The National Collegiate 4-H Organization
Organization Establishment Guidelines

Page 2


[image: image1.png]NATIONAL COLLEGIATE 4-H





National Collegiate 4-H

Organization Establishment Guidelines

Adopted by members of organizations 

of the National Collegiate 4-H Organization on 2/12/05
Thank you for your interest in starting, reestablishing, or continuing a Collegiate 4-H Club at your university.  These guidelines have been established as a tool to help you in getting a Collegiate 4-H club started, re-establishing a club, or simply renewing your registration for an existing club, and these guidelines are to be followed to any of these actions.  This document also establishes how Collegiate 4-H organizations will be classified in the national organization. 
How to complete and submit this document:
· Follow the steps for your club based upon how it is classified (see next section).  Instructions for new/re-establishing clubs begin on page 3.  Instructions for clubs already established that wish to renew their registration begin on page 4.   
· As you complete a step, check the appropriate box and attach documentation or have the relevant official sign on the document.
· Clubs that have been already been established but are completing this for the first time should complete the section for new clubs and the section for renewing clubs, minus duplications.  

· Complete the contact information form on page 5.

Classification and recognition of organizations:

Organizations will be classified using the following criteria:

· Established and Active Clubs- Clubs who been meeting regularly for the past year and meet all of the requirements that are stated in the New club section of this form.  
· New or Re-Organizing Clubs-  clubs who are just starting and have not met (except for organizational planning), or who have been active in the past, but not in the last 2 years and are re-forming their club.  (Clubs do not have to pay national dues until their club is ready to be recognized)
· Inactive Clubs- Clubs who have not completed this document or paid dues in the last year.  
When completed, mail the document and the attached pages to the NAB Business Manager, either by mail or at the National Business Meeting at National Conference, or other designated person.  

The address for the NAB Business Manager (term expires Feb. 2007):

(thru September 17, 2006)

Collegiate 4-H
Attn:  Sarah Leidheiser
5384 Coachman Rd, APT D, 

Columbus OH, 43220
(Effective September 18, 2006)

Collegiate 4-H
Attn:  Sarah Leidheiser

1560 Hunter Ave. 

Columbus OH, 43201
You may contact the NAB Business Manager at Collegiate4h@gmail.com
Name of Club (University): 
______________________________
Please do not use abbreviations
GUIDELINES FOR NEW or RE-ORGANIZING CLUBS
	Step Completed (denoted with X, attach documentation)
	Task Description

	
	Step 1:  Research

Find out what is required by your state 4-H office, your region, and university’s office that deals with student organizations (if you are using your university name).  This may include workshop attendance and paperwork, but every university has different requirements.  

	
	Step 2:  Partner with an advisor (optional, but recommended)

Partner with an advisor (a 4-H professional, for example).  This is optional, unless it is required by your state 4-H office or university.    

	
	Step 3:  Find and recruit members

Find and recruit potential new members for your Collegiate 4-H organization.

	
	Step 4:  Write a constitution

Using the requirements given to you by your state 4-H office or university, write a constitution.  Enclose the constitution when you submit this document.  

	
	Step 5:  Recognition from your state 4-H office

Do the requirements for starting a Collegiate 4-H club in your state, if any, that you found out in Step 1.  Attach documentation that your state 4-H office is recognizing your club as an official Collegiate 4-H organization in your state.  

	
	Step 6:  Recognition from your university (if you are using a university name)

From what you found out in step 1, complete the steps required by your university.  Attach documentation that your university has accepted you as an official, recognized student organization.

	
	Step 7:  Hold a meeting and elect officers

Hold your first meeting and elect officers.  Enclose the minutes to this meeting when you submit this document.  

	
	Step 8:  Complete contact information sheet

Complete the information sheet found on page 5.

	
	Step 9:  Recognition from your region
Complete all requirements set by your region.

	
	Step 10:  Payment of national dues

National dues are $5 per member to a maximum of $50, please see Article II, Section C of the constitution for more details


Completed by:
Name (printed): ______________________   Date: ______


Signature: _______________________________
Name of Club (University): 
______________________________
Please do not use abbreviations
GUIDELINES FOR ESTABLISHED CLUBS
RENEWAL FORM

TO BE COMPLETED ONCE ANNUALY FOR CLUBS WHO HAVE COMPLETED THE FORM ON PAGE 3 IN THE PAST YEAR.
	Step Completed (denoted with X, attach documentation)
	Task Description

	
	Step 1:  Hold a meeting and elect officers

Hold your first meeting and elect officers.  Enclose the minutes to this meeting when you submit this document.  

	
	Step 2:  Complete contact information sheet
Complete the information sheet found on page 5.

	
	Step 3:  Payment of national dues

National dues are $5 per member to a maximum of $50, please see Article II, Section C of the constitution for more details 


Completed by:
Name (printed): ______________________   Date: ______


Signature: _______________________________

CONTACT INFORMATION SHEET
To be completed every year

	Name of Club (University)
	 

	Mailing Address


	

	City
	

	State
	 

	Zip
	 

	President (or desired contact) Name
	

	President (or desired contact) E-mail
	 

	Phone Number
	 

	Advisor Name
	 

	Advisor E-mail
	 

	Website Address
	 


