) weeks before payment is 
due. 

 
 

 25



Reimbursements 
There is a $50.00 receipt limit for all reimbursements.  All paperwork for the 
request for reimbursement must be filled out through the Coordinator for Business 
Services.  To receive reimbursements, the organization must follow these policies: 

 
• All reimbursements should be made aware to the Treasurer of the club.  Only the 

member requesting a reimbursement is allowed to pick up his/her reimbursement 
form. 

• IDT forms must be used for purchases from the College Bookstore.  No cash 
reimbursements will be issued for these purchases. 

• Printing services are to be performed on-campus by the Copy Center, on the Fifth 
Floor, Bell Building using an IDT.  Exceptions may be allowed with PRIOR 
approval from the College of Charleston Copy Center and the Citadel Print Shop. 

• Presenting separate receipts from the same vendor, purchased the same day, that 
total over $50.00 per event WILL NOT be reimbursed separately.  

• Receipts more than 30 days old will not be reimbursed. 
• No cash advances. 
• Presenting separate receipts from different vendors to avoid the $50.00 receipt 

limit will not be accepted. 
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EVENTS AND PARTIES 
 

 AMPLIFIED SOUND POLICY 
 

In an effort to continue to develop student life at the College of Charleston and promote 
an increased sense of community on campus, the Division of Student Affairs has created 
the following policies for the use of amplified sound on-campus in connection with 
programs and events held on weekdays during business hours during the academic year. 
 

1. Events requiring the use of amplified sound that are scheduled Monday-Friday 
between the hours of 8a.m. and 9p.m. will be held in the Stern Center Gardens. 

 
2. Space reservations for the Stern Center Garden will be accepted on a first-come, 

first-serve basis through the Office of Student Life and must be approved in 
advance by the Director of Student Life. 

 
3. The Office of Student Life and the Division of Student Affairs will provide 

information related to any special previously approved events requiring amplified 
sound in a timely manner to the Provost’s Office so that advance notice of events 
can be distributed to faculty members and academic departments. 

 
4. The use of amplified sound will not be permitted during the hours of 8a.m.-9 p.m. 

on weekdays in areas immediately adjacent to offices or classrooms facilities (i.e. 
Maybank Hall, the Cistern, etc.).  As always, student organizations will be 
allowed to host informational tables and programs that do not require amplified 
sound at these locations. 

 
5. Requests for exceptions to this policy must be submitted in writing to the Director 

of Student Life and must be approved by the Provost and Senior Vice President 
for Student Affairs. 

 
Feel free to contact the Office of Student Life at (843) 953-5726 if you have any 
questions regarding this policy or campus programming. 

 
 OFF-CAMPUS STUDENT ORGANIZATION SPONSORED 
EVENTS WITH ALCOHOL 

 
Any registered/sanctioned organization sponsoring an off-campus event with alcohol 
must adhere to the following: 
 

• At least one organization representative must attend a session on responsible 
hosting at the Student Leadership Summit. 

• At least one event manager must be identified.  Event manager must remain sober 
while carrying out their duties during the event. 
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• The event must be registered with the Director of Student Life at least two weeks 
in advance.  The Director of Student Life is located on the Third Floor, SSC, 
Room 310.  The signature of the organization’s advisor will also be required. 

• Greek lettered organizations must register their events with the Associate Director 
for Greek Affairs.   

• A method of identifying participants under the age of 21 must be in place during 
the event. 

• The event must be a BYOB or at a location with an approved liquor license and 
the amount of alcohol each participant may bring must be limited if BYOB.  The 
limitation is one six-pack of beer or one liter of wine per participant. 

• Arrangements for the presence of a security officer(s) (Public Safety, City of 
Charleston, or a private security company) must be made at least two weeks in 
advance.  Security officers must be present at all times.  The organization is 
responsible for all related costs. 

• No personnel, including security is to be paid in cash for working the event.  
Policies have been established for payment of all personnel.  See the Coordinator 
for Business Services to arrange for payment. 

 
 ON-CAMPUS STUDENT ORGANIZATION SPONSORED EVENTS 
WITH ALCOHOL 

 
This policy is designed to ensure that group functions are conducted in compliance with 
South Carolina state alcoholic beverage laws and College of Charleston regulations.  This 
policy is also intended to discourage irresponsible use of alcoholic beverages and 
emphasize responsible drinking behavior, thereby minimizing the liabilities of the 
College and the sponsoring group.  This policy is for beer and wine only.  No distilled 
spirits are permitted at any College of Charleston function sponsored by students on the 
College of Charleston campus.  This policy is written for all recognized student 
organizations and offices working with organizations at the College of Charleston.  When 
planning an event, make sure this policy is read in its entirety. 
 

• Under NO circumstances are alcoholic beverages to be sold by the sponsoring 
organization.  However, student organizations may contract with a third party 
vendor to serve and/or sell alcoholic beverages at approved functions and 
locations.  The third party vendor will be restricted to the amount of alcohol to be 
purchased, the service method, the number of drinks per individual and the time 
frame of service.  These determinations will be made on a case-by-case basis. 

• Arrangements for the presence of security officers (Public Safety, City of 
Charleston, or a private security company) must be made at least two weeks in 
advance.  Security officers must be present at all times during the event. The 
organization is responsible for all related costs. 

• No organization-sponsored event that includes alcohol shall exceed four hours. 
• Functions for which admission is charged, tickets are sold, or donations are 

requested may have alcoholic beverages present on a BYOB basis only (six pack 
cans of plastic containers limit per person/per event or one plastic one liter bottle 
wine cooler). 
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• Responsibility for the proper conduct of all individuals attending functions rests 
primarily with the organization sponsoring the event. 

• Campus areas designated for consuming alcoholic beverages at a student-
sponsored event are: 58 George St (Sottile Garden) Cistern, Stern Center Garden, 
Ballroom and P Parking Lot located behind fraternity housing off Wentworth St. 

• All SSC functions must be scheduled by the Assistant Director for Center 
Services two weeks in advance and comply with all provisions of this policy.  
Reservation forms are available at www.studentlife.cofc.edu. 

• All SSC functions must be scheduled by the Assistant Director for Center 
Services and must be approved by the Director of Student Life and/or Associate 
Vice President for Student Affairs.  The approval form may be at found at 
www.studentlife.cofc.edu. 

• Non-alcoholic beverages and unsalted food for fifty (50%) percent of anticipated 
guest attendance must be available at every function.  The Substance Abuse 
Prevention coordinator will act as a resource person to assist in determining the 
types of food that may be served.  Sponsorship of any social event involving 
alcohol use or service by the sponsoring organization is contingent upon the 
organization’s training in social planning or risk management.  An organization 
may not have social functions involving alcohol unless some members have 
attended training by The Office of Substance Abuse Prevention Services. 

• The sponsoring organization will not be allowed to profit from alcohol sales. 
 
The following guidelines and procedures shall be in effect and followed at all functions 
where alcoholic beverages will be consumed on the College of Charleston campus. 
 

• Attendance – Every member, including alumni in good standing of the sponsoring 
organization, will be permitted to attend that sponsor’s event.  The number of 
participants allowed access to a function will be controlled by pre-established 
limits for the specific facility or locale. 

• Guest Procedures 
1. Those attendees (age 21 and over) consuming alcohol must have their College 

I.D. and driver’s license checked to confirm their age; must have their coolers, 
etc., inspected as the one six pack per person or one one-liter bottle wine limit 
is in effect; and must have their hands stamped or marked or wristband 
applied designating that they are 21 or older. 

2. No shuttling shall be permitted.  Each person may bring one six-pack or one 
liter bottle of wine into the site one time.  Individuals shall not be permitted to 
leave and return to the function site with additional alcohol. 

3. No intoxicated person(s) will be admitted to the function. 
 
Advertising of college or organization-sponsored events where alcoholic beverages will 
be consumed must be consistent with the educational philosophy of the College of 
Charleston and follow these conditions: 

• Advertisement for any event where alcoholic beverages are being served must 
note the availability of non-alcoholic beverages and food as prominently as the 
alcoholic beverages. 
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• The message conveyed in the event promotion must not encourage the use of 
alcohol. 

• Publicity must not convey that consumption of alcohol is the purpose or reason 
for the event. 

• Promotion must not refer to the amount/quantity (five-keg party, etc.). 
• Advertisements for events must not portray drinking as a solution to personal or 

academic problems or as necessary for social, sexual, or academic success. 
• Alcoholic beverages must not be provided as awards, door prizes, or giveaways to 

individuals or campus organizations. 
 

Violations 
 

• Any person who is a member of the College of Charleston community violating 
any procedures shall be subject to accountability under the alcohol policy penalty 
provisions found below.  Non-College of Charleston guests violating these 
procedures shall be removed from the premises and arrested.  They will also be 
prosecuted as deemed necessary by the Public Safety officials. 

• Any student organization violating these procedures shall be subject to 
accountability under the alcohol penalty policy found below. 

• No under-aged student should be wearing a wristband or hand stamp or be 
provided alcoholic beverages.  Any failure to comply with this will be considered 
a violation of the alcohol policy, Honor code, and state law. 

 
Penalties 

 
Organization sponsored activities (including sororities and fraternities) and/or drug-
related violations or party registration violations on or off-campus will be subject to the 
following violation responses. 
 
 

 VIOLATION RESPONSES FOR STUDENT ORGANIZATION 
SPONSORED EVENTS WITH ALCOHOL 

 
The first person detected being in violation of campus, local alcohol or drug ordinances 
will be ticketed and removed from the event.  The second person in violation will be 
ticketed, removed from the event and cause the event to be shut down. 
 

First Violation 
 

• Group is on social/event suspension for minimum of one month.  The exact time 
period is to be determined by the Director of Student Life. 

• Executive Board and risk manager must schedule and attend a meeting with 
Campus Substance Abuse Prevention Coordinator to develop a risk reduction 
plan. 

• Social/event suspension remains in place until meeting and plan are completed. 
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Failure to comply with sanctions on the first offense will result in sanctioning as imposed 
under a second violation. 
 

Second Violation 
 

• Loss of campus privileges including access to the organization account for a 
minimum of three months, excluding summer months. 

• Entire organization must attend a 6-hour alcohol risk reduction seminar (deadline 
to be set by the disciplinary administrator). 

• Must pay a $500.00 fine to The Office of Student Life or plan an alcohol-free 
social event for the entire student body on a weekend. 

• Letter of notification to be sent to the national organization, sponsoring agency or 
academic department. 

 
Failure to comply with sanctions on the second offense will result in sanctioning as 
imposed under a third violation. 
 

Third Violation 
 
Suspension of recognition by the College for a time period consistent with the level of 
infraction up to a permanent suspension from the College of Charleston campus.  This 
will be determined by the Director of Student Life in conjunction with the Dean of 
Students. 

 

Dark Period Dates 
No programs, events or meetings can be held 

During these periods 
 

Fall 2006 
December 2, 2006 at 12midnight thru  

December 13, 2006 
 

Spring 2007 
April 23, 2007 at 12midnight thru  

May 2, 2007 
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STUDENT ORGANIZATION BENEFITS & RESOURCES 
 

 STUDENT GOVERNMENT ASSOCIATION 
 

Presidents’ Banquet 
Twice a year, the SGA sponsors a dinner for the president or representative of each 
registered/sanctioned student organization. These banquets, presided over the SGA 
President, offer an opportunity for students to network with fellow student leaders. These 
functions are an avenue to develop contacts that will help build co-sponsorship 
relationships, allow for exchange of information regarding upcoming events and 
programs and assist with the development of a master calendar of events.  
 

 STUDENT LIFE 
 
Registered student organizations may apply for use of cubicle space in the Stern Student 
Center on an annual basis. Cubicle application forms are available on the Student Life 
website (studentlife@cofc.edu). 
 
Student Life will take steps to assist organizations in advertising their events to the 
campus community.  All of the following will be free of charge to student groups. The 
final decision of inclusion of an event is left to the discretion of the Student Life staff. 
 
A daily email highlighting upcoming events will be sent to the student body.  If a group 
would like its event(s) included in this advertisement, an event(s) summary must be 
submitted in writing to studentactivities@cofc.edu.  The summary must include the time, 
place, date, and sponsoring group of the event.  This summary must be turned in 48 hours 
prior to the event.  The event will also be posted on the Student Life Activities Calendar 
found at http://studentlife.cofc.edu/studentclndr/index.htm.  
Easels may be checked out on a first come, first serve basis at the SSC copy center for 
posting in the Lobby.   
 

 
 ADVERTISING RESOURCES ON CAMPUS 

 
Every organization represents the College; therefore, the College recommends that 
organizations design their promotional materials with appropriateness, veracity, and in 
good taste. 
 

The College of Charleston is not responsible for the libelous communication or 
actions of any organization or individual. 

 
College Relation and Media Communications 

 
The of College Relation and Media Communications (CRMC) coordinates a campus-
wide system of interactive media know as synergy.  Announcements of upcoming events, 
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videotapes of up and coming performers, and other information can be recorded on this 
system, which is in the residence halls and classrooms.  Contact CRMC (Education 
Center, Room 211 ½, 953-5652) for more information about how to use this promotional 
tool. 

 
Audiovisual Assistance 

 
The SSC has the equipment to fulfill many audiovisual needs.  If an event is planned in 
the SSC, please contact the Assistant Director for Center Services to see what equipment 
is available at no charge to registered student organizations.  This equipment will be set 
up and, therefore, requires notification on the Reservation Request form.  Unless 
arrangements are made at least 48 hours before an event, the SSC may not be able to 
accommodate audiovisual equipment needs. 
 
When reserving facilities other than the SSC, the College Relations and Media 
Communications (CMRC) can assist student groups with equipment needs.  The office 
must be contacted at least one week in advance and the organization is responsible for 
personnel costs for equipment requiring special handling.  Arrangements for an IDT must 
be made through The Office of Student Life.  No audiovisual equipment can be taken off 
the College premises. 
 
If a program requires more extensive equipment than what the CMRC offers, it may have 
to be rented from a private business in the area.  The Office of Student Life has names 
and phone numbers of audiovisual companies that have proved themselves capable and 
dependable.  However, most off-campus rentals will cost significantly more than the 
CMRC, and the payment process is longer. 
 

Student Organization Web Pages 
 

Student organizations are entitled to 15 MB of web space to publish web pages hosted by 
the College of Charleston.  Student organization web pages are for use by official College 
of Charleston student organizations, should be listed on the departmental site for The 
Office of Student Life, and periodically reviewed by the organization's faculty or staff 
mentor.  Student organization web pages are subject to existing College of Charleston 
policies as well as local, state and federal laws. Links to other web sites and computers 
are also covered under this policy. Thus, a page may be judged in violation if it contains 
links to a page that violates the policy. 
 

Student Organizational Web Account Application 
 

To publish a student organization web site on College's server, you must first obtain an 
Edisto server account. To obtain an Edisto account, go to room 322 in the JC Long 
Building or call 953-5569 and have an application sent to you. You may also download 
an Edisto server application from online at 
http://www.cofc.edu/technology/communication/pdf/ClubEdisto.pdf.   
Allow 7 business days for your application to be processed. 
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Student Organization Web Page Requirements and Specifications 

 
All student organization web sites that are linked from any official College of Charleston 
page MUST contain on their homepage:  

• a clearly designated text or graphic link to the College of Charleston homepage, 
http://www.cofc.edu 

• an email address for the person responsible for the site 
• a "last update" time stamp/or if the page is intentionally static (e.g. a bi-annual 

publication), a "date of next update" stamp. 

Web Accessibility 
In an effort to have a web presence that is accessible to the widest possible range of users, 
the College of Charleston has implemented compliance techniques defined by the Federal 
government. These techniques allow agencies to comply with Federal regulations that 
ensure that people with differing abilities will be able to have access to the Internet. The 
State of South Carolina has outlined minimal requirements and best practices in 
providing accessibility to web sites.  

There are sixteen compliance techniques. The features you have in your web site will 
determine which techniques you should implement. You can learn about implementing 
these techniques through the resources provided http://www.cofc.edu/~section508. 

Web space is limited to 15 MB. 
 
Student organizations are encouraged to change their web passwords annually. 
 
NOTE ON PLAGIARISM: It is illegal to publish online the work of others, including 
trademarked logos or other graphics, without their permission. 
 

Student Media 
 

CofC Radio Station 
 
College of Charleston Radio began operations on July 1, 2000.  Students may contact the 
radio station at 953-7250 for announcements or to sponsor programs though 
underwriting.  The station is heard on the radio dial at 90.3 FM or on the Web at 
http://radio.cofc.edu. 

 
Comet Yearbook 

 
The Comet is published annually and includes activities throughout the previous year and 
graduation.  Students are given the opportunity to have their portraits taken in a sitting 
each regular semester, and clubs and other student interests are invited to report on their 
events throughout the year.  Advertisements are sold to individual students or groups by 
calling 953-8118. 
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Cougar TV 
 
CTV produces a 30-minute news and entertainment show every other week during the 
fall and spring semester.  Student may see CTV productions on campus television 
Channel 36 in residence halls before each nightly movie, about 7pm.  Comcast Cable 
broadcasts the most recent shows on Comcast channel 2 each Tuesday at 7:30pm.  
Advertisements are available by calling 953-7699. 
 

The George Street Observer 
 
The GSO student newspaper is an important source of campus information.  GSO is 
published approximately 20 times a year.  For a special on-campus fee, an ad can be 
placed in the paper to promote events and meetings.  All campus organizations are 
encouraged to inform the GSO of upcoming events at least two weeks in advance.  The 
GSO office is located in the Calhoun Annex (CAAN), and the phone number is 953-
8119. 
 

Catering and Food Service 
 
ARAMARK Food Services (953-5616) is the hospitality provider for the College.  It 
operates all existing food-service operations on campus, as well as special catering needs.  
ARAMARK has a wide array of reception, meal and party foods as well as beverage 
options, and payment for its services is by IDT.  PLEASE NOTE:  ARAMARK has first 
right of refusal for catering for any on-campus event. 
 

Mailboxes 
 
All registered organizations have a box for mail, messages and information located on the 
Fourth Floor, SSC across form the Copy Center desk.  An organization member should 
check the mailbox weekly. 
 

Mail Service 
 
Mail for student organizations will be sorted and distributed daily (M-F) by the SSC staff.  
Larger packages will be placed on top of or underneath the mailboxes bearing the 
organization’s name in large, marker letters.  Only SSC staff will distribute mail for 
student groups. All student organization mail should be addressed as follows: 
 
Representative’s Name (optional)   Representative’s Name (optional) 
Student Organization Name    Greek Organization Name 
Stern Student Center     Greek Life 
College of Charleston     College of Charleston 
71 George Street     97 Wentworth Street 
Charleston, SC  29424    Charleston, SC  29424 
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 POSTING POLICY 
 

Campus organizations are allowed to disseminate information to the College community 
by posting information at these locations: 

• Outside Brick of:  
1. Education Center 
2. Science Center 
3. P.E. Center 
4. Stern Student Center 
5. Wentworth Annexes 

• Front of the cafeteria wall and brick passageway before the glass doors. 
• Outside of J.C. Long Building. 
• Fences on Calhoun, St. Philip and George Streets (NO taping to the fence.) 
• Balconies of Science Center, Maybank Hall and Robert Small Library. 
• Fliers in classrooms and bulletin board marked Campus Events around campus 

until date of event has passed. 
• Chalkboard updates in small corner of boards in classrooms until date of event 

has passed. 
• Residence Halls (as approved by Resident Hall Directors). 
• Easels are available for the Stern Center Lobby on a first come, first serve basis.   

 
Student organizations are requested to use non-adhesive materials to post flyers and 
banners at any of the locations listed above. Examples: zip ties, string and fishing line can 
be used. 

Prohibitions: 
 

• The use of paints, stains, acids, tapes, chalk or any other substance that might 
damage or deface the building is prohibited. 

• No person shall affix anything to the walls, doors, ceilings, or any painted or non-
painted area inside buildings.  Only the bulletin boards are to be used for the 
posting of materials. 

• Authorized items will remain posted for two weeks or until the conclusion of the 
event, whichever comes first. 

• Campus organizations are responsible for removing their outdated postings.  
Organizations may lose posting privileges if outdated postings are not removed. 

• Items may NOT be placed on SSC Food Court glass. 
• Sidewalk chalk is not allowed to be used. 

 
Campus Glass Cases 

 
The SGA provides student organizations with 10 glass cases across campus for the 
posting of upcoming events. 
 
These glass case locations are as follows: 

• Physicians Auditorium (boards A, B, C) 
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• Berry Residence Hall (board E – across from St. Philip Street side entrance) 
• College Lodge Residence Hall (board F – near entrance) 
• Simons Arts Center (board G – on the St. Philip Street side) 
• Maybank Hall (boards H, I – along the doors) 
• Johnson Center (board J – near the front door) 
• McConnell Residence Hall (board M – on the Wentworth Street side) 

 
 

Guidelines for Glass Case Postings: 
 

• All promotional material must bear the Student Life stamp available at the SSC 
Info Desk. 

• Organizations may submit up to 10 items for posting in glass cases on campus. 
• Organization-sponsored events may be publicized one week before the event. 

 
Posting Guidelines for Residence Halls 

 
1. All publicity must be approved and stamped by Residence Life and Housing.  

This pertains only to publicity displayed in residence halls.  Our approval does not 
grant permission for other locations on campus. 

2. Only ten (10) pieces of publicity will be stamped.  This is one for each of the ten 
(10) residence halls. 

3. No publicity will be approved that promotes/advertises alcohol, does not follow 
the policies stated in the Guide to Residence Living, or could be considered 
offensive to others. 

4. Approved publicity can be displayed on bulletin board in the lobbies of all 
residence halls.  No publicity can be displayed in elevators, on glass, on painted 
surfaces, entry doors or placed under individual room doors.  There are fire codes 
in buildings that must be followed. 

5. All publicity that is not approved, stamped and displayed in the specified spaces 
will be taken down and discarded. 

6. These policies apply to the wall space on the outside of residence halls and 
historic houses. 

 
Contact Residence Life at 953-5523 with questions.  Residence Life and Housing is 
located at 40 Coming Street, Monday through Friday from 8:30am until 5:00pm. 
 

 
 

Promotions & Soliciting 
 
The College of Charleston is an urban campus with many community constituencies 
wishing to advertise on campus.  The space available for advertising is limited; therefore, 
exceptionally creative promotions are highly encouraged. 
 

 39



 PRINTING 
 
Failure to get prior approval for any printing job off campus may result in no 
reimbursement to the individual for those copies. 
 

Photo Copies at the Student Life Office 
 

Copy requests may be submitted by a club representative at the SSC Copy Center.  The 
document can be dropped off and a member of the SSC staff will make the copies for the 
organization.  Five cents ($.05) a copy will be charged to the organization’s account.  The 
Coordinator for Business Services will process the proper forms to charge your 
organization’s account. Colored paper may be supplied by the organization for their 
copies.  

 
Posters 

 
Full color posters can be printed at the SSC Copy Center. Poster art work must be 
submitted on disk. Please note that a minimum of one hour is needed to print posters. The 
poster machine can make an 18x24 for $5.00 - $15.00 depending on the kind of paper 
requested.  
 

Faxes 
 
Faxes may be sent by submitting the request to a member of the SSC staff in the Student 
Life Copy Center on the Fourth Floor of the SSC.  These faxes will be sent and returned 
to the organization’s mailbox.  No personal faxes will be sent or received through the 
office fax.  One dollar ($1.00) per page will be charged to the individual (not the 
organization) if a personal fax has been received through this fax number. 
 

Paints and Banner Paper 
 
Paints and banner paper are provided for organizational use only to assist in promotions 
of your organization or events.  Paints can be checked out through the SSC Copy Center 
on the fourth floor of the SSC.  The banner paper is located on the second floor in Room 
209.  No paints and/or banner paper is to be used for personal messages.  Penalties 
will apply.  The paints must be used in Room 209 of the SSC. 

 
Use Of College Of Charleston Name And Logo 

 
All registered/sanctioned organizations should use the “words” College of Charleston on 
all their fliers, posters and paraphernalia.  The suggested form for use of the College’s 
name and logo is:  <Organization’s Name> at the College of Charleston. 
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INSTRUCTIONS 
 
All student organizations must complete and submit this 4-page packet to initiate or renew their SGA 
registration for the current academic year.  The completion of this entire packet assures student 
organizations continued eligibility for those privileges provided by the Student Government 
Association, the Office of Student Life and the division of Student Affairs at the College of 
Charleston.  All student organization leaders must read and abide by The Compass, found at: 
http://www.cofc.edu/~sga 
 
For returning organizations, this packet, a list of your members and an up-to-date copy of your 
organization’s constitution (as well as a national constitution for national organizations) must be 
submitted by September 15, 2006 to the SGA Office, Stern Center Room 401.  The Early Bird 
Deadline for submission is September 9, 2006 at the Student Leadership Summit. 
 
For new organizations, these materials must be submitted before your appearance with the Student 
Organizational Review Committee (which you must schedule with the SGA Secretary).  Submission of 
this packet does not guarantee a completion of registration, as SGA will make the final decision.  
New clubs may be formed at any time during the year. 
 

For more information, please contact P.J. Norton, SGA Secretary  
in the SGA Office at (843) 953-5722, Stern Student Center Room 401. 

 
REQUEST TO ORGANIZE 
 
Name of Organization:           
 
Registration Status: �  New Organization � Returning Organization 
(Check All That Apply)  (Registration Pending)     (Renewal of Registration) 

   � Registered Status � Sanctioned Status   
Type of Organization:  

  Academic     Professional   Cultural Enrichment   Special/Social Interest            
  Honor            Greek     Spiritual/Religious   Sports/Recreation 
  Service          Student Media 

 
Purpose of Organization: 
 
 
 
Is this organization affiliated with another local, state, or national organization?  

 Yes   No 
 
If yes, please specify which group:        
Name of organization contact person:        
Telephone number of contact person:        
Email address of contact person:         

2006 – 2007  
STUDENT 

ORGANIZATION  
REGISTRATION PACKET 

 
RETURNING ORGANIZATIONS 

Early Bird Deadline:  September 9, 2006 at the Student Leadership Summit 
Final Deadline:  September 15, 2006 to Stern Center 401 

 
NEW ORGANIZATIONS: No Deadline 



2006 – 2007 STUDENT ORGANIZATION REGISTRATION PACKET 
Early Bird Deadline:  September 9, 2006 at the Student Leadership Summit 

Final Deadline:  September 15, 2006 to Stern Center 401 
 
 
 

۞ ORGANIZATIONAL RELEASE OF INFORMATION 
 
The following information will be included on the Student Life website and will be available to on and 
off-campus entities which request a list of student organizations, contact names, phone numbers 
and email addresses unless you indicate otherwise on this form.  It is up to the discretion of the 
Office of Student Life to approve the requests.  The completed form allows the College to release the 
information provided to interested students, faculty, staff and administrators and to pre-approved 
requests. 
 
Please include on the Student Life Website (check all that apply): 

 Contact Name   Phone Number   Email Address 
 
 
Name of Organization:           
 
Name of Contact Person:           
 
Signature:            
 
Email Address:       Phone Number:      
 
Mailing Address:         
 
Meeting Day/Times:         
 
Meeting Location:         
 
Are meetings open for anyone to attend?    Yes     No 
 
 
۞ NATIONAL/INTERNATIONAL INFORMATION 
 
Is your organization a chapter of/in affiliation with any national or international organization?  If yes, 
you must submit a copy of your national or international constitution with this form. 
 
Name of International/National Organization:        
 
Address:            
 
Phone Number:            
 
 

۞ INSURANCE INFORMATION 
 
Is your organization covered by any type of insurance?  If yes, please complete the following and 
submit a Certificate of Insurance, naming the College of Charleston as additionally insured, with this 
form. 
  
Name of Insurance Carrier:          
 
Address:            
 
Phone Number:            



2006 – 2007 STUDENT ORGANIZATION REGISTRATION PACKET 
Early Bird Deadline:  September 9, 2006 at the Student Leadership Summit 

Final Deadline:  September 15, 2006 to Stern Center 401 
 
 
 

۞ OFFICER INFORMATION 
 
 
ORGANIZATION NAME:           
 
░ PRESIDENT NAME:         C of C I.D. #       
 
   ADDRESS:         
 
   EMAIL:                                                    
 
   PHONE NUMBER:                                                        
 
 
 
░ VICE PRESIDENT NAME:         C of C I.D. #       
 
   ADDRESS:         
 
   EMAIL:                                                    
 
   PHONE NUMBER:                                                        
 
 
 
░ SECRETARY NAME:         C of C I.D. #       
 
   ADDRESS:         
 
   EMAIL:                                                    
 
   PHONE NUMBER:                                                        
 
 
 
░ TREASURER NAME:         C of C I.D. #       
 
   ADDRESS:         
 
   EMAIL:                                                    
 
   PHONE NUMBER:                                                        
 
 
 

PLEASE LIST ANY ADDITIONAL OFFICERS HERE. 
(include name, address, email, phone number and C of C I.D. number) 

 
 
 
 
 
 
 
 



2006 – 2007 STUDENT ORGANIZATION REGISTRATION PACKET 
Early Bird Deadline:  September 9, 2006 at the Student Leadership Summit 

Final Deadline:  September 15, 2006 to Stern Center 401 
 
 
 

۞ PRESIDENT’S RESPONSIBILITY STATEMENT 
 
I hereby verify the following: 

 
₪ The purpose of this organization is legal. 
₪ Activities to be engaged in by this organization adhere to rules and regulations of the 

College of Charleston. 
₪ Activities to be engaged in by this organization are compatible with the educational goals of 

the College of Charleston (see the Honor Code and The Compass for additional information). 
₪ I have reviewed the 2006-2007 edition of The Compass and I fully understand that it is my 

responsibility to guide and educate the members of my organization in correlation with 
these policies. 

 
President’s Signature:      Date:    
 
 
۞ ADVISOR CONFIRMATION 
 
The College of Charleston requires all registered student organizations to have an advisor.  This must 
be a full time member of the staff, faculty, or administration and is responsible for the following: 
 

₪ To be available to meet with members of the organization which he or she advises at their 
regular group meetings or at any special meeting called for that purpose. 

₪ To promote a closer relationship between and among students, faculty and staff. 
₪ To provide assistance to students in creating and reaching goals, and planning activities for 

the organization. 
₪ To assist students in developing co-curricular interests consistent with the mission of the 

College of Charleston. 
₪ If the student organization maintains an on-campus account with the College, the advisor 

must be a signor on the account and must see every transaction that occurs on the account.  
Budget statements for the account will be sent to the advisor from the Office of Student Life 
on a monthly basis. 

 
The role of the advisor is largely defined specifically by the person filling the position.  Additional 
information is provided in The Compass and the Advisor Handbook. 
 
I agree to serve as the advisor to the above mentioned student organization for the 2006-2007 
academic year, including having my name and email address on the Student Life webpage, and I 
intend to fulfill the above responsibilities to the best of my ability. 
 
 
Advisor’s Signature:      Date:    
 
Print Name:           
 
Email Address:       Phone Number:     
 
  

 FOR SOR COMMITTEE USE ONLY :   
 

Senator Liaison to Organization:



 
The following 2 pages do NOT need to be submitted with the packet. 

 
COLLEGE OF CHARLESTON 

Sample Student Organization Constitution 
 

Below is a sample constitution to help guide you in drafting a document that fits your organization’s 
needs.  Please note that the formatting and text provided below is meant to serve as a template.  
The constitution of an organization includes the fundamental principles that determine the rights 
and responsibilities of its officers and members. 
 

CONSTITUTION OF [insert name of organization] 
 

Preamble 
The preamble defines the guiding principles of the organization.  The sections listed below provide a template 
that can be used to define these principles. 
 
Article I – Name 
Example: The name of this organization shall be [insert name of group]. 
 
Article II – Purpose 
This section must include a statement of purpose for the organization.  If a future officer were to read this 
statement, he or she would understand the goals and intent of the organization.  Example: The purpose of this 
organization shall be to provide and promote good examples of constitutional development for student 
organizations at the College of Charleston. 
 
Article III – Membership 
This section must include an equal opportunity/non-discrimination statement and a statement that the 
organization is open to all College of Charleston students.  It should also include information on the types of 
membership offered and any qualifications for voting in the organization.  Example: [Organization Name] shall 
not discriminate based on race, creed, color, sex, age, national origin, disability or sexual orientation. 
 
Article IV – Hazing 
This section must include a statement that the organization does not engage in any form of hazing.  Example: 
This organization complies with all State and Federal laws and College of Charleston policies on hazing.  This 
organization recognizes hazing to be any action taken or situation created to inflict physical or mental 
discomfort, embarrassment, harassment or ridicule upon an individual or group.  Further, the members of this 
organization understand that any individual or group found responsible for hazing will be subject to disciplinary 
action, which may result in probation, suspension, or revocation of SGA recognition. 
 
Article V - Officers 
This section should include the title and qualifications of each officer of the organization, the procedure(s) for 
electing officers and filling vacancies, and the length of term for each office (this should not exceed one year).  
Officers for each organization must include a president (or primary contact) and treasurer (or financial officer). 
 
Article VI – Finances 
This article should state the guidelines for appropriating organization funds, collecting dues or fees and 
conducting fundraising activities within the financial regulations of the College.   
 
Article VII - Elections 
This section should explain specific election procedures for the organization which may include information on 
eligibility, deadlines and dates and rules for handling election procedure violations. 
 
Article VIII – Removal of Officers 
This section should define cause for removal and the process of how an officer is removed from his/her position 
within the organization. 
 
Article IX – Advisor 
This section should describe the relationship between the advisor and the organization.  The advisor must be a 
full-time staff or faculty member at the College of Charleston.  The advisor is required to submit a letter of intent 
outlining his/her commitment to the organization. 
 
Article X – Amendments 
A procedure for amending the Constitution should be clearly outlined.  This section should include the 
requirements for amendments such as how they are to be submitted and to whom.  Also include how they are 
presented, voted upon and approved.  Voting should include all members and a majority should be required for 
approval. 



FINAL CHECKLIST 
 
 
 

Please make sure that all of the following information 
is included with your packet before it is submitted to 
the SGA Office.  Incomplete information will result in a 
delay of the registration of your organization and may 
impact your organization’s ability to reserve space on 
campus, access organization funds and/or apply for 
contingency funding. 
 
 
 

REQUIRED ITEMS: 
 

 2006-2007 Student Organization Registration Packet 

 Full Membership Roster with Student I.D. Numbers 

 Copy of your local constitution 

 President’s Responsibility Statement (signed) 

 Advisor Verification (signed) 
 



House of Representatives Registration 
Representative 
 
Name: 
 
Club/ Association: 
 
Circle:    Registered (recognized by college no budget) Sanctioned (has an SGA allocated Budget) 
 
E-mail (you check often): 
 
Phone #: 
 
I hereby declare that I will be the representative of _______________(club/association name) and to 
the best of my ability serve my club/association at the College of Charleston. If I am unable to attend 
the mandatory meetings I will inform my club’s chosen alternate to attend in my place. I understand I 
am required to attend all House of Representatives meetings on the first Thursday of every month.  
 
Printed name_____________________________________ 
 
 
X_________________________________________ 
 
 
Alternate 
 
Name: 
 
E-mail: 
 
Phone # 
 
 
I hereby declare that I will be the alternate in the House of Representatives for 
______________(club/association name) and to the best of my ability serve my club/association in the 
absence of my club/association Representative’s place. I understand my club is required to be at all 
House of Representative meetings that take place on the first Thursday of every month. 
 
Printed name_____________________________________ 
 
 
X________________________________________________ 
 
 
 
 



Registration for the House of Representatives 
 
Presidents 
 
I hereby acknowledge that my club is required to take part in the House of Representatives beginning in the 
Fall of 2006. I will do everything in my ability to help my club follow the guidelines and future bi-laws of 
the House of Representatives. I agree to pass on any information regarding the House of Representatives to 
my club and will furthermore help my club appoint its member and alternate member to the House of 
Representatives. 
 
 
Name (print): 
 
Name of Club: 
 
 
X_____________________________________________________________ 
 
 
 
 
 
Advisor: 
 
I hereby acknowledge that I am aware of the newly developed House of Representatives. I will do my best to 
help the club that I advise participate in the House of Representatives. If it is necessary I also agree help 
them organize the appointing of one member and one alternate member to the House of Representatives. 
 
 
Name (print): 
 
 
X________________________________________________________________  
 
 
 
 
 
 
 
 
 
 
 
 

   



THIS FORM IS DUE BY 5:00PM OF THE TUESDAY BEFORE YOU WISH TO MEET WITH THE 
ALLOCATIONS COMMITTEE.  THE COMMITTEE MEETS THURSDAYS AT 4:00 IN STERN 409. 

 
College of Charleston 

SGA Allocations Committee 
Contingency Request Form 

 
CLUB/ORGANIZATION NAME___________________________________________________________ 
This club/organization is (circle one):  SANCTIONED  REGISTERED  CRS 
 
Student Contact Name:  _______________________ Phone:  (      )   Email:_______________ 
Advisor Contact Name:  _______________________ Phone:  (      )   Email:_______________  
 
1 Name of event or program:  __________________________________________________________  
2 Date of #1:  ____/____/____Date money needed by:  ____/____/____ 
3 If event, projected student attendance:  ________  If travel, number of: students traveling:  ________ 
         Advisor traveling?   YES NO 
 
4 If sanctioned, was the club/organization already allocated money for this purpose in your 2006-2007 
 Budget?  (Circle one) Yes No 
 

PLEASE PROVIDE A DETAILED, ITEMIZED LIST OF EXPENSES 
 

ITEM COST 
________________________________________ ________________________________________ 

  
________________________________________ ________________________________________ 

  
________________________________________ ________________________________________ 

  
________________________________________ ________________________________________ 

  
________________________________________ ________________________________________ 
 
 
Please provide the Allocations Committee with a separate, detailed outline of your request.  Please make 
EIGHT COPIES of the outline, one for each member of the Committee.  Also, attach any pertinent 
information you think may help the Committee better understand your need for contingency funding.  To 
ensure efficient use of contingency funds, it is recommended that you also attach price comparisons for any 
major costs associated with this request (airfare, food, music, etc.). 
 
NOTE:  Per the Compass, any club members planning to travel using College funds MUST make all travel 
arrangements THREE WEEKS in advance through the Department of Student Life.  If this is not followed, 
the Allocations Committee will deny your request for travel expenses. 
 

Please contact SGA Treasurer Sam Spence with any questions. 
sspence@edisto.cofc.edu -- (843) 953-5722 


