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New Mexico State University Alamogordo believes that campus organizations are a contributing factor to a 
student’s education.  

Participation in these organizations provide the opportunity to extend classroom experiences into 
relevant areas that develop social skills beyond your attendance at NMSU-A. 
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Procedures for Organizing a Club 
Any group of students wishing to organize a 
club at NMSU-A should check with the Vice 
President for Student Success.  You will receive   
a copy of the general procedures and regulations 
for organizations, a format outline for bylaws, a 
chartering form, and a copy of the student and 
advisor guidelines. 

The following information must be included in 
the bylaws for all student organizations: 

1. Name of the organization

2. Purpose of the organization

3. Names of members

4. Officers

5. Advisor(s)

6. Executive Board (if applicable)

7. Committees

8. Meetings

9. Finances

10. Parliamentary Authority

11. Amendment procedures

The complete set of bylaws and the signed 
copies of the Student Organization Form will  
be submitted to the Vice President for Student 
Success for initial approval. Once the Vice 
President for Student Success determines that 
the organization has met all required criteria, 
the advisor and the organization will receive 
written notification. 

Guidelines for Organizational 
Approval 
In order to follow a consistent and fair standard 
in considering bylaws, the following criteria will 
be used as guidelines for chartering student 
organizations  at NMSU-A: 

1. All bylaws must be typed in clear and
precise form and submitted to the Vice President
for Student Success.

2. The organization should have a name. The
name should not be presently used by any other
chartered organization.

3. The purpose of the organization should be
clearly stated and be compatible with the
purposes of the University.

4. The organization must have officers to direct
its activities, and the eligibility requirements and
functions of the offices must be stated.

5. The procedures for the election of officers
must be outlined, and the acceptable voting
margins must also be stated (majority or
plurality).

6. The organization must have at least one
advisor who is a regular faculty or staff member
of NMSU-A.

7. The meeting requirements must be stated
(how many times a week, month, semester, etc.)

8. The attendance requirements must be
specifically stated.

9. The financial obligations of the members 
must be stated.

10. The processes for amending the bylaws must
be outlined. If amendments are initiated, the
revisions must be submitted to the Vice
President for Student Success.

11. Membership in the organization must be
open to all NMSU-A students who meet the
established guidelines. The primary campus
for Presidents and Vice Presidents must be
NMSU-A.

12. A statement must appear in the chartering
form that indicates membership will not be
denied for reasons relating to age, color,
disability, gender, sexual orientation, or veteran
status.

13. The organization must serve the best
interest of the University and the participating
members.

14. The organization must have at least five (5)
student members to be chartered.
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Privileges of Chartered Student 
Organizations 
When a student organization becomes chartered 
by NMSU-A, the organization shall be accorded 
the following privileges: 

1. Use of University facilities subject to the 
established rules governing such use. 

2. Use of the name of the University in official 
titles. 

3. Use of the Business Office to deposit and 
withdraw money. 

4. Use of University bulletin boards (with 
appropriate approval) and the Calendar of Events 
are for notices that conform to regulations. 

5. Listing in the NMSU-A Student Handbook, 
Course Catalog and other appropriate University 
publications. 

6. Participation in NMSU-A events and other 
activities that are appropriate for student 
organizations. 

7. Privilege to request funds from the Student 
Government. 

Responsibilities of Chartered 
Student Organizations 
Along with the aforementioned rights are the 
following responsibilities for each of the 
chartered student organizations at NMSU-A: 

1. To conduct its affairs within the framework 
of University policies, which include the Code of 
Conduct and Administrative Policies, and the 
provisions of the bylaws of the organization. 

2. To conduct its affairs according to 
democratic processes. 

3. To conduct its fiscal affairs in accordance 
with proper standards of good business 
management. 

4. To notify and keep the advisor(s) informed 
of all activities, meetings and events of the 
organization. 

5. To utilize University facilities, grounds, and 
equipment properly at all times in order to avoid 
damage and/or unnecessary abuse. 

6. To operate and/or conduct all activities in a 
conscientious manner, consistent with 
recognized standards, in order to protect the 
health and safety of the general public and all 
individuals participating in the activities. 

7. To replace, repair, or pay for all University 
facilities, grounds, or equipment that is lost, 
stolen, or unnecessarily damaged in the course of 
an event or activity that the organization 
conducts. 

8. To submit an NMSU-A Re-Chartering Form 
annually in order to maintain continued 
association with the University. 

9. To update the copy of the organization’s 
bylaws on file with the Vice President for 
Student Success when amendments are made by 
the membership. 

10. To realize that, by virtue of the chartering 
status granted to the organization by the 
University, its membership, both individually and 
collectively, will be viewed by the community 
as a representative of the University. 

11. To be responsible for any of its activities that 
cause a riot or disturbance or disorderly 
diversion that interferes with the normal 
operation of the University. This section should 
not be construed as denying any organization the 
right of peaceful assembly. 

Requesting Funds from the Student 
Government 
At NMSU-A, the Student Government serves as 
an advisory board to the Vice President for 
Student Success.  In that capacity, Student 
Government has governance over how these 
funds are to be spent.  Organizations wishing to 
use student activity funds must submit a written 
request to Student Government. Please see pages 
3-5, and Appendix F. 

Expenditures from the student activity account 
are subject to the same purchasing restrictions 
as other campus accounts and require 
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administrative approval from the Vice President 
for Student Success. 

To Request Funds from Student 
Government 
1. You must meet one of the following criteria:

a. Your organization must be chartered.

OR

b. You must be a student team competing
under the NMSU-A name.

OR

c. Your organization must sponsor a
project which benefits the entire student
body of NMSU-A.

2. Your organization must be represented at the
Student Orientation Workshop held at the
beginning of each fall semester.

3. You must do at least one community service
project or one campus project per year.  For
travel expenses, your club or organization must
provide at least 55% of the costs for travel.

Guidelines for Student Activity 
Funds Management 
ACCOUNT 2-0-91001 
Once your organization is chartered, you may 
choose to open an account by contacting the 
Vice President for Business and Finance. This is 
a courtesy account for student organizations. 
The money in this account is normally acquired 
through membership dues or other work 
projects.  Net proceeds from these money- 
making activities can be used for donations or to 
purchase items such as membership pins or 
plaques.  You may deposit and withdraw funds 
from this account at any time.  You cannot carry 
a deficit balance, and there is no tax exemption.  
If the NMSU-A name is being used in any way, 
it should then only include NMSU-A students.  
Activities that would be opposed to maintaining 
the image of the University are prohibited. 

ACCOUNT  2-3-41101 
The money (funds) in this account is University 
money from required student fees and is subject 
to state laws. The funds are to be used for 
student activity functions that are open to all 
students, and all expenditures should benefit the 
student body as a whole.  HED defines student 
activity expenditures as "funds expended for 
activities whose primary purpose is to contribute 
to students' emotional and physical well-being 
and to their intellectual, cultural and social 
development outside the context of formal 
instructional programs." Expenditures out of the 
student activity account are subject to the same 
restrictions as other campus accounts.  All 
expenditures require administrative approval and 
are subject to purchasing requirements. 

EXPENDITURES NOT 
ALLOWED INCLUDE: 
1. Ongoing coffee or other refreshment items;
however ,  one  “get acquainted” host function
is permissible each semester.

2. Departmental luncheons or other
refreshments.

3. Going away parties, including refreshments
and gifts.

4. Holiday decorations and holiday cards.

5. Donations and/or condolences.

6. Desk ash trays, click pen sets, trophies,
jerseys, etc.

Dances with a band can be paid from funds, 
providing the dance is open to all students.  
Purchase of TV, TV cable, games, computers in 
the library, and furniture for student use are 
examples of appropriate uses of the funds, but 
the purchased items must be available for 
student use.  Uniforms for intramural sports used 
and maintained temporarily by a specific student 
and then retained by Student Activities for 
future use are authorized.  The same could be 
said for a student government distinguishing 
insignia, but it would have to be returned for use 
by successors. 
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With student government approval, items for the 
university that would be useful for future 
students can be purchased.  Items such as books 
and signs would become University property.  A 
current student government could not approve 
such projects beyond their current year's 
budget.  Expenses for meetings with Las Cruces 
counterparts to enhance student government can 
be paid from the student activity account. 

Problematic Situations 
Sometimes 2-3-41101 funds may be used to 
support 2-9-91001 projects; this cannot be done.  
The following are examples of problematic 
situations: 

Situation I:  Student Activities 2-3-41101 is 
paying for a band at a dance open to all 
students.  No problem here.  It is decided that 
admission will be charged.  This is not allowed. 
Student Government is paying for the band, and 
students have already paid for the band 
indirectly through their fees.  Admission should 
not be charged. 

Situation II:  Pins are to be purchased from the 
Student Activity account 2-3-41101 for student 
government officers and the individuals are to 
retain the pins.  This is not allowed.  Either the 
money for the individual pins must come from 
the 2-9 account, or the pins must be passed on 
to successive student government officers. 

Situation III: A charity wants to have funds 
donated to it via a student function.  State funds 
cannot be donated.  This means that state funds 
cannot finance the function, because expenses 
could exceed revenues and the state would in 
effect be donating money to the charity.  The 
organization must organize and finance the 
event. 

Spending Your Money 
To spend student activity money on 
travel... 
1.  Develop a proposal detailing how you wish 
to spend the money. You can obtain a Request 
for Student Activity Funds Travel Form from the 

Office of the Vice President for Student 
Success. Please see Appendices D-E. 

2.  The form must be submitted by a 
representative of your organization in person at a 
Student Government meeting at least two weeks 
prior to the activity. 

3. List the purpose of the trip, names of 
members attending, transportation costs, number 
and cost of hotel rooms, etc.  The proposal must 
be carefully itemized. 

4. You may receive funds for 3 people to travel 
out-of-state or 4 people to travel in-state.  
Advisors should utilize department travel funds.  
If funds are not available, an advisor may 
substitute for a member. 

5. Once approved, the Student Government 
treasurer can fill out a Purchase Order Request 
Form (POR). 

6. Attach a flyer or agenda for the trip to the 
Request for Student Activity Funds Travel Form. 
Please see Appendices D-E. This form must be 
signed by the President and Advisor of the 
organization requesting travel. The Student 
Government Advisor will sign stating that 
request was accepted or rejected. This form 
should be submitted to Student Government at 
least two weeks prior to the date of travel. 

7. If the selected hotel agrees, Student 
Government will fill out a POR for the room 
ahead of time. Contact t he  Business Office to 
obtain a copy of the POR. 

8. Students must be offered a chance to 
purchase trip insurance. This form can be 
obtained from the Business Office.  Please see 
Appendix I.  The organization’s sponsor must 
sign the form. 

9. The advisor is responsible for collecting the 
insurance money and turning the form and 
money in to the Business Office. Be sure to 
attach a note on this form stating the purpose 
and destination of the trip. 

10. Students should keep all receipts and turn 
them back in to the Business Office for 
reimbursement. 
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11. Remember to plan ahead!  All last minute 
travel will have to be reimbursed after the trip. 

To spend student activity money on goods 
or services... 
1. Submit a proposal to Student Government 
detailing how you want to spend the money. 

2. If approved, ask Student Government to 
generate a Purchase Order Request. Please see 
Appendix J. 

3. If you need research on the cost of an item 
or an event, contact Vice President for Student 
Success, Administrative Assistant in Room 203 
in Student Success Department.  Copies of the 
Student Government’s purchase orders are 
maintained in this office. 

Fundraising/Sales and Solicitation 
Raising funds is a means for campus 
organizations to supplement their other resources 
in meeting the goals of their organization.  In 
order to avoid conflicts, duplications, or 
violation of laws or regulations, it is necessary to 
establish guidelines to aid in coordinating such 
activities. 

Although the University supports organizational 
fundraising efforts, it recognizes that the campus 
is not a market place to be exploited by 
opportune entrepreneurial projects. Fundraising is 
not the primary function of student organizations, 
and campus organizations do not have an 
implicit right to use the campus or the 
community for Fundraising activities. 

1. All fundraisers must be voted on by the 
Student Organization per the bylaws then 
scheduled through the Vice President for Student 
Success. Please see Appendix G. 

2.  Requests must be submitted a minimum of 14 
days prior to the event. 

3. Student organizations may schedule no 
more than two fundraising events per semester. 
Each event shall be approved for one week only. 
Requests to extend an event beyond one week 
may be made to the Vice President for Student 
Success. 

Solicitation Policy 
University organizations and students are 
required to follow these policies. 

1.  Sales and/or solicitation by recognized 
University organizations for the purpose of 
selling merchandise or services or obtaining 
contributions on campus is subject to prior 
authorization by a completed Activity Approval 
Form. Such sales or solicitations shall be in 
accordance with regulations or policies 
governing facilities where an activity is to take 
place.  All proceeds from sales shall be deposited 
in the organization’s account to fulfill the 
purpose of the organization. 

2.  Sales will not be permitted when products or 
services are in direct competition with an 
existing University agency providing, or with the 
jurisdiction to provide, the same or similar goods 
or services. 

3.  There shall be no sales or solicitation by 
individuals or organizations on the NMSU-A 
campus for, or which result in, personal 
financial gain to any individual. Exceptions to 
this policy must be granted by the Vice President 
for Student Success or his/her designee.  
Reimbursement for legitimate, direct expenses 
incurred by the organization’s members for the 
event is not considered personal financial gain. 

4.  There shall be no door-to-door solicitations 
of any kind in University facilities by individuals 
or groups.  Solicitations may be permitted at 
approved solicitation sites in various facilities, in 
accordance with policies that govern each 
facility. 

5.  Solicitations shall be done in a manner that 
will not infringe on the rights of an individual, 
will not restrict normal ingress and egress, will 
not subject the individual to overzealous 
techniques and confrontation, and will not create 
excessive noise or disturbance in the solicitation 
area or adjacent areas. Interpretation shall be 
solely the judgment of University personnel with 
jurisdiction over facilities in use. 

6.  Solicitations through printed material 
distribution or digital media (see page 6). 
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Poster Policy: Posting/Distribution 
of Printed Materials 
Posting/distribution of printed materials for 
solicitation, promotion, or advertising must be 
conducted in accordance with the following 
regulations, as well as various policies governing 
specific University facilities. Items not in 
compliance will be removed. 

1.  The placing of posters (information material) 
and signs originating from campus units 
requires the approval of the Public Information 
Officer (in the President’s Office). 

2. Any announcements, postings, etc. not 
originating from a campus office or a campus 
organization must be approved by the Public 
Information Officer before posting.  Items posted 
improperly or without approval will be 
removed. 

3. The organization or individual that posts the 
information is responsible for proper removal/ 
disposal of materials at the end of their 
usefulness in a manner that prevents littering. 

4. Posters/flyers must have the name of 
sponsoring organization clearly indicated and 
must be removed the day following the election 
or advertised event. 

5.  Advertising products/services for a 
commercial (for profit) distributor (or its 
representative) is NOT permitted.  However, 
enrolled students are permitted to advertise 
personal items/services for sale (books, autos, 
tutoring, typing, babysitting, etc.). Such 
advertising is restricted to “note card” size not to 
exceed 4”x6”.  Such advertising also must be 
approved by the Public Information Officer. 

6.  Advertisement of a religious or political 
nature will not be posted unless it is an 
approved activity which is sponsored by a 
chartered student organization. 

7. The institution will have final authority 
when determining which materials to post. 

 

 

Approved Locations 
1. Recommended locations for posting/ 
distributing materials may be obtained from the 
Public Information Officer. 

2. Because of limited posting space, there must 
be no more than two promotional posters/flyers 
in any single area. 

3. After material is approved, the cork bulletin 
boards or other designated locations on campus 
must be used for posting. Cars, traffic signs, 
power/light  poles, sidewalks, trees, walls, glass 
doors, floors, or any part of a University structure 
are NOT approved  for posting/advertising. 

4. “Personal” advertising is restricted to the 
cork bulletin board in the Student Center.  

5. Temporary directions, signs for conventions, 
tours, or other special events may be displayed in 
a manner appropriate to the space and surface 
but must be removed promptly by the 
sponsoring group.  Such signs must have prior 
approval from the Public Information Officer. 

Approved Attachment Methods 
1. All materials must be affixed in designated 
locations in a manner appropriate to the display 
space and surface. 

2.  Bulletin boards accept tacks or pins. 
Masking tape is recommended for non-tack 
surfaces. 

3. Scotch tape, nails, tacks, etc. that damage 
surfaces or leave residue are NOT approved. 

4. Individuals or organizations will be held 
responsible for damage or costs of removal. 

The foregoing policy does not exclude 
advertising in University publications or other 
media. 

Schedule of Events 
Chartered student organizations may schedule 
meetings in the conference room located in the 
Student Center.  Other events may be scheduled 
by contacting one of the following offices: 
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Contact Vice President for Student Success 
Administrative Assistant in Room 203 to 
schedule all meetings or events in academic 
buildings with appropriate person: Tays Center, 
Rohovec, Glass House, etc. 

To Schedule Events in the Student 
Center 
Contact the Office of the Vice President for 
Student Success to request use of the Student 
Center Conference Room. 

Parades and Demonstrations 
Permission for parades and demonstrations on 
campus must be secured from the Vice 
President for Student Success through the 
completion of the Activity Request Form. Please 
see Appendix F. 

Speaker Policy 
A student organization must be officially 
chartered before the organization can issue any 
invitation to an off-campus speaker. 

Contracts and financial commitments will be 
approved only after the sponsoring organization 
has given two (2) weeks’ notice (by submitting 
an Activity Request Form) and only after a 
statement from the Business Office has been 
received certifying that the organization has a 
balance on hand for the program, including 
facility rental, speaker’s fee, advertising, and any 
other expenses. 

The University reserves the right to select a full-
time member of the University’s tenured faculty 
or professional staff to preside at meetings 
where off-campus persons are speaking. 

The sponsoring organization shall assume full 
responsibility for courteous treatment of the 
speaker and ensure him or her the freedom to 
speak. 

Speakers shall agree to receive and answer 
questions from the audience. 

Any chartered student organization that violates 
the speaker policy or any of these regulations 
shall be subject to disciplinary action that may 
result in the loss or suspension of recognition, or 
the imposition of other sanctions. 

These regulations and the speaker policy shall 
be included as part of all contracts with off- 
campus speakers. 

The Vice President for Student Success, or 
his/her designee, shall be notified of all speakers 
invited to campus. 

Vacating University Building or 
Property 
The University recognizes the importance of 
providing a venue where members of the 
community can freely and openly express their 
ideas.  However, if an individual(s) and/or 
organization improperly or illegally occupies 
university buildings or property, the following 
statement will be read: 

“You are violating university regulations and/or 
State laws concerning improper occupations of 
buildings or property.  If you leave within the 
next 10 minutes, no further action will be taken. 
If you do not leave within 10 minutes, you may 
be arrested.  If you are a student, you may also be 
subject to disciplinary action as outlined in the 
Student Code of Conduct.” 

In the event a crime (other than peaceful, but 
illegal occupation of a building or property) has 
occurred, is occurring, or is about to occur, action 
may be taken without regard to the above 
statement by appropriate University officials in 
order to protect the safety, lives, and property of 
the University community.



 

FORMAT FOR CHARTERED STUDENT ORGANIZATION BYLAWS (ATTACH “BENCHMARKS” FROM OTHER 
CHAPTERS OR ORGANIZATIONS) 

NAME OF ORGANIZATION NEW MEXICO STATE UNIVERSITY BYLAWS 
CURRENT DATE 

We recommend that prior to completing a final draft of bylaws you set an appointment with the Vice President for Student 
Success for an initial review.  Some of the articles below may not apply to your organization, depending on your goals and 
objectives. 

ARTICLE I. NAME OF ORGANIZATION 
 ARTICLE II.  PURPOSE 

ARTICLE III.  MEMBERS AND MEMBERSHIP 
 

1. Qualifications for membership.  If grade point averages are specified, verification must be arranged with the Admission’s  
 Office; enforcement is the responsibility of the organization. 
2. Procedure for affiliation with the organization. 
3. Criteria that will distinguish active members or voting members, inactive members and associate members. 

ARTICLE IV. OFFICERS 
1. Officers; positions. 
2. Full-time student status. 
3. Nomination procedure. 
4. Election procedure. 
5. Terms of office. 
6. Duties of officers. 
7. Procedure for filling vacancies and circumstances (officers unable to fulfill responsibilities, mid-semester vacancies, etc.). 

ARTICLE V.  SPONSOR/ADVISOR 
1. Selection. 
2. Duties. 
3. Terms of office. 
4.  Responsibilities. 

ARTICLE VI. EXECUTIVE BOARD   (IF APPLICABLE) 
1.  Composition. 
2.  Nature of meetings. 
3.  Restrictions of power. 

ARTICLE VII.  COMMITTEES 
1.  Standing committees. 
2.  Special committees. 
3.  Responsibilities. 
4.  Composition. 
5.  Designation of chairmen. 
6.  Procedures for forming. 

ARTICLE VIII. MEETINGS 
1. Regular meetings (reference to specific day, time, or place is not necessary; a statement of meetings to be held each week, 

month, or semester is sufficient) 
2. Special meetings-frequency and cause. 
3.  Quorum required to transact Student Government business. 
4.  Voting procedures. 

ARTICLE IX.  FINANCES 
1. Membership dues or assessments-how and when they are determined.  Actual amount  need not be indicated. 
2. All transactions of Student Government must be processed through the Business Office. 

ARTICLE X.  PARLIAMENTARY AUTHORITY 
Specification of the authority which will resolve questions about bylaws and meeting procedures (usually the latest edition 
of Robert's Rules of Order). 

ARTICLE XI. AMENDMENT OF THE BYLAWS 
1. Procedure whereby rules of the organization may be changed. 
2. Requirement of previous notice at regular meeting before a vote is taken at a subsequent regular meeting, and whether 

simple majority vote or other percentage is required. 
 
Bylaws must be signed and dated. Signatures from the following parties are required: President of Organization, Advisor(s) of Organization, Vice President for Student Success and 
the NMSU-A President. 
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APPENDIX A 
 

GUIDELINES FOR FACULTY/STAFF ADVISORS 
OF NEW MEXICO STATE UNIVERSITY CAMPUS ORGANIZATIONS 

 
Seldom do faculty and staff have an opportunity to work with students outside the classroom.  In order to 
maximize benefit to the advisor and to the organization, the advisor must be an active participant.  This requires 
that the advisor attend meetings and attend the events or activities.  Part of the function of the advisor should be 
to maintain traditions associated with the organization.  The following guidelines have been developed to assist 
you in your role as an advisor. 
 
THE ADVISOR AGREES: 
1.  To be a regular faculty or staff member of New Mexico State University and to remain in this capacity to 

qualify as an advisor.  Any exceptions to this requirement will be considered by the Vice President for Student 
Success. 

2.  To obtain approval from his or her Division Head or supervisor before assuming the role of advisor. 
3.  To attend a workshop for student organizational advisors that is held during the fall semester of each year. 
4. To be familiar with the policies and procedures of New Mexico State University and to provide interpretations as 

they relate to the organization that he or she advises. 
5. To encourage the organization president or selected officers to attend student organizational workshops held 

during fall and spring semesters. 
6. To review the bylaws of the student organization on a regular basis and to suggest changes or revisions as 

needed.  Any changes are to be sent to the Vice President for Student Success. 
7.  To assure that the organization follows prescribed chartering procedures. 
8. To inform the Vice President for Student Success of all changes within the organization such as officer status, 

election dates, and name changes of the organization. 
9. To be aware of the financial status of the student organization at all times, which can be accomplished by 

contacting the Vice President for Student Success. 
10. To assure that members of the organization know that they MUST complete an Activity Approval Form for any 

event or activity, on and off campus that the organization plans. 
11. To inform the Vice President for Student Success in writing if he or she is no longer able to serve or does not 

wish to serve as advisor to the student organization. 
 
The advisor is to sign and date three (3) copies of these guidelines in the spaces provided below.  One copy will 
be kept on file with the student organization; one copy will be returned to the Vice President for Student Success; 
the third copy is to be retained by the advisor. 
 
I, ____________________________________________________hereby agree to assume the role of advisor for 
(Printed Name) 
 
______________________________________________________in accordance with the guidelines listed above.  
(Name of Organization) 
 
 _____________________________________ 
(Advisor’s Supervisor’s Signature) 
 
______________________________________                  ______________________________________ 
Signature                         Department  
 

 
______________________________________               ______________________________________ 
Date                                                              Office Telephone Number:
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APPENDIX B 

NEW MEXICO STATE UNIVERSITY ALAMOGORDO  
M E M O R A N D U M 

TO:    CHARTERING ORGANIZATIONS  

FROM:  OFFICE OF STUDENT SUCCESS 

SUBJECT:   CHARTERING REQUIREMENT 

Please supply us with a list of five (5) currently enrolled student members, including your officers. You may 
supply this information at the bottom of this memorandum. 

The information is necessary so we can verify that t h e  p r i m a r y  c a m p u s  f o r  officers (President and Vice 
President) is NMSU-A, and that the student members are currently enrolled in compliance with chartering 
requirements. 

When completing the chartering form, please provide local addresses (including zip codes) and phone numbers for 
your officers and, for your advisor(s), provide the NMSU-A address and phone number as well as an appropriate title 
(Dr., Mr., Ms., Mrs., Professor, etc.). 

Thank you for your cooperation. 

PLEASE TYPE 

NAME OF ORGANIZATION   ___________________________________________________________________________ 

NAME(S) OF ADVISORS      _____________________________________________________________ 

STUDENT GOVERNMENT SENATOR:                                PHONE/EMAIL:                                           

NAME OF STUDENT (as shown on OFFICE PHONE NO./ 
registration documents) HELD NMSU E-MAIL* 

 

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

Please provide the names and contact information for student members in the organization or attach a 
separate sheet: 
____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

____________________________________________________________________________________________________  

 You must provide your NMSU-A E-mail 



 

Updated: September 2, 2015 

APPENDIX C 

NEW MEXICO STATE UNIVERSITY ALAMOGORDO  
M E M O R A N D U M 

 

TO:   ORGANIZATIONS RENEWING CHARTER  

FROM:  OFFICE OF STUDENT SUCCESS  

SUBJECT: CHARTER RENEWAL 

                          (Due at the beginning of each Semester) 

The Charter Renewal form should be submitted each Semester. 

1. Please list officers and advisors below. (If your organization has not yet elected officers, please let the office 
know.) 

2.  Return this form to the Vice President for Student Success, Room 203.  

Thank you for your cooperation. 

PLEASE TYPE 

NAME OF ORGANIZATION ___________________________________________________________ 

NAME(S) OF ADVISORS ______________________________________________________________ 

STUDENT GOVERNMENT SENATOR:  _______________   PHONE/NMSU E-MAIL* ___________ 

NAME OF STUDENT (as shown on OFFICE PHONE NO./ 
registration documents) HELD NMSU E-MAIL 
 

_____________________________________________________________________________________________________  

_____________________________________________________________________________________________________  

_____________________________________________________________________________________________________  

_____________________________________________________________________________________________________  

 

Please provide the names and contact information for student members in the organization or attach a 
separate sheet: 
_____________________________________________________________________________________________________  

_____________________________________________________________________________________________________  

_____________________________________________________________________________________________________  

_____________________________________________________________________________________________________  

 You must provide your NMSU-A E-mail 



 

Updated: September 2, 2015 

APPENDIX D 

REQUEST FOR STUDENT ACTIVITY FUNDS 

TRAVEL FORM 
 

Name of Requesting Organization:  _______________________________________________________________ 

Reason for Travel: ____________________________________________________________________________________ 

Date of Activity:   ____________________________________________________________________________________ 

Location of Activity:     _______________________________________________________________________________ 

Number of Persons Traveling:   ____________________  Number of Advisors Traveling:  _________________ 

Name of Hotel:    _____________________________________________________________________________________ 

Address of Hotel:   ___________________________________________________________________________________ 

Number of Rooms:                     Number of Nights:  ________   Cost Per Room Per Night:   __________________  

Airline (if flying):  ___________________________    Cost of Flight:    ___________________________ 

Total Dollar Amount Requested:   _________________________________________ 

 Dollar Amount Provided by Requesting Organization:   

___________________________________________  _________________________________________________ 
Organization President                        Date        Organization Advisor                          Date 

___________________________________________  _________________________________________________ 
Student Government Advisor             Date    Student Government Treasurer           Date 

 

Please provide list of persons who will be 
traveling. See second page of this form 

Student Government will fund 45% travel expenses for: 
3 members to travel to out-of-state conferences OR 
4 members to travel to in-state conferences 

According to Student Government By-Laws Article VII, Section III, an itemized expenditure list must be 
turned in within three weeks after the funds are used.  If an itemized expenditure list is not turned in, the 
organization will not be able to request funds from Student Government until the following semester.  See 
Business Office Directives, Student Government By-Laws, or Student Government treasurer if you have any 
questions. 

 

NOTE: This request is to be submitted by a representative of your organization in person at a Student 
Government meeting at least two weeks prior to activity.  The Student Government Treasurer will initiate 
the Purchase Order to be routed through the Office of the Vice President for Student Success and the 
Business Office. 

Student Government Use Only: Received On: ______________________________________________ 

Accepted / Rejected _________________________ Amount Approved ____________________ 

Itemized Expenditure Report Received On: ____________ 

Signature____________________________________ Date: _______________________     

                Student Government President 
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APPENDIX E 

REQUEST FOR STUDENT ACTIVITY FUNDS 

STUDENT TRAVELERS 
 

Name:                                                                                           Las t  4  d igi t s  of  ID#_______________ 

Address                                                                                          Cell phone# _______________________ 

 

Name:                                                                                           Las t  4  d igi t s  of  ID#_______________ 

Address                                                                                          Cell phone# _______________________ 

 

Name:                                                                                           Las t  4  d igi t s  of  ID#_______________ 

Address                                                                                          Cell phone# _______________________ 

 

Name:                                                                                           Las t  4  d igi t s  of  ID#_______________ 

Address                                                                                          Cell phone# _______________________ 
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APPENDIX F 

ACTIVITES FORM 

REQUEST FOR FUNDS 
 

Name of Requesting Organization: _______________________________________________________________ 

Name/Description of Activity:  __________________________________________________________________ 

Date of Activity:  _____________________________________________________________________________ 

Location of Activity:  __________________________________________________________________________ 

Items to be Purchased        Store Purchased From             Price Each          Quantity          Total Price Per Item 

 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

______________________________________________________________________________________________________ 

Total Dollar Amount Requested:  $_________  

Dollar Amount Provided by Requesting Organization: $_________  

 

_______________________________________ ___________________________________________ 
Organization President                         Date                   Organization Advisor                         Date 

 

_______________________________________ ___________________________________________ 
Student Government Advisor                   Date     Student Government Treasurer          Date 

An itemized expenditure list must be turned in within three weeks after the funds are used.  If an itemized 
expenditure list is not turned in, the organization will not be able to request funds from Student Government until 
the following semester.  See Business Office Directives, NMSU-A Student Government Constitution or Student 
Government members if you have any questions. 

NOTE: This request is to be submitted by a representative of your organization in person at a Student Government 
meeting at least two weeks prior to activity.  The Student Government Treasurer will initiate the Purchase Order to be 
routed through the Office of the Vice President for Student Success and the Business Office. 

 

Student Government Use Only: Received On: ______________________________________________ 

Accepted / Rejected _________________________ Amount Approved ____________________ 

Itemized Expenditure Report Received On: ____________ 

Signature____________________________________ Date: _______________________     

                Student Government President 
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APPENDIX G 

PERMISSION FOR 

FUNDRAISING ACTIVITIES 

Today’s Date:   ______________________________________________________________________________   

Name of Group:   ____________________________________________________________________________  

Contact Person:    ___________________________________________________________________________  

Contact Phone/NMSU E-MAIL:   _____________________________________________________________  

Purpose and Details of Fundraiser:   ___________________________________________________________  

Type of Fundraiser: _________________________________________________________________________ 

 

Date and Time of Fund Raiser:   ______________________________________________________________   

Location(s) of Fund Raiser:        ______________________________________________________________   

List of Equipment Needed from Maintenance; for example, tables, chairs, etc.: 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________  

 

_____________________________________     _____________________________________  
Organization President                        Date      Organization Advisor                    Date 

 

______________________________________    _____________________________________  
Student Government Advisor             Date     Student Government Treasurer     Date 

 

 Approval         Yes (      )       No (       ) 

  

_________________________________________________ 

Vice President for Student Success or Designee            Date    

 

NOTE: If funds are necessary, please submit a “Request for Funds” through the senator of your organization 
a minimum of two weeks in advance.  Please contact Student Government to find the dates and times of 
regularly scheduled meetings.
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APPENDIX H 

PERMISSION FOR ACTIVITIES 

NON-FUNDRAISING 

Today’s Date:   _____________________________   

Name of Group: _____________________________________________________________________________  

Contact Person:  _____________________________________________________________________________  

Contact phone/NMSU E-MAIL:   
__________________________________________________________________________________________  

Purpose and Details Activity:  __________________________________________________________________  

Date and Time of Activity:   ___________________________________________________________________  

Location(s) of Activity:  ______________________________________________________________________   

List of Equipment Needed from Maintenance; for example, tables, chairs, etc.: 

_________________________________________________________________________________________  

_________________________________________________________________________________________  

_________________________________________________________________________________________  

_________________________________________________________________________________________  

_________________________________________________________________________________________  

_________________________________________  ___________________________________________  
Organization President                        Date        Organization Advisor                          Date 

Approval      Yes (     )     No     (     ) 

________________________________________________ 

Vice President for Student Success or Designee              Date 
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APPENDIX J 

NEW MEXICO STATE UNIVERSITY ALAMOGORDO 

PURCHASE ORDER REQUEST 

BUSINESS OFFICE 

New Mexico State University Alamogordo 
2400 N. Scenic Drive 
Alamogordo, NM 88310 

Telephone: (575) 439-3716 

Preferred/Lowest Cost Vendor: 
Name 
Address 
City, State and Zip 
Contact: 
email   fax 

Name of Organization 
Department 
Phone No. 
Contact Person 

TWO OTHER VENDORS REQUIRED ON 
ITEM NO. DESCRIPTION OF SUPPLIES OR 

SERVICES 
QTY UNIT UNIT PRICE EXTENSION 

        

          1 

          2 

          3 

Items for Town Hall Chat, October XX, XXXX 

  Bottled water  

  Lemonade 

  Chips (100 bags) 

Please write brief statement how merchandise is to 
be utilized: 

 Items to be used for student event to provide   
 students with information that impacts them and 
 their educational pursuits. 
 
_X_  no extra shipping charge 

___  estimated shipping charge 

___  exact amount or percent if known 

Total

 

     2  

     3 

     1  

 

 

 

 

 

 

 

 

 

   ea 

   ea 

   case 

 

 

 

 

 

 

 

 

 

  $  4.98 

  $  3.99 

  $ 44.25 

 

 

 

 

 

 

 

 

 

   $  9.96 

   $11.97 

   $44.25 

 

 

 

 

 

 

 

   $66.18 

 

Comments:  ____________________________________    Needed by: ____________________      

Today’s Date:     

______________________________________________ 
Approval Signature: Vice President for Student Success 

 

NOTE: This form must be submitted to the Business Office two (2) weeks in advance to be processed.
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APPENDIX K 

Student Organization Monthly Status Report 
 

All student organizations must submit this report to the office of VPSS (Room 203) by the 5th of each 
month.  This report is required in order to be considered for funding and official status as a student 
club. 

 
Student Organization Name   

 
Reporting Month   

 
Date Completed   

 
Dates of Club Meetings   

 
Number of student club members at meetings   

 
Dates ASG meetings attended   

 
Club Activities   

 
 
 
 
 
 
 
 
 
 
 
 

Signatures: 
 

Club President:   
 
 
 

Club Advisor:    
 
 
 

 Date Received:  __________________________________ 

 _______________________________________________ 

Vice President for Student Success or Designee              Date 
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APPENDIX K 

Revision Dates 

Revised October 17, 2014:  Included Student Organization Monthly Status Report as Appendix K. 
Revised October 10, 2014:  Included dates of revisions. 
Revised September 22, 2014: Forms added as appendices; Primary Campus Requirement added for Student 
Organization Officers; Request for Use of Student Center Lobby obsolete, and deleted. 
Revised July 31, 2014: Chartering requirements changed from eight (8) to five (5) student members. 
Revised August 8, 2011: Revised Signature Lines on forms to include signatures of Student Organization 
President and Advisor; Student Government President, Treasurer, and Advisor. Revised POR will include only 
signature line for the Vice President for Student Success or Designee. 
Revised February 11, 2011: Revised Judy Garcia’s title to Senior Administrative Assistant. 
Revised November 6, 2010: Re-Chartering form renamed to “Charter Renewal” form. 
Revised November 4, 2009: Converted Student Organization Handbook to In-Design software. 
Revised September 18, 2009: Revisions include the addition of a request for the name of a senator to 
represent student organizations on the Student Government.  Changes made in the NMSU-A Student 
Handbook are also reflected in this revision of the Student Organization Handbook. 
Revised March 17, 2009: Revisions include updating Sharon Fischer’s title to Vice President for Student 
Success, changing name of Student Advisory Council to Student Government. 
Revised September 7, 2007: Revisions include adding a signature page requirement to the “Format for 
Chartered Student Organizations Bylaws.” 
Revised July 25, 2007: Revisions include adding Sharon Fischer as Campus Student Success Officer; deleting 
reference to obsolete Non-Employee Travel Authorization form; and including a sample Purchase Order  
Request (POR) Form. Original POR forms are on colored paper (pink) and can be obtained through the 
Student Government Treasurer or the Vice President for Student Success. 
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