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September 2007 
 
To:   Chief Officers of GSAS Student Organizations 
 
From: Susan Zawalich, Administrator of Dudley House, Advisor to GSAS Student Groups 
 
Re: Registration of Student Organizations for the 2007-2008 Academic Year and General Policy 
 
As the 2007-2008 academic year begins, I would like to thank you and your organization for your 
contributions to graduate student life. We are looking forward to collaborating with you on events and 
sharing our resources as the year goes on. You should all have a copy of the new Handbook for Student 
Organizations 2007-2008 which includes forms for applying for GSC funding.  Please pick one up at the 
Dudley House Office at your convenience. 
 
In order to ensure continued access to privileges for officially recognized groups such as use of 
University facilities, it is necessary for each student organization to register with the Dudley House Office 
by Friday, October 26.  If we do not hear from your organization by this date, we will assume that it 
is inactive for this academic year.  Active groups are required to submit the following information to 
me annually: 
 
 1. Membership lists, including the names of all officers (who must all be GSAS students) 

and advisors (the form is included) 
 
 2. Your organization's constitution/by-laws in its most up-to-date form, if it is not already 

on file. In addition, if your group has a web site please list the address. 
 
 3. A financial report for 2006-2007 and a projected budget for 2007-2008.  Guidelines 

for this task are included in the Organization Handbook.  The financial report and 
projected budget should show income and expenses, debts owed to the organization and 
debts owed by the organization, along with a copy of your latest bank statement, if you 
have an account open.  

 
 4. Rules against hazing must be read and agreed upon by your group and the signed form 

returned with your other registration forms. 
 
Please also send me copies throughout the year of any information which your organization may 
distribute about its activities such as brochures and notices about meetings and other events.  Please send 
all information to Susan Zawalich at Dudley House. 

 
 

The rules and regulations for student organizations are included in your Handbook.  Please note that the 
guidelines for dances and other social functions held at Dudley House are also available at the House 
Office. There are particular issues involving licenses, police coverage, and BAT team participation for 
larger events. Please also note the following requirements which are particularly important. 
 
 
 1.  Organizations must maintain local autonomy.  The criterion for local autonomy shall be 

whether the organization makes all policy decisions without obligation to any parent 
organization. 



 
 2. Members must be students in Harvard University; there must be at least ten members. 
 
 3. All officers and a majority of the members must be students in the Graduate School 

of Arts and Sciences in order to maintain your identity as a GSAS student 
organization.  Please note that Postdoctoral Fellows, Visiting Fellows, and Visiting 
Scholars are not considered students. 

 
 4. Although GSAS student organizations are not required to have advisors, they are 

encouraged to have at least one advisor.  Advisors must be Harvard faculty or staff 
members. 

 
 5. The Dudley House Office must be notified of any change in the constitution and by-laws 

of the organization. 
 
Officers of each organization are held responsible for knowledge of the University regulations concerning 
student organizations, publications, public meetings, and related concerns. 
 
A reminder that personal bank accounts should not be used as accounts for student organizations.  Funds 
should be deposited in a checking or savings account (if there are minimal financial transactions) in the 
name of the organization.  We encourage you to open a free account with the Harvard University 
Employees Credit Union. 
 
At the time when an account is opened, it is necessary to present the organization's Tax Identification 
Number -- TIN (also known as an Employer Identification Number).  This is simply a number issued by 
the Internal Revenue Service and used by the bank for identification purposes.  It is also required for any 
transfer of grant money from the University to an organization.  The application for a TIN is available 
from the Dudley House Office and it is included in the 2007-2008 Handbook. 
 
Guidelines for applying for funding by the Graduate Student Council are included in your Handbook. 
PLEASE NOTE:  The Graduate Student Council CANNOT reimburse your organizations for expenses 
unless you have this account and TIN number.  The GSC will also reimburse you for any fees you incur 
in setting up or maintaining your group account. 
 
Please remember that each organization is entitled to post notices on the lobby bulletin board and on the 
bulletin board outside of Café Gato Rojo under the heading STUDENT ORGANIZATIONS. Please do 
not post flyers on the wall with tape -- this has caused a lot of damage to the paint and woodwork.  If you 
wish to post anything additionally, on the day of an event scheduled in Dudley House, please see me or 
our staff assistant in the house office -- we have a supply of two-sided tape that does not take paint off the 
walls.  You may also contact the GSC about possibilities of advertising your event via e-mail and getting 
web page access. A limited number of mailboxes are also available for your organization’s use at the 
House -- please see me if you are interested.  
 
I am looking forward to receiving your registration information for 2007-2008 and to working with you 
during the academic year.       



 
Note to newly-organizing GSAS Student Organizations: 
 
• Fill out Registration Form and membership list 
 
• Provide a constitution/by-laws with mission statement 
 
• Submit a projected budget for the year 
 
• Return this information to Susan Zawalich at Dudley House 
 
• Send representatives of your group to the next-scheduled Committee on 

Graduate Education meeting (held generally once a month at Dudley House) 
to present your group for approval.  Susan Zawalich will let you know the date 
of the next meeting. 

 
• Once your group is approved you may apply to the Graduate Student Council 

for start-up funding and you may use your group’s name in publicity as an 
official GSAS student organization.  Until you are officially approved you may 
not use the word “Harvard” as part of your group name. 

 
• In order to receive funds for your organization you must have a group bank 

account.  To open this you must have a TAX ID number – please use the IRS 
forms and information in this Handbook.  If you have any trouble getting the 
correct phone number to register for a TIN try the internet…Go to google.com 
and type in IRS and SS4 for the most up-to-date form (they sometimes 
change things without informing us! With luck you won’t have to do this). 

 
• Before going to the bank come and see Susan Zawalich and ask her to write 

you a letter stating that you are an officially-recognized Harvard student group 
operating under our non-profit status. Some banks will then waive account 
fees for you.  Sometimes it’s better to set up a savings account rather than a 
checking account to avoid fees – if you don’t write out a lot of checks you can 
use money orders. 

 
• Contact Susan Zawalich at Dudley House with any questions 

(zawalich@fas.harvard.edu; 617-495-2255). 
 
 

Susan Zawalich 
Dudley House 

     Advisor GSAS Student Organizations 
2007 
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2007-2008 Registration Form for Student Organizations in the Graduate School of Arts and Sciences 
 
PLEASE TYPE OR PRINT CLEARLY: 
 
Name of Organization: _____________________________________________________ 
 
Mailing Address: __________________________________________________________ 
 
Campus Office Address, if any: _______________________ Phone: _________________ 
 
Web Site Address: ___________________   E-mail address for group: _______________ 
 
Officers Name:  School/Dept:  Address:  E-mail: Phone: 
 
President: ________________________________________________________________ 
 
Vice Pres.: _______________________________________________________________ 
 
Secretary: ________________________________________________________________ 
 
Treasurer: ________________________________________________________________ 
 
Others: ___________________________________________________________________ 
 
 
Date of next election of officers: ________________________________________ 
 
Advisor(s) * 
 
Name & Address:____________________________________________________________ 
 
Name & Address:____________________________________________________________ 
 
Name & Address:____________________________________________________________ 
 
Membership - List here and on an additional sheet, if necessary. 
 
Name    School/Dept.   Address
 
___________________________________________________________________________ 
 
__________________________________________________________________ 
 
 



Membership List Continued: 
 
Name    School/Dept.   Address 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
__________________________________________________________________________ 
                                             
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
The questions below should be answered by the president or other chief officer of the organization. 
 
On occasion, inquiries are received from within and without the University regarding the names of 
officers of student organizations and their addresses, phone numbers, and e-mails.  Do you object to 
our providing the information? 
 
         ______ Yes 
         ______  No 
 
Please state any restrictions (e.g. e-mail address only): ________________________________ 
 
___________________________________________________________________________ 
 
Do you object to the inclusion of the organization and the name, address, and phone number of its 
president on lists of graduate student organizations distributed within the University? ______ Yes    
______ No 
 
Does the organization have a bank account as yet?  If so, please give the name of the bank: 
________________________ 
Also, what is the organization's tax ID number? ___________________________ 
 
Please complete and submit this form, along with a financial report and budget and hazing form and 
signed statement agreeing to abide by the guidelines to Susan Zawalich, Dudley House Office. 
 
         ______________________________ 
           Signature 
 
         ______________________________ 
Dudley House 9/07           Date 
 



 
 
 
 
 
  
 
 
 
Agreement to Abide by Rules for GSAS Student Organizations 
 
After reviewing the rules for organizations in the Graduate School of Arts and Sciences please sign 
and return this form by October 28, 2005 to the Dudley House Office. 
 
 
    I have a thorough understanding of the guidelines for student 
organizations and agree to abide by them. 
 
 
     President/Chief Officer __________________________ 
 
     Organization _____________________________________ 
 
     Date _____________________________________________ 
  
 
 
 




