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STUDENT ACTIVITIES DIRECTORY



THE RECOGNITION PROCESS

★ All student organizations must go through an annual training and recognition

process if they choose to be officially recognized by the university and be eligible

for all of the benefits of organization recognition.

Check Out Wheelhouse

https://tamug.campuslabs.com/engage/organizations


Steps to Becoming a Newly Recognized Organization

★ The Office of Student Activities has implemented the following process in
order to appropriately assess how to start a new organization, and to allow
the organization the opportunity to participate in the recognition process.
The following steps will need to be taken:

Example Constitution

Advisor Expectations List

http://www.tamug.edu/stuact/studentorgs/Docs/How%20to%20Write%20a%20Constitution.pdf
https://www.tamug.edu/stuact/StudentOrganizations/Docs/AdvisorExpectations.pdf


Recognition Requirements for New and Previously
Recognized Organizations

1. The eligibility of all officers will be verified prior to each semester.

According to University Student Rule 41.2 , officers must be currently

enrolled students at least half time at Texas A&M University at Galveston and

must have a semester and cumulative GPA of 2.0 for the semester prior to

election, the semester elected, and all semesters while in office. Officers must

be in good standing with the university.

2. Each semester, an Officer Form must be fully completed on Wheelhouse,

with contact information for all officers and the approval of the advisor. The

advisor approval signifies his/her willingness to serve as the organization’s

advisor for that semester.

3. According to Texas House Bill 2639, annual training is required of all

students serving in leadership roles in student organizations recognized by

the university. Training will be conducted in both the fall and spring

semester. Officers must attend the training that is given earliest in their term

as an officer. Any officer unable to attend the required training will be asked

to resign from their position



THE ROLE OF THE ADVISOR



FINANCES

Student Organization Funding

● Student Organizations should generally create their own sources for

funding, whether through membership dues or fundraising activities.

There are some university funds available to recognized student

organizations each semester through an application and interview

process with a committee of students who make allocation

recommendations to the Office of Student Activities.

● All funds collected by recognized student organizations should be

documented with a receipt and deposited with the Office of Student

Activities within 1 business day of collection. When making a deposit,

student organizations should complete the Club Source of Funds form

and turn it in with all money and receipts.



Student Fee Allocations



Soliciting Outside Sources

Donations to Student Organizations



Tax Exemptions

Forms of Payment



Forms of Payment Examples

Record Keeping

Reimbursements



Recordkeeping and Reimbursements



EVENT PLANNING



Assessing Risk



Creating A Budget



Reserving/Set-Up of Facilities

Room Reservation Form Reservation Prices

● If your organization is interested in reserving the ASEC Ballroom or

Waterfront Pavilion for an event, consider the reservation prices, and contact

a full-time staff member in the Student Activities office to reserve any of

those spaces.

● If you need help with event set-up such as tables and chairs or floor coverings

placed in the gym, please make sure this request is in your Event Request

Form. It is recommended that you see Malarie or Derrick in the Office of

Student Activities to ensure that a work request has been made to Facilities

Services. Last minute requests to Facilities Services may incur a fee.

https://docs.google.com/forms/d/e/1FAIpQLSfLHaTLAwUBT0B53IOXRJnI1fXr2VSSsIRzd2iFi7oyO5h9NA/viewform
https://www.tamug.edu/AdminAux/UC/FY19Rates.pdf


Publicity



Events Involving Alcohol

If you have any reservations about these questions or have even a slight feeling
that the event might qualify as an organizational event, it probably does. Be
cautious and plan for a safe event in compliance with the Events with Alcohol
policies found here.

- See more at:
http://studentactivities.tamu.edu/manage-your-organization/event-planning/#st
hash.KZrYN8fe.dpuf Approval for this must be granted by the Assistant Vice
President of Student Affairs by completion of the Responsible Use of Alcohol
page within the Wheelhouse Event Form.

http://student-rules.tamu.edu/append8
http://studentactivities.tamu.edu/manage-your-organization/event-planning/#sthash.KZrYN8fe.dpuf
http://studentactivities.tamu.edu/manage-your-organization/event-planning/#sthash.KZrYN8fe.dpuf


STUDENT TRAVEL



Notification of Student Travel

● Student organizations are required to fully complete the Travel portion
of the Event Request Form on Wheelhouse by indicating that travel will
take place as part of the event. This form allows the University to verify
that adequate drivers are being used and that risks of the trip are being
managed appropriately. The Office of Student Activities will maintain
this form and will provide a copy to the University Police Department to
be used in case of an emergency during travel.

● All students participating in the student organization travel must read,
sign and return the Assumption of Risks and Waiver form. Officers can
find this form online at:
http://www.tamug.edu/stuact/studentorgs/Docs/Assumption%20of%20Ris
k%20form.pdf.

● Officers should fill all blanks within the text of the form before
distributing to members for their signature. Assumption of Risks and
Waiver forms should be uploaded to the Wheelhouse Event Request
Form or turned in to the Office of Student Activities where a copy will
be made. One set of waivers should be taken on the trip while the other
will be maintained in a file in Student Activities for three years.

http://www.tamug.edu/stuact/studentorgs/Docs/Assumption%20of%20Risk%20form.pdf
http://www.tamug.edu/stuact/studentorgs/Docs/Assumption%20of%20Risk%20form.pdf
http://www.tamug.edu/stuact/studentorgs/Docs/Assumption%20of%20Risk%20form.pdf


Rental Vehicles



TRADEMARK LICENSING

Texas A&M University Student Rules require student organizations to have
advance approval before using A&M trademarks and logos. Licensed vendors
(screen printers for apparel, for example) will handle the licensing work directly
with the licensing office. If you are using a non-A&M licensed vendor or need
other licensing assistance, please contact the Office of Student Activities. All
products that are officially licensed must include a label or sticker featuring the

Collegiate Licensed Product (CLP) logo.

For more information about Trademark Licensing associated with Texas A&M
University, please visit http://trademarks.tamu.edu as well as

http://brandguide.tamu.edu/

http://trademarks.tamu.edu
http://brandguide.tamu.edu/


SERVING FOOD AT EVENTS



VIOLATION OF POLICIES






