
SGA Club Meeting



Club Packets

Requirements:

1. Charter Form(A1)
a. Advisor
b. 3 Executive Positions

2. 15 members(A2)
3. Inventory(A5)
4. Budget Cover Letter
5. Budget Form(A3)
6. Constitution

All forms and paperwork can be found on the official  SGA website under “Forms”.



How to fill out the 
Club Charter Form(A1)

Requirements

● Three Official Officers (at least one of which must 
be an undergraduate)

● Advisor 
● Club emails must be an @npe email address

○ Unofficial emails will not be accepted and your club 
may miss out on important information. 

To get an npe email, send an email to help@nmt.edu with 
your club account number. If you do not know your 
account number, email the Vice President or CFO at 
sga.vp@npe.nmt.edu and sgacfo.club@npe.nmt.edu and 
they will provide you with your club's account number or 
the steps to get an account set up. 

mailto:help@nmt.edu
mailto:sga.vp@npe.nmt.edu
mailto:sgacfo.club@npe.nmt.edu


The Club Roster form 
and how to fill it out. 

Include Club Name and Date

Name of club members

Club Members Student Email



Inventory List

List all items owned by the club, do not include 

personal items that the club is using

If you buy something with club funds it is now 

property of the club

For new clubs, this form can include the items 

thought to be required, just be sure to include 

all pricing in the budget as well. 



Budget Cover Letter

Used to explain to the financial committee why you 

are requesting the budget you are requesting. 

Can be done as a bulleted list, or as a few 

paragraphs explaining the needs for each item. 



Budget

This form is where you list any and all expected 

expenses for the semester. 

List items by priority highest to lowest priority.

The budget you request is not guaranteed to be 

accepted. All budgets are reviewed by the Financial 

Committee and your club will be told the amount 

you are approved for.

Be as specific as possible. This will help the 

committee understand exactly what you need. 



Constitution

The constitution is a requirement for all clubs to submit when submitting their club 

packet. 

The constitution should be written (typed) with the intent of providing a guideline 

or set of detailed instructions for future members to understand how to run the 

club. Things to include, 

● How to vote in club elections

● How to run club events

● Purpose of the club 

● Any and all club rules





The three different club standings along with the 
requirements to maintain the appropriate 
standing. 

Good Standing Probationary Bad Standing

Default Standing for all 
new clubs

For not following 
requirements, clubs are 
then placed on 
probation the following 
semester.

 

If clubs still do not 
follow requirements, 
they will then be 
considered in bad 
standing. 



Requirements to Maintain Good Standing

1. Volunteer Hours
a. 12 Hours required (may change in spring semesters)
b. Any volunteer event in socorro county (provide contact information).
c. Must be submitted by end of semester.

2. Club Packet
a. Must be turned in by due date (February 14th for Spring 23)
b. Must be complete and fully legible
c. Must not be destroyed in any way 
d. If above requirements are not met, club will not be considered at all that semester. 

3. 15 Members
a. Less members will be considered an associate club

i. Associate clubs are limited to a $300 budget, one senate bill, and one event 
grant

4. Follow up on Bills
a. Clubs will be required to submit a report to the senate after receiving money from a 

bill which shows how the money was used. Failure to do so will result in 
Probationary status



Bills and Grants

All clubs have the right to submit bills or grants to the Senate 

Bills
● Ways for clubs to request funding 

from the SGA outside of Club 
budget

● Due Thursday before the meeting 
they will be presented at

● The senate will discuss and vote on 
the bill being presented

● The senate has the right to amend 
the bill as they wish if they see an 
issue in the bill as presented. 

● Clubs must send at least 1 
representative to defend the bill 
before the senate. 

Event Grants

● One time payments for an event

● Due five days before the event is to 

take place

● Must be signed by Vice President 

and President 



Extra information from administration

Tech Calendar and Guidebook

● Please submit approved events 

to the Tech calendar and to the 

NMT Events guidebook  

Travel and Pcard Procedures are being 

updated and will be sent out soon

Special Event Request Form

● All events must be approved and 

confirmed before the event

● Submit events through the NMT 

Activity and Special Events form

● Committee requires three 

business days notice

● Clubs that do not follow 

guidelines or hold unapproved 

events will face disciplinary 

action



Student Activities Center

SGA is offering technician training to interested students 

Only SGA approved technicians are going to be allowed to operate the booth, 

Failure to comply will result in disciplinary action against that clubs and/or 

student(s)

To reserve the SAC you must first be recognized as a student organization and fill 

out the rental form on the auxiliary services web page


