The Li-Ming Chinese Academy
Student Government Association (SGA) Advisor
Standard Operating Procedure
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revised 8/22/08
Duties: Organize SGA election and assist students to execute activities i %% # - i %756

1) Elect SGA Officers £ 4 ¢ iz % #

e Before school starts % £ = 3§ 37 # € 33+ Reserve room for:
» Third Sunday of school % = i¥ - candidate meeting 12:30 p.m. —1:30 p.m.
» Fourth Sunday of school % » i¥ - ballot counting 12:30 p.m. — 1:30 p.m.
» Fifth Sunday of school % 7 ¥ - SGA meeting 12:30 p.m. — 1:30 p.m.

e First day of school % - i¥
> Morning assembly - Announce SGA election & application process 3¢ § = # 25
» Prepare application form to each student for grades 8-12 % 3F & % % § 51

e Second Sunday of school % = i
> Morning assembly - Announce SGA election & application process §f € £ & # 4254
» Application form available at front desk # af 548 B~3F £ %
» Contact room parent as Ballot officers. Need 5 officers during morning assembly
(10:00 — 10:30 a.m.) and 4 during ballots counting (12:30 — 13:30 p.m.) & &7 B 3
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e Third Sunday of school % = i*
> Morning assembly — Announce application due and candidate meeting ¥F ¢ z # 4F
PELICE A EHRER BB
> Candidates meeting @12:30 p.m. B i % 4 § 3%
» Teachers collect the filled application forms and give it to SGA advisor or front desk
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e Fourth Sunday of school % = i%

Morning assembly: campaign speech (approx. Imin/person) i ¢ p & 8 £ 7t
Election £ 3 # L

12:30 p.m. : Ballot counting = {4 B¢ &

Give SGA Constitution and By-laws to each SGA officers % i % 483~ SGA 4L &
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e Fifth Sunday of school % 7 i¥
> Introduce new SGA officers during morning assembly % € /i % & i £
> First SGA meeting = {5 B % - =% ¢ 3%

2) Oct: Halloween event: e.g.,: announce food drive i P8 ¥ & iE 6, 4ojc f 488 § i 7



3)

4)
5)
6)

7)

8)

Nov: Thanksgiving event: e.g.,: Raffle ticket sale for pie drawings (5 winners) i #g 2 & 5 #,

drfd B

Dec: Year-end party: e.g.,: group game 9% & f % € | 43 35 WA 55k

April: Field Day: e.g.,: shaved ice {%P#fa":E & g , —}lr'/»\’gf}’]ifl}?‘fr% 27k

May: Graduation: speech, gift, MC 5 7%2 ¥ 8 4 2 R RF - HHE 2 L4 @ H i F RS

June: Submit meeting minutes and treasurer’s report + cash on hand Jfc & ¢ & iz éfrpd i3z
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On-going: explore other community service opportunity, used book sale, etc. § & H # A+ % PRi%
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