


 

 2 

BENEFITS OF ADVISING: 
There are many benefits associated with becoming an advisor 
to a student organization. Here are some: 

� The satisfaction of seeing and helping students 
learn and develop new skills. 

� Watching a disparate group come together to share 
common interests and work toward common goals 
and an understanding of differences. 

� Developing a personal relationship with students. 
� Furthering personal goals or interests by choosing 

to work with an organization that reflects one's inter-
ests. 

� Sharing one's knowledge with others. 

ADVISOR ROLES 
 Each advisor perceives his/her relation to a student organization differently.  Some Advisors play very active roles, attending 

meetings, working with student officers, and assisting in program planning and development.  Others maintain a more distant 
relationship to the organization.  It is hoped that each Advisor will maintain some regular contact with his/her organization.  An 
Advisor accepts responsibility for keeping informed about activities of the organization and for advising officers of the organiza-
tion on the appropriateness and general merits of policies and activities.  However, Advisors are not responsible for the actions 
or policies of student organizations; students are solely responsible.  Advisors should be both accessible and interested and 
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Sample Advisor Contract 
A useful instrument for sharing expectations and clearly identifying an Advisor’s ro
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Advising Do’s 
Each advisor and organization leadership 
should openly discuss what kind of role the 
advisor should play with the organization. 
Some organizations have a pool of advisors to 
assist them with different aspects of the or-
ganization (financial, scholarship, program-
ming, etc.) Some advisors have a high level of 
involvement with every aspect of the organiza-
tion, others have a very limited role. It is up to 
the organization and the advisor to set the pa-
rameters of involvement.   
 
With those thoughts in mind, the following list 
is a  guideline to the “dos” of student organiza-
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x� How much involvement is expected or needed? 
x� How often does the group meet? 
x�
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TROUBLESHOOTING 

 

Advising Styles and Skills 
Situational advising allows you to change your advising style to match the development needs of the individual or organization you advise. Your 
advising style is the way you advise when you work with someone. It is how you conduct yourself, over time, when you are trying



 

 8 

tions of participants. 
i� Identify specific risks in-

volved in the event.  
These could include 
physical risks (such as an 
event with physical activ-
ity) and liability risks (such 
as events involving alco-
hol, minors, or travel).   

i� Identify options for reduc-
ing risks by including, but 
not limited to: 
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Program  
Planning 
Checklist 



 

 12 

NOTE: This timeline is to be used to spark ideas and reminders for you to create your own timeline specifically tailored to your 
needs. Please keep in mind that every college/university maintains deadlines that may in all likelihood be different than the ones ap-
pearing here. Also note that many of the items can be done in advance of their deadline, or, if in a rush—after they should have been 
completed.  

One Semester in Advance 
i� Survey students 

Beyond board/committee and friends 
Do you have a target audience built-in? 
Phone/paper surveys – consider raffle 
Use event evaluations to solicit more ideas 

i� Review past program evaluations and reports 
i� Establish budgets  
i� Determine audience: campus-only, open to general public, all-ages, family, etc. 
i� Choose events 

Does it meet your mission? 
Does it move your organization forward? 
Does it serve/help your target audience? 

i� Choose event coordinator 
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Three Weeks Before 
i� Distribute promotional materials/advertising 
i�



 

 15 

Event              

Date         Time       

Location             

Coordinator(s)             

Area of Focus             
Attendance (total)     Attendance (Specifically Targeted Students)    

Cost (total)    Cost (from Budget)    Cost (to students)     

Partners:  Faculty ___ Student Gov’t. ___ Student Leadership ___ Housing ___ Other    

Description of Event: 
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for those who stay 
throughout the event.  
Make sure to promote 
these opportunities! 

 
i� Obtain permission from 

residence life or cam-
pus to place postcards 
in residents' mailboxes.  
No need for a stamp! 

 
i� Announce your event in 

your classes. 
 
i� Create postcards and 

sent via US Mail.   
 
i� Use A-frame boards 

around campus to dis-
play with posters 
around campus. 

 
i� Go to other organiza-

tional meetings to an-
nounce your event.  
Make sure student 
Senators know about 
your event & publicize it 
to their constituents.   

 
COMMUNITY 
i� Create flyers for posting 

in the community.  Gro-
cery stores, churches, 
daycare centers, de-
partment stores, bars, 
laundry mats, and other 
high-traffic establish-
ments are good, de-
pending on whom you 
are targeting. 

 
TIPS FOR EVERY-
WHERE 
i� Word of mouth is impor-

tant!  Get people ex-
cited about your event.  
Talk it up and involve 

The following tips may be 
helpful in publicizing your 
opportunity or event.  Use 
some, or use them all--just 
make sure to get special 
permission when required.   
 
ON-CAMPUS 
i� Contact your PR person 

for a press release. 
 
i� Explore digital means of 
i� spreading the word:  

webpage buttons or 
pages, video bulletin 
boards, kiosks, mes-
sage of the day on 
computers, emails, etc. 

 
i� Contact the campus & 

local newspapers for 
placement in their cal-
endar of events. 

 
i� Create flyers for posting 

on campus bulletin 
boards.  Get approvals 
as necessary. 

 
i� Write a note on class-

room wipeboards / 
chalkboards. 

 
i� Contact campus or lo-

cal radio and ask if 
they'd donate a PSA 
(public service an-
nouncement). 

 
i� Purchase professionally 

created posters.   
 
i� Chalk sidewalks in 

prominent locations 
around campus. 

 
i� Create an phone distri-

bution list of all on-
campus phone num-

bers.  Make one call 
and contact everyone 
on campus (including 
the residence halls) 
regarding your event. 

 
i� Create table tents for 

display. (Please get 
approval first). 

 
i� Have a display or table 

in one of the academic 
buildings with free give-
aways. 

 
i� Go to a department 

head or faculty / staff 
meeting, or directly con-
tact faculty / staff to 
make sure they know 
about your event.  They 
may announce it in 
class! 

 
i� Have a mini-event as a 

teaser in the middle of 
the cafeteria, in a class 
(get instructor permis-
sion first), or in an aca-
demic building lobby 
area. 

 
i� After getting a building 

supervisor's permis-
sion, use masking tape 
on the floor to spell out 
the details of your event 
(just like indoor chalk-
ing!) 

 
i� Get permission from 

food service to tape 
flyers to food trays. 

 
i� Order food from Food 

Services as an entice-
ment for students to 
come to the event, or 
give away door prizes 

others. 
 
i� Create mini handbills to 

hand out. 
 
i� Purchase balloons with 

your information printed 
on them, or take the 
cheaper route, and 
write on balloons, then 
blow them up. 

 
i� Use BIG posters (ie, 

butcher paper) or odd 
sizes to catch peoples' 
attention. 

 
i� See if your presenter 

has professionally 
made posters you can 
use for free.  You may 
need to write dates, 
times, and locations, on 
them. 

 
i� Create a webpage to 

specify details of your 
event (then make sure 
to publicize the web-
page!). 

 
i� Purchase professionally 

made stickers, or make 
them yourself with 
sticker kits (available at 
most discount stores), 
or with Avery labels 
through your laser 
printer! 

 
i� REMEMBER--People 

LOVE to be in the 
know, they love free-
bies, and you can't beat 
free food! 

 
Information provided by 
Shana Warkentine Meyer, K-
State at Salina  

Publicizing Your Event 
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i� Fill in the blanks." If an 
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WHY SHOULD YOUR ORGANIZATION HAVE A RETREAT/WORKSHOP? 
Organization retreats and workshops enable student organizations to briefly get away from the distractions of school and work and to focus on the needs of 
the organization and the needs of the individual members of the organization. Planning for the future will enable an organization to operate more efficiently. By 
setting goals and planning together, members of an organization can operate more effectively as a team. 
 
ESTABLISH THE PURPOSE FOR YOUR RETREAT 
Team Building, Skills Training, Communications, Goal Setting, Problem Solving, Planning, Learning, Orientation, Socializing, Transition, Revitalization, Conflict 
Resolution 
 
DETERMINING WHO THE RETREAT IS FOR 
New Officers, Executive Board, All Organization Members, etc. 
 
SELECTING A FACILITY 
On Campus or Off Campus; convenience vs. isolation; Urban or Rural Getaway.  When looking for an off campus retreat location consider nearby summer 
camps. They often charge cheap rates in the off season.  Be sure
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SAMPLE RETREAT SCHEDULE—TEAM EFFORT 

 

Icebreakers and team-builders  
1. Officer meetings 
i� New/old officers pair off (president with president, treasurer with treasurer) 
i� Update each section of notebooks, or talk about what should go in a new one. If officers do not have a notebook, take 
the time to create one! 
Each pair of officers should discuss the following: 

Who did the outgoing officer interact with most in the administration, in the community, and other student organizations?  
With the departments/areas listed above, what capacity did the outgoing officer work with them on?  
What University paperwork is this position responsible for completing?  
What did the outgoing officer have to do with the organization’s funding requests (assuming this question applies to 

your group)?  
What University procedures did the outgoing officer have the most trouble with and how can the incoming officer avoid 

those troubles?  
What were the biggest challenges the outgoing officer faced and how did they overcome them?  
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More than 1 million parents were incarcerated in prisons or 
local jails in 2000, affecting 2.3 million children. 

Each student organization writes its own con-
stitution and bylaws, which should outline the 
basic role of each organization officer. It is 
solely up to the members of the organization 
to assign responsibilities to a specific officer. 
This reviews some possible position respon-
sibilities. It is intended to assist you in consti-
tutional development and to help you answer 
the question, "Now I've been elected, what 
am I suppose to do?" 
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Here are some motions you might make, how to make them, and what to expect of the rules. 

 
 Ĺ The motions listed above are in order of precedence. Ļ Below, there is no order. 

 
 
 
 
 
 
NOTES:   

(1)  Unless moved when no question is pending. (8)  Only if the main question has not been debated yet. 
(2)  Affirmative votes may not be reconsidered. (9)  Unless the motion to be reconsidered is not debatable. 
(3)  Unless vote on question has begun. 
(4)  Unless the committee has already taken up the subject. 
(5)  Unless the motion to be amended is not debatable. 
(6)  Unless the chair submits to the assembly for decision. 
(7)  A 2/3 vote in negative is needed to prevent consideration of main motion. 

 

TO DO THIS: YOU SAY 
THIS: 

MAY YOU 
INTERRUPT 
THE 
SPEAKER? 

DO YOU 
NEED A 
SECOND? 

IS IT DEBAT-
ABLE? 

CAN IT BE 
AMENDED? 

WHAT 
VOTE IS 
NEEDED? 

CAN IT BE RE-
CONSIDERED? 

Adjourn Meeting “I move that 
we adjourn.” 

  
NO 

  
YES 

  
NO 

  
NO 

  
MAJORITY 

  
NO 

Call an Intermission “I move that 
we recess 
for…” 

  
NO 

  
YES 

  
NO (1) 

  
YES 

  
MAJORITY 

  
NO 

Complain About Heat, 
Noise, Etc. 

“I rise to a 
question of 
privilege.” 

  
YES 

  
NO 

  
NO 

  
NO 

  
NO VOTE 

  
NO 

Temporarily Suspend 
Consideration of an 
Issue 

“I move to 
table the 
motion.” 

  
  

NO 

  
  

YES 

  
  

NO 

  
  

NO 

  
  

MAJORITY 

  
  

NO (2) 
End Debate and 
Amendments 

“I move the 
previous 
question.” 

  
NO 

  
YES 

  
NO 

  
NO 

  
2/3 

  
YES (3) 

Postpone Discussion 
For A Certain Time 

“I move to 
postpone the 
discussion 
until…” 

  
  

NO 

  
  

YES 

  
  

YES 

  
  

YES 

  
  

MAJORITY 

  
  

YES 

Give Closer Study of 
Something 

“I move to 
refer the 
matter to 
committee.” 

  
NO 

  
YES 

  
YES 

  
YES 

  
MAJORITY 

  
YES (4) 

Amend a Motion “I move to 
amend the 
motion by…” 

  
NO 

  
YES 

  
YES (5) 

  
YES 

  
MAJORITY 

  
YES 

Introduce Business “I move 
that…” 

  
NO 

  
YES 

  
YES 

  
YES 

  
MAJORITY 

  
YES 

Protest Breach of Rules 
or Conduct 

“I rise to a point of order.”   
YES 

  
NO 

  
NO 

  
NO 

NO VOTE (6)   
NO 

Vote on a Ruling of the 
Chair 

“I appeal from the chair’s deci-
sion.” 

  
YES 

  
YES 

  
YES 

  
NO 

  
MAJORITY 

  
YES 

Suspend Rules Tempo-
rarily 

“I move to suspend the rules so 
that…” 

  
NO 

  
YES 

  
NO 

  
NO 

  
2/3 

  
NO 

Avoid Considering an 
Improper Matter 

“I object to consideration of this 
motion.” 

  
  

YES 

  
  

NO 

  
  

NO 

  
  

NO 

  
  

2/3 (7) 

  
  

YES (8) 
Verify a Voice Vote by 
Having Members Stand 

“I call for a division, “ or 
“Division!” 

  
  

YES 

  
  

NO 

  
  

NO 

  
  

NO 

  
  

NO VOTE 

  
  

NO 
Request Information “Point of information…”   

YES 
  

NO 
  

NO 
  

NO 
  

NO VOTE 
  

NO 
Take Up a Matter Previ-
ously Tabled 

“I move to take from the table…”   
NO 

  
YES 

  
NO 

  
NO 

  
MAJORITY 

  
NO 

Reconsider a Hasty Ac-
tion 

“I move to reconsider the vote 
on…” 

  
YES 

  
YES 

  
YES (9) 

  
NO 

  
MAJORITY 

  
NO 

Parliamentary Procedures at a Glance 
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Membership and Recruiting 
New members are the lifeblood of every organization. They bring new ideas, increase the organization's person power, foster 
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Recruitment 
Tips and  
Suggestions 

i� Set up a series of Informational Meetings.  
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Recruitment Tips 
 
 

i� Remember that a personal contact is always better than 1000 flyers and newspapers advertise-
ments.  People join organizations because they like the people they find there.  Nothing can re-
place the simple act of getting to know someone and asking them to join the organization. 

i� Get scheduled to make a brief introduction of your organization at each floor meeting. 
i� Co-sponsor campus events so that the HGB name gets out there more.  Be sure to have informa-

tion about the HGB at each event. 
i� Ask key people to give recommendations of po
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Examples, Resources and Handouts 

 
Index 

i� 20 Tips For Advisors To Increase Organ-
izational Productivity  

i� Sample Constitution and Bylaws 
i� 50 Ways to Give Recognition to Volun-

teers 
i� Advisor's Self-Evaluation Checklist  
i� Advisor/Student Evaluation and Feed-

back Tool  
i� The Role of Advisor Checklist 
i� Roles of an Advisor Handout 
i� Sample Meeting Agenda 
i� Advisor’s Agreement Worksheet 
i� Consent to Admission and Treatment Ex-

ample 
i� Field Trip Release Form Example  
i� Student Release and Waiver Agreement 

Example / Media Release 
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1. Know what the students expect of you as an Advisor. 

2. Let the group and individual members know what you expect of them. 

3. Express a sincere interest in the group and its mission.  Stress the importance of each individual’s contri-

bution to the whole. 

4. Assist the group in setting realistic, attainable goals.  Ensure beginning success as much as possible, but 

allow the responsibility and implementation of events to lie primarily with the organization. 

5. Have the goals or objectives of the group firmly in mind. Know the purposes of the group and know what 

things will need to be accomplished to meet the goals. 

6. Assist the group in achieving its goals.  Understand why people become involved.  Learn strengths and 

emphasize them.  Help the group learn through involvement by providing opportunities. 

7. Know and understand the students with whom you are working.  Different groups require different ap-

proaches. 

8. Assist the group in determining the needs of the people the group is serving. 

9. Express a sincere interest in each member.  Encourage everyone to be responsible. 

10. Assist the members in understanding the group’s dynamics and human interaction.  Recognize that at 

times the process is more important than the content. 

11. Realize the importance of the peer group and its effect on each member’s participation or lack thereof.  

Communicate that each individual’s efforts are needed and appreciated. 

12. Assist the group in developing a system by which they can evaluate their progress.  Balance task orienta-

tion with social needs of members. 

13. Use a reward system and recognition system for work well done. 

14. Develop a style that balances active and passive group membership. 

15. Be aware of the various roles that you will have: clarifier, consultant, counselor, educator, facilitator, 

friend, information source, mentor, and role model. 

16. Do not allow yourself to be placed in the position of chairperson. 

17. Be aware of institutional power structure—both formal and informal. Discuss institutional developments 

and policies with members. 

18. Provide continuity for the group from semester to semester (not mandatory but encouraged). 

19. Challenge the group to grow and develop.  Encourage independent thinking and decision-making. 

20. Be creative and innovative.  Keep a sense of humor! 

 
(Adapted from M.J. Michael) 

 

Office of Student Leadership Development Programs at East Carolina University  

20 Tips for Advisors to Increase Organizational Productivity 
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BY-LAWS 
By-laws are intended to deal with the day-to-day rules governing the organization.  These might have to change in order 
to accommodate new conditions or circumstances.  Hence, they should be reviewed and updated at least annually. 
 
1. Meetings:  Stipulate the frequency of meetings, possibly the day of the week, and  
            even the time and location. 
 
2. Officers:   List any additional duties or responsibilities assigned to the various officers, which have not already 

been covered in the constitution. 
 
3. Committees:   Name any standing committees and the method to be used for  

selecting chairperson and committee members.  State the duties and responsibilities of these committees.  
(Consider composition, appointment, function, power, duties, membership, financing and publicity). 

    
4. Financial:   Provide for initiation fees, dues, and other assessments (if any); also details regarding delinquencies.   
 
5. Elections:   State all elections rules and procedures not already covered in the 

constitution.  Be sure to include procedures for filling vacancies and procedures for voting.  
         
6. Amendment of By-Laws:   Stipulate the method for amending the By-Laws.  The 

requirements for amending the By-Laws should not be as great as those for amending the constitution. 
Information provided by Christine McDermott, Director of Student Activities, Wesley College 

Sample Student Organization Constitution and Bylaws 
(Please modify to meet your organization’s needs or develop your own) 
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50 Ways to Give Recognition to Volunteers  
 

i� Smile 
i� Put up a volunteer suggestion box 
i� Treat to a soda 
i� Ask for a report 
i� Send a birthday card 
i� Arrange for discounts 
i� Give service stripes 
i� Treat to ice cream 
i� Plan annual ceremony occasions 
i� Recognize personal needs and problems 
i� Be pleasant 
i� Post honor roll in reception area 
i� Respect their wishes 
i� Give informal socials 
i� Keep challenging them 
i� Send a Thanksgiving card to the person’s family 
i� Say “Good Morning” 
i� Greet by name 
i� Provide a pre-service training 
i� Help develop self confidence 
i� Award plaques to sponsoring group 
i� Take time to explain fully 
i� Be verbal 
i� Give additional responsibility 
i� Afford participation in team planning 
i� Respect sensitivities 
i� Enable to grow on the job 
i� Send newsworthy information to the media 
i� Say “Good Afternoon” 
i� Honor their preferences 
i� Create pleasant surroundings 
i� Welcome them to staff meals 
i� Have a public reception 
i� Take time to talk 
i� Defend against hostile or negative staff 
i� Make good plans 
i� Throw a pizza party 
i� Plan a theater party 
i� Recommend to prospective employer 
i� Utilize as consultants 
i� Praise them to their friends 
i� Say “Thank you” 
i� Smile 
i� Be a real person 
i� Plan occasional extravaganzas 
i� Send impromptu fun cards 
i� Attend a sports event 
i� Have a picnic 

 
From Schreiber, V. and Pfleghaar, E. “Supervising vs. Advising”, UMR-ACUHO, 1999  
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Please answer the following questions as they relate to your role as a student organization advisor. 
Fill in the blanks in front of each question using the following scale: 
 
5 = all the time      4 = most of the time       3 = some of the time 2 = almost never      1 = never 
 
 
_____  I actively provide motivation and encouragement to members.  

_____ I know the goals of the organization.  

_____  I know the group's members.  

_____ I attend regularly scheduled executive board meetings.  

_____  I attend regularly scheduled organizational meetings.  

_____  I meet regularly with the officers of the organization.  

_____  I attend the organization's special events.  

_____ I assist with the orientation and training of new officers.  

_____  I help provide continuity for the organization.  

_____ I confront the negative behavior of members.  

_____  I understand the principles of group development.  

_____  I understand how students grow and learn.  

_____  I understand the principles that lead to orderly meetings.  

_____  I have read the group's constitution and by-laws.  

_____  I recommend and encourage without imposing my ideas and preferences.  

_____  I monitor the organization's financial records.  

_____  I understand the principles of good fund raising.  

_____  I understand how the issues of diversity affect the organization.  

_____  I attend conferences with the organization's members.  

_____  I know the steps to follow in developing a program.  

_____  I can identify what members have learned by participating in the organization.  

_____  I know where to find assistance when I encounter problems I cannot solve.  

Advisor's Self-Evaluation Checklist 
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Please take 15-20 minutes to share your thoughts on the questions and statements listed below. Your feedback is 
valuable to my professional development.  
Please use a scale of 5-1 to rate your answers, 5 being the best score.  
1) I am satisfied with the amount of time our advisor spends with our group  5 4 3 2 1  
Comments:  
 
2) I am satisfied with the quality of time our advisor spends with our group  5 4 3 2 1  
Comments:  
 
3) I am satisfied with the amount of information our advisor shares with our group 5 4 3 2 1  
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This form is designed to help advisors and student officers determine a clear role for advisors in matters pertaining to student 
organizations.  
 
Directions: The advisor and each officer should respond to the following items, then meet to compare answers and discuss any 
differences. For any items, which are determined not to be the responsibility of the advisor, it would be valuable to clarify which 
officer will assume that responsibility. For each statement, respond according to the following scale: 
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Roles of an  
Advisor 
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This worksheet can be a means of communicating expectations of the organization-advisor relationship. Both the 
advisor and officers of your organization should review each item. Organization members check off what you expect 
from the advisor in the “Org” column. Organization advisor(s) should check off those items he/she feels are appropri-
ate for him/her to fulfill in the “Adv” column. From this, both parties can come to agreement. 

 
 

 

The Advisor agrees to    Org   Adv   Agree 
Attend all general meetings of the organization             

Attend all officer meetings             

Call meetings of the officers when deemed necessary             

Explain University policies where appropriate             

Explain University policy to the membership once a year             

Help the president prepare the agenda before each meeting             

Serve as parliamentarian to the group             

Speak up during discussion when you feel the group is about to 
make a poor decision 

            

Be quiet during general meetings unless called upon             

Provide resources and ideas to the group             

Take an active part in formulating goals for the group             

Act as a member of the group, except in voting and holding of-
fice 

            

Receive a copy of all correspondence             

Request the treasurer’s books at the end of each semester             

Keep the official files in her/his office             

Let the group work out its problems, including making mistakes             

Request a written evaluation at the end of each semester             

Cancel any activities that you believe have been inadequately 
planned 

            

Approve all candidates for office in terms of scholastic standing; 
periodically check their GPAs 

            

Take an active part in officer transition and training             

Represent the group in any conflict with members of the Univer-
sity staff 

            

Mediate conflicts as they arise             

Veto a decision when it violates a by-law or constitution             

Keep the group aware of its stated goals, purpose and objectives             

Advisor's Agreement Worksheet 








