
Approved      

Denied   __________________________       

Pending __________________________

1. The Club Constitution Pages 1 & 2 were filled out correctly, check that all lines are filled out. 
If it does not apply write N/A or Does not apply. Check all signatures.
Need help? See the samples on the school website. Original pages must be included in the packet, add additional pages
behind page 2 when submitting.

Check List

John H. Francis Polytechnic High School  |  Associated Student Body

- To be completed by ASB staff - 

Step #1: Approved by Ms Lui

Step #2: Recorded in ASB minutes and updated club list

Step #3: Approval by an administrator- S
ta

tu
s -

- P
ro

gr
es

s -

2025 - 2026
John H. Francis Polytechnic High School

Student Club Constitution - Submission Check List and Verification

Date recorded into ASB minutes ___ / ___ / ___________       By:_______________________________________________

Notes

Student Club Application Check List & Verification - Version 8/22/25

2. A club meeting was held, and minutes were recorded on Page 3. Everything is filled out and signatures are all present.

3. Sign-in Sheet on Page 4.
All club members who were present must sign in. Member count must match the vote count on page 3.

4. The Calendar of Club Activities and Fundraisers if they apply must be filled out on Page 5.
See the Consolidated Club Activities Calendar on the school website under the ASB Home Tab > Consolidated Club Activities
and Fundraisers Calendar to ensure that your activity/fundraiser is not in conflict with other organizations.

5. All fundraisers must be submitted to ASB at least 5 weeks before the date of the fundraiser.
ASB will need to review and inquire as needed to approve all fundraisers.
Once approved by ASB, fundraisers must be entered into https://fundraising.lausd.net/ by the Financial Manager
three weeks before the date of the fundraiser.
When the fundraiser is complete, a full expenditure report and all money collected will be sent to the student store.

Approved by ASB Secretary signature ___________________________________________ Date signed ___ / ___ / ___________ 

Approved by ASB Sponsor signature ____________________________________________  Date signed ___ / ___ / ___________ 

President name                                                                  Signature                                                Date signed ___ / ___ / _______

Secretary name                                                                  Signature                                                Date signed ___ / ___ / _______

Treasurer name                                                                  Signature                                                Date signed ___ / ___ / _______

Sponsor name                                                                    Signature                                                Date signed ___ / ___ / _______

Submit this form to Ms Lui’s main office inbox or deliver to Room 64 (during Period 2). Contact: Amy.Lui@lausd.net.

All club leaders signing below confirms that all items on the checklist have been reviewed:



The Poly faculty member(s) who will serve as the sponsor(s) are:

Where will the club meet?

Approved      

Denied   __________________________       

Pending __________________________

Each school year, to be officially recognized as a club at Poly, each group must adopt and complete an application and
constitution form, which outlines the basic framework of the organization. Each application will be filed by the
Associated Student Body and used as a guide to include all groups in school-wide events.

Submit this form to Ms Lui’s main office inbox or deliver to Room 64 (during Period 2).  Contact: Amy.Lui@lausd.net.

Signatures

The proposed club will be called:

The purpose of the club identified above is:

Club Information

Which day(s) will the club meet?

Email contact of sponsor(s)

When will your club meet?

John H. Francis Polytechnic High School  |  Associated Student Body

- To be completed by ASB staff - 

Step #1: Approved by Ms Lui

Step #2: Recorded in ASB minutes and updated club list

Step #3: Approval by an administrator- S
ta

tu
s -

- P
ro

gr
es

s -

2025 - 2026
John H. Francis Polytechnic High School

Student Club Application Form

Student Club Application Form - Version 8/21/25

Date recorded into ASB minutes ___ / ___ / ___________       By:_______________________________________________

Notes

Mondays         Tuesdays         Wednesdays         Thursdays        Fridays

Lunch           After School (time)  ___ : ___ until ___ : ___            Other ______________________________________

Student club officer (print name)

Club sponsor (print name)

Signature Date signed

Signature Date signed
____ / ____ / ______

____ / ____ / ______

Make sure to complete the Constitution, meeting minutes with vote count, and sign-in sheet for the proposed club.

Date approved by administrator ___ / ___ / ___________       By:_______________________________________________



c. Time, place and frequency of meetings of officers:

d. Definition:

Approved      

Denied   __________________________       

Pending __________________________

Each school year, to be officially recognized as a club at Poly, each group must adopt and complete an application and
constitution form, which outlines the basic framework of the organization. Each application will be filed by the Associated Student
Body and used as a guide to include all groups in school-wide events.

Submit this form to Ms Lui’s main office inbox or deliver to Room 64 (during Period 2).  Contact: Amy.Lui@lausd.net.

Article 2. Membership-Eligibility for Membership

a. Name of Organization:

b. Purpose and means of accomplishment:

Article I. Organization

John H. Francis Polytechnic High School  |  Associated Student Body

- To be completed by ASB staff - 

Step #1: Approved by Ms Lui

Step #2: Recorded in ASB minutes and updated club list

Step #3: Approval by an administrator- S
ta

tu
s -

- P
ro

gr
es

s -

2025 - 2026
John H. Francis Polytechnic High School

Student Club Constitution

Date recorded into ASB minutes ___ / ___ / ___________       By:_______________________________________________

Notes

a. Who is eligible to become an officer and what are the qualifications?

b. Who is eligible to become a member and what are the qualifications?

Date approved by administrator ___ / ___ / ___________       By:_______________________________________________

Student Club Constitution Form (Page 1 of 2) - Version 8/22/25



b. When are officers elected? 

c. Length for term of office for all officers:

a. Titles and duties of office position(s) - can be attached separately:
Article 3. Officers and Elections

Every club should have a President, Vice President and Secretary (Treasurer is optional)

d. Requirement for eligibility:

e. Method of election:

b. Qualifications for eligibility:

a. Method of selection:
Article 4. Student Council Other than Officers

c. Disbursements (expected expense):

d. Statements and reports (attach document detailing incoming expenses, where it’s coming from/which fundraiser, other details)

a. Budget (if any):

b. Fundraising/revenues (expected revenue):

Article 5. Financial Activities (only fill out if you intend to fundraise)

e. If providing optional graduation cords, list the color request (see Ms Lui for available colors), criteria and requirements:

f. Do you intend to have an account with the Student Store?         Yes           No
The number of organizations that have a student store account is limited. You MUST begin with an amount of $300 and
continue to be ACTIVE in withdraws and deposits. IF YES, YOU WILL ALSO NEED TO SUBMIT THIS FORM TO ALMA, OUR STUDENT STORE
MANAGER. – Please see Alma for clarifying questions regarding your account.

Financial Manager Approval: _______________________________________.             Date signed ____ / ____ / _________

b. Requirements for adoption:

a. Method of origination:
Article 6. Amendments to Constitution

John H. Francis Polytechnic High School  |  Associated Student Body Student Club Constitution Form (Page 2 of 2) - Version 8/22/25



___________________________________ (name of club officer) states to the club – “the purpose of this meeting is to inform all
members of the articles in this year's club constitution” and proceeds to read constitution Articles 1 – 6 to the club.

Start Time: ____ : ____ AM / PM

Approved      

Denied   __________________________       

Pending __________________________

Discussion

Meeting Date ____ / ____ / __________

Location

Meeting Details

John H. Francis Polytechnic High School  |  Associated Student Body

- To be completed by ASB staff - 

Step #1: Approved by Ms Lui

Step #2: Recorded in ASB minutes and updated club list

Step #3: Approval by an administrator- S
ta

tu
s -

- P
ro

gr
es

s -

2025 - 2026
John H. Francis Polytechnic High School

Student Club Constitution - Meeting Minutes

Date recorded into ASB minutes ___ / ___ / ___________       By:_______________________________________________

Notes

A discussion is required to answer all questions from club members regarding the details of the constitution. Use the space
below to fill in the student’s name and club officer/member name for questions.

Student Club Constitution Meeting Minutes - Version 8/21/25

End Time: ____ : ____ AM / PM

Meeting called to order by

Name of club

_____________________________ (student name) asks:

_____________________________ (club officer name) answers:

Requests

Vote to approve the ___________________________________________________ (club name) club constitution for school year 2025 - 2026.

First motion by                                                                                   Second motion by

Club Secretary name                                                        Signature                                             Date signed ____ / ____ / ________

Vote count: ______     Yes: ______      No: ______       Abstain: _______      Approved: __________     Not Approved: ___________

Club Sponsor name                                                          Signature                                             Date signed ____ / ____ / ________



Start Time: ____ : ____ AM / PM

Approved      

Denied   __________________________       

Pending __________________________

Meeting Date ____ / ____ / __________

Meeting Details

John H. Francis Polytechnic High School  |  Associated Student Body

- To be completed by ASB staff - 

Step #1: Approved by Ms Lui

Step #2: Recorded in ASB minutes and updated club list

Step #3: Approval by an administrator- S
ta

tu
s -

- P
ro

gr
es

s -

2025 - 2026
John H. Francis Polytechnic High School

Student Club - Recorded Minutes Meeting Sign-in Sheet

Date recorded into ASB minutes ___ / ___ / ___________       By:_______________________________________________

Notes

Student Club Meeting Sign In - Version 8/18/25

End Time: ____ : ____ AM / PM

Name of club

Attendees
Last Name First Name Last Name First Name

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

AMY LUI
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