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f Online application 
available 24/7.

Student completes 
the application.

A.S.I. staff will email 
application and 

contact information 
to the Direct Report 
for review.  Staff will 
schedule interview 

Direct Report sets 
up interview 

(within 5 business 
days) conducts 
interview by the 

Wednesday prior 
to next scheduled 

BOD meeting

Direct Report 
returns signed 

application(s) to 
ST who copies 

for BOD

Candidates are 
interviewed by 

BOD; 
recommendation 

shared during 
discussion.

Are they 
appointed?

Secretary/
Treasurer 
provides 

orientation & 
Adm. 

paperwork 

“Thank you for 
applying but…”

Yes

No

Student 
completes 
necessary 
paperwork

Secretary/
Treasurer 

receives and 
begins 

processing 
paperwork

Executive 
Director/General 

Manager 
processes 

eligibility & Adm. 
paperwork

Eligibility 
check

Letter of “Thanks 
for applying but…” 
sent by Secretary/

Treasurer

New 
Member 

Orientation 
managed by 

EOC/
Secretary/
Treasurer
(required 

before they 
start 

working)

Meeting 
with 

Direct 
Report

Student Is notified 
of Eligibility Status

Executive 
Director is 
notified of 

Eligibility Status

ST is notified of 
candidates 

eligibility status

GM Orders 
Business 
Cards & 
Meeting 
Folder 
Inserts. 

ASI President’s 
Adm. Assistant 

prepares 
temporary 

folders for new 
appointees.

The Secretary/Treasurer will oversee accountability and quality control of the appointment & interview process.  She/he will coordinate the delivery of interview paperwork, 
rating sheet(s), & interview questions to the Direct Report conducting the interview(s).  In addition to the above the Secretary/Treasurer will:

Copy the application(s) provided by the A.S.I. Staff and delivered to the appropriate Direct Report.
The Secretary/Treasurer will work with each Direct Report to ensure interviews are conducted in a timely fashion at least by noon the Wednesday prior to the next BOD meeting.
Once appointed and eligibility is determined, the Secretary/Treasurer and Election and Orientation Commissioner will coordinate the New Member Orientation in collaboration with A.S.I. Staff (ie. Business cards, A.S.I. e-mails, 
web site picture and bio, office tour, office hours, contact list, folder creation and updates, etc.)
Create the “Thanks for applying but…” letter facilitate the candidates options for continued involvement in A.S.I.
Track and create a semester report that shares the total number of applicants, appointments, and A.S.I. success in getting students involved in A.S.I.

Records and 
tracks 

paperwork
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Receives the 
Appropriate 

General 
Orientation 

Packet

Executive Director/
General Manager 

processes eligibility & 
Adm. paperwork

Candidates are 
approved by 

BOD.

Approval letter 
sent via e-mail.

Orientation Meeting for 
Committee Members done 

by Acad Senators & 
VPAG

Draft of 
Appointment Letter 

is Drafted by 
EDAA & ED for 

Review.  Done by 
Tuesday after 
appointment.

Letter Reviewed 
and approved by 

VPAG

Once approved 
VPAG will e-mail 

out

Approval letter 
sent via e-mail.


