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Dear Organization Leader,

Welcome to the student organization officer handbook! The purpose for this manual is to provide a resourc

tool for you and your organizatiomn e University of Missoufbt Louis.

As a student leader, you mtayour organizatiomo be the best it can be. Whetlyeur organization is new or
establishedaccess to information and people who can a

goak and objectives is important. This is the mission of the Student Life staff.

This handbook is designed to assist you in your organiZasmaeavors and to make your involvement on
campus an exciting, rewarding, and positive educational experiencetdirinformation pertaining to
organizational developmentnirersity mlicies, programming, financial services, use of campus resqurces
and more. The handboakby no means exhaustiiéwe can provide you with additionaiformation or
assistance pertaining to campus fifr activities please stop by the Office of Student Life room 366 in the
Millennium Student Center and our staff will be more than willing to assist you. We are here to ensure that

your organizatiorexperencegrowth and succeks

The Student Life Office is located on the third floor of the Millennium Student Center (room 366). We
encourage you to stop loyr officeor give us a call at (314) 538291 We look forward to working together

towards another gat year at UM5t. Louis

Best Wishes

Mirlam Huffman

Miriam Huffman

Associate Director of Student Life
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Office of Student Life
366 Millennium Student Center
One University Blvd. St. Louis, MO 63124499
Phone: (314) 516291 Fax: (314) 516747
http://www.umsl.edu/studentlife
studentlife@umsl.edu

Hours of Operation

Regular Hours: Summer Hours:
Monday through Tursday, 8:00 a.m. to 7:00 p.m. Monday through Thursday, 8:00 a.m. to 6:00 p.m.
Friday, 8:00a.m. to 5:00 p.m. Friday, 8:00 a.m. to 5:00 p.m.

Staff Information

Miriam Huffman, Associate Director of Student Kimberly Edwards, Graduate Assistant
Life Emerging Leaders Series
huffmanmi@umsl.edu Womenods Center
LED Bridge Display
Jessica Long,Student Activities Coordinator kjer38@umsl.edu
Greek Advisor
University Program BoarAdvisor Donivan Foster, Graduate Assistant
longjessi@umsl.edu University Program Board
Order of Omega
MK Stallings, Student Activities Coordinator NPHC Liaison
Diversity Resource Centers Menbs Center
Diversity Initiatives dwfp68@umsl.edu

stallingsmk@umsl.edu

Nancy Percy, Office Support Staff I

Leah Jones Student Service Adisor percyn@umsl.edu

New Student Orientation

Community Service John Klein, Division of Student Affairs Fiscal
Emerging Leaders Series Officer

leahjones@umsl.edu kleinjc@umsl.edu
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Being a Student Organization

Pageb of 77



Section 1
BEING A STUDENT ORGANIZATION

Being involved in a student organization will add many dimensions to your college experience. As a studer
| eader, you wil/ be directly involved in the de
involvement will offer you a learningxperience not available in the classroom. You will have the
opportunity to explore new interests and build relationships with new people. Your experieneg béte

St. Louiswill assist you in many different areas of your life.

Red or Gold?

The first deision a new student organization must make is whether it will be a Red ole@elld
organization. Eaclevel has itsown set of privileges and responsibilities.

Organization Privileges

RED level organizations have the following privileges:

1. UseofUni versityds name for identification purp

2. Participation in University sponsored events.

3. Use of campus facilities and services as provided by university regulations, which include usage of
the student copier, request of a cubwtarkstation, the option to request a maximum of 3 pogiers
eventfrom our campus graphic design artist, reservation of meeting and conference rooms and the
opportunity to promote and flyer on campus for events.

4. Organization Mailbox located ingdhe Office of Student Life.

GOLD level organizations have all of the privileges of Red organizations and:
1. Voting seat in the Student Government Association (SGA)
2. Eligibility to apply for financial support from the Student Activities Budget Committee.
3. Eligibility for receiving student leadership award honors and outstanding organization awards.

Organization Responsibilities

RED level organizations have the following responsibilities:

1. Must have a faculty or staff advisor that isuarently .075 FTEJO hrs./weelor greateremployment
atthe university.
Must submit a ratified copy of orgaaation constitution and bkaws.
Must submit aleange of dficer form on an annual basis and (or) anytime a change of officers occurs.
Must submit a membership roster of a minimum of ten (10)esaannually
Must submit an update of the organizations constitution and/$ganually

akrwn

GOLD level orcanizations hve all of the responsibilitied Red andhe following
1. Must submit a membership roster of a minimum of thirte&) thmesannually.
2. Must submit budget request forms by due date annually in order to maintain funding.
3. Must comply with Studeritife and Student Gvernment Asociation policies in order to maintain
funding.
4. Must be esponsible for the whereabouts of capital expense items pulohaleStudent Activity
Budget Committeeunds.
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5. Student organization officers must attend annual Fall Leadership Workshop at the beginning of eac
fall semester.
Holding the status of a Red or Gold level organization does not mean that the University suppitgsthe
held by an organizatioi\ll organizations, whether Red or Gold, are expected to comply with policies,
procedures, and regulations of the University.
Responsibility for violations of any laws (federal, state, or local), or University regulations must be assume:
by the organization and oindividual officers and members.

Organizations inability to adhere to these responsibilities may result in the deregistration and/or the forfeit
of the organizationso privileges.

Forming New Student Organization

The process to set up a new student organization is simple.
1. Obtain a minimum of three officers. (President, Treasurer and Student Government Representative
2. Organization members should decide whether the New Organization will hold a Red or Gold status.

3. Recruitl0-13 members, the number varies depegan type of organization you are trying to start
(see Red and Gold level responsibilities above).

4. Recruitan advisor. (If you need help finding an on campus advisor contact the Office of Student Life
(314) 5165291).

5. Develop a constitutn and ByLaws.

6. Submit a New Student Organization packet with roster and constitution to the Office of Student Life
In cases where a student organization has a national counterpart it is required to submit the nationa
consttution as well as ¢t composetby the local organization.

The 3 x 3 x 3 ruleof Pending of Organizations

All new student organizations mugin approval recognition frothe Student Affairs Committee of the University
Assembly. Pending approval, new organizations may beagarovisimal recognition by the Officef Student Life.

During this pending approval phase organizations carestq

e 3 posters from the graphéctist locatedn the Office of Student Life
e 3 reservations with the Scheduling Officeeeting roomsnly)
e 3 appearancdn the Get o Student Life eamail listserv

These privileges are extended to newly forming student organizations regardless of how long it takes the organizatic
to form.

Maintaining a Student Organization

All student organizations arequired to submign organization update form, a hazing code of conduct form,
aconstitution,change of officer form androster list every fall semester in order to remain active on the
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UM-St Louis campus. A change of officer form is also required iamy there is a change in leadership of
your organization. The exact due date for this information will bdwég the Spring Semester preceding.

As organizations evolve, it is inevitable that the constitution and (or) bylaws by which an organizakesn abi
will also change. It is required that antgpdate copy of the organizations constitution and (or) bylaws be on
file with the Office of Student Life. All constitution and (or) bylaw changes must be voted on and ratified as
dictated in your constitutioor bylaws. All updated constitutions must be accompanied by a list of voters
with a copy of the resolution voted orhese changes must be approved by the Office of Student Life.

Student organizations that do not follow the above requirements eachilyéa considered inactive. These
requirements include: following Student Life policy, turning in a change of officer form and an updated
roster each fall semester; not attending Student Government meetings, not attending Fall Leadership
Workshop and nathecking organization mailboxes located in the Office of Studentrhidg result in the
organizatiorbeing declared inactive

Reviving a Student Organization

In some cases, there are organizations that have been approved by the Student Affairs Cdrtimittee o
University Assembly and are no longer active. Any student magtreate any such organization by

submitting a new student organization form and roster to the Office of Student Life. The group may then be
approvedor reactivation by the Officef Student Life. Any organization which has been inactive for more
than three academic years must go through the process required for new organizations.

CAMPUS POLICIES

When planning an event, distributing information and organizing programs or functigmaufatudent
organization, the following policies and procedures need to be taken into consideration during the initial
planning stages. The Student Life staff can help with all phases of program development, including
compliance with University guidelines

Activities Involving Food

I f a student organizati onos dbeveragdes mussbe tateredtoy he |l d
University food service companghartwells Campus Dinnin§Vhen catering services are required, the
student organization should

1. Review the Chartwells Catering Guided selectnenu itemghat will fit into your budget

2. Contact Chawells at (314) 5161321 to arrange your order. Note: if your organization hesived
student activity funding, please do not use your personal funds to pay for the food ordered.

3. Provide approval to the Office of Student Life to ensure proper payment is made. No food orders wi
be processed without prior approval.

Ifthe studentayani zati onds event | shave o be parchasedaronptheskrsityf o o «
food service company. However, the group mudtwtlk with the Office of Student Lifeo ensure that

proper procedures are followed to pay for the food ordered. Please contact the Office of Studsefotdfe,
ordering food for your event.
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Activities Involving the Millennium Student Center

The MSC Building Operations manages the followsegvices or offices

1. The Scheduling Office

2. Custodial Services

3. Lost and Found

4. The information Center

5. Millennium Student Center Conference Services
The Scheduling Office is responkaldor campuswide reservations; however, they ardy responsible for providing
audiovisual support and room setups in the Millennium Student Center. For information regarding reserving space o
campus call 516022. The Scheduling Office provides:

1. Assistance in identifying and reserving the most suitadugitly for your event.

2. Advising on appropriate University regulations and policies.

Student organizatiorrequiring audievisual services in classroom buildings should contact Instrucfimeiinology
Services at 516171.Information on costs for roomaudicvisual equipment and support servidelease see
the Building Operations manual for reservingaan other buildings on campus.

Deadlines for Scheduling Space and Services

To ensure proper and timely handling of your request, please adtieesfatiowing deadlines to avoid late fees.

Service Requested Deadline

Reservation of space 4 business days prior to event
Request for audievisual equipment 2 business days to the event
Request for audievisual equipmentand/ or 6 business days prior to the event

building supervisor services on weekends
(weekend begin Friday 5p.m.)

Request for specialize equipment, rentals, 10-15 business days prior to the event
complex setups, etc

Request for catering services 10-15 business days prior to the even
Cancel a food order 24 hours prior to the event

Room setup 5 days prior to the event

Night manager 5 days prior to the event

The above time frames are necessamyrderinto consideration mail deliveries, appropriate authorizations and
approvals, scheduling personnel, food production and distribution of information. * Late fees will be assessed for
failure to meet approved deadlines.

Bulletin Board Approval and Posting

The University reserves the right to determine the scope, maocetipn, duration, and materials ped on
University property.

1. All student organization and university material must be posted approved with the stamp by The
Office of Student Life.
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6.
7. No flyers/postes promoting alcohobther illegal substance use violation of state lawsither stated

8.

. Material advertising events which conflict with University policiesyraamay ot be approved. The

Office of /Sudent Life shall make this determination.

Sponsorships should be shown on all materials. The name and phone number or email of a contact
person must be listed on the materials.

Election materials for national, $teor local elections may not be posted.

It is the responsibility of the sponsoring group to remove posted materials after the event is
completed.

Unstamped/unauthorized materials will be removed.

or implied wil/ be approved.(example: Ano bo
Images or language deemed profane, defaming, or inflammatory will not be approved.

Sources for Approval

The Office ofStudent Life reviews all materials for posting on Student Life Bulletin Boards. A Student Life
staff member must stamp materials that are posted se thwards, and a copy of theditymust be given to

the office for our files.

In academic buildings, ggific boards are designated for academic unit use and may require additional
approval. Please contact the Administrative Office in each building for specific guidelines.

Posting Procedures

1.

2.

3.
4.

Materials must be posted only on appropriate boards or aredlyelomay be posted on the walls,
windows or doors of any building.

Materials must be posted using pushgingacks; no more than opester per board may be
displayed.

Posted materials should not cover any existing materials.

No flyers/papers should mosted, tacked, taped to the walls in the MSC.

Off-campus Organizations

The Office of Student Life must approve all requests frorcafpus organizations or entities for posting of
materials. Materials, if approved, and stamped at the Office of Stuidentay ONLY be posted on the
three kiosk areas in the Office of Student Life.

A listing of all Student Life Bulletin boards is located on pag 41of this manual.

Demonstrations

If an organization wants to hold any rallies, demonstrations, or siatilaities, hey should contact the

Student Afairs Office at least 6 weeksefore the event. Any organization holdimgally, demonstrations, or
similar event shall appoint four responsible students to act as marshals. It will be the duty of the mearshals
ensure that all participants are properly instructed as to provisions of these regulations and that no action i
performed which will discredit the student body or 8% Louis. Theorganizations, as well as all

individuals participating, areesponsible for following the Student Conduct Code. If the organization is
distributing handbills or leaflets, the group is responsible for the cleanup following the distribution.

Distribution Literature on Campus

1. Gold level student organizations maigtribute literature on campus with prior authorization of the

Student Life Office with four stipulations:
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(a) All posters, handouts and flyers must clearly state sponsorship by a gold level student
organization.
(b) Posters/notices are to be posted in accordaitbethe bulletin board Policy.
(c) A copy of all mass handouts and/ or flyers must be filed in the Office of Student Life.
(d) Handouts or flyers may not be placed in classroom seats or posted at random in classrooms.
attached to cars or to University proyenbt designated for that purpose.
2. Inthe case of a petition, sponsorship may be an individual student.
3. Distribution of SGA election material must be in accordance with policies of the SGA Election
Committee.
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Grievance

It is the policy of the Universitgf Missouri to provide equal opportunity for all enrolled students and
applications for admission to the University on the basis of merit without discrimination on the basis of thei
race, color, religion, sex, national origin, age, disability or Vietegarveteran status. Sexual harassment

shall be considered a form of discrimination to ensure compliance with this policy, all University of Missour
prospective or enrolled students, will have available to the this studisntimination grievance procedur

for resolving complaints and/or grievances regarding alleged discrimination. This grievance procedure
neither supersedes nor takes precedence over established University procedures of due process for any a
all matters related to academic dishonestgdgrappeals, traffic appeals, disciplinary appeals or other
specific campus procedures that are authorized by the Board of curators and that deal with faculty and sta
responsibilities. These proceeding may be terminated at any time by the mutual agoééheeparties

involved.

NOTE: A grievance concerning specific incidents filed under this discrimination grievance procedure will
not be processed on behalf of any student who elects to use another University grievance procedure. In
addition, the filingof a grievance under these procedures, preclude the subsequent use of other University
grievance or appeals procedures for the same incident.

Hazing
Definition of Hazing:

A willful act, occurring on off the campus of an educational institution diresgaghst a student or a
prospective member of an organization operating under the sanction of an education institution, that
recklessly endangers the mentalgirysical health or safety of a student or prospective member for the
purpose of in or admissianto or continued membership in any such organization to the extent that such
person is knowingly placed at probable risk of the loss of life or probable bodily or psychological harm. Act
of hazing shall include:

1. Any activity which recklessly endangersthhysical health or safety of the student or prospective
member, including but not limited to physical brutality, whipping, beating, branding, exposure to the
elements, forced consumption of and food, liquor, drug or other substance or forced smoking or
chewing of tobacco product; or

2. Any activity which recklessly endangers the mental health of the student or prospective member,
including but not limited to sleep deprivation, physical confinement, or other extreme stress inducing
activity; or

3. Any activity that requires the student or prospective member to perform a duty or task which involve
a violation of the criminal laws of this state or any political subdivision in this state

Hazing is a class misdemeanor, unless the act crates a substantial ris& tidet of the student or
prospective member, in which case is a class C felony.

Non-Discriminations / Human Rights Statements

The Board of Curators and the University of Misse8ti Louis are committed to the policy that there shall
be no discriminatiomn the basis of race, color, ethnic and national origin, religion, gender, age, disability,
sexual orientation, or status as a Vietnam / Era Veteran.

Pagel2of 77



Pagel3of 77



Open Campus Statement

The fAopen campuso has | on$Lobie Buningarma sessidns or in ;mforendl p
settings, the entire academic community, students and faculty have the right to hear and express varying
viewpoints. These discussions often center on such areas as educational, research or service functions ar
objectives othe University.

In addition, the freedom to demonstrate in an orderly fashion as a means of presenting views is recognizec
the University. However, UMSt. Louis does not condone demonstrations that interfere with the freedom of
decision and action of othstudentsr that preverdthe free movement of students to or from classes,
lectures, seminars or employment interviews. When such demonstrations occur, the institution and acader
community must take action, even if such action protects the rights of just ond.stndedom of

expression is one of the hallmarks of a democratic society. While orderly demonstration is not to be
interpreted as infractions of University rules, disorderly demonstrations that disrupt the normal life on
campus are conceded violationsthese cases, individuals who are responsible will be dealt with through
the established disciplinary procedures and policies.

Press Release

Events open to the public should be advertised via a press release coordinated by the Office of Media,
Marketing & Rinting Services (314) 516851.

Sponsoring Offcampus Organizations

In order for there to be a sponsorship between a student organization and off campus organization, both
organizations mst be a part of the event thaye doing. Also, a group sponsoriaig offcampus

organization (phone card, small business, etc.) must have a representative presentap tbeatein and

be there throughout thaperation hours. Any sponsorship doy offcampus organizatiomust be approved

by the Officeof Student Lie before coming onto campus. A fee may be associated with briaxgmgside
organization

Event Misrepresenting

Users who misrepresent an event or affiliation in order to avoid fees and charges will be billed appropriatel
or may have reservation privileges suspended. University student organizations, individuals or department
may not ser v e -carpus grdupsanrotdes o gaindree oradiscdounted use of meeting space for
the offcampus user.

Usage of University Namel.ogo, Emblem, etc.

The University of MissouriSt. Louis logo, official university seand thetriton symbol are all officially
licensal trademarks of UMBt. Louis. Only goldevel organization sponsorea/ents are permitted the usage
of the Universitybés name, | ogo, emblem, etc. fo

Pageldof 77



STUDENT LIFE FAQ & POLICIES

THE FOLLOWING ARE FACTSAND POLICIES THAT YOU SHOULD BE AWARE OF.

Change of Gficer Forms, Rosters, and Org Update Info

All organizations MUST have updated officer information on file with the Office of StudentQlif@nge of ®icer
formsshould be filled out each time a new President, Treasurer, SGA representativeisor Adselected during the
middle oftheyearl t i s each organizationbs responsibility to

Each fall semester the Offiof Student Life will requestn Organization Information Updaitecluding an updated
copyof t he HAAct i v erhebbeamisare rediioed in erder tawkeep your organization in good standing
with Student Life.

Copier Usage

The Office of Student i f e has two copy machines and one pri
usage. Howevepaper IS NOT provided, so you must purchase or bring in your own paper to use. The
copy machines and printer should be used for organization purposesahébispersonal use.

If there are technical issues with any equipment, please contact a Student Life staff for assistance.

Fax Machine

The Office of Student Life has one fax machine that is available for organization and Student Life staff use
Accesgo a fax machine for personal usage can be found at the University Bookstore, located at 209 in the
Millennium Student Center.

Mailbox

Each organization has a mailbox located in the Office of Student Life (366 MSC). Student Life will use you
mailbox tonotify you about important dates and other information. Plelasek your mailbox on a weekly
basis in order to receive important information.

Flyers and papers with no affiliation with student organizations shmmiloe placed in organization
mailboxes.

Office Hours

Regular semester Summer Hours
Monday Thursday 8:00 an7:00 pm Monday Thursday 8:00 ans:00 pm
Friday 8:00 am5:00 pm Friday 8:00 am5:00 pm

The office will be closed during holidays and vidllow the official Universty Calendar.
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Artist Requests

In order to assist you with marketing, the Office of Student Life will provide you with free posters for your
events Artist Request Formare located in Student Life and must be completed when you request a poster.
The Graphic Designer will notify you when the posters are ready forypckPlease adhere to the following
guidelines to take advantage of this service.

1. All poster requests must be turned in a minimum of two weeks from the date you need therifthis
means that if you want to hang the banner for a week before the event then you must turn in the reques
three weeks from the date of your event.

2. Organizations are allowed 3 posters @eent: one 35x60 and two 24x36

3. Al'l table tents in the MSC must be 40x60 and
beforebeing placed on tables. This includes the MSC Nosh Area.

4. The following software files are acceptable for printiNgcrosoft Word,Adobelllustrator or Photoshop,
Publisher, and PDF. For any other formats please check ahead of time with the Student Life Graphic
Designer.

Travel

All student organizations must make all travel reservations to and from conferencegiandl/ system
meetings through the Office of Student Life. A staff member will arrange conference, hotel and rental car
accommodations directly in accordance with your budgets. Any student who violates this policy and does r
have proper approval wille 100% responsible for the costs they indwou stay longer at your hotet use

any rental cars beyond whatever is arrantged@he Gfice of Student Lifewill be charged to youA travel

request form must be submitted to The Office of Student Lifed make travel arrangements. All tavel
arrangements must be made thirty days before your departure.

W orkstations

Each April the Office of Student Life will provide applications for workstations. All organizations interested
in obtaining a workstation musbmplete the necessary application (even if they have a workstation for the
current academic year). Selection will take place in the summer semester and organizations receiving
workstations will receive a letter. As part of the Student Life Communi@jgrozations with cubicle spaces
assigned to them are expected to adhere to the following standards:
1. Maintain a tidy workspace
2. Maintain an appropriate noisevel.
3. Respond to requests by professional staff and fellow students regardintgmelserequeted.
4. Do not use lewd, indecent, or obscene conduct or expression.
5. Follow all other University policies as outlined in the University Of Missouri Standard Of Student
Conduct.
6. Utilize the workspace and other Student Life resources for the businesseddbaized student
organization.

Additionally, your organization will be expected to participate in yeand leadership training workshops

and report organizational activity each semester. You will be provided with a notice for mandatory training
workslhops and the forms your organization will need to complete reports by or before the start of fall
semester.
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Failure to comply with the standards outlined above may result in loss of workstation space and may impa
your status as a recognized student degdion.

Organizations with workstations must adhere to those guidelines in order to keep the workstation. All
workstations have file cabinets which can be locked. To access your organizations file cabinets, leave you
student ID with the front desk inglOffice of Student Life to obtain the key. When the key is returned,
youdll get your student | D back.

Due to the limited amount of workstatigmet all applicants will have the opportunity to receive a
workstation but they will have the chance to pldesr organization on a waiting list. The waiting list will
be used to notify interested orgzation of recent availability of workstation.

Student Leader Grade Point Average

Maintaining good academic performance is important in being a student lahdéudents who hold officer
positions, or plan on running for officer positions in their organizations must mairdamuwdative and
previous semester GPA of 2.(5tudent Life reserves the right to perform a grade check on all student
leaders at the ehof each semester.

Prospective members of an organization that has a GPA requirement must sign off on a Grade Release fo
this will give the Office of Student Life permission to chetkdentgrades todetermine eligibilityfor
entrance into selectivarganizations.

Student Disciplinary Probation

If you are on student disciplinary probation, you are not required to resign from organizations for which yot
are already a member; however, you may not hold an office nor represent the university wéik gou
probation. Please contact the Office of Student Life for further information.

GUIDELINES FOR ORGANIZATION BUDGETS

Successful organizations utilize strategic planning to help them achieve their goals and objectives. Prepari
and following an operains budget contributes to their success. Keep in mind the planning process requires
great deal of group effort in order for the fin
ambitions. This budget process should be carried out in comunetth the process for setting the

organi zationds goals and objectives.

Budget Preparation Process

Listed is a suggested process that can assist you in budget preparation:

1. Brainstorm for ideasAssemble your group and instruct everyone to think of @ndalize as many
ideas,and activities, projectgy s possi bl e to be considered for t
idea on a chalkboard or flip chart as it is suggested.

(a) Establish a reasonable time limit
(b) Do not discuss ideas
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(c) Do not criticize praise or judge ideas
(d) Be spontaneous: no hamdising,just call them out
(e) Repetitions are okay at this paint

() Quantity counts

(@Buil d on each othero
(hDondt be concerned. a

s i deas
bout periods of silence

2. Group ideas into related categories for review to determine which ideas more fully support your
organizations goals and objectives. Decide which ideas are most promising and which can be eliminate
3. List ideas according to your priorities.

4. Estimate the csts that will be involved in the daily administration of your organization (paper, pencils,
copies, etc.)Divide these costs into an itemized budget.

5. Decide on a plan to obtain funding.

Budget Funding Outside of Student Activity Fee

Gold and Red studentganizations may obtain funding by:
1. Collection of membership dues.

2. Contributions for specific programs from raniversity sources. These contributions to
organizations and / or programs are not to be promoted as being tax deductible.

3. Local fairs and festils (i.e. Straussenfest, fair St. Louis booths). Carnival concessions and car
washes are examples of -@fimpus funeaising programs.

4. Oncampus fund raising is limited to Gold level student organizations only and is strictly monitored
in accordance witthe University of Missoti System regulations. The FuRaising policy describes
the policies and procedures for conducting these activities. (Se@ page

University Qld Level Organizatiomare eligible to apply for funding which is available throtigé SABC
(Student Activity Budget Committee) funding process:

1. Student Activity Fee: Funds are used to support the activities of an organization. They may be used
purchase supplies, pay for postage and printing costs, and watts line charges, etc.

2. StudentServices Fee: funding may be used only to purchase capital equipment, pay for annual
telephone service charges, and pay for institutional membership fees to national associations relate
to the purpose of the organization making the application.

Student Activity Fee Funding

Receiving funds from the Student Activity Budget Committee (SABC) provides an opportunity for the
development of student responsibility in the handling of organization funds. For some officers, taking care
the details of budgetingpending and accounting for funds will involve a few hours all year, while for

others, it will require daily attention. This section of the manual has been designed to provide you with a
basic understanding of the things you will need to know to effegtimahage your budget.

The basic goals of this section are to:
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1. Acquaint officers and advisors with budget design and implementation.
2. Provide officers and advisors with a working k

3. Explain details involved in #haccounting of funds and the related paper work.
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Student Activity Budget Committee
What is it?

The Student activity budget committee (SABC) consists of students appointed by the Student Government
Association and appved by the Vice Provosi StudentAffairs. The SABC advisor serves as a hanting
member of the committedhis Committee is charged with recommending to the Chancellor, through the
Vice Provost of Student Affairs, the allocation of Student Activity/ Service Fees to Gold Level student
organizations.

How Do They Decide On The Allocations?

Al l ocations are made based upon the organizatio
1. Anitemized projected budget per program
2. Justification for funding and, if funded in the past
3. Areport on howhese funds were spent to accomplish the goals of the organization

The SABC committee also considers how well the organization prioritizes and meets its program funding
needs. Itis expected that each group receiving funds will use them. Doing thiscreage their chances of
receiving future budget requests. Organizations receiving funding must comply with the University Policies
and Procedures regarding the usage of funds.

What Does My Organization Do When It Receives Its Allocation?

When the finabmount of your allocation is determined by the SABC, you will receive an itemized award
letter. This itemized budget will be used throughout the year in the preparation of monthly financial
statements that your organization receives from the Office oeBtudfe. This information will be helpful

in tracking expenses and preparing future budget requests.

Why Do We Need To Budget?

Budgeting is important for the continued success of your organization. When planning for the future, it is
extremely helpful tdook back on past experiences. Comparing the goals and objectives that were set with
what was actually accomplished, will assist you

When does all this happen?

The budget process begins in October/November with budget preparation workshops. Attendance at these
workshops is MANDATORY for those organizations that wish to apply for funding. The deadline for
submitting the budget request form is the first Fridayr dfte spring session begins in January. The SABC
committee then conducts budget reviews in February and March. Some organization may be asked to app
before the committee to answer questions about their budget request. Organizations may appeal their SAE
initial allocations. In May, the final allocations are recomued through the Vice Provdstr Student

Affairs to the Chancellor for approval. The funds may then be expended during the following fiscal year,
which begins July 1 and runs through June 30.
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Using Organizational Funds

Accessing your organizationds Account

1. The forms you will need to access your student activity/service fee monies are available in the Office of
Student Life.

2. Please type or use black ink and print legibly on all forid& PENCILS)

3. As a general policy, alcohol may not be served at any event. Permission to serve alcohol at an event
will be viewed as an exception to the policy. Requests to serve alcohol will be examined on a-case
by-case basis. Please refer to form Alcoholdfm #3 on page 36 for the policy, procedure and
marketing Guideline.

4. Approval is required before you purchase anything!
The following apply to all forms:
1. All completed paperwork must be submitted to Office of Student Life for approval.

2. Any purchase madeithout the prior approval of the Office of Student Life may not be reimbursed.
Detailed General Purchasing Policy and Procedures may be examined in 366 Millennium Student Cent

3. The praident or treasurer must sign all budget related fofrdgisors do nohave signature authority. If
an officer has changed, a AChange of Officero
before any forms will be processed.

4. The president or treasurer cannot sign for their own reimbursemeitfttfie presidet is being
reimbursed, the president will sign as the person receiving money and the treasurermausheiizing
the reimbursemept

5. No sales tax will be reimbursed, unless related to travel. &xarpt letter may be obtained in the
Office of Studet Life.

6. Whenever a payment relates to an activity or event, describe the activity or event and include the date,
location and who patrticipated/attended.

University property :

Equipment purchased with student activity éeeservice fe@ppropriations is uwersity property and must
remain on or stored in university facilities. Removal must be approved by the Office of Student Life.
Students who willfully or carelessly damage the property of the university will be required to pay for its
replacement or repaiThey may also be subject to disciplinary action.

Car Rentals

1. Procedures

a. Submit a completed Travel Request fornthte Office of Student Life, 366 Millennium
Student Center at (314) 55291 (see form on pag@®).

2. Regulations
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a. Youmusthaveavaldr i ver 6s | icense and be 21 yeal
b. When renting a vehicl QECLINE the rental agencies collision damage waiver
insurance, except under the following conditidRentals for use of a vehicle outside the
United States and Canadantals foruse of a vehicle within the United States & Canada
by authorized foreign national guests of the University.

3. More information about studéetravel contact the Office of Studdrite.

Vouchers

(Form on page62)
fiVouchero forms are used to:

1. Reimburse fouse of persoridunds
2. Certain direct payments

3. Payment to a performer or speaker
4. Payment for consulting

Reimbursementwill be issued to an individual for use of personal fundfor an organization budgeted
event This does not include any travel relatedexpenses, whereby a travel voucher must be obtained

To complete a voucher purchaser must include:

1. Name, address, student I.D. number, and Federal I1.D. number (Social Security number) of the
individual to be reimbursed.

2. The individual being reimburseédUS T si gn i n the AVendords Sign
3. Attach all ORIGINAL receipts.
Direct payment to a Vendor.
1. Off-campus professional seminars
Conference Registratidree
. Institutional membership dues to a professional organization

. Lodging

. Fully describe the purpose of payment (i.e. wittatwherewhenwhy).

2.
3
4
5. Subscriptions
6
7. Attach all completed registration forms.
8

. Attach the ORIGINAL invoice.
PAYMENT TO A PERFORMER OR SPEAKER, NOT EMPLOYED BY THE UNIVERSITY:
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Must obtain a Performance or Appearance Agreementfiammthe Office of Life prior to the
performance or speaking engagement (See additionaime nt s under YContract s
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Contracts

1.

NO STUDENT MAY ENTER INTO A CONTRACTUAL AGREEMENT ON BEHALF OF THE
UNIVERSITY . The student is not a legal representafireéhe University. Even on a payment in
recognition of acts or professional services, authorized signatures must appear for that agreement to b
legally binding.

If you plan to use student fees to hire a DJ, lecturer, entertainer, or similar outside@erfor your
event, speak with the Office of Student Life for details at I8&stweeks prior to the event/program.
Before agreeing over the phone or in persoANY contractual agreement, be sure to check with the
Office of Student Life.

All agreemenrd for contracts or services to be renddviRdST be in writing (a letter of confirmation) and
signed by an authorized Office of Student Life Representative.

If it is determined by the Office of Student Life that a University contract is necessary, thetodeasit
must work with Student Life to complete an official Univers$tyecontract Worksheet formOnce the
Intent to Contract Form is completed, it must be submitted to the Office of Student Life who will
generate the contracts and mail it out with @ecdetter.

The information for the contract should be provided by the student in charge of the pAAgt&AST
SIX WEEKS prior to the date of the program to allow time for the contract process.

Only authorized contracts (submitted by the Office of Student Life to be signed by the Director of
Business Services) will be honored for payment.

. The Director of Business Services WNIDT sign any contracfHE DAY OF OR AFTER any

performance/appearance.

If payment is being presented to the performer/speaker immediately following his/her/their
performance/ appearance, advise the Office of ¢
the voucher and will be contacted when the check is ready foupic

Student Travel Policy

A Travel Request form must be submitted to@Hfice of Student Life thirty (30) days prior to any travel. In
the absence of unusual circumstances and whenever possible and practical all goods and services require
the variaus departments of the University, regardless of the source of funds, are to be obtained from the
University service departments.

Recognized Student Organizations who are authorized for University business travel should be
knowledgeable of the following infmation:

1.

2.

Ground Transportatiorif you will be using your own vehicle for travel, keep a record of your mileage.
University policy autbrizes reimbursement up to $.50&r mile. If you require a rental car, contact the
Office of Student Life, 366 Millennium Student Center, 53891 to make arrangemeiri&ee form on
page60).

Air travel: Airplane tickets should be purchased through the Office of Student Life. In orget the
most economical rates, purchases should be made as far in advance as possible at least thirty (30) da
before trave(See form on pageO0).
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3. Registration Feedviake every effort to pay your registration fees in advance. If you would like to have
a check sent directly from the University to pay the registration fee, please submit the completed
registration form to the Office of Student Life. Allow at least four weeks before the deadline occurs to
guarantee payment in a timely manner, if you payHermegistration fees yourself and need
reimbursement, be sure to obtain a receipt. If a receipt is not provided, the University cannot reimburs
you.

4. Lodging For lodging reimbursement you must submit the original hotel receipt. Note that the Universit
will pay only for hotel room and tax. Health club fees, personal calls, room movies, or room service wil
not be reimbursed. No personal expenses will be reimbursed. An itemized statement furnished by the
hotel/motel is required for all lodging expengpages0).

5. Meals the maximum meal allowances per person are as follows:
(a) $10.00 Breakfast
(b) $10.50 Lunch
(c) $21.50 Dinner
If your registration fee includes meals, you may not request reimbursements for these meals.

If two or more people are included in the méfagén an original receipt and the names of the individuals are
required for reimbursement.

If your travel does not require an overnight stay, you can only be reimbursed if the meal is part of a group
meal or organized banquet where each participant paiysduadlly. University policy requires an
explanation as to the business purpose of the meal and other individuals or groups present.

Procedure for payment and reimbursement upon return

1. Upon return from a trip, ¢ ompimeutsedfoapernsohal fandsused E x
while outof-town.

2. APur pos & fublyfdesdribeiapd@o NOT abbreviate. List organization name, dates and location of
the trip.

Itemize meals in appropriate columns. Any meal expenses over the limit will be reducetiragty.
Record lodging expense in the appropriate column.

Itemize expenses (i.e. taxi, round trip airfare, etc.) and the amount for each item.

o g &~

Nonreimbursable expenses include, but are not limited to, room service, movie rental, and personal
telephonecalls. It is expected that the individual pay expenses of this type before checking out of the
hotel.

7. List the names of all travelers.

8. Any additional information justifying unusual expenditures should be noted on the travel expense
voucher or on an addith@al sheet. An itemized receipt must be submitted with the voucher for any
expenditure.
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Tax Exemption

The University is tax exempt and will not reimburse for sales tax. Make sure thdtaaggsx made are not
chargedtaxT he Uni versitydés Tax Exempt Number is on t
Office of Student Life has copies of the Tax Exempt Certificate.

Receipts

The receipt must include:
1. Vendor
2. Amount
3. Date
4. ltemized list of items

If the Procurementard receipt only includes the total purchase amount, attach the detailed receipt or
packing slip.

Fundraising Guidelines

Only Gold student organizationsmay conduct fund raising activities on campus. Fund raising is defined as
sales, solicitations, or promotions for any event or project designed to raise money including any activity fo
which an admission is charged or donations are to be collected.

Only recognized student organizations may conduce fund raising activities on campus. Fund raising is
defined as sales, solicitations, or promotions for any event or project designed to raise money including an
activity for which an admission is charged or Wwhich donations are collected. All on campus fund raising
activities are subject to the following policies and procedures:

Policies

1. All on campus fund raising activities by recognized student organizations must be approved in
advance by the Associafarector of Student Life or his/her designee.

2. Any contractual agreements must be between an individual, office/coordinator or organization and
the outside agency must not obligate the University of Missouri in any way.

3. Funds raiserto benefit norprofit charitable recognized organizations will be approved providing
that the sponsoring organization submits a statement on a letterhead from the charity verifying it is
approveegraodifimomunder the regulations of the

4. Fund raisingactivities that are judged to be in competition with any University auxiliary enterprise
will be prohibited unless approved by the Director of the MSC, his/her designee or the administrator
in charge of the auxiliary service affected by the fund raisttigity.

5. Written permission is required for use of the University buildings or grounds and must be obtained &
the sponsoring recognized organizations after approval for the fund raising activity is granted. This
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10.

permission may be obtained by contacting $cheduling Office and will be consistent with the
following:

a. All fund raising activities held on University grounds or in University buildings are subject to
a use fee (Board of Curator Regulation 4.0314.0633) unless specifically exempted by the
Chancdor or his/her designee.

b. Fund raising activities may not be held in places where, or at times when, such activity woulc
constitute a clear and substantive interference with the conduct of classes, study, business,
pedestrian or vehicular traffic, or othigniversity functions (4.0314.0107)

c. An approved fund raising activity involving solicitation of money is restricted to specifically
authorized areas of the campus buildings and grounds and must be conducted from a table c
booth rather than by roving sators. There will be no exceptions to this provision. The fund
raising request from indicating the desired location(s) must be approved a minimum of ten
(10) business days (two weeks) prior to the proposed activity.

Without special permission from tigrector of the MSC or the designee, fund raising activities may
not be conducted for a period exceeding five (5) days.

The sponsoring recognized student organization through its officers is responsible for a any cost to
the University (e.g. clean up, spa&l construction and set up costs, repair to University property, and
extra security as deemed necessary by MSC administrative personnel). The sponsoring recognized
student organization may be requested to pay estimated University costs in advancgppedvsd

of the fund raising activity is granted.

The names of the sponsoring recognized student organization must appear prominently in all
advertising and other communications connected with the fund raising activity.

The offices of record (the peosis listed with the Office of Student Life) will be responsible for the
implementation of the activity and the conduct of all members andansonbers involved in the
activity.

Recognized student organizations that violate provisions of the fund raidicyg ek loss of
privileges associated with University recognition, up to and including suspension of recognition.
These penalties may be imposed by the Office of StudentApigeal may be made to thergate
Student Affairs Committee.

Procedures

To obtin approval to hold a fund raising activity, a recognized student organization must:

1.

If the funds to be raised are to benefit a nonprofit charitable organization, obtain a statement on

|l etterhead from the charityprodbetdfyndgritnhas
regulations.

Submit the forms and schedule an appointment to discuss the fund raistevAdsociate Director

of Student Life.This meeting should occur at least fifteen (15) business days (three weeks) prior to
the start othe activity.
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Section 2

BEING A STUDENT LEADER

As a student leader, you will face many challenges that will test your ability to lead. Your involvement ir
student organizations will give you the unique opportunity to develop your leadership skills and grow as
a person. Leadership experts Jim KouzesBarry Posner identify five practices that effective leaders
engage in when accomplishing great tasks.

The Five Practices of Exemplary Leadership

1.

Model the Way

e Leaders must effectively model the behaviors they wish to see in others. Leaders earn respe
by setting a strong example.

Inspire a Shared Vision

e Leaders envision great possibilities for the future and can see how the organization will react
new heights. However, a vision seen only by the leader is not powerful enough to make
change. Leadeengage others and get them excited about a common vision.

Challenge the Process

e No great accomplishments come from maintaining the status quo. Leaders see outside of th
box and are not afraid to take risks in order to make positive changes in theatrganiz

Enable Others to Act

e Great organizations have members working as a team. Leaders must give others the tools t
succeed by creating an atmosphere of trust, collaboration, and empowerment.

Encourage the Heart

e Leaders support others and encouragmtteecarry on. In order to do this, leaders must make
others feel like a valued part of the organization. Recognize and celebrate the contributions
all team members.

The Office of Student Life is available to present to student organizations of theyathove mentioned
leadership practices. Organizations may also request presentations on additional aspects of leadership
development.

More | deas for Effective Leadership

Establish high standards for your organization.
Listen carefully; hear whatthers say; solicit suggestions for improvement.
Empower members.
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Delegate, then follovup. Trust people.

Suggest or request rather than command.

Exhibit faith in members; let them know you expect their best efforts

Praise good performance.

Use criticism onstructively and privately; get the entire story before reprimanding.

Share the credit.

Do not be afraid to say fil dondét knowo; sece
Be considerate.

Be fair and consistent; keep your commitments and promises.

Transitioning Leadership

e Give different members a chance to take leadership roles throughout the year

e Hold elections within the organization

e Have the old leaders train the new leadeard provideghe new leaders with written descriptions
of the position, suggestedrielines for events, and contact information for various individuals

Goal Setting

Goals are broad statements of desired results. Objectives are speeifieesta ofictions that are

measurable and will lead to the accomplishment of the goalsrgemization that does not have a clear
understanding of what it wants to achieve in a given time is like a ship without a rudder, at the mercy of the
elements and likely to flounder in the first storm it meets. Goals provide purpose and direction. Without
goals, organizations are more likely to experience turnovers;tenortmembership, and lack of effective
transition programs for officers. Goals should be attainable, understood by all members involved, believabl
valuable to the group, motivating aprbgressive.

Types of Goals

¢ Routine: Traditional goals of the organizatibiat isusually orgoing but need to be evaluated for
updating

e ProblemSolving: Goals that work toward improvement of the organization, based upon the need
for change because pfoblems.

¢ Innovative: New ideas and contributions that will assist the organization in its growth and
development

e Developmental: New experiences that members can learn and grow from as a result of their
involvement in the organization

The success of a @b depends on three things:
1. In-depth planning of the gaal
2. Member commitment and dedication to achieving the.goal
3. The reality of attaining the gaal

How to set Goals

The organization needs to brainstorm and discuss the list of intended goals. All meeelets understand
and Abuy i ntod each go ageneral $tédemmengad putpose.e eds t o be
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Objectives are specific statements of results that equal the broad goal statement. The number of objective:
will depend upon the complexity ageénerality of the goal statement. Objectives need to be measurable and
statements of results, not action. Additionally, each objective should include a target date for completion.

The goal setting process is not finished until it has been properly eaclWghen the goal has been

completed, evaluate it to see what worked, what did not work, and why. It is also important for to reflect o
what you have learned from the experience.
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Running Effective Meetings

One of the most important elements of beangpod leader is the ability to run an effective meeting. Your
organization will find it difficult to retain members if the meetings are too long, boring, disorganized or
ineffective. The following list of ideas may help you have more productive meetings.

Your First Meeting

e Set goals and objectives for the entire year.

¢ Prepare a tentative calendar of events for the year.

eProvide sufficient | eadership positions to |
needed.

eGo over yourComstitgianni zati onods

Making the Most Out of Your Organizations Meetings
Before the meeting:

¢ Define goals and objectives

¢ Create an agenda for all attendees

e If any articles or documents are to be reviewed, make them available before the meeting, so that
peoplewill be prepared to ask questions or raise discussion points
¢ Arrange for all A/V needs

During the meeting:

e Start on time!

e Stick to the agenda

e Encourage discussion to get all opinions

e Encourage feedback

¢ Delegate responsibilities and establish deadlin

e Take notes and encourage attendees to do so as well

¢ Set the date and time for the next meeting

¢ End the meeting on a positinete;thank people for their attendance and participation

After the meeting:

e Distribute minutes

¢ Discuss meeting with oth&oard or executive members

¢ Follow up on decisions/delegations

e Put unfinished business on the agenda for the next meeting

Sample Meeting Agenda

Call meeting to order

Approval of agenda

Correction and approval of minutes
Announcements

Of ficerts6s repo
Committee reports

Unfinished business

New business

Special issues

CoNoOk~whE
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10.Adjourn

M otivating Volunteers

Motivating others is one of the most challenging but rewarding aspects of being a leader. The following list
contains some tips about motivating ttedunteers in your organization:

©CoNoO~wWNE

Know your standards and clearly communicate them.

Let volunteers know where they stand

Be sensitive to the needs, wants, wishes, and expectations of your volunteers.

Give praise when it is appropriate.

Care about your vahteers. Offer assistance.

Be there. Keep in contact, spend the time, and be present when appropriate and desirable.
Keep volunteers informed of changes, crises, general information.

Be a moel leader and a model personganize, plan, anticipate, and sea.

. Be enthusiastic.

10.Be willing to learn from others.
11. Allow and encourage freedom of expression and creativity.
12.Delegate, delegate, delegate.

Delegation

You cannot do it alone. Sooner or latgyu will have to learn to delegatesponsibilitieso others in your
group. You may be reluctant to delegate a task for a number of reasons. The following are some of the m
common ones:

NoOkwWNE

Delegated work will be done poorly and you will be blamed.

Time will be lost and you could do it quicker yourself

Your committee members will do and be seen doing your job.

Spending time explaining to someone else how to perform a task takes up valuable time.
Nobody else can do it as well as you can.

There is literally nobody to which the task may be delegated.

You feel you need to be involved to be close to what is happening on your committee.

Delegation involves an element of risk. The willingness to delegate tasks is a mark of true leadership.
Effective delegation is essential for the growth and developmeraabf group member, so challenge group
members. By engaging group members in important tasks, you just might end up with new and better idee

Tips for Effective Delegation

ouabhwnE

Review and specify the task and objectives.

Select appropriate personf®aring in mind previous experience and availability.

Set parameters, deadlines, resources, considerations about quality, and limits of authority.
Check understanding, provide resources, information and support, and ensure commitment.
Monitor progress, andncourage feedback on a regular basis.

Evaluate performance, and apply lessons to future tasks.
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Time Management

It happens far too often that our student leaders try to take on too much and get burned out. Burnout can
result in decreased attentiveness to the organization and its needs as well as poor academic performance:
believe school comes first, but wittbalanced and wethanaged schedule there is plenty of time to work

and enjoy cecurricular activities.

Ideas for Saving Time

1. Make a daily ATo Doo list in priority order

2. Plan before beginning. Establish deadlines.

3. Rewardyourselffor meeting your deadies.

4. Work in a quiet area: unplug phones.

5. Develop a daily routine.

6. Set your watch a few minutes fast.

7. Do not overeat, especially at lunch, or you may feel sluggish.

8. Learn polite ways to say fANoo (for exdompl e,
stopping by, but I 6ve got to get back to tF

9. Schedule flexible time into your day for AfAc

10Write everything down so you dono6t forget

11.Keep your work area organized.

12. Know your highenergy times, and use them for high priorities.

13. Ask for agendas in advance of meetings you attend: use agendas in meetings you set.

14.Do not work when you are exhausted.

15.Be aware of policies, procedures and resources so you do not waste time waiting for someone t
get back to you.

16.Keep a calendar handy at fthes.

17.Keep a time log and identify your own time wasters.

18.Do not procrastinate.

Team Building

An organizationds success relies heavily on the
ways to ensure good communication between grnoembers is to establish an environment where working
to together on common goals is a regular activity.

When the leaders of an organization conduct activities in a positive and supportive atmosphere, team
building can be a fufilled and productive expexnce. Intramural activities, planning major social
functions, high and | ow ropes courses, or gett.i
are all examples of activities that can promote a sense of belonging and contribute tg buslainessful

team.

For ideas and assistance in planning and conducting a team building activity with your organization, contac

the Student Life Office. Remember, as a leader, you set the tone and pace of the organization. Be
enthusiastic, and buildhat teaml
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Section 3
ORGANIZATIONAL PROGRAMMING

The programs and activities that your organization produces are an asset to the UM St. Louis community.
this section we will provide sonsiggestions that may help you in developing programs for your
organization.

Event Planning

Select an event coordinator. Whenever your organization is planning an event it is helpful to have an even
coorinator to act as a single cant person for alnatters related to your event. The selection of an event
coordinator also provides a person to take responsibility for making sure all regulations are adhered to anc
your event goes as planned.

First, a Precontract Whrksheet form should be obtained fréime Office of Student Life; this will assist your
organization in the retrieval of the necessary information for the coordination of the upcoming event. This
information is used in the development of a University Contract. Please be as thorough &atd ascu
possible.

1. Event Information should include:
a. The performersd compl ete name.
b. The complete title/name of the sponsor or the organization that will be financially responsible
for the event.
A contact Person at the University of Missel8t. Lous. This should be an organization
member/advisor that is closely affiliated with the coordination of the event.
A contact number for both the presenter as well as the UMSL contact person.
The date of the event
The time the event will start and will end
Location where the event will be held and a possible rain site if needed
Type of eventrfiusician, comedian, speaker, gtc.

o

S@~oQa

All presenters at UMSt. Louismust have a signed contrad®lease schedule a meeting with &ssociate
Director of Student Life atheir designee at least six weeks prior to the event for all contractual matters. The
University will not honor any contracts signed by your organization.

2. Payment Informatioshould include:

a. Check amount: What is the cost of fhexformer?
b. If the statedoriceis all- inclusive(Performers feeagents fee, travel, lodging gtc
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The name of the agency that the performer is represented by

The agencyds address, the agencybs contac
If there is a need for 2 separate checks

Who to make the check payable.

The address of the person/s receiving the check

If the person/s receiving the check is an individual, corporation, or partnership

Whether you have requested a W9 from the agent/performer.

TT@To a0

3. Hotelinformation should include
a. Number of rooms
b. Smoking/ Norsmoking
c. Location of the preferred reservation
d. Name room should be booked under

Hotel room reservation should only be reserved by the Office of Student Life staff. The above information
will help in the reserving of roomo accommodate the presenter and organization.

4. Food Services Information should include:
a. Number of meals for the performer/s
b. Does the performer/s have a greenroom reGuest
c. Can the food request be fulfilled by our on campus catering service, Che#twells
d. Has a food waiver been obtained and completed at least four weeks in advance, if riecessary

If hosting a Program on campus, all food services must be provided by our campus catering service
Chartwells

5. Production Requirememformation should include:
a. Set up information (tables and chairs)
b. Production equipment (sound, lighting, staging, etc)
c. Other equipment (Podium, AV, Piano, etc)

The Scheduling Office is here to help with reserving space, arranging,s&td providing equipment for

your event fromstart to finish. Theihelp ensure your event is a success. Please refer to the Millennium
Student Center Building Operations Manual for all building policies. Also, please refer to Campus Policies
(page 8) in this manual for a quick glance at some ofghbkcies of the Scheduling Office.

Programming Off-Campus

If you are hosting your prograoff campus, a Preontract Worksheet form must still be obtained and the
above information will be required. When hosting a program off campus, the sponsorimgairga will

need to have a written confirmation of the agreement that you have with the hosting facility. In many cases
this agreement will come in the form of a contract. In these circumstances, students are required to schedt
meeting with the Diretor of Student Life or their designee at least six weeks prior to the event for all
contractual matters. Student organizations are not allowed to enter into any binding contracts on behalf of
the University or their student organizatiohen dealing vth the facility, whether located on or off

campus, you want to pay careful attention to any technical requirements that your presenter or your
organization may have such as microphones, projectors, etc. Most of the time your orgémigeignam

will require money; therefore, after you have decided WHO, WHEN, and WHERE the next question is How
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Much? So at this point, it is always a good idea to outline all of you expenses. Depending on the nature of
your program, travel arrangements may be necessaygdiororganization, your presenter, or both. All travel
arrangements of any kind must be made through the Office of Student Life.

Day of Event

Meet your presenter(s) and check the facilitdake sure that the presenter and organization members arrive
early. Schedule a sound check if needed. Have adequate transportation, some presenters may require
transportation to and from the hotel or airport, and some will also want to see the location where they will k
presenting. If the event is open to studead well as the outside community, be sure to have signs

identifying restrooms as well as the location of the event. On the day of your event, a good rule of thumb i
no surprises. You want to avasdrprises for both your group and your presenter sio tiig up any loose

ends in advance.

Enjoy your program. Assuming all of your planning has gone well, the event should take care of itself.

Working with Other Organizations
When planning an event, there will be times where it will be a good idedldbarate with another student
organization. Cesponsorship will allow your organization to pool resources to make a good event a great
event.
1. Be sure to complete a €&ponsorship application form with the organization you are
requesting funding from
2. Besure to have an itemized list of what the additional funds would be used for and the
approximate cost
3. Be readily available to provide additional information to the organization that wiijpamsor
the event
Keep in mind thaall funds should be usedéotud i ze t he organizationds St e
in their constitution and their budget application or else forfeiture of remaining funds and/ or deregistration
may result.

Remember that the Student Government Association and UniversgsaRr@oard both offer eo
sponsorship money to organizations wishing to propose new programs to benefit the campus.

Promotions and Marketing

The goals of any organization become very difficult to meet without proper promotion. Promotional
materials shoultbe designed to capture interest and evoke a response on the part of your audience. When
designing promotional materials there are several things that should be kept in mind:

1. Audience. The first step in laying out a promotional campaignusderstand the audience
that you are trying to reach. All promotional materials should be geared towards that specific
group of people.

2. Resources. The second step is to look at what resources are available to you. How much
money do you have? How maeople are available to assist you?

3. Timetable. The third step is to determine how to reach your audience in whatever amount of
time you have to do so.

4. Content. The content of the promotional material is where your audience, timetable, and
resources should all come together to present your activity/event to the public.

Pagedlof 77



*Each flyer should include a proper ti me, | ocat

On-Campus Promotion
There are mangampus resources that are availdbléhose that wish to promote events on campus.
1. Bulletin Boards: The Office of Student Life controls 32 bulletin boards across th8tUMuis

campus. These bulletin boards are for the use of all student organization to promote themselves an
their activties. All flyers that are displayed on the Student Life bulletin boards must be approved by
the Office of Student Life and receive a dated stamp. Flyers are granted a two week posting period
before they are subject to be taken down. Bulletin Board Retpren can be picked up and turned
in to the Office of Student Life.

2. Flyer/ Handbills: Flyers and handbills are another popular way to promote events sponsored by you
organizationThere is also 4X6 flyer advertisement tripods located in the Noste &18C Epace
must be reserved in advance through the Office of Student Life

3. The Current Newspaper: The Current provides a very easy way to reachraulalggr of people
through advertising in the campus newspaper. A newspaper ad usually require€arfeet The
Current at 516174 for more information.

4. Student Organization Mailboxes: The student organization mailboxes provide an easy way to
promote events to other student organizations.

5. Campuswide Calendars: Post your event on campus calentlaese are several Campus calendars,
including the main campus calendar (accessible from theStIMouis homepage), the Friday
Update which is emailed each weektoall‘ . Loui s facul ty, staff
Boardo col umn doefntt hnee wGuwrarpeerrt, sathud t he A Get a
each week to students.

6. LED Sign on the MSC Bridge: to have your event promoted using thesidgDon the MSC Bridge,
fill out the proper form in the Office of Student Life.

7. Office of Studentife and University Program Board Programs: Every year the Office of Student
Life and the University Program Board host programs that are geared towards the promotion of
student life and student organizations at{3k Louis. These programs include Newdghut
Orientation, Expo, and Mirthday. Check youmail and your mailboxes throughout the year for
more information.

For tips on how to develop a marketing fan, be sure to see pages7& 59 for additional help.
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Student Organization Request to Use Alcoholic Beverages on University Property
UNIVERSITY OF MISSOURI -ST. LOUIS
(Alcohol Form #3)

Contact Information

Todaybés dat

Organization Name:

EventCoordinator:

Coordinator

Coordinator

e: Date of Event:
6s Addr ess:
Street City State Zip Code
6s Phon¥® Number
Area Code Phone Number

POLICY:
A

As a general policy, alcohol may not be served at any event. Permission talsened at an event will be viewed as an exception to

the policy. Requests to serve alcohol will be examined on abyasase basis.
A All persons attending the event must comply with applicable federal, state and University regulations. (The legahagent
alcohol in Missouri is 21. The University reserves the right to request proof of age of any person being served.) Aldmheeraay

no later than one hour proceeding the scheduled end time.

A According to University regulations, organizationshwét substantial number of members under the age of 21 (75%), shall not permit
the drinking or serving of alcoholic beverages at any social function or meeting. The student organization should sgibvith gt
form a roster of membership for all membéncluding: first name, late name, ID number, and birth date.

The student

Do Tele D>

I'f per mi ssi

The organizationds advisor
served alcohol. The advisor and president or desigriealsd be responsible for the conduct of all persons attending the event.
The organization advisor or responsible administrative professional will be required to be present for the duratioerdf the ev

and

president or desi gnaélleotbeust b

or gani z a tred thenspansoreofithe ieverd and will bie tespansibledoo ensuiing that University

on

i s

granted,

t he

regulations and state laws governing use of alcoholic beverages are upheld.

or gani z a tnithatmléoholiccheveragesdhitable amu s t

the event may not be served to or consumed by minor members of the organization. This will not be considered a vigation of t
marketing guidelines found below.
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To demonstrate responsibility and concern for legdlility, the student organization is required to provide-almoholic beverages

and food at an event where alcoholic beverages are available

Liquor |license mandates that alll alcoholic beveaaasegees Thetest b
will be a charge for this service.

There is a two drink limit.

Arrangements must be made with the University Police to provide security. The student organization is responsible thoe paging

of security for the event.

oo Do Do

PROCEDURE:

A The organizationds President, Advisor, facility6s odtforector
Student Affairs must approve the request.

A This form must be completed, i n cthelsbiciatg Diractovof Stuolentd e atdeiasy 21 adysi r e ,
prior to the event. The Associate Director will submit to Vice Provost for Student Affairs for approval.

A A ARequest t dnihisteredUFandsitePRurshade ylcohol for University Sponsoved Bt 6 for m must be
same time if SABC budget money is going to be utilized.

A If approved, this form will be forwarded to the facility director as confirmation of approval.

A If approved, members of the organization will meet with a represemtsithe Office of Student Life a minimum of 5 days prior to the
event to review University requirements at the event.

A An invoice/confirmation of food and drink order must be provided and reviewed by the Associate Director of Student bife 14 da

prior to the event.
MARKETING GUIDELINES:

A No advertising whether printed, written, electronic, or over the radio may advertise the presence of alcohol at the event.
A When alcoholic beverages are being served, advertisements n

Paged5of 77



Event Information

Event Name:

Location:

Time: -- Estimated Attendance:
Start Time End Time

Target Audiencepiease circle) Faculty Staff Students Other:

Facility Reservation Confirmatiogiease circle) Yes NO Reservation ID#:

Chartwells Order Confirmatiogiease circle) Yes No Order#

Type of Alcohol(please circle) Beer  Champagne Blush Wine White Wine  Other)

Cash Bakipleasecircle) Yes No If no, please specify method of payment

Event Description

| have read th&tudent Organization Request to Use Alcoholic Beveragémomrsity Property
|l certify that 75 percent of our organizationos

| agree to abide by the provisions set down in the policy and guidelines.

< < < <

| understand that by signing this form, the officers and advisor of our organization assume responsibility for
the conduct of participants at the event.

V | agree that should permission to serve alcohol be granted, our organization shall make etherettoa
University regulations and state laws.

V | agree to notify all members in our organization of the Policies, Procedures, and Marketing Guidelines
outlined above.

Presidentds Signature Presidentds Printed Name Date

Advi sorés Signature Advi sordés Printed Name Date

N,
Office Use Only:

Request Approved Request Denied _ Office of Student Life Date;
Request Approved Request Denied __ Building Director Date;
Request Approved Request Denied _ Vice Provost, Student Affairs Date;
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Awarding of Prizes Form

Name of Student Organization:

Event:
Date; Time;
Submitted by: Title: Date:
t NBAARSYy G Qa { A3yl GdzNB Date:
¢ NB I & SigiBureD a Date;
Please be certain that the information below is completed in full before submitting to the Office of Student Life. It i
organizationds responsibility to provide
Prize 1
Description ofPrize:
Actual Value of Prize:  $ Please select oneA Cash PrizeA Non-Cash Prize
Full Name of Winner
First Name Last Name
Mailing Address:
Street Number Street Name Apt. Number
City State Zip code
Student Number or Social Security Number: UMSL Employee® YesA No
Email Address: Phone #:
Are vou a U.S. Citizen or lawful Permanent Resid&ntYES A NO
Prize 2
Description ofPrize:
Actual Value of Prize:  $ Please select oneA Cash PrizeA Non-Cash Prize
Full Name of Winner
First Name Last Name
Mailing Address:
Street Number Street Name Apt. Number
City State Zip code
Student Number or Social Security Number: UMSL Employee® YesA No
Email Address: Phone #:
Are vou a U.S. Citizen or lawful Permanent Resid&ntYES A NO
Prize3
Description ofPrize:
Actual Value of Prize:  $ Please select oneA Cash PrizeA Non-Cash Prize
Full Name of Winner
First Name Last Name
Mailing Address:
Street Number Street Name Apt. Number
City State Zip code
Student Number or Social Security Number: UMSL Employee® YesA No
Email Address: Phone #:

Are you a U.S. Citizen or lawful Permanent Resid&ntYES A NO
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Awarding of Prizesat Student Organization Events

Will you be hosting an event, meeting, or program where prizes will be given or a competition where a
performer will win a prize? If so, it is important that you follow the procedures outlined here and that you
are aware ofhe policies associated with distributing prizes. All prizes purchased with SABC funds must be
stored in the Office of Student Life in advance of the event.

Examples of programs at which prizes might be awarded include:
e Talent show
e Writing competition
e Art contest
e Singing competition

Gift Cards

Under no circumstances can gift cards be purchased using Student Activities Budget Committee (SABC)
funds. Therefore, gift cards should not be used as prizes.

Prize® Cash

Cash prizes can be awarded to winnersoofigetitions sponsored by student organizations.
In order to award the cash prize, the student organization should follow the following procedure:
1. Complete theAwarding of Prizes Form found on the back of this page.
2. Have the winners complete their portiointhe form
3. Submit form to the Student Life front desk by Noon the next business day.
4. The Office of Student Life will generate the necessary forms to be signed and
completed by the winners, President, and Treasurer and notify individuals that the
necessarforms are available for signatures within 48 hours of the date of submission.

Prize® Goods

Prize goods can be awarded to winners of competitions sponsored by student organizations.

In order to award a noncash prize, the student organization shoulid fodollowing procedure:

Complete the Awarding of Prizes Form found on the back of this page.

Have the winners complete their portion of the form

Submit form to the Student Life front desk by Noon the next business day.

If an organization would prefer teave prizes distributed through the front desk of
Student Life, winners will be notified by email when the prize is available for pickup.

hrwbdPE
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Facility/Services Request

University of Missouri-St. Louis
Office of Building Operations = Division of Administrative Services

2001 MNatural Bridze Foad » 218 Millenninm Student Center » 5t. Louis, MO 63121 = 314-516-4346 = 314-516-5320 Fax

All requests must be submitited four worldng days prior te event.

Today's Diate: Event Title:
Dept.'Groop Name: Co-Spomsor’s Name:
(M abbreviations please )
Contact Person(s): Address:
Phone: i Fax #: E- mail:
Dy Evening

Payvment Method: [ ] 11-digit acct # [1 MoCode [] Check [ ] Other

Farulty, stadent organizations, and staff nmust submit their 11-digit account mmber and MoCode for billing.

Type of Group: [ ] Faculty/Staff [ ] Campus (UMSL) [ ] Off~-Campus [ 1 Info. Table
Specify

[] Profit [ ] NenForProfit,ifso, Fed Id%# _ [ ] Vendor Sales Type of Sales

For Student Organizations - Type of Organization: [ | Registered [ | Recognized Is this a fundraizer? [ ] Yes [ ] No
Will admissions be charged? [ ] Yes [ ] Mo ‘Will there be an off-campus speaker? [ ] Yes[ ] Ko
All students reserving space should be familiar with procedures in the Sudent Orpamization Survival Mammal, Performance Azreement and Fundraiser

forms pmrst be obdained from and approved by the Orffice of Smdent Activities, 365 MSC. A copy of the approved fimdraiser form nmst accompany the
Scheduling Request form  Student organizations must have estimated cost of audio-visnal equipment approved by Stodent Activities. See below. *

Dafe_of Event Space Requested Start Time End Time Number Attending Set-Up Style

Room Setup Choices: Theater, Cnnferem‘e , U-Shape, Banquet Rounds, Circle of Chairs, Closed Square. Special setups require a dia-
gram. The Pilot House is setup ” asis". ms&mhngDﬁmmmenghmmtnﬁbMﬂﬂmmmhcm

Andio-Visual Requests: For consultation, call 516-3573. Weekdays require two working days notice; weskends require five working days.
Date of Event Space Requested Start Time End Time Equipment Tatal Hours Needed

A Notice of Change form must be submitted for all revisions. Only three changes will be accepted per booking, so please plan carefully. An
administrative fee of $10.00 will apply far each additional change_ If the setup information is not received fonr worldeg days prior to the event,
fhe reservation will awtomatically be deleted. We canmot guarantee that all of your needs will be met past the deadlimes. Yon will be billed for
setmp and a'v requests received after deadlines. For sefup information, call 516-5262. Fax all disgrams to 516-5310. A might manager is
required for events oniside normal building heours. Building heurs: Mon -Th. Ta-11p; Fri. Ta-5p; Sat. 10a-5p; Sun. 1-9p. Summer hours
(smbject to chamge): Mon. -Th. Ta-9p; Fri. Ta-6 p; Sat-Sun 9a-6p.

Fequested by (Print Name): Siznature:

*AV approved by: Drate: Processed by: Doate: Reservation &
080l
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Bulletin Board Locations

Clark Hall 7 8 Boards

1°'Floori 1 across from room 121; 1 across from room 115
2" Floori 1 next to room 205; 1 next to room 206

3 Floori 1 next to room 305; 1 next to room 307

4" Floori 1 between room 405 & 406; 1 next to room 407

Lucas Halli 3 Boards
1% Floori 1 nearthe south entrance (in front of vending machines)
2" Floori 1 across from room 207; 1 across from room 208

SSBi 5 Boards

1*'Floori 1 across from room 131; 1 next to room 140
2" Floori 1 next to room 224:; 1 across from room 213
3 Floori 1 next to room 334

Benton Hall 7 3 boards
1% Floori 1 left of the Tomazi Study Room:; 1 ahead of the first board
3 Floori 1 left of the elevator

MSC i 3 boards

1 Floori 1 (glass enclosed & locked) left of the entrance to the Nosh
2" Floori 1 near the bank

3 Floori 1 (glass enclosed & locked) near the Office of Student Life

South Campusi 2 boards

1*'Floori 1 near the entrance; 1 south of the first board (make a right, in front of
the water cooler)
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Bulletin Board Posting Request

Please fill out the following form and return it to the Office of Student Life, 366 MSC.
This form must be filled out for each advertised program/event that is posted.

Guidelines

e There are 24 campus wide bulletin boards maintained b@ffiee of Student Life.

e Posting on these boards is intendedl for University of MissourSt. Louis student organizations
and departments.

e Allitems posted on these boards must be submitted and approved by the Office of Student Life.
Once approved, a py of this form and the posting will be retained by the Office of Student Life. (If
you would life your posters in the Student Life front windows or the MSC glass cases, please leave
extra 3 copies at the Student Life front desk.)

¢ Due to space limitabns, items posted may not exceed 14 x 22 inches.
e |tems may be posted for up to two calendar weeks. Exceptions are made on a space available bas
¢ All material not removed from boards at the specific removal dated will be discarded.

Posting Information

Todayods Dat e

Name of Student Organization/Department

Program/Event Name

Date of Advertised Event

Person Submitting Request

Name

Campus Address

E-Mail Address

Phone Number

Approved By Remove By
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Change of Officer Form

Please fill out the change of officer form, the University of Missouri Board of Curators Standard of Student Conduct,
and the Policy on Hazing, and return to the Office of Student Life, 366 MSC. Thisrfestbe filled out each time
an officer changes iyour organization.

Name of Student Organization:

Submitted by:

Student Officerds Name Title

Organization Officers

President/Chief Executive Officer

Name: Student Number:
Local Address: City, State, Zip:
Phone: ( ) Email*:

Treasurer/Chief Finance Officer

Name: Student Number:
Local Address: City, State, Zip:
Phone: ( ) Email*:

SGA Assembly Representativ@ Gold Level organizations only

Name: Student Number:
Local Address: City, State, Zip:
Phone: ( ) Email*:

Advisor

Name: Employee Number:
Office Address: City, State, Zip:
Phone**;_( ) Email*:

*Through our online database system to manage clubs and organizations, the names and email addresses of officers may be lis
**|f requested, an advisor phone number may be given out as a method for contacting the student organization.
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University Of Missouri Board of Curators Standard of

Student Conduct

A student enrolling in the University assumes an obligation to conduct himself in a manner compatible with the

Uni

versitybds function as an educat i oesubjectitodsdpiinefallsi o n

into the following categories:

¢

¢

¢

Dishonesty, such as cheating, plagiarism, or knowingly furnishing false information to the University.
Forgery, alteration, or misuse of University documents, records or identification.

Obstruction or disruption of teaching, research, administration, disciplinary procedures, or other University
activities, including its public service functions, or of other authorized activities on University premises.

Physical abuse of any persondniversity-owned or controlled property or at sponsored or supervised
functions, or conduct, which threaten or endangers the health or safety of any such person.

Theft of or damage to property of the University or a member of the University communésnpus visitor.
Unauthorized entry or use of University facilities.

Violation of University policies or of campus regulations, including campus regulations concerning the
registration of student organizations, the use of University facilities, or thegiate and manner of public

expression.

Use, possession or distribution of narcotic or dangerous drugs, such as marijuana and lysergic acid
diethylaming(LSD), except as expressly permitted by law.

¢ Violation of rules governing residence in Universityned or controlled property.
¢ Disorderly conduct or lewd, indecent, or obscene conduct or expression on Uniwavsidég or controlled
property or at University sponsored or supervised functions.
¢ Failure to comply with directions of University officialstang in the performance of their duties.
¢ Conduct which adversely affects the studentdés su
| assume responsibility for and attest to my organi

StudentPrasdent 6 s SignaBtutwmdent Presidentds Printed N

Student Organization Name Date
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POLICY ON HAZING

Hazing, defined by the Fraternity Executive Association and accepted b$tUMuIs, is any intentional

action taken or situatiocreated, whether on or off University premises, that produces mental or physical
discomfort, embarrassment, harassment, or ridicule. This includes, but is not limited to: padding in any forr
creation of excessive fatigue, physical or psychological shaaaring apparel in public stunts and

buffoonery, morally degrading or humiliating games and activities, involuntary labor, or any activity not
consistent with the University Of Missouri Board Of Curators Standard Of Student Conduct which is
attached to tis letter.

The University of Missoufbt. Louis does not condone nor tolerate hazing of any type by any organization,
or by an individual against another individual.

The Office of Student Life will investigate any incident in which a charge of hazingeleasnhade.
University recognition may be temporarily withdrawn pending hearings and due process procedures.

Should it be determined that a student organization or any of its members is guilty of hazing as previously
defined, sanctions may include but ar¢ limaited to:

1) Automatic and indefinite suspension of campus recognition with an accompanying loss of all
campus privileges, (i.e. use of facilities, student services, etc.)

2) Disciplinary action against those members involved in the incident(s) includipgrsisn or
expulsion from the University.

IMPLEMENTATION:

Each organization president, or equivalent offi
first regular meeting that he/she presides after taking office.

| have read the Uniwersity of Missouri i St. Louis Hazing Policy to the active members at a regularly
scheduled meeting of our organization. As President, | assume responsibility for and attest to my
organi zationdés compliance with this policy.

Student Presidetts Si gnat ur 8t udent Presidentds Printed N

Student Organization Name Date
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Chartwells Catering Guide

GENERAL CATERING INFORMATION

Please read the following information carefully, as it will ensure clear communication in ouvorking
relationship throughout your event. We kindly ask that you submit your catering order 2 weeks prior
to your event to ensure ample time for appropriate staffing, linen/china ordering and the highest
quality of product. We do realize that special egnts may arise unexpectedly and we will do our best to

provide you service on short notice. IF YOU DO NOT BOOK YOUR EVENT AT LEAST 2
BUSINESS DAYS IN ADVANCE, YOU WILL BE CHARGED A $25.00 LATE BOOKING FEE.
PRICING AND AVAILABILITY MAY NOT BE GUARANTEED FOR LATE BOOKINGS.

FOOD SAFETY

Food safety is a high priority for Chartwells Dining Services. Therefore, we reserve the right to deny

removal of leftover food by the customer. Please do not remove, dispose or repackage remaining items.

To ensure safety andsanitation for customers and guests, a Chartwells representative will remove all
items in a timely manner.

GUARANTEES

For all catered events, Chartwells requires a guaranteed count 2 business days prior to your event. If
the final guarantee is not recaied, we will consider the number indicated on the latest count to be
correct. The guarantee is not subject to reduction after the deadline. Your billing is based on the final
count. If the number of guests is higher than the final count guaranteed, you whe charged
accordingly. Any changes made within 2 business days will be charged an additional $25 or 20% of the
original total.

ADDITIONAL CHARGES

Two hours of service is provided for your event. Additional time will be charged accordingly. China is
provided in the MSC at no charge. China requested for other venues will be rented and a fee will
apply. Linen will be charged according to your needs. Supplies delivered with food and beverages are

provided in excess of actual needs; removal of these excegpplies will result in additional charges.

PAYMENT

For university groups, an approved contract and MO Code must be on file in the Catering Office

before your event can be executed. For neaniversity groups, a 50% down payment is due at contract

signing. Total balance must be paid in full two days prior to your event. Applicable sales tax will be

charged at the current rate. For your convenience, we do except Master Card and Visa payments.
CANCELLATIONS
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All cancellations must be made at least 2ifl business days prior to your event date. Cancellation of an
event after the deadline will result in charges for the cost of all items and labor incurred prior to the
cancellation.

SECURITY

Chartwells catering is not liable for any equipment, suppliesmopersonal belongings left in public
areas.

PHYSICAL SET -UP

For hosted events, it is your responsibility to make arrangements through the scheduling office (314
516:5264) for room availability, tables, chairs, audievisual equipment and any additional neds you
may have. These arrangements must be completed prior to initializing any food service requests.
Please discuss with us how the room and food is to be-sgt Chartwells is not responsible for setting
or providing tables or chairs of any kind.

DELIVERY CHARGES
Delivery to MSC
No delivery charge Monday through Friday, 7:00 a.m: 7:00 p.m.
After 7:00 p.m., refer to the charges for events outside the MSC.

Delivery outside
MSC To avoid delivery fees, pickup in the Nosh may be requested.

Monday through Friday, 7:00 a.m.- 7:00 p.m.
No delivery charge for events over $200
$25.00 charge for each delivery under $200

Additional charges may apply depending on venue

Saturday & Sunday or Holiday
$250 minimum plus possible labor fees
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Co-Sponsorship Request Form

(To be completed by organization seekingsponsorship)

This form must be filled out by the organization seekingponsorship from another organization, and then given to
the organization that the funding is being requestad for review.

Co-sponsorship does not mean you will get the full amount if the program does not require the full sponsorship.
Organizations must use their full budgeted amounts befespaasorship dollars are applied.

Name of Organization:
Name of Contact:

Phone Number: E-mail:

Event Name:

Date of Event: Estimated Attendance:
Is the event on or off campus? On Off

Has this event been held in the past? Yes No

Were you allocated money forishevent? Yes No

If yes, what is the budget line item?

Estimated Cost of entire program: Total Amount Requested:

Please give a breakdown of what the money is needed for:

Give a detalled description of the event and what the University of MisSaurbuis community
will gain from the program:

Presidentds Signature Date

Treasurerb6s Signatur e Date
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Approval of Co-Sponsorship Form

(To be completed by organization providingsmonsorship)

This form is filled out by the organization that was asketbtsponsor if the organization agrees tesponsor the
event and then turn into the Office of Student Life, 366 MSC, at least 2 weeks prior to the event.

Name of Organization:

Organizationds President

Organizationdés Treasurer

Event Name:

Approved for the amount of; $ Date of Approval.

Does the organization have a budget line item fespmansorships? Yes No

I f not, does the organization have the compt

Additional Information:

Treasurerod6s Signatur e Date
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University of MissourSt. Louis

Office of StudentLife
Grade Release Form

While | am enrolled at the University of Misso81. Louis and a member of

(organization)

a recognized/registered student organization affiliated with the University of Miolwauis,| give my permission
for the Office of Student Life to release my grades and grade averages after each grading period to my (inter)natiot
Greek letter organization, chapter president, chapter scholastic officers, chapter advisors, and NPC/IFC.Presiden

This authorization will remain in effect so long as | am a member of at the University

MissourtSt. Louis, unless | revoke this authorization in writing.

Name:

(last) (first) (middle initial)

Current class standing:

Freshman __ Sophomore __ Junior Senior Graduate

UMSL Student ID#

Signature: Date:
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LED Request Form

Please fill out the following form and return it to the Office of Student Life, 366 MSC.
This form must be filled out for each advertised program/event that is posted.

Form must be submitted no later tHaweeksbefore the event.
Your message will be displayed 1 week before the event.

Posting Information

Todayods Dat e

Name of Student Organization

Program/Event Name

Date of Advertised Event

Time of Event

Location of Event

What do you want the message to read? (Space is limitdtldbaracterg

Person Submitting Request

Name

Campus Address

E-Mail Address

Phone Number
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Showing of Movies

The Basics:
Prer ecorded home videocassettes and DVDs (AVideoso) t
exhibit the movie for home use only. These moti on

If you wish to show maes for any other use or in any other place, you must have a SEPARATE license which
specifically authorizes such use.

Frequently Asked Questions:

Q. We own the Video, do we still need a license to view or show it in public?

A. Yes. The location requiresa license regardless of who owns the Video. While you
may own the actual video, you are only granted the right to view it in your home
not to perform it in public.

We do not charge admission. Do we still need a license?
Yes. Regardless of whether an admission fee is charged, a license is required.

>0

. We are a norprofit organization. Do we still need a license?
Yes. Under the law, it does not matter if you are a 1popfit or for-profit
organization. You are requideto have a public performance license to show Videps.

>0

. We are not open to the general public. Do we still need a license?
Yes. Any location outside of the home is considered public for copyright purposges
and requires a license.

> O

How to obtain a license:
The easiest way to get a license for the movie you want to show is to work with one of-theatdnal
movie distributors:

e Swank.com/college

e Criterion.com

e Newyorkerfilms.com

Recognized Student Organizations should contact the Office of Studefurdfgsistance in purchasing a license.

There is a fee for the license that will be the responsibility of the organization to pay. Distributors are able to sell yot
the license and rent you a copy of the movie. If you have your own copy of the noavieay show that copy, but

will also need to purchase the license.
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Artist Request Form

Project:

Assigned Artist:

T o d aDaté:s MOCODE: PDF Sent on:
. . Approved by: Date:
Organization/Department: S i B Gl
Person Making request: Price Quote;
Final Price:
Email: Office Use Only
Phone: NOTE: For tshirts at least 1 month prior to the dateghirts
. needed.
DATE ORDER N EEDED All other orders at least 15 days prior to the date needed.
MATERIALS PROVIDED CHECKLIST: [ ] copy [_|pHoTos| | ARTWORK
When submitting Copy: When submitting Photos:
e Save on a disk or to shared drive, or a hard e For digital photos: Save on a disk or to shared
copy drive
e Must be typed and proofread before submitted e For a print photo: will be scanned and returned
to artist Artwork must be submitted in:
e Copy must be ifimes New Roman or Arial e PDF, JPEGPHOTOSHOP (.psd), ILLUSTRATOR
(font), must NOT be double spaced, indented, (.ai), INDESIGN (.indd), PUBLISHER
or in columns e Must be appropriately Sized (35x60 or 24x36)
Project will be sent as a PDF through enail to proof. Reply with an OK for printing. Any changes
may be sent through email. Set up a meeting if major changes are to be made.

Type of Project Requested: Project Notes:

Fl yer Desi gn8
Poster Designl
Newsletter Design

Tabl e Tent Des
Mug Design

Photo Design

T-shirt Design

Brochure Design
Rotunda Banner
Large Banner 2
Other:

PLEASE READ
e Organizations are allowed 3 posters per event: one 35x60 and two 24x36
e Iff GFrotS GSyida Ay GKS af{/ Ydz&al 06S né&Ecé Ibgittebdnza i
placed on tables. This includes the MSC Nosh Area.




POSTER REQUEST GUIDELINES

Poster requests must be made AT LEAST two weeks in advance

Oirganizations are allowed 3 posters per event

-1 35x60 for rotunda

-2 2436 for other use

Posters will be hung approximately one week before the event

Flyers & Tabla Tents
Orrganization will be provided with a design
Owrganization is responsible for paper, copying. and assembly

T=-shirt Artwork
Requests for artwork must be made AT LEAST two weeks before t-shirts will be ordered. Production

time for t-shirts takes a minimum of two weeks, depending on the vendor:

SUBMITTING ARTWORK FOR POSTERS

Requests must be made AT LEAST two weeks in advance

Accepted Formats:
PDF

JPEG

PHOTOSHOP (.psd)
ILLUSTRATOR. (.ai)
IMDESIGHM (.indd)
PUBLISHER

Artwork must be sized appropriately - 35x60 or 24x36
Please do not submit artwork in Microsoft Waord or PowerPaint

THE ROTUNDA

Event posters and other short-term posters are all hung on the 2nd floor
Taken down immediately following the event
If you would like to keep your poster after it is taken dowr, please note in your request

General Recruitment and other long-term posters are all hung on the 3rd floor
Generally rotated in and out during the semester
Taken down after one semester

THE #RRICE &R

STUDENT LIFE

yeIvERfITT fBn MididEn-4T, vl g
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Pre-Contract Worksheet

This information is used in the development of a University Contract. Please be as thorough and agossitdeas

EVENT INFORMATION:

Name of Performer: Sponsoring Org:
Contact Person at UMSL: Contact Phone:
Date of Event: Time: (Start/Finish)

Place of Event: Space Reserved? (Rain Site?)

Type of Event: (Musician, Comedian, etc)

PAYMENT INFORMATION:

Check Amount: $ (all-inclusive: Yes No )
Account: (name) (number) (amount)
(name) (number) (amount)

Name ofAgent/Agency:

Agency Address:

Agency Phone:

Agent/Agency Email:

Amount Payable: Check 1: $ Check 2 (If applicable)$
Check Payable To: Second Check To:
Address: Address:

SSN or Tax ID #: SSN or Tax ID #:

Is the individual a U.S. Citizen? Is the indiddui&s. Citizen?

Circle one: individual/ corp. / partnership Circle one: individual/ corp. / partnership
W9 requested from agent/individual W9 requested from agent/individual
PAYMENT IS TO BE AFTER TIME OF PERFORMANCE UNLESS OTHERWISE

APPROVED
Deposits may be made ifaded in contract.
CHECK ONE: To be personally delivered after event: To be mailed to address above after ever
HOTEL NEEDED? # OF ROOMS SMOKINGASDMDKING
Reservation at: Dates:
Confirmation #: Name room should be booked under:

University of Missouri i St. Louis
Office of Student Life
One University Boulevard, 366 MSC
St. Louis, MO 63121
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UMSL Office of Student Life o

Iccode:
ProCard Request Form Appm::m

TINCE USe vy |

All purchases made on the Student Purchasing Card must be made in compliance with the Purchasing Cand Palicy Manual and Student
Purchiasing Card Manual. The Student Purchasing Card may anly be used for University purchases. NO PERSOMNAL PURCHASES ARE
ALLOWED AND NO PURCHASES THAT WERE NOT APPROVED IN YOUR ORGANIZATION'S SABC BUDGET ARE ALLOWED
WITHOUT PRICR APPROVAL. Prohibfed purchases are (Isted In the Purchasing Card Manual which |5 avallable online at

WWW UMl edusenvicesiprocure/poardipeard. tm

|Organization Information
Organizafion Name: Today's Date:

Is this an SABC Expensa? Fi=ase Circle one: es MNo
SABC Budget Line Hem:

Purpose of Purchase:

Requested Check-out Date:
Requested Check-out Time: From: Toc

Purchaser Information

Name:

Student 1D #
Street Address/City/State/Zip:

Email:

Phone:

Vendor Information
Line# \endor Mame ltems to be purchased Est. Price

| crandTota: |3 -

Organizafion President:

HSgealure Paed Mame ()]
Organizafion Treasurer:

Sigeabiine P M [ ]

Purchaser's Signature

Sigeehura PaneE Name (=) )
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Program Planning Guide for Student Organizations

Assessing your risk Program Planning Checklist

Do any of the following apply to your event: A What is the purpose of your ew@n
Involves amplified sound in an outside campus A What are possible dates and times of event?
space Do you have the room/space reservations?
Involves a request to serve alcohol A What is the estimated attendance?
Involves a contract (DJ, inflatables, guest A Do you have the necessary funding and/or
speaker, poet, band, etc.) budget?

Has liability concerns (5K, physical activity, What will the set up of the room/space look IiK

dance, movie viewing, etc) ) (tables, chairs, etc.)?

Expecting over 50 people to attend What equipmat will you need (LCD projector,
If any of the above apply, pleas®p by the Office of _ computer, microphone, staging, podium)?
Student Life or emastudentlife@umsl.edto schedule A~ How will you promote your event?
an appointment to meet with a representative from th Have you completed the necessary forms for
Office of Student Life your event?

Pre-Contract Worksheet

If you are having outside entities at your event (band, DJ, speaker, inflatables, etc.) you MUST complete a Pre
contact Worksheet and submit to the Office of Student Life in order to have the contract for that entity processe
Outside entities without eontract completed prior to the event will NOT be allowed to provide their services. If a
hotel room is need for the speaker/performer that should also be noted ondbetpaet worksheet. The Rre
Contract Worksheet is available in the Office of Studédie or online at
http://www.umsl.edu/studentlife/osl/orgforms.html

Activities Involving Food

I f a recognized student organi zat i on 0 sustbeatarédwiths t

the Universitydéds food service provide.* When ca

determine their budget and desired food service. Then refer to the Student Activities Catering guide at:
www.dineoncampus.com/umsl/Documents/UMSL/Catering/UMSL%20Student%20Catering%20Guide.pdf

On occasion, the Universityos fuseadtsideéodvar tbesfollgwing vi d

reasons:

¢ Authentic ethnic foods that the company is not able to provide/prepare

¢ Donations received by a group to be used for a program
All requests for outside food as outlined above should be submitted on the Food Mdameavailable at the
Catering Office. Call 315164321 or emaifoodserv2@umsl.edio speak with a representative from Catering
about your food requests or to request a food waiver.

*The Alumni House doesn&mui re t hat food and beverage be catered through the Uni
more information and additional policies and procedures.
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Reserving Space on Campus

There are a variety of spaces available fodshts to reserve for student organization events. Policies regarding use of
individual facilities vary. Ask about restrictions, costs, available equipment, and capacity when making reservations. Check
department Web sites for other venue informationwgdhtes and/or changes to venue availability.

Location Contact Phone Web address

Millennium Student Tiara Rogers 5165022  Www.umsl.edu/~msc/buildingops/scheduling.html

Center

J.C. penney Conference Rochelle 5165961 www.umsl.edu/divisions/conted/jcpenney/index.html

Center Aronson

Alumni Center Corie Creasy 5165722  Www.umslalumni.org/s/260/index.aspx?sid=260&gid=1&p
d=368

Provincial House AIIyson Wilson 5164399 www.umsl.edu/services/reslife/conf_event/index.html

On-Campus Guest Allyson Wilson 5164399 www.umsl.edu/services/reslife/conf_event/guest.html

Housing

Touhill Performing Arts 5164100  www.touhill.org/RentingTouhill.php

Center

Promoting Your Program

Graphic Artist
The Office of Student Life has a fuiime Graphic Artist as well as student grapdnitists available for you to utilize in

promoting your organization and its programs. Here are specifics about utilizing these services:
e Requests for any and all services by the graphic artists must be made BMEa®YEEKS IN ADVANCE by
completing theArtist Request form available online or in the Office of Student Life.
e Organizations are allowed the following per event at no charge
A 1 poster: 35x60 for Rotunda
A 2 posters: 24x36 for event use
e Flyers and Tabkents:
A Organizations will be provided with asign
Organization is responsible for paper, copying, and assembly
Alltablet ent s must be 40 x 60 in size to be util
Each tablgents and flyer intended for distribution on campus must be stamped and approved by
the Office of Student LifEEFORE THEY CAN BE DISTRIBUTED. Stop by the front desk to
complete this process.
e  Submitting your own artwork:
A Must be appropriately sized
A Must be in one of the accepted formats: PDF, JPEG, PHOTOSHOP (.psd), ILLUSTRATOR (.ai),
INDESIGN (.indd), PUBLISHER
Bulletin Boards, Residential Life, Mansion Hills, and the Meadows
If you would like to promote your event through the bulletin board in the academic buildings, you will need to submit an
approval form at the Student Life Froneg§k. There you will be given a listing of approved posting spaces. Itis the
organizationbés responsibility to post on the bulletin |

> > > >

If you would like to advertise to our residential communities, please drop the followmigenwat the front desk of Student
Life (366 MSC) for distribution. See each department for specific questions relating to their posting policy
Residential Life: 20 flyers Mansion Hills: 7 flyers The Meadows: 37 Flyer
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Sample VOLUNTEER SIGN-UP SHEET

Please include your name and email address on the line below.

Event:
Date:
Time:
Place:

SET UP: 11AM

EVENT ASSISTANCE: 12PM 1PM

EVENT CLEAN UP: 1PM
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Millennium Student Center
Table Tent Request P

Policy:

e Table tents are located on tables throughout the Millenniunstudent Center. They are an
excellent means of advertising because they are numerous and located in highly visible and
trafficked areas.

¢ Only table tents reserved and approved through the Office of Student Life, 366 MSC, will be
allowed to remain on tables.

e Advertisements placed on tables without approval will be subject to immediate removal and
disposal.

¢ Only campus departments and student organizations may display table tents on the tables
in the MSC.

e Reservations must be made one week at a timeinning Monday-Sunday.

Procedure :

e Each organization/department may only reserve a maximum of one display side at a time.

¢ Organizations may sign up for a maximum of two @eks per event.

e Reservations can be done by filling out the Table Tent Reservatiéiorm in the Office of
Student Life.

e Reservations are taken ora first comefirst served basis.

¢ Oftentimes, table tents are created by the Graphic Arts Assistants, but organizations that
choose to create their own table tent inserts should ensure thatthef OA 1 6 D@ 8 6
All table tents should be printed on 80# or 110# paper,

o A full set of table tents should be providedZ00 total inserts).
Inserts must be delivered to the Office of Student Life by the Friday before the reservation
begins.

e Requests for designdy the Student Life Graphic Artists must be made at least 2 weeks in
advance.

e All Table Tents must be submitted and approved by the Office of Student Life. Once

approved, a copy of this form and the insert will be retained by the Office of Student Life.
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Millennium Student Center
Table Tent Request Form

Reservation Information

¢2RlI8Qa 51348

-

Name of Student Organization/Department

Program/Event Name

Date ofAdvertised Event

Person Submitting Request

Name

Campus Address

EMail Address

Phone Number

Requested Reservation Week
(please place a check mark next to the wéskyou would like to reserve)

8/18 -8/24/08
8/25 -8/31/08
9/1-9/7/08

9/8 -9/14/08
9/15-9/21/08
9/22 -9/28/08
9/29 -10/5/08
10/6 -10/12/08
10/13-10/19/08

D I P P P P
D P P P P P P P P

10/20-10/26/08
10/27-11/2/08
11/3-11/9/08
11/10-11/16/08
11/17-11/23/08
11/24 -11/30/08
12/1-12/7/08
12/8 -12/14/08
12/15-12/22/08

PLEASE NOTEOrganizations may sign up for a maximum of two weeks per evenReservations

are taken onafirst come-first served basis.
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Click on one of the green boxes below to link to a web page with additional information on that topic.

instructions for Current Businass Policy Manual Office of Finance
Completing This Form Meal Allowancag (Trawel Section) Travel Information Web Page
University of Missouwri - 5t Louis Cuparan maka phatcony for oo moor; oakigieal i
o ey AT BT

Travel Ex Eense Voucher Paceiasor e Vouchar

ez o L =] e Tals Submiliad [Purposs =1 Trige

July 21, 2008
inil Chack To (Campus Addrans)
EMPLUID Ko bee Payrrant Dewc.: Trawsl -

CESTRATION BREAK- OTHER TOTAL FOR THE
Sl T S— — — = T S Ml Bttt Bl o o

TRIF RELATED DIRECT BILLING INFORMATION EET=
DESORPTION OF CHANGE AMOUNT
= 3 ar Ta=a Patacoal Car
=ile zoiti oo ke = A Allcwrmen
ot Sl APPROVED FOR PAYMENT Total
Wias contact made with a congreeslonal mamber, thelr staff, or a federal agency? OYes O No Date of Contact:
|For list sas: 4 i pbsipridisologaral |

Tolal Expenses Accoolaisd with Condact

Mame of parscn and agancy contacted: {Esgairiis imciudad in Total above plus aslare)
Purpose of contack: $
|Ey =igning below | carlify thal I AUTHORIZED i) HER[S) FOR CHARTFIELD STRBMOS)
1) These eXpensss wers nacessary for Untversity businees. wl--ij ] =
2) | pereonally pald thess axpenses and have not been nor will | be
relmiursad by any other person‘antity.
3) To the baet of my knowlsdge, fhese expensss are cormect and are ACMBIST RATIVE SUPERIGR
gligibie for raimburasment under Untversity policy. | ez [T
Signuiurs L
9 Foalimga Corr Apgioesd |Fincal} frowucher Hurasr
[T
LM 18T el 2000 T MUST ANSWER CONTACT QUESTION ABOVE ACCOUNTING DEFARTMENT
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UMSL Office of Student Life
Travel Request Form

General Information

Organization Name: |T|:nda'_-.f's Date:

Individual Submitting Request: Email:

SABC Budget Description:

Purpose of Travel:

Dates of Trip: | eaving: Returning:

Destination:

Travel Arrangements.
Flease place a check mark next to the travel amangements you are requesting be made by OS1.

[0 airfare: Please research flight options online and print preferred airline reservations with reguest form
| Lodging: Please research lodging opfions online and submit copy of contact information with request
0 conference Registration: Please submit copy of conference materials with fravel request
[0 cCarRental: Please submit name(s) of driver(s), pick-up date and time, drop-off date and time.
FOR CAR RENTAL OMLY: Cicle vehicie iype SEDAM Mini-van SV
Travelerifttendee Information--for all students tra\nelinﬂ
Hame: Email: Student #
INamE: Email: Student #
Lame: Email: Student #
Lame: Email: Student #
Lame: Email: Student #
Lame: Email: Student #
me: Email: Student #
Organization President:
Sgnilue Frinied Kars e
Organization Treasurer:
Sgnilue Frinied Kars e
Oiffice of Student Life:
Sgnilue Frinied Marm Lt
Xy Uye Cinty
O airfare Initials: Date:
O Lodging Initials: Date:
[0 conference Registration Initials: Date:
[1 carRental Initials: Date:
LUpdsied 72006
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PLACE BAR CODE NUMBER HERE
(For Accounting/Purchasing Use Only)

N\

UNIVERSITY OF MISSOURI

WOUCHER MUMSER

= OF FIRM OR INDIVIDUAL TO B

EMPLID Mumnber

1 72172008
—— - Federal 1D Mumber it make photocopy for pour
- mai original fo Accauning or
asing Degatment.
ey Thal S B0 15 COMECT and JUSt avd il Dayen] Shereror has not
Besn recsived.
DESCRIFTION OF PAYMENT TO BE MADE AMOUNT
The following items must be filled out completely when this form is submitted
1 Name of person getting reimbursed and mailing address
2 EMPLID=student number, Federal I Number= 55M#
3 WVENDOR'S SIGNATURE= signature of person being reimbursed. If paying vendor directly,
no need to have company sign
4 Completed description of reason for payment
L1 President’s Signature
[ Treasurer’s Signature
7 Amount of reimbursement

TO BE COMPLETED BY UNNEREITY DEFARTMENT

ARTICLES RECEYED OR SERVICES RENDERED:
APPRONVED FOR PAYMENT

TO BE COMPLETED BY ACCOUNTING SERVICES | PURCHABING DEPARTMENT

WVEMDCHR NUMBER

LOC

PRICES, TERKE, EXTENSIONS, FOOTRGE
CORRECT

DATE AFFPRCVED

e __

SIGNATURE OF AUTHORIZED REFRESENTATIVE

5

GMATURE OF DEAN OR DIRECTOR

6

CEPARTMENT CHARGED

ROICE NUMBER (MAX 30}

INW0ICE | CREINT MEMO

PURCHASE OROER NUMEER

FLAGE [INDICATE IF APFLICABLE}

DEECRFTION {MAX T4CHAR)

HCLD! ENCLOEURE

DATE

DATE DUE

TAXAELE ‘BEFPARATE CHECK

AFFRONED (PUSCHASING DEPARTMENT)

AFPRCVED {FISCAL)

OPTIONAL FRE INFORMATION
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