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SECTION 1     |     THE BASICS

What’s a
student chapter,
exactly?



Overview

ASID (always pronounced as A-S-I-D, 
not as a word) is a community of people 
committed to the profession of interior 
design. It’s also the oldest and largest 
organization representing the interests
of professional interior designers. 

More than one in four of the Society’s 40,000 members 
are students. The other 28,000 members are made up 
of practicing designers and “industry partners” or “IPs” 
who sell goods or services to designers. 

Of the approximately 20,000 designers who are ASID 
members, about 6,500 practice commercial design, 
4,000 are primarily residential designers and 9,500 practice 
both commercial and residential design.

Student members belong to three entities, 
each one a part of the next larger one - 
their school or interior design program’s 
student chapter, their geographic region’s 
professional chapter, ASID as a national 
organization. 

If the student’s school does not have a student chapter, 
then the student can join as an individual member who 
still belongs to the local professional chapter and the 
ASID national organization.
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Student Membership

    building industries; every weekday morning
6. The Annual Student Design Competition,
    modeled after the NCIDQ practicum;
    introduced over the summer, judged in
    January and awarded in February
7. ASID Web site, including the online
    Student Center, containing news, research
    and other member resources. 
8. Discounts on major design magazines
    such as Metropolis, House Beautiful, and
    Interior Design through the ASID
    Advantage Program. 
9. Online Job Bank  
10. ASID Connex, the online social
     networking community for all ASID members 
11. Online Interior Design Product Finder 
12. National Scholarships from the ASID
      Foundation

Can I call myself “Jane Doe, ASID”
after I join?

After your membership is processed, you 
should use the appellation Student Member 
ASID, e.g., “Jane Doe, Student Member 
ASID.”

Only those who have passed the NCIDQ and 
become professional ASID members can use 
the appellation “ASID” by itself, without the 
words Student Member, Allied or Industry 
Partner.

Make sure you notify your student chapter that 
you’ve joined so you can start participating in 
its activities right away.

How much does membership cost?

Basic student membership costs $45 per year 
and must be renewed annually. These fees are 
collected by ASID headquarters . 

Your particular student chapter might charge 
additional dues and/or event fees to support 
its activities. If so, these dues are kept in the 
student chapter’s own bank account.

What do I get for my student membership?

From the Student Chapter

1. On-campus seminars and lectures to
    supplement classroom learning and aid
    career development
2. Off-campus tours and trips to vendors,
    museums, etc.
3. Charity/volunteer opportunities, such as
    Habitat for Humanity
4. Networking with other students and local
    design professionals
5. Social events
6. Leadership opportunities and training

From the Professional Chapter

1. “Getting To Know You” mixer (every fall;
    all chapters)
2. Career Day (once a year in the fall, winter 
    or spring; every chapter) 

3. RealWorld DesignWeek mentoring and
    professional development event (fall; all
    chapters)
4. Graduating Senior Receptions (once a
    year in the late winter or early spring;
    all chapters)
5. Online and/or print newsletter (varies
    by chapter)
6. Other learning/mentoring/networking
    opportunities such as tours, CEU classes,
    product showcases, volunteer activities,
    social events (varies by chapter)
7. Opportunity to participate in state
    legislative efforts (varies by chapter)
8. Scholarships & competitions (varies
    by chapter)

From ASID Headquarters

1. A series of regional events in metropolitan
    cities around the country. Each city will
    host affordable one-day events multiple
    times a year, allowing members to get the
    programming they need without the
    distant travel and expense of a longer
    multi-day national conference.
2. ACCESS student newsletter, exclusively
    for student members; 3 issues per year
3. ASID ICON magazine, covering design
    industry-related research, trends and 
    other topics; 6 issues per year
4. NewsFlash e-newsletter about ASID
    related news, services, events; every
    other Monday
5. Design Daily e-news digest of the most
    important news in the interior design and

Who can join?

You’re a candidate for a degree or certificate 
in interior design or architecture

Your program requires at least 40 semester 
hours or 60 quarter hours in interior design 
to graduate

You can be at any stage of the program (i.e., 
you’re not required to have completed a 
certain number of classes in order to join ASID)

When can I join?

ASID accepts and processes applications 
year-round

Once your application is submitted, approved 
and processed, your membership is valid 
for a complete year from the date you join. 
(e.g., if you join in October of 2008, your 
membership will expire on September 30, 2009.) 

How do I join or renew?

The easiest way to join or renew is online. 
You’ll need a debit or credit card to do so. 
Log in to www.asid.org if you are a renewing 
member. If you are a new member, go to
www.asid.org/members/join and select “click 
here to sign up for a login.” You’ll be able to 
print out a temporary membership ID card 
right on the spot.

You can also download and mail in a paper 
application and pay by check or credit card, 
but it will take several weeks to process.

http://www.asid.org
http://www.asid.org.members/join
www.asid.org/members/benefits/studentbenefits.htm
www.asid.org/rwdw
www.asid.org/designknowledge/publications/icon
www.asid.org/awards/asid/designcomp/default.htm
www.asid.org
http://www.asid.org/members/benefits/memberservices.htm
http://www.asid.org/bcdevelopment/jobs/bank/default.htm
www.asidconnex.org
http://www.interiordesignproductfinder.com/
www.asidfoundation.org
www.asidfoundation.org


Starting a Student Chapter

If your school once had a student chapter that’s no longer operating and you want 
to revive it:

	 Enlist a faculty advisor, ideally an ASID professional member, to help you
	 get started.

	 Gather at least two other students who are interested in and committed to
	 starting up a chapter.

	 Follow the guidelines and tips in Section 3 of this manual.
 
If your school has never had a student chapter and you want to start a new one:

	 Check that your interior design program is accredited by a recognized
	 accreditation body such as NASAD and CIDA and requires at least 40 credit
	 hours or 60 quarter hours ininterior design related courses.

	 Check that in the past two years the program has had two graduating classes.

	 Enlist a faculty advisor, ideally an ASID professional
	 member, to help you get started.

	 Contact Natasha Lee at ASID headquarters for an
	 application and instructions on starting up a new
	 student chapter.

	 Read and follow the instructions in Section 3 of this manual.

nlee@asid.org
nlee
Text Box



A key goal of ASID is to promote advancement from student to allied 
membership upon graduation, so that students immediately become 
fully active members of their local professional chapter. 

By transitioning directly from student to allied membership, new 
graduates receive the following benefits:

	 savings of $535 in dues and fees their first two years

	 $100 discount off  the ASID STEP NCIDQ prep course
 
	 uninterrupted subscriptions to ASID print and online
	 publications

	 access to ASID marketing tools, insurance plans and
	 other resources

	 immediate access to all professional chapter programs 
	 and services 

	 use of the ASID Referral Service as a marketing tool 

You have six months after graduation to take advantage of the 
student advancement pricing. If you advance in January or February, 
or between June and July, ASID will extend your membership for 
three additional months as a graduation bonus! 

Student chapters should distribute this information and applications 
to all graduating members, usually in early December and May.

Go online to complete the interactive Student Advancement Application.

Advancing from Student to Allied Membership

A
AD
ADV
ADVA
ADVAN
ADVANC
ADVANCI
ADVANCIN
ADVANCING



SECTION 2     |     THE PLAYERS

Who’s who
at ASID



Board of Directors
President, President-elect, Secretary
and Treasurer

Committee Chairs
Head up the chapter’s operations

Faculty Advisor
Provides guidance to the Board

STUDENT CHAPTER

Overview

There are key players in each of the 
three categories to which every 
student member belongs 

the school or interior design program’s student chapter 
the geographic region’s professional chapter
ASID as a national organization

Professional Development 
Director
Sits on the Board; oversees student related 
programs

Student Representative to 
the Board (SRB)
Sits on the Board; represents students from 
all regional schools

Student Affairs Committee
Organizes and runs student-related programs 
such as Student Career Day

Professional Liaisons
Professional members assigned to each 
student chapter in the region

PROFESSIONAL CHAPTER

Student Advisory Council 
(SAC)
Supports student chapters and SRBs via 
programs and guidance

Headquarters Support 
Team 
Provides resources and tools for student 
chapter boards; manages national student 
programs

ASID NATIONAL



Student Chapter

PRESIDENT
Leads student chapter 

Runs chapter meetings and events

Represents student members and 
communicates directly with SRB, 
SAC and ASID headquarters

Delegates responsibilities to 
Boardmembers and committee 
chairs

Oversees Strategic Planning effort 
and reports to SRB and SAC

PRESIDENT-ELECT
Supports and works closely with 
president in all areas

Prepares for and becomes 
president the following year

Focuses on chapter internal and 
external communications

Attends national Chapter 
Leadership Conference, held 
in July

Participates in strategic planning

SECRETARY
Keeps records of all meetings and 
events

Works with Headquarters Support 
Team to maintain accurate 
membership rosters

Coordinates logistics of meetings 
and events

Participates in strategic planning

TREASURER
Receives and deposits all chapter 
funds into student chapter bank 
account

Prepares chapter budget and 
makes financial reports to 
members

Maintains accurate accounts of 
chapter events

Participates in strategic planning

COMMITTEE CHAIRS
Appointed by Board or elected by 
student members

Committees may include but 
are not limited to: hospitality, 
programs, competitions, publicity, 
membership, fundraiser, 
newsletter, travel

Committees may be added or 
eliminated as the student chapter 
board sees necessary

FACULTY ADVISOR
Selected by the student chapter 
board or by the school; ideally, 
but not required to be, an ASID 
member

Serves as advisor to the student 
chapter board; does not run the 
chapter, supervise the Board or 
control chapter funds

Promotes student chapter 
activities to the faculty and 
administration

Suggests chapter programs by 
introducing industry professionals 
to the students and keeping 
students informed of industry 
trends and issues

Assists Board with strategic 
planning

Attends meetings/events and 
makes himself/herself accessible 
to Board



PROFESSIONAL DEVELOPMENT 
DIRECTOR
Voting member of professional 
chapter board

Elected by professional chapter 
members 

Oversees student affairs 
committee and all student-related 
programs 

Promotes advancement of 
students to Allied Membership

Attends national Chapter 
Leadership Conference

Communicates with SAC

Professional Chapter

STUDENT REPRESENTATIVE TO THE 
BOARD (SRB)
Voting member of professional 
chapter Board

Nominated by student chapters 
& selected by professional 
chapter Board

Keeps in regular communication 
with all student chapters in the 
region

Reports on student chapter 
activities to the professional 
chapter Board

Attends all student related events 
hosted by Professional Chapter

Attends national Chapter 
Leadership Conference

Communicates with SAC

STUDENT AFFAIRS COMMITTEE
Reports to professional 
development director

Organizes four annual student 
events: Getting To Know You 
Mixer, RealWorld DesignWeek, 
Career Day and Graduating Senior 
Reception

Produces other student 
programs such as scholarships, 
competitions, internships, 
mentoring, etc.

Designates professional liaison for 
each school

Committee chair communicates 
with SAC

PROFESSIONAL LIAISON
Reports to student affairs 
committee

Allied or professional member, 
ideally an alumnus or alumna, 
who serves as direct contact 
between professional members 
and students

Encourages student participation 
in professional chapter events

Participates in student chapter 
events and recruits other 
professional, allied and Industry 
Partner members to participate in 
student chapter events

Assists student chapter with 
strategic planning

Keeps in close contact with SRB



STUDENT ADVISORY COUNCIL (SAC)
Nine-member council made 
up of ASID educator members, 
professional members, allied 
members (recent graduates) and 
headquarters staff

Supports students by developing 
ASID-wide programs that enrich 
their educational experience and 
prepare them for careers after 
graduation

Acts as personal advisors to 
student chapter leaders, SRBs and 
faculty advisors

Works with other ASID councils 
and staff to promote student 
interests

Trains student leaders at national 
Chapter Leadership Conference

ASID National

DIRECTOR OF MEMBER DEVELOPMENT 
AND STUDENT PROGRAMS
(Headquarters Staff)
Oversees student, allied and 
professional member campaigns

Promotes student-to-allied 
advancement

Provides support for chapter 
leaders including professional 
development directors and 
student affairs committee chairs

Organizes and runs the Chapter 
Leadership Conference

ASSOCIATE DIRECTOR OF STUDENT 
PROGRAMS
(Headquarters Staff)
Headquarters Support Team 
liaison to the SAC

Oversees student membership 
issues and recruitment; national 
student programs such as 
RealWorld DesignWeek, ACCESS 
newsletter, NeoCon Career 
Exchanges and Student Career 
Days, student chapter support 

Organizes and runs the Chapter 
Leadership Conference

MEMBER DEVELOPMENT & STUDENT 
PROGRAMS SPECIALIST
(Headquarters Staff)
Assists associate director of 
member development and student 
programs 

Oversees student chapter 
membership rosters and 
information, ASID student 
awards, annual student design 
competition questions, student 
member benefits and resources, 
general member research

Organizes and runs the Chapter 
Leadership Conference



Student Help Chart — Who can you turn to when you have questions?

HEADQUARTERS SUPPORT TEAM(HST)

Communicates with SAC, 
Professional Chapter Board, and 
Student Board on issues of:

	 Lists of Student Chapters
	 Membership Cards
	 Delivery of ACCESS and
	 ASID ICON
	 Training Manuals
	 Scholarship information
	 Student address changes
	 ASID Website
	 Membership Applications

Membership      Financial      Communications      SRB(Student Representative to the Board)      Professional Development Director      At-Large      President Elect      President

Professional Chapter Board

STUDENT AFFAIRS 
CHAIR

SAC
(STUDENT ADVISORY 
COUNCIL)

PROFESSIONAL LIAISON

FACULTY ADVISOR

STUDENT CHAPTER
BOARD

STUDENT MEMBER



SECTION 3     |     THE BASICS

What do we do 
now?



1. While an ASID student chapter is a student organization
    affiliated  with a college or university, it is also an official ASID
    entity that reflects the Society as a whole.

	 ASID student chapter boards must operate in the same
	 manner as ASID professional chapter boards and follow
	 ASID policies at all times.

	 ASID student chapters are chapters of professional
	 associations, not social clubs.

	 The mission of a student chapter is the same as
	 that of the Society as a whole: “to inspire and enrich
	 its members by promoting the value of interior design,
	 while providing indispensable knowledge and
	 experiences that build relationships.”

2. Each student chapter is as unique as its student members and
    their college or university.

	 In order to be successful, each student chapter must
	 tailor its program to fit the particular needs and interests
	 of its members.

	 Students vary in what they want to learn, when they are
	 available, how they like to meet, etc.

3. Student chapter boardmembers each have a particular role;
    the president’s job is to guide and motivate the Board, not to
    take everything on himself/herself. 

	 The best boards are comprised of people with varied and
	 complementary skills.  

	 The best leaders delegate the tasks, share the credit,
	 and retain authority at all times.

Important things to keep in mind!



Know your audience and make a road map (a.k.a. “Strategic Planning”)

There’s no “one size 
fits all” approach to 
running a student 
chapter, because every 
chapter is unique. You must 
tailor your chapter to fit your 
school’s students.

Don’t 
assume that 
everyone is 
interested 
the same 
things you 
are.
(This is why a group of close 
friends doesn’t necessarily 
make the best board!)

Conduct a member survey. 
This can be as simple or as 
involved as you like, from a 
few questions sent via e-mail 
to lengthy interviews. See 
the student chapter survey 
template for ideas.

Refer to feedback from 
previous year’s events 
and talk to past student 
chapter leaders

Consult 
student chapter presidents of similar 
schools using ASID’s listservs.

Once you’ve assembled a wish 
list of your members’ requests, 
rank your chapter’s top goals. 
After all, there are never enough resources 
(time, money, volunteers, etc.) to do 
everything you want!

Brainstorm 
ways to accomplish those goals, starting 
with the big steps and breaking them 
down into bite-sized chunks. Then set a 
schedule for completing those tasks.
 

LAST STEP: 
assess your progress regularly throughout 
the year. Do you need to adjust your 
tactics or revisit the goals themselves? If 
you’ve veered off course, figure out where 
you went wrong and get back on track. 
Remember, goals are useless if you lose 
sight of them and/or if they are no longer 
practical.

Guess what? 
You just produced a strategic plan! Strategic planning is 
simply a methodical way of setting and achieving goals. 
For a more in-depth look at this important management 
tool, refer to the Strategic Planning Guide.



Now decide the when and how many events to hold each month. 
Keep your chapter’s students needs in mind. For example

Part-time and evening students who have full-time jobs may prefer 
monthly events on alternating weeknights

Residential students may find it convenient to meet at lunch time 
with activities on weekends.

Calendar

DECEMBER

DISTRIBUTE ADVANCEMENT 
T O  A L L I E D  M E M B E R S H I P 
A P P L I C A T I O N S  T O 
G R A D U AT I N G  M E M B E R S

APRIL

DISTRIBUTE ADVANCEMENT 
T O  A L L I E D  M E M B E R S H I P 
A P P L I C A T I O N S  T O 
G R A D U AT I N G  M E M B E R S

SEPTEMBER

MEMBERSHIP DRIVE – 

NEW MEMBER RECRUITMENT

JANUARY

S T U D E N T  D E S I G N 
COMPETITION ENTRIES DUE

MAY

S T U D E N T  C H A P T E R  AW A R D S 
A P P L I C A T I O N S  D U E

OCTOBER

REALWORLD DESIGNWEEK

MARCH

1 .  S T U D E N T  C H A P T E R 
B O A R D  E L E C T I O N S
2.  SRB NOMINATIONS

AUGUST

STRATEGIC PLANNING & BUDGETING

JULY

ASID CHAPTER LEADERSHIP 

C O N F E R E N C E

One of the first steps to take is to plan the year’s activities. Take out a calendar and fill out the major academic deadlines – 
when school’s session, when final exams take place, etc.

Then fill in the ASID events that all student chapters have in common:

Consider varying the locations and times of the meeting to maximize 
attendance; if members have
varying class schedules and live in different areas, they will 
appreciate the scheduling flexibility.

Ask your faculty advisor and SRB look over the calendar for potential 
conflicts with school and/or ASID professional chapter events.

Post the calendar prominently, both electronically (on the 
chapter Web site, MySpace, blog, etc.) and in print, where 
appropriate—see Media, Communications & Publicity. 
Send out and post reminders of upcoming events.



While you should always be on the look-out for new 
members, the beginning of the school year is a prime 
time to conduct a full-out membership drive.

Get face time with students where they tend to gather, 
by hosting booths in student unions and cafeterias, 
making announcements in class, speaking at open 
houses, visiting dormitories, etc.

Make sure all board members are familiar with benefits 
of student membership and have the student chapter 
Web site URL memorized!

Use the Kick-off package promotional materials sent to 
the school by ASID headquarters in August.

Convince instructors of the value of joining ASID, and 
ask them to encourage their students to attend student 
chapter events.

Contact your professional chapter’s Student Affairs 
Committee chair for help. Perhaps he/she can arrange 
a visit by professional chapter board members and 
local professional designers, which can spur student 
interest.

Open up events to non-members. Consider charging 
non-members an event fee while members get in at 
a discount or for free; once students experience the 
value of a student chapter event, they’ll want to join. 
Make sure you bring applications to each event and/or 
direct them to webpage for joining online.

New Member Recruitment



ASID requires that all student chapters hold annual 
elections for President, President-Elect, Secretary and 
Treasurer. Other officers may be appointed or elected as 
the student chapter sees fit. The newly elected officers’ 
names and contact information should be reported to:

Your Student Representative to the Board
Your professional chapter’s Student Affairs Committee
ASID headquarters
The Student Advisory Council 

Elections should be held in March, with results reported to 
your SAC Advisor and headquarters no later than April 15. 
This allows for an organized transition from the outgoing to 
the incoming boards, assuming the new term will begin in 
September. However, depending on the school’s academic 
calendar, the elections may take place at other times of the 
year so long as they occur every 12 months.

Student Chapter Elections

Board candidates must be current ASID student chapter members 
in good standing who will be enrolled during the upcoming term. 

It’s important to have clearly written job descriptions for each 
position. This makes it easier when talking to potential candidates, 
plus it gives everyone a clear reference once they’ve taken office.

Succession planning should be ongoing. For the chapter to function 
properly, there must be continuity from one board to the next. 
Board members should identify, cultivate and recruit potential 
successors as early as possible, and strive for a mix of class levels. 
Many successful student chapters have collapsed because there 
was no one waiting in the wings to continue the momentum.

The actual election can be held by ballot or by raising hands, but in 
either case, the faculty advisor needs to witness the elections and 
make sure everything was conducted fairly.

Rather than hold a special meeting just for the elections, it’s better 
to hold it at the beginning of a regular event so you’ll get more 
attendees.  Be sure to publicize it and, ideally, the backgrounds of 
all the nominees so that if members can familiarize themselves 
ahead of time if they want.



Student chapter presidents and/or their media/communications chairs 
should keep in regular contact with their SRB and SAC Advisor via e-mail 
(at least once a month), reporting on the chapter’s activities, news, issues, etc.

This communication is designed to do the following:

	 Provide ASID your student chapter leadership slate (i.e. names and contact information
	 for each student chapter board member)

	 Inform ASID of your activities, issues, progress, etc.

	 Publicize your triumphs. Don’t be shy about trumpeting your accomplishments! Send in
	 articles, photos, etc.

	 Get help for student chapter management issues and alert others of potential problems 

	 provide customer service feedback to ASID (i.e., if students have not been receiving their
	 membership cards, subscriptions)

These e-mails do not have to be lengthy; simple bullet points are just fine. The important part is to 
communicate regularly!

The student chapter secretary or communications chair should add the SAC Advisor and the 
professional chapter’s student affairs chair to the mailing list so that they’ll be kept in the loop 
with student chapter events and announcements.

Student Chapter President Reports



Determine the content and types of events based 
on your student members’ needs and interests, 
and keep the content varied and fresh:

	 Alternate on- and off-campus events.

	 Vary the format and content of the
	 meeting: mix up hands-on workshops
	 with informative lectures; visit trades
	 people, museums and galleries and
	 up-and-coming developing areas;
	 tour a variety of spaces, from residences
	 and restaurants to offices and studios;
	 undertake both large and small group
	 projects.

	 Invite an interesting assortment of
	 guest speakers, from different
	 specialties, at different stages in their
	 careers, with different backgrounds.

For each event, articulate exactly what’s in it for 
the students? What will they gain by attending 
the event that they wouldn’t get otherwise? Then 
articulate these benefits over and over again, in 
all promotional pieces for the event.

While every meeting begins with ASID business, 
make sure each event has a “hook,” something 
that draws people to attend and stay through the 
business portion.  

Programming

Take advantage of all constituencies when 
planning events.

	 Upperclassmen can share their
	 experiences with various classes
	 (AutoCAD vs. REVIT) and present their
	 studio projects

	 Get faculty and administration involved
	 when undertaking community service or
	 school improvement projects
	 (refurbishing the school library;
	 designing a nursery for a women’s
	 shelter)

	 Enlist professional members to conduct
	 portfolio reviews and judge design
	 competitions

	 Invite new graduates and alumni to
	 share jobhunting tips and talk about their
	 career choices

	 Seek out Industry Partners who will
	 teach students how to best work with
	 them and what products & services 
	 they offer

	 Remember professionals in related
	 industries such as contractors, real
	 estate agents, etc. Designers also work
	 with them and many have great insights
	 to share with students.

Attend professional chapter and other industry 
events, and collect business cards for future 
programs:

	 Career Day is an annual regional event
	 organized by the professional chapter
	 for all of the students in its geographic
	 area. It often features roundtable
	 discussions on various design
	 specialties, keynote speakers, door
	 prizes, showroom tours, panel
	 discussions, etc.

	 ASID will offer series of regional events
	 in metropolitan cities around the
	 country. Each city will host affordable
	 one-day events multiple times a year,
	 allowing members to get the
	 programming they need without the
	 distant travel and expense of a longer
	 multi-day national conference.

	 The Chapter Leadership Conference
	 or CLC is an intensive training session
	 for all professional board members,
	 including SRBs, and for Student Chapter
	 Presidents. It’s held in July each year.



The first step is to set specific 
goals for the event.
Is it to build awareness of the student 
chapter? Sign up X number of new 
members? Raise Y dollars? 

Adequate staffing is vital to an 
event’s success of failure.
How many people will it actually take to 
plan and run this event?

Develop a detailed but realistic 
schedule for each event.
Make sure you’ve given yourself enough 
time for each step of the process, and 
that you haven’t omitted any steps 
(booking venue; securing the speakers, 
arranging the transportation, publicizing 
the event, confirming the plans, 
collecting the funds, documenting the 
attendance, etc.)

Publicity and promotion are 
absolutely crucial.
After all, what good is it to plan an event 
if no one knows about it? Get the word 
out in a variety of media, over a couple of 
weeks. After all, advertising research has 
proven that it takes several exposures to 
a message, in a variety of formats, before 
it sinks in.

Take advantage of e-tools such as 
Evites and PayPal, which not only 
make it easy to track attendance and 

Planning and Running the Event

collect money, but also provides a record 
that you can refer to after the event, 
which leads to …

DOCUMENT EVERYTHING!  
Everyone involved in planning and 
running an event must keep detailed 
records of what they did. That way, 
others can learn from your experience 
and don’t have to waste time re-inventing 
the wheel.  This means documenting the 
following:

	 How you planned the event (schedules,
	 sign-up sheets, e-mails between committee
	 members, contact information for guest
	 speakers, print and electronic copies of
	 posters, etc.)

	 Who attended the event (sign-in sheets,
	 print and electronic copies of Evite
	 responses, print-outs of PayPal receipts)

	 What business transpired at the event (the
	 Secretary should take minutes during each
	 meeting and distribute them to all board
	 members afterwards)

	 How the event went. What went well, what
	 lessons have you learned and would do
	 differently next time? These “post-mortems”
	 should be written by the student chapter
	 president very soon after each event takes
	 place, and form an excellent journal for
	 future Presidents.  

A final important but 
often overlooked 
step is to thank 
those who made the 
event possible. Write 
a thank-you note to 
the guest speaker, 
acknowledge the 
committee members 
in an e-mail blast to 
student members, 
send a $5 Starbucks 
gift card to the 
Industry Partner who 
hosted your event. 



At the most basic, sign up for an e-mail account from 
Hotmail, Gmail or Yahoo!.  If you have a large student 
population (not just current members), make sure the 
account allows you to send lots of e-mails, because 
you will be targeting not only current members but also 
potential ones. Make the most of the service’s address & 
database capabilities.

Get a Web presence for your chapter. This usually means 
putting up a student chapter Web site, having a Facebook 
or MySpace page, or both. 

Decide who will host the Web site. Your school may have 
space, but will they allow you easy access and full editing 
capabilities? Companies such as Homestead charge 
an annual fee but offer professional looking graphic 
templates and easy editing without having to know HTML.  
Internet service providers often provide free sites but their 
bandwidth may be limited. 

Decide who will design the Web site. It needs to be clean, 
attractive and easy to navigate. Consider hiring a graphic 
design student if you don’t possess these skills in-house 
… a good Web site is worth the investment!

Appoint someone to maintain the Web site and/or write 
the blog and update the content at least once a month. If 
your site is easy to edit, then the person who’s writing your 
newsletter can be the same one who writes and uploads 
the content to the Web site.

Check out past award-winning student chapter websites 
such as Rhodec International and UCLA Extension for 
ideas.

Publicize the Web site’s URL on every single e-mail, 
newsletter, poster, flyer, article, etc. to drill it into people’s 
awareness. Ask related Web sites such as the professional 
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chapter, the alumni network and other student design 
associations to link up with yours, and vice versa.

Send out regular (biweekly or monthly) newsletters. E-mail 
blasts should be easy to read and eye-catching, with short 
summaries that link to detailed information on the student 
chapter Web site. Print newsletters can be distributed 
in classes and in areas where students congregate, but 
they are much more expensive and time-consuming to 
produce.

You can’t underestimate the impact of an eye-catching 
poster!

What’s in it for them? Make it crystal clear why students 
should take the time to attend this event and what they 
will get out of it.

The graphic presentation must be consistent and polished. 
People make instant judgments about an event’s value 
after only a quick glance.

Always pay attention to how the ASID logo/brand mark 
is used. Refer to the CD-ROM for detailed branding 
instructions, including size, orientation, color, etc.

Make announcements in class, with the permission of the 
instructor, of course.

Brag about your chapter to everyone: the professional 
chapter, your SRB, the SAC, Headquarters Support Team, 
the design community at large! Write short pieces for 
ACCESS and the professional chapter newsletter, talk up 
the chapter at every opportunity. It pays!



The ASID student chapter needs its own bank 
account.
 
.	 Follow school’s rules for student
	 organizations. There may be an 
	 on-campus bank that all campus
	 groups must use. Checks may
	 require faculty advisor’s
	 authorization.

.	 The student chapter’s funds must
	 be kept separate from the funds of
	 all other student organizations.

.	 Share signing authority (and online
	 access, if available) among two
	 or three officers, usually the
	 treasurer, president, and faculty
	 advisor.

.	 Maintain accurate accounts at all
	 times. Make deposits promptly after
	 the funds are received. Pay
	 expenses as soon as they are due.

Creating a budget 

List assets – this is what you have to work 
with
.	 Start with the opening balance in
	 the account already
.	 Subtract any minimum balance
	 requirements
.	 Add projected student chapter
	 membership dues, if you already
	 charge them (these are separate
	 from national dues)

Budget and Finances

List estimated expenses
.	 Travel expenses (airfare, hotel,
	 meals) to send the president-elect
	 to the Chapter Leadership
	 Conference
.	 Printing costs (hand-outs, posters)
.	 Web site maintenance
.	 Postage for thank-you notes and
	 other mailings
.	 Etc.

Subtract expenses from assets. If there’s a 
shortfall, you’ll have to charge fees and/or 
raise funds to make up the balance
.	 Keep adding projected fees and
	 fundraising proceeds to your assets
	 and looking for ways to cut
	 expenses until you’re no longer “in
	 the red”.
.	 Ideally, you’ll end up with more
	 in the bank account than you
	 started with at the beginning of the
	 year, meaning you’ll leave the next
	 board with a healthier financial
	 position. At the very least, your
	 income for the year should equal
	 your expenses so that you don’t end
	 up with less money than you
	 started.

Fundraising and fees

The simplest way to increase your assets is to 
charge students additional dues on top of the 
basic $45 national membership.
.	 This needs to be collected
	 separately so that the $45 can go to
	 ASID headquarters and the rest

	 be deposited to the student chapter
	 bank account.
.	 When deciding how much to
	 charge, take into account what type
	 of students you have.

Explore various fee structures, which may or 
may not be in addition to dues.  
.	 If you already charge annual dues,
	 consider allowing non-members
	 can attend for an additional fee
.	 Or, rather than charging dues, let
	 people choose between paying an
	 “annual event fee” that gets them
	 into all events for free, or paying a
	 fee per event (say, $5 – $10 per
	 event).

.	 Position certain events as special
	 fundraisers and charge more for
	 those.  This would be applicable
	 to, say, a full day of skill-building or
	 job-hunting workshops, or a special
	 tour of some property.

.	 Offer a pre-payment discount to
	 encourage people to sign up
	 early.  People are more likely to
	 show up for an event if they’ve
	 already forked over registration
	 money.

Traditional fundraisers (bake sales, wreath 
sales, etc.) may also work, depending on your 
school.  

No matter what the fee structure, make it 
clear exactly what people will get for their 

money—show the “value proposition”.

Follow campus rules about collecting cash. 
.	 Take advantage of PayPal or have
	 an off-campus drop location if your
	 school restricts cash collection on
	 campus.

Apply for funds from school’s student activities 
office, if offered.

Take advantage of freebies from ASID Industry 
Partner members



President calls meeting to order

Secretary reads summary of minutes from the previous meeting

Treasurer gives financial report—bank balance, what was earned and spent since last meeting.

Review any old business matters

Announce any new business as well as upcoming events

Program guest speaker

President adjourns meeting

How to run a meeting



After elections are held, each boardmember should get together individually with his/her 
successor to hand over their info (binders, CDs, e-mail account information, etc.) review the job 
responsibilities, etc.

For the next few months, until the new board takes over, each officer should copy his/her successor 
on all e-mails, so that the new person gets a feel of the day-to-day nature of the job.

If at all possible, the president-elect should attend the national ASID Chapter Leadership Conference 
in July, then share the information learned with the rest of the Board.  If the president-elect can’t 
attend, then he/she should ask the new Student Representative to the Board to meet with the 
board and relay the information from the Conference. 

In late summer, the entire new board along with the outgoing president, faculty advisor, and 
professional liaison, if there is one, should get together for strategic planning and to make plans 
for the new year.  

Every August, ASID headquarters mails out kick-off packages to each student chapter. Contact 
them if you haven’t received your package by month-end.

The outgoing president should contact the new professional boardmembers, especially the 
president and professional development director, to introduce the new board. Find out from them 
when and where the “Getting to Know You” mixer will be held and make plans to attend.

Remember there are many, many people at all levels of ASID to help you make the new year a 
success. Take advantage of the resources and don’t be shy about contacting them!  See the Help 
Chart for who’s who.

Transitioning to new board



Student Membership Application
Student Advancement Application
Student Chapter Awards Applications
	 Student Chapter of the Year
	 Student Representative to the Board (SRB) of the Year
	 Fundraiser of the Year
	 Faculty Advisor of the Year
	 Newsletter of the Year
	 Website of the Year
	 Community Service Project of the Year
Student Chapter Management Samples/Templates
	 Action Items List
	 Board Meeting Agenda
	 Events Calendar
	 Events List
	 Event Exit Survey
	 Event Logistics
	 Portfolio Workshop Guidelines
	 Post Mortem Evaluation
	 Strategic plan
ASID Student Advisory Council (SAC) Contact Information 
ASID Headquarters Staff Contact Information 
Strategic Planning Guide 
Student Chapter Election Guide
Student Chapter Survey Template
Faculty Advisor Guide
Student Affairs Chair Guide
Professional Liaison to the Student Chapter Guide
Student Chapter Budget Guide
Student Chapter President Guide
Student Representative to the Board Guide
“The Value of ASID Student Membership” Ppt. Presentation
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