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Adopted Unanimously 8/6/13 

As amended through 11/26/2018 

 

 

Class Activities Board is a student-led organization which aims to foster community and 

engagement through class programming. Its purpose is grounded in its efforts of unifying each 



 
 

 

class as well as the collective student body to promote university spirit. This objective is 

accomplished by partnering with other clubs/organizations, providing helpful resources along 

with a space to connect students to other students, and offering personal/professional 

development opportunities.  

 

 

 Article I. Organization 

i. The Class Activities Boards, hereby referred to as CAB, build class and school 

community spirit at New York University through social and educational programs, both 

class-specific and for the student body at-large. The Boards also strive to provide helpful 

resources to students through personal and professional development opportunities. 

 

Article II. Board Structure 

ii. Each CAB is organized by student members of the same class and consists of the 

Executive Board and the Team Members. All CABs are also under the guidance of a 

board of advisors from the NYU Student Resource Center and representatives from the 

Student Affairs Offices. Each CAB serves as the official class representation on the 

University Committee on Student Life (UCSL). The Executive Board is made up of a(n) 

President, Executive Vice President, Vice President of Finance, Vice President of 

Administration, and Vice President of Public Relations and Marketing. 

a. Role of Advisors: The board of advisors are formally intended, but not limited, to 

guide students on matters of programming, policy, budgeting, and leadership 

development. Advisors assist in overseeing all meetings, transactions made on 

behalf of CAB, and events hosted by each CAB. Advisors also meet with the 

Executive Board of each class on a regularly scheduled basis throughout the 

academic year, depending on the needs of each CAB. In the case that students 

may have concerns regarding any of the advisor’s roles, they must request in 

formal writing a meeting to address specific concern. 

 

 

 

Article III. Membership 

i. Membership of the Class Activities Boards is open to all undergraduate students based on 

class and enrollment at the University. 



 
 

 

a. Duties and Responsibilities – Members are encouraged to attend all meetings and 

participate in events. If a student is unable to attend regularly scheduled meetings, 

they must notify a member of the Executive Board in advance and are also held 

accountable for finding out any information addressed at the meeting. 

b. Members will be granted the right to participate in voting matters throughout the 

course of the year. Once they have expressed involvement by attending two 

consecutive meetings, they will be permitted to vote.  

 

Article IV. Elections 

i. Any student who wishes to apply for an Executive Board positions must do so a semester 

previous to the new academic year. Applications will also be sent out giving students ample 

time to fill out the application. Anyone not abiding by these rules may be disqualified from 

the election. One reminder will be sent out before the applications come to a close, a week 

before the application period has ended. An applicants screening process will take place. 

Once all applicants submit their application, the elections commissioner(s) with a group 

other non-returning All-CAB members shall review the applications anonymously.  

a. Application Review Process: 

i. The elections committee shall give numerical scores to applicants based 

on candidates answers to questions within the application. These scores 

are based off a rubric set forth by the Organization and Governance 

committee. The candidates with the highest scores shall move forward to 

the class wide elections as the official candidates. The committee shall also 

have the option to vote no confidence for applicants. Should the committee 

find no confidence in any of the applicants, then no applicant will move 

forward to the general election.  

ii. An Elections Commissioner or two (as deemed necessary), which constitutes a student 

or students not running for a position for the next academic year, will be appointed to 

work with the Center for Student Life to review applications and see if there are any 

stipulations amongst applicants. The elections timeline will be drafted by the appointed 

elections commissioner(s) and ratified by the All-CAB body in accordance with the All-

University Elections Timeline as set forth by the Student Senators Council.  

iii. Students have an equal right to vote and hold office for their particular CAB.  



 
 

 

a. All applicants for President of the Senior CAB must have been a general member 

for at least one full semester, which constitutes at least 85% of the meetings. In the 

case of no expressed interest, the position will be opened to all applicants. 

iv. Students applying for office must first become acquainted with the position and agree to 

the written description. Applicants must also agree to all aspects of the current year’s 

application, including but not limited to exit interviews, applicable experience, and 

attendance to General Assembly meetings. Applicants must be in Good Academic 

Standing in accordance with NYU standards. 

 

v. Special Elections: Should the need arise to fill a vacancy in the Executive Board, a special 

election shall be held within one week of the vacancy. All members of the given class shall 

be eligible to participate (run and vote) in this election. Should a special election fail, the 

executive board may appoint a member of the general assembly or a duly qualified class 

member. 

vi. A structured elections timeline will be sent out with each position application, and these 

policies will also apply to First-Year CABs at the beginning of their fall semester.  

 

Article V. Executive Board Officers 

The term for an executive position is one academic year in which the executive member must be 

located in New York. 

 

i. President: The President leads general meetings, organizes Executive Board meetings, 

develops meeting agendas, and is required to attend all weekly meetings. They are 

responsible for developing, promoting, and monitoring a culture of efficient results. In 

addition, the President is responsible for ensuring their group staffs each event sufficiently. 

The President is responsible for attending all relevant University Committee on Student 

Life meetings which are required to be held on Thursdays from 4pm-6pm. 

The President leads all-CAB meetings, in addition to planning their respective meeting 

agenda. Presidents are responsible for providing the updates of their individual class 

activities board. Further, they are responsible for developing, promoting, and monitoring a 

culture of efficient results. Additionally Presidents must ensure each event is sufficiently 

staffed, oversee large events, establish and maintain co-sponsorships in collaboration with 

the VP of Finance, attend all President’s Council and Student Government Assembly 

meetings, serve as the board’s representative in planning at-large CAB events, and provide 



 
 

 

any and all updates from SGA to all CAB e-board members and advisors during the 

following all-CAB meeting. 

If there is a need for the President to step down, the Executive Vice President 

(EVP) shall assume Presidency once a vote of confidence by the General Assembly is held. 

If the EVP does not accept the position; there is a vote of no confidence; or eventually steps 

down, the position of President will be open to the rest of the Executive Board, and an 

election will ensue within the board.  

ii. Executive Vice President: The Executive Vice President (EVP) works closely with the 

President, other Executive Board members, and advisors. The EVP is responsible for 

overseeing the various committee chair positions, if so required, and fulfills the 

responsibilities of the President in the event that the President cannot assume their regular 

duties. They shall also serve as their CABs official liaison with outside vendors, under 

advisor supervision. The EVP is also responsible for supporting the overall development 

and well being of the board; its members; and its activities. The EVP shall serve as their 

board’s representative in planning at-large CAB events.  

The Executive Vice President (EVP) works closely with the president and fulfills the 

responsibility of the President in the event that the President cannot assume their regular 

duties. The EVP will manage day-to-day operations of events. They will collaborate with 

the VP of Public Relations and Marketing on the marketing and outreach timeline, such as 

approving graphics The EVP will serve as their CAB’s official liaison with outside 

vendors, under advisor supervision, and facilitate the Individual Class Board meetings, as 

well as manage and delegate tasks to CAB members, in collaboration with the VP of 

Administration. 

iii. Vice President of Finance: The Vice President of Finance works closely with the Budget 

Advisor. They oversee their class-specific budget, including money for all CAB events, 

distributes money, balances accounts, and keeps track of financial records, and is also 

responsible for giving a treasurer’s report at each meeting for class-specific board meetings 

based on information from the University Data Warehouse.  

a. The Vice President of Finance for the Junior CAB will oversee budgeting for at-

large CAB events. 

iv.  Vice President of Administration: The Vice President of Administration takes minutes at 

meetings and disseminates the information via communication methods based upon class-

specific needs. They will also track attendance and take notes for any all-CAB Executive 

Board meetings that their year is hosting. They keep track of archives by documenting 



 
 

 

events and filing posters, advertisements, and memos related to CAB affairs. They are 

responsible for making room reservations through Kimmel Operations and/or University 

offices. They also will oversee ordering supplies and facilitating surveys post events. 

v. Vice President of Public Relations and Marketing: The Vice President of Public Relations 

and Marketing is responsible for creating/designing flyers, disseminating 

marketing/publicity materials, coordinating regular class-wide communication, managing 

various social media platforms, maintaining our brand and the archive of all public 

relations materials, and managing outreach.  

vi. Chair Positions: These positions shall be elected in the fall by each respective CAB from 

their General Assembly should the Executive Board deem them necessary. 

vii. Attendance Policy:  

a. Meeting Attendance: The only permissible absences from weekly meetings are for 

reasons related to CAB or emergencies. Executive board members must give two 

weeks notice if they are aware they will be missing a meeting. If a member of the 

Executive Board misses a combined total of four meetings in one academic year, 

that Board member will be placed on probation for the following two academic 

months. If one or both meetings on a given day are missed, that counts as one 

absence. Lateness of more than 15 minutes to either meeting counts as an absence. 

Probation entails an internal discussion amongst Executive Board members and an 

individual meeting with the Board member on probation and CAB advisors about 

the necessary commitment to CAB. Once on probation, if an executive board 

member misses two more meetings, they will be immediately removed from their 

position and barred from running for any executive board position the following 

year. 

b. Event Attendance: All executive board members are expected to participate or 

contribute in some way for all events hosted by CAB. All events must be staffed 

by at least two active executive board members. 

a. Presidents are expected to attend at least half of all planned events. 

Acceptable excused absences include academic conflicts and 

emergencies. 

b. Events should be planned around the schedules of the Executive 

Board, so that Board attendance at events can be maximized. 

 

Article VI. Meetings 



 
 

 

i. The Executive Board officers will host and conduct weekly general meetings. The 

President must provide an agenda to the Executive Board at least 24 hours in advance and 

also lead discussions. These meetings are primarily meant for event planning and 

debriefing, discussing the current state of the board, future goal setting, and all other issues 

deemed appropriate by Executive Board members and general members. 

ii. All those applying for the positions on the Executive Board must clear the space on their 

calendar starting at 6:00pm (EST) until 8:00pm (EST) on Mondays. 

iii. The meeting structure is as follows: 

a. Biweekly 6:00pm (EST) to 7:00pm (EST): All CAB Executive Board Meeting 

i. The executive vice presidents shall chair the All-CAB meetings, rotating 

on a class rotation starting with the Senior class. 

ii.  The agendas shall be set by the executive vice presidents, and shall 

address All-CAB issues such as events, budget, co-sponsorship, and shall 

have time for members to bring new business to the floor. Individual 

classes shall also bring reports and issues from their board. 

iii.  An agenda shall be provided no later than 24 hours prior to the meeting 

b. 7:00pm (EST) to 8:00pm (EST): Class-Specific Breakouts 

i. These meetings will allow each year to discuss with their respective 

general assemblies what events are in the process of being planned. 

ii. Meetings will also be used as an opportunity to gather collective ideas 

from individuals outside the Executive Board for ideas for CAB events. 

iv. Quorum at a stated meeting shall be constituted of a simple-majority (50% plus 1) of the 

All-CAB group. 

v. Any motion to vote must be seconded and the motion only passes if (a) quorum is met and 

(b) by a ⅔ vote in favor of the motion. 

 

Article VII. Amendment Proceedings 

i. An amendment to this Constitution must be presented in writing for discussion at a stated 

meeting of the All-CAB group and voted on at a subsequent meeting of the All-CAB group 

during the same academic year.  A proposal to amend this Constitution, which has been 

rejected by a vote of the All-CAB group, may not be reintroduced during the same 

academic year. 

ii. Approval of an amendment requires a three-quarters vote of the quorum present at a stated 

meeting of the All-CAB group.  



 
 

 

 

Article VIII. Event Programming 

i. Pre-Event 

a. Six weeks before the day of the event, the President shall submit the event 

proposal, defining the event’s purpose and intended outcomes, to the Advisor. The 

Executive Vice President shall then collaborate with the Vice President of Public 

Relations and Marketing to create a master timeline for tracking required tasks and 

marketing activities. The Executive Board shall then collectively work to 

accomplish the necessary actions under the supervision of the President. The 

Executive Vice President shall create an Event Plan outlining the overall flow of 

the event and establish individuals to oversee the day. The Vice President of 

Finance shall establish the budget for the event and acquire approval from the 

Advisor. The Vice President of Administration shall file for a room reservation. In 

regards to contacting external groups, the Vice President of Administration shall 

be responsible for contacting vendors and restaurants while the President shall be 

responsible for contacting organizations for co-sponsorships and donations. The 

Executive Board shall also check the Class Activities Board inventory during this 

time before proceeding to gather a list of items to purchase and their associated 

costs.  

b. Two to three weeks prior to the event, the Executive Vice President shall ensure 

that progress is being made on the master timeline and shall provide weekly 

updates. The Vice President of Public Relations and Marketing shall update 

everyone on the desired plan of action of marketing the event. All vendor orders 

shall be finalized by the Vice President of Administration who shall send all 

invoices to Mary Miller so that payments can be made. The Advisor should be 

CC'd to track payments and ensure the success of transactions.1 The Vice President 

of Administration shall create an Excel spreadsheet for the supplies and send it to 

Mary Miller who shall execute the order and CC it to the ADvisor who shall help 

facilitate and receive the packages. Aside from the spreadsheet, the email shall also 

 
1 NYU is a non-profit organization so it does not pay sales tax. If there is a “sales tax” listed on the 
invoice, NYU cannot pay. If the vendor needs a certificate of proof of NYU’s status as a non-profit, the 
VP of Administration shall contact Mary Miller and provide the contact information of the vendor, the 
purpose of the purchase, and the charge to which CAB’s budget. 



 
 

 

include the purpose of the purchase, the date of the event, and the charge to which 

CAB’s budget. All supplies should be ordered 2.5 weeks prior to the event.  

c. The two methods of payment are as follows: Purchase Order or P-Card. For the 

Purchase Order, the Vice President of Administration shall send the invoice to 

Mary Miller, CCing the Advisor to assist in facilitating the purchases, and include 

the purpose of purchase, the date of the event, and the charge to which CAB’s 

budget. The CSL’s P-Card or Credit Card should be used when the item cannot be 

ordered through Mary, and the Executive Board shall consult with the Advisor 

prior to making purchases with a P-Card. VP of Administration contacts Cassie 

(cassie.kwon@nyu.edu) with: 1) the purpose of purchase, 2) the place of purchase, 

and 3) an itemized list of potential purchases. If the P-Card request is approved, 

you will pick up the card from Cassie at the time agreed upon, borrow the card, 

take pictures of all receipts, shop only at the stores mentioned, and bring back the 

receipts. If the P-Card is unavailable for the time requested, a reimbursement will 

be issued--an E-Board member will make a payment using their private bank 

account and get reimbursed by the University.  

d. It is important to realize that any purchase under $300 is optimal for 

reimbursements, and reimbursements are only valid on purchases of $1000. 

Reimbursements are dependent upon the original receipt of purchase, an advisor’s 

signature, and Rich Hurley (rich.hurley@nyu.edu)’s signature. If the amount is 

under $300, bring the form to the StudentLink center and you will be reimbursed 

in cash. If the amount is over $300, bring the form to Mary Miller 

(mjm16@nyu.edu) who will get a check sent to your mailing address. 

e. Catering can be ordered directly through each CAB’s Seamless account as a means 

of contacting the vendors directly. Executive VP and VP of Administration are 

responsible for their year’s Seamless account. To operate Seamless: log in using 

NYU email and CAB credentials and purchase the item to the address of the event. 

This can be done day-of or in advance.  

f. President finalizes all co-sponsorships, VP of Finance continues to update the 

budget as needed. Executive VP creates and President helps to facilitate and ensure 

event is staffed and runs smoothly. Finalize the Event Plan with your advisor the 

day before the event. VP of Administration sets up evaluation form for feedback 

after the event. VP of PR and Marketing ensure that the event is added to the NYU 

Engage/Class of ____ Facebook page/NYU Events. They also ensure that all visual 

mailto:cassie.kwon@nyu.edu
mailto:rich.hurley@nyu.edu


 
 

 

ads are accessible and contact advisors to reserve tappers and the CSL camera for 

the day of the event. 

ii. Day of Event 

a. President makes sure the event plan is clear, that everyone knows their duties, and 

assigns a point person for the day of the event who will oversee the entire thing 

from setup to cleanup. If there are multiple people chosen, make sure there is 

explicit overlap in their time intervals, and notify the advisors who are assisting 

you running the event. Confirm all vendors, food, and items are at the event, and 

have everyone staffing the event eat about 30 minutes before it starts, and a media 

plan should be solidified a minimum of one week in advance. The floor plan should 

show an entrance and exit door, the flow of traffic, enough trash cans, enough 

tables, and an effective cleanup plan. It is important to note that Rosenthal and 

E&L require a setup time of 90-120 minutes. Advisors are always the go-to people 

the day of an event, and they will provide your E-Board with the tappers for 

student’s IDs. Make sure shifts are rotated, and troubleshoot as needed. 

iii. Post Event 

a. After the venue is cleaned up, and the supplies are set aside, work on emailing 

everyone who helped with the event (staff, sponsor, etc.). Pictures and videos 

should be strategically released through social media, the newsletter should be 

started promptly, and a survey should be sent out to gauge how successful the event 

was. VP of Finance is responsible for reconciling all payments and updating the 

budget spreadsheet. VP of Administration creates the transition document after 

each event. President, EVP, and VP of PR should put all energy into the beginning 

stages of planning the next event. 

 


