
CLOG CHARTERING – Brand New CLOGs  

(DUE MAY 13, 2016) 

Turning Your Idea into a Reality 

 

 

 

Anyone from the student body is allowed to start a club once you come up with a good, feasible 

idea! However, every one of the core CLOG officers needs to attend training, and thus you are only 

allowed to charter once in May/August and November. There are no exceptions to this rule. These 

are the only times you can start your CLOG officially.  
 

What is the Difference between a Club and an Organization? 

 

 

 

An organization is a club that is allowed to use money as they have access to a CLOG bank 

account within the student bank. Only organizations are allowed to participate in Food Sales and 

fundraisers as they can use money. A ClOG must recharter to move from club to organization. 
 

Fill out Your CLOG’s Information on the Respective Forms 

 

 

 

Google Form will create a contact sheet for you this year. This will allow us to communicate with you 

with all of the latest news and paperwork throughout the year. The officers identified in the 

paperwork will maintain that position for the entirety of the year as they will be trained for the 

position. No switching will be allowed. At least one CLOG officer must be a junior, sophomore, or 

freshmen. Strikes Agreement, Oath of Office Agreement, Budget, Constitution, and Tentative Plan 

 

Creating Your CLOG’s Constitution 

 
Your CLOG’s Constitution is the framework of how your CLOG operates. It details 

processes such as but not limited to: officer roles specific to your CLOG, how 

meetings run, financial transactions, election process, and membership 

qualifications.  

Choosing an Adviser 

 
You are allowed to use any teacher as your CLOG’s adviser as long as they have 

only one other CLOG to advise. Each adviser is only allowed to advise up to TWO 

CLOGs.  

Create a Tentative Plan for the Upcoming School Year 

 
After creating a Constitution, the CLOG must also create a tentative plan of club 

meetings and events for one full school year. For each monthly meeting, list the 

planned meeting date and a few sentence description of what the meeting with 

be about. For each event, list the event and a very short paragraph describing the 

purpose of the event.  
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Turn in the Paperwork to J17 

 
Turn in your paperwork to J17. Deliver directly to Mrs. Butcher for a quick review.. We 

need to receive the completed paperwork by FRIDAY MAY 13, 2016! 

Keys to Success 

 
 Choose an adviser who you know will be supportive of the CLOG as the 

most successful CLOGs all have great, dedicated advisers. 

 Keep in contact with your members consistently. Whether it may be through 

remind, a Facebook group, or even through text, it is intrinsic for you to 

constantly stay in contact with your members to keep them engaged. 

 Plan your events far in advance. Many events get booked up 3 months in 

advance so make sure to plan all your events very early on so you can get 

spots for members! 

 Turn in each month’s minutes to avoid having your CLOG from being cut.  

 MAKE SURE TO NOT GET THREE STRIKES 
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Milpitas High School 

CLOG Charter Application:  

Brand New Club/Organization 
 

 

Charter Check List (submit in this order): 
 

1) Google Form Completed and Submitted (Contact Form will be printed for you from 
this typed set of information 
 

2) Strikes page Agreement with Signatures 

 

3) Constitution (soft and hard copy)  
 

4)  Constitution Agreement with Signatures 
 

5)   ELECTRONIC copy of Constitution submitted to mhs411@musd.org 
 
 

6) Tentative Year Plan Questionnaire: All C.L.O.Gs are expected to fill out the questionnaire 

regarding their plans to achieve their stated mission. Please copy and paste the questions to a 
word document and fill in the respective answers. 

 
 

7) Budget (Organizations only): Budget sheet in packet ONLY 
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Tentative Year Plan Questionnaire: 

 
Please answer these questions on a separate paper. Your answers will need to be typed in an 

outline format or else they will not be accepted. Please answer the questions thoroughly so we can 

understand the CLOG’s purpose, how it can be beneficial to Milpitas High, and anything that ASB 

can do to help support your CLOG.  

For organizations, we would like to know at the time of the chartering process, ALL of your planned 

fundraisers, socials, and events (including community service events) that your CLOG plans to 

hold/attend.  

Have a section for all officers and advisers to sign the Tentative Year Plan. It needs to be on the 

same page as the year plan, not separate.  

WE DON’T WANT A WEEK-BY-WEEK OUTLINE. FOCUS ON THE PURPOSE AND THE GIST OF YOUR FUTURE 

EVENTS. 

 

Overall Questions: 
 

1.  How will your C.L.O.G be beneficial to the students and staff of Milpitas High School? 
2.  Will your C.L.O.G require community service? Do you have one service focus area? Please mention any 

outside organizations that will support you. 
3.  What willyour C.L.O.G actively do to promote this mission/service?(Activities) 
4.  What monthly commitments will your C.L.O.G expect from your members to follow your mission 

statement beyond the mandatory activities on school campus? 
5.  What type of group dynamic do you plan for your C.L.O.G to have?List specific (Team bonding, ice 

breakers, socials, etc.) 
6.  What can ASB do to support and promote yourC.L.O.Gto reachits full potential and ensure success? 

 
*Only those who apply to be an organization: 

 
1.  How do you plan to use deposited funds? 
2.  If approved as anorganization, what fundraisers/events will your organization plan to hold? Please list 

them along with a short description explaining what the event is. 
 
 

You do not need to include this specific paper because the questions will be typed on a 
separate sheet of paper.  Officers and Advisers printed name, signature, and date 
must be on the plan.  Use a header if the plan carries to more than one page to ensure 
that everyone understands what they are signing.    This was used in the spring 16 
audit to verify the legitimacy of a clog and their conference expenses.



 

 

 

 

 
 
 

 

Fundraising Rules: 

Fill out MHS Fundraising/Event Application (Forms inJ17); Calendar request Application 

must be approved by governing board; Fundraiser Worksheet must be attached to 

request 

If event is approved and on campus, Facility Request Form must be submitted to 
administration. Copy of facility request must be attached to Fundraising Application. 

All funds MUST go through the MHS Student Bank 

 
Activities& Proposed budget for the 16-17 year: 

 

Activity 
 

Income 
 

Expense 
 

Net Income 

    

    

    

    

    

    

    

    

Total    

*If this chart does not fit all activities, please attach a separate sheet with a complete list of 
each event. 
Adviser’s Signature: ____________________________Print Name:_______________________ DATE:________________  

President’s Signature: ___________________________Print Name:_______________________DATE:________________ 

Vice President Signature: ________________________Print Name:_______________________DATE:________________ 

Secretary Signature:____________________________PrintName:_______________________DATE:________________ 

Treasurer Signature:____________________________Print Name:_______________________DATE:________________ 

Budget: (Organizations only) CLOG Name: ______________________________________  

Account Number: _____________________________ 



 

 

 

 

 

 
 

 
 

Financial Errors  

 

In the previous years, we did not incorporate your organizations’ financial handling into the point system 

but starting this year, we will be incorporating it into the strike system. Since we train the Treasurers and 

Advisers on all of the money policies and give them a packet detailing them, there should be no 

egregious financial errors. We will not be checking for any amounts on any bank account, we are simply 

interested in the handling of the money (whether or not deposits are made correctly on time, 

reimbursements are made in time with the correct attachments, etc.). If any financial errors occur, the 

organization will be automatically placed on a probation period. Therefore, leave the finances to the 

Treasurer and Adviser. 

CLOG Charter Name ___________________________________________________ 

Adviser’s Signature: ________________________ Print name: __________________________ Date:____________ 

President’s Signature: ______________________  Print name: __________________________ Date:____________ 

Vice President Signature: ___________________  Print name: __________________________ Date:____________ 

Secretary Signature: ________________________ Print name: __________________________Date:____________ 

Treasurer Signature: ________________________  Print name: _________________________Date:____________ 

 

 

All chartered C.L.O.G.’s are required to participate in ASB related activities during the school year listed below. 

Attendance in these events is recorded using a strike system. C.L.O.G.’s must not accumulate more than 3 strikes 

or it will be forced to close.  

Mandatory Strikes  
not  CLOG Training 

There is going to be CLOG training in the fall for the upcoming school year. All core officers must attend; otherwise you will not be 
accepted and will have till the next chartering period. KEEP IN MIND, THIS IS WORTH THREE STRIKES! 
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Campus Beautification 
A C.L.O.G. will help clean up the campus right after lunch ends and into S.S.R. Each C.L.O.G. is responsible for one day during the month for 
each week in that month. (Example: a C.L.O.G. chooses a Monday in March, that C.L.O.G. is expected to help clean the campus for every 
Monday in March). Months and days will be set up by the C.L.O.G. Commissioner. 
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C.L.O.G. Council 
Every month there is a C.L.O.G. Council that a representative has to attend to. It is during lunch in the library. In C.L.O.G. Council, the C.L.O.G. 
Commissioner discusses with C.L.O.G. representatives about upcoming school events and concerns. Representatives are free to ask questions 
and bring up topics that they feel needs to be addressed. 
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Minutes 
During C.L.O.G. Council, C.L.O.G.s must turn in a paper proving that the C.L.O.G. is still active. Clubs turn in attendance sheets. ALL MINUTES 
ARE SUBJECT TO REVIEW BY THE STATE AUDITOR. 
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What’s Happening 
C.L.O.G.s must turn in a report during C.L.O.G. Council saying what your C.L.O.G. did during the previous month and also what you’re C.L.O.G. 
is planning to do the next month. What’s Happening forms also record your Community Service, which is tracked by the C.L.O.G. 
Commissioner. Reports are used in the Congress Newsletter. 
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Congress/Unity Meeting 
Every month there is a Congress meeting that a C.L.O.G. officer needs to attend. Itis during SSR, right after lunch, in the library. Current 
and upcoming school events are discussed. C.L.O.G.s also need to be prepared to address topics they feel should be addressed about 
the school(concerns, suggestions, praise, etc.). 

1 

Jack Emery/CLOG Sponsored Kindness Day 
Every year in the Thanksgiving season, each CLOG is required to support the drive by having members participate in can/money 
donation collecting. If the CLOG does not want to participate in Jack Emery, they can instead sponsor a campus wide event for any day. 
However, this alternative has to be run through with the CLOG Commissioners at least two weeks in advance. 
 

 

            1 

CLOG Rush 
C.L.O.G.s are mandatory to do C.L.O.G. Rush in order to be a C.L.O.G.at MHS. C.L.O.G.s advertises their CLOG on the green. They set up their 
Own table appointed by C.L.O.G. Commissioner, with their own posters and signs made by the C.L.O.G. This will be 3 days in the fall 
and two days in January. Signups on which days are available on the first C.L.O.G. Council. You may hand out fliers or small treats to 
persuade other students. Participate two of three days in fall. Participate at least one day in Winter. 

            1 

Strikes Page 

CLOG NAME: _______________________________ 



 

 

 

 

 

The Constitution 

What is it? 

 
The Constitution is the core of your CLOG. It determines how your CLOG is 

organized, runs, and is operated.  

Create a New Constitution  

 
If you are planning to create a local chapter from a larger organization (DECA, Red 

Cross, etc.) you will still need to create a new constitution as a local chapter 

specifically at Milpitas High will run much differently than the overall organization. If 

you would like, you may attach/add the organization’s constitution to your own.  

Maintain a Professional Appearance 

 
Please make sure that the Constitution is as professional as possible. Use standard 

fonts and colors (Times New Roman, Tahoma, Century Gothic, Black, Grey, etc.) to 

make it easy to read. Please avoid using weird fonts (Wingding) or colors that may 

make your Constitution difficult to understand. Along with that, PROOFREAD! We 

don’t want to read your Constitution laden with grammatical errors.  

Club Officer Set Up 

 
Every CLOG is required to officially have a President, Vice President, Secretary, and 

Treasurer. However, since this is your CLOG, you are allowed to have more officers 

with different titles and board members. If you do choose to,you must outline their 

responsibilities and roles within your Constitution. 

Final Section - Signatures 

 
Please sign the Oath of Office paper included in this packet.  

 

 

 

 

 



 

 

 

 

The Constitution Guideline (strictly adhere to this 

format) 

Title and School Year (E.G MHS SIA Club Constitution 2016-17)  

Article 1: Organization 

 

Section 1: Name of Organization. 

 Include information about CLOG’s state/national branch.  

Section 2: Purpose and Means of Accomplishment. 

Describe how the club will serve and benefit the student body along with the events 

and other means through which the CLOG will carry out is mission. 

Article 2: Meetings and Events  

 

Section 1: Meeting Profile 

 This is the section where you outline the meeting schedule. When and where will 

your CLOG meet and how often will you meet? Please include all of that here.   

Section 2:Announcements of Meetings 

Describe how members will be notified of upcoming meetings. Any medium will be 

permissible.  

Section 3: Definition of Quorum 

How many officers will need to be in attendance to constitute a meeting? What will 

their roles be at the meeting? Who will be replacing who in the case of one’s 

absence? List that here.  

Article 3: Membership 

 

Section 1: Eligibility for membership 

Specify if any application or fee is required; if it is open to all students, etc.  

Section 2: Membership Dues 

Describe the terms of the membership fees if this is applicable to your CLOG.  

Section 3: Terms of Membership 

How long will the membership last and what privileges will members get? 

Section 4: Membership Exclusion 

When and why would members be excluded from meetings/events? 

 

Article 4: Officers and Elections 

 

Section 1: Titles and Responsibilities of Officers 

 This is self-explanatory. List each office separately (use duties from CLOG Resource 

folder and officer duties) 

Section 2: Election Process of Officers 



 

 

 

 

Describe the process that your CLOG goes through to choose its officers. It has to 

be through election but you may have interviews and other means to supplement 

the election. You must list every detail of the process. 

Section 3: Requirements of Eligibility 

What is needed in an officer? Minimum terms active with the club, certain number 

of hours, specialized knowledge/abilities, etc. 

Section 4: Term of Office 

Section 5: Officer Removal 

Reasons for and the methods of impeachment or resignation.  

Section 6: Vacancy of Office 

What are the methods of replacement of an officer if they leave during their term. 

This should be a modified version of election process with succession plans. 

 

Article 5: Faculty Adviser 

 

Section 1: Name of the adviser 

Section 2: Role of the adviser within the CLOG. 

Specific duties of this adviser outside of the standard responsibilities (supervise 

events, liable for CLOG members, etc.) specific to the CLOG. Travel to conferences, 

food sales, and hosted events for the CLOG. 

 

Article 6: Financial Activities (only for Organizations) 

 

Section 1: Revenues and Fundraisers 

List out activities the CLOG will undergo to raise money and how much the CLOG is 

expected to receive. Expectation of CLOG members; anything mandatory. 

Section 2: Expenditures 

List the CLOG’s voting procedure for expenditures. Identify a quorum to approve 

any expenditure.   

Article 7: Amendments 

 

Section 1: Propositions --- describe the process of amending your Constitution.  

Must be in the minutes and voting sheet or record must be attached.  Date 

amendment passage as part of header for the Amendment. 

Section 2: Requirements for Amendment to be Passed/Ratified 

Oath of Office 

 

The following paper MUST be included after the constitution. Please read over it, and sign in blue or 

black ink and date it. 

 

 

 



 

 

 

 

Oath of Office 

 

We affirm that we will abide by the rules and regulations set place in our 

Constitution and by ASB; and that we know and understand the duties of 

our positions and will follow them honestly, faithfully, and diligently. 

 

CLOG Official Name ________________________________________ 

 

BY SIGNING THE FOLLOWING, WE AGREE TO THE OATH ABOVE 

Adviser’s Signature: ________________________ Print name: __________________________ Date: _______________ 

President’s Signature: ______________________  Print name: __________________________ Date: _______________ 

Vice President Signature: ___________________  Print name: __________________________ Date: _______________ 

Secretary Signature: ________________________ Print name: __________________________ Date: _______________ 

Treasurer Signature: ________________________  Print name: __________________________Date: _______________ 

 

 

 

  

 


