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UNIVERSITY AT ALBANY

OFFICE OF STUDENT INVOLVEMENT & LEADERSHIP
2011-2012 STUDENT ORGANIZATION 

OFFICE SPACE
APPLICATION

PHILOSOPHY

Assignment of office space for student organizations is based upon the principle of contribution to the life of the University community.  Student organizations are assigned office space based upon their expected level of involvement and contributions to the quality of campus life.
POLICIES

1. Student organization office space is allocated annually for the upcoming academic year.  Student organizations must apply annually in compliance with procedures and timelines established. Those groups receiving space must sign an annual agreement with their Student Involvement liaison.

2. Student organization office space is to be used primarily as administrative office space.  

3. Student organizations receiving office space allocations must demonstrate that their organization is recognized by a University Department, the Student Association or the Graduate Student Organization and controlled actively by, and comprised of, currently registered, student activity fee-paying University at Albany students.

4. Student organizations applying for office space must be currently registered student organizations with the Office of Student Involvement & Leadership and have no outstanding financial dues or obligations to the Campus Center for room rentals or equipment, and the organizations should have a good history of timely financial payments.  Student organizations should also have no outstanding financial obligations to the other entities of the University at Albany (i.e. UPD, Chartwells etc.).  Student organizations also agree to be in compliance with federal, state and municipal laws, as well as campus policies.  All of these conditions must exist at the time of application and throughout the term of their lease.  Furthermore, all members must be in compliance with the Student Conduct Code at all times.  Individual members not in compliance may be denied access to office space, facilities, and services and also jeopardize the room space agreement for the organization.

OFFICE USE ONLY:

Date Application Received:



Assignment:

Time Application Received:

Currently Registered?       Yes        No


Approved:



Date:

Applications are due by: 12:00 p.m., Monday, May 2, 2011 in Campus Center 130.  Late applications will not be accepted.  
UNIVERSITY AT ALBANY

OFFICE OF STUDENT INVOLVEMENT & LEADERSHIP
APPLICATION FOR STUDENT ORGANIZATION OFFICE SPACE

2011-2012
Type of application (circle one):      NEW          RETURNING (Current Office Space:  _______)
Official Name of Organization:










(as listed on www.myinvolvement.org)
Is this organization officially registered on www.myinvolvement.org ? 
Yes

No
(Note:  Prospective tenants must be registered at the time of the application and for the duration of occupancy.)

*Name of President or Main Contact for 2011-2012:





*Please note:  The person designated here will be responsible to act as organization’s contact person

SUMMER Address:














Street




City


Zip
Phone:















Day




Cell
Email:















Primary




Secondary (optional)
Applying for (list in order of preference):

____ Office Space






____ Storage Cabinet in CC 307

____ Portable work station and file cabinet in CC 308

General Application:  
1. If this is a returning application, please provide information regarding your use of the space this past year including its main purpose (work space, meetings, storage etc.) and how often you held office hours:
2. Is the purpose or mission of your organization listed on www.myinvolvement.org?   Y  or  N
3. Is the Constitution and by-laws of your organization available on myinvolvement.org?   Y  or  N
4. How many active & registered student members does your organization have?  _____________               Are they listed myinvolvement.org?   Y or N?

5. Are you a chapter/branch of/or affiliated with a non-student organization?  If so, which one(s) and who is your contact with that organization (please list contact information as well)?
6. Please check all ways in which your organization accesses funds:
(   )  Student Association or Graduate Student Organization Budget

(   )  Member Dues

(   )  Fundraising. Please list primary fundraiser:  _____________________

(   )  Support from national or outside affiliate. Please list:  __________________

7. Is your organization current in all financial payments with the University?  If no, explain.

8. Does your organization have space elsewhere on or off campus?
Yes
No

a. If yes, please explain where, what kind of space, its approximate size in square feet, location and why will you need additional space?

9. a.  On average, how many total hours per week would your organization use office space in the    following ways:

i.
Officer Meetings:

ii.
Organization office work (phone use, computer use, paperwork, etc.):

iii.
Social interaction and lounging:

iv.
Other (please specify):

b. What are your group’s proposed office hours and what days of the week will your area be open and staffed? (10 is the minimum required each week)
*Note: Weekly office use/space checks will be conducted at various times to verify use.
10. Not including your Student Involvement liaison, does your organization have an advisor or non-student staff member? Yes____ No_____

a. If yes, please list their name, title and contact information (phone and e-mail):

b. Please explain their roles and relationships to the organization:

11. Please provide some history/background information on your organization:
12. What benefits or special services does your group provide to the University community?

13. List your organization’s major activities or programs that have been conducted over the past year that were open to the general public or the university community.  

14. Please provide any additional information, considerations, or special needs that the committee should consider before making their decision:
Signed: ______________________________________________       Date: _________________________
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