Club Advisors,

Thank you for offering to help out our students in creating their clubs for this year. Please read the attached club guidelines and be sure that you are fully aware of what your responsibilities are as a club faculty advisor. If you do not feel that you are able to fill all of these responsibilities please notify the club officers ASAP so that they are able to find a replacement advisor. 
Below, I’m listing some guidelines for your duties as the advisor. They are actually very simple and not, in any way, intended to make your day more difficult.

1. Hold regular meetings. You must be present at all regular meetings. These meetings must be held no less than once per month. They may be held more often, as you prefer.  
2. Clubs must have a posted agenda on their web page, and keep minutes at these regular meetings. These agendas and minutes must be printed and submitted to the activities office at least once per month to be kept for state audit. In addition, the minutes must also be posted on your web page. This is the responsibility of the club officers, not yours. Just check to make sure that they are doing so.

3. All club meetings and activities must be supervised by the faculty (credentialed employee) advisor (and additional chaperones as needed). Evening/weekend activities will be limited due to supervision and facilities space. Clubs will not be permitted to sponsor dances. Using the school club name to participate in an off campus activity or compete off campus is not permitted unless it is officially approved by the activities director. The activities director must receive a written request to approve the off campus activity at least two weeks prior to the activity.

4. ASU Trust accounts are available for clubs. Only the club advisor may make deposits and must co-sign all purchase orders. P.O. forms are available in the activities office. No reimbursement will be provided if expenditures are not preapproved or if receipts are lost. 
5. All flyers for post around the school must be signed off for approval by both the club faculty advisor and the Activities Director. Please check for appropriate content. No flyers may be posted without both signatures of approval on every flyer. (Tell your officers that they need to get the signatures before running off the flyers. I’m not signing 50 flyers, only one.) Flyers placed upon painted surfaces must use BLUE PAINTERS TAPE or they will be removed.
.

6. Officers of this club must comply with the above stated regulations or risk losing their charter.
Once again, a huge thank you for taking on this added endeavor. I know that our students really do appreciate you for this.

