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Welcome

Student involvement, whatever form it takes, either in an elected position on Student Senate,
through active participation in community service programs, or by attending campus events
sponsored by Student Life and GSU Program Council and any of the nearly 61 student
organizations, enriches the social and intellectual life at Governors State University. As a student
leader you contribute greatly to the process by not only supporting these activities but actively
engaging in them as a planner, coordinator, volunteer and facilitator.

Our staff is committed to providing as much support to the efforts you and your organization make
regularly to contribute to GSU and the greater GSU Community. It is with this commitment in
mind that we have produced this manual. This manual can help you and your organization thrive at
GSU. Whether you are just starting an organization or continuing a long-standing tradition, it is
our hope that you will find this manual a great assistance in making things happens.

As a student organization leader, you are responsible for knowing and following the policies and
procedures in this manual and other documents, including, but not limited to the Student
Handbook, published by Student Affairs.

If you are uncertain about a policy, please do not hesitate to contact your Advisor, the President
Council Advisory Group or the Office of Student Life and Community Service. Call us at (708)
235-7362 or stop by our office A Destination for Student Involvement, RoomA2100.

Best wishes for a productive year,

Sheree Y. Sanderson

Assistant Dean of Students

Office of Student Life and

Civic Engagement and Community Service Center

Policies and procedures articulated in this handbook are subject to change. Notice of major changes are generally
distributed to student organizations via the clubs and organizations Blackboard module, and GSU email. Minor
changes may be made without formal notification.
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History of Governors State University:

Governors State University was founded in 1969 and has a current enroliment of approximately 7,788.

Governors State University provides educational opportunities to working adults, transfer students, and full and part
time students. GSU schedules classes at convenient time and locations, on campus, online, as media courses, and at
satellite locations in Chicago, Kankakee, and Naperville, and offers baccalaureate completion, graduate degrees,
and certificate programs. GSU offers degrees through four colleges: Arts & Sciences, Business and Public
Administration, Education, and Health and Human Services. Students can choose from 25 bachelor’s degree
programs, 30 master’s degree programs, 5 doctoral degree programs and 22 certificate programs. GSU offers the
most affordable undergraduate tuition and fees in the Chicago area — and financial aid is provided for full and part-
time students.

Governors State University Mission Statement:

Governors State University is committed to offering an exceptional and accessible education that imbues students
with the knowledge, skills, and confidence to succeed in a global society. GSU is dedicated to creating an
intellectually stimulating public square, serving as an economic catalyst for the region, and being a model of
diversity and responsible citizenship.

Governors State University Goals & Objectives:

Core Values:

1) Provide Opportunity and Access

2) Serve as an Economic Catalyst
3) Prepare Stewards of our Future
4) Demonstrate Inclusiveness and Diversity

5) Promote Quality of Life
Goals:

1) Academic Excellence: Provide distinctive academic programs that effectively prepare students to
become leaders and productive citizens in the global community.

2) High Quality Faculty and Staff: Provide students access to a highly qualified, motivated, and
diverse faculty and staff.

3) Continuous Process Improvement: Develop and sustain a climate of continuous improvement that
is defined by evidence-based decision-making focused on enriching the student experience.

4) Visibility, Outreach, and Economic Catalyst: Pursue initiatives that make GSU a preferred
destination in the region, that create a vibrant public dialogue, and that increase the university's
effectiveness as an economic catalyst in the region.

5) Social, Ethical, and Environmental Responsibility: Build an institution that is socially, ethically,
and environmentally responsible.



6) Financial Growth and Sustainability: Diversify GSU's revenue streams to ensure resources that are
necessary for institutional growth and fiscal sustainability

Governors State University FERPA (Family Educational Rights & Privacy Act):

Passed in 1974, this act regulates the release of educational records, and grants four specific rights to students:

1) The right to view all information the institution is keeping in his/her student file
2) The right to seek amendment to those records and, in certain cases, amend a statement to the record
3) The right to consent to disclosure of his/her records

4) The right to file a complaint with the FERPA Office in Washington, D.C.

Governors State University Diversity:

Governors State University has a diverse student body, which will allow you to experience an education that is in
touch with the larger, diverse society you'll work in once you graduate. Statistically, the average age of a GSU
student is 33. 71 percent of our students are women, 38 percent are minority, and over 2 percent are international
students.

Governors State University Civility Policy:

The faculty, staff, and students of Governors State University, as members of the university community, can expect
to be treated with respect and consideration and are expected to treat others in the same manner. All members of the
community must treat community members with civility and respect, while recognizing that disagreement and
informed debate are valued in an academic community.

Demeaning, intimidating, threatening or violent behavior, either verbal or in written form, that affects the ability to
learn, teach or work in the university community are unacceptable and violate Governors State University’s
standard of civility and respect.

Individuals covered by this policy include all members of the Governors State University community [faculty, staff
and students of Governors State University].

Contractors and vendors of Governors State University, as well as visitors to the campus are also expected to
comply with the requirements of this policy.

Violation of the policy: a university member who has violated the policy is subject to disciplinary action, which
may include separation of the offending party from the university, consistent with established disciplinary
procedures.

Non-compliant behaviors by contractors, vendors, or visitors may lead to removal from the campus, at the
discretion of Governors State University.

Responsibility to Act: A member of the community who is involved in or witnesses behavior on campus that
imposed imminent danger to people or property should immediately contact the Department of Public Safety. In
situations that do not involve imminent danger, for advice on the proper course of action, or to make a complaint, a
member of the community should contact a supervisor, division/department chair or Dean, Human Resources or
Office of the Provost.
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Use of Alcohol on GSU Campus

Pursuant to the Board of Trustees Regulations, the President has approved the following policies regarding the
delivery, possession, use or consumption of alcoholic beverages [collective “Use of Alcohol”’] on Governors State
University’s property or under University supervision, and at University sponsored or sanctioned events held on or
outside the GSU campus:

1. Any Use of Alcohol is subject to this policy and all applicable federal, state and local regulations,
including, specifically, limitations on legal age.

2. Use of Alcohol at University sponsored student events is prohibited

3. The sale of alcoholic beverages at University events is prohibited and will not be approved.

4. Personal consumption, possession, or display of alcoholic beverages is prohibited in University public
places.

5. Any person who exhibits offensive behavior, misconduct, excessive noise or creates a public disturbance

on University property or property supervised by the University may be subject to disciplinary action under
University policies, and/or legal action.

6. The purchase of alcoholic beverages with appropriated State of Illinois funds is strictly prohibited.

When permitted under this policy, the use of alcoholic beverages on University premises is a privilege which may
be withdrawn, and only be permitted when such use will not interfere with the decorum and academic environment
of the University.



Division of Student Affairs and Support Services

Governors State University is committed to offering an exceptional and accessible education that imbues students
with the knowledge, skills, and confidence to succeed in a global society. GSU is dedicated to creating an
intellectually stimulating public square, serving as an economic catalyst for the region, and being a model of
diversity and responsible citizenship.

Mission Statement

The mission of the Division of Student Affairs and Support Services is to promote the academic, personal and
professional development of our students and inspire them to be responsible citizens and leaders both on
campus and in the community.

Vision Statement

At a transformative time for Governors State University, the Division of Student Affairs and Support Services will
be recognized as a vital contributor in creating an inclusive, supportive and engaged campus community focused on
student success.

Learning Outcomes

The Division of Student Affairs and Support Services aspires to deliver an innovative, comprehensive and
integrated student life curriculum that promotes self-efficacy and determination, personal and professional success,
multicultural competence, leadership development, and civic engagement.

Students who actively participate in Student Affairs and Support Services programs will achieve:

(1) Self-Efficacy and Determination by constructing an understanding of self and commitment to personal
responsibility, integrity and wellness that guides their decisions and actions.

(2) Personal and Professional Success by learning and applying knowledge and transferable skills to achieve
personal aspirations and professional and career growth.

(3) Multicultural Competence by thriving within diverse perspectives, experiences and environments, and
building their capacity for being an advocate for equity and social justice.

(4) Leadership Development and Civic Engagement by deploying their knowledge and talents to improving
their communities, both as individuals and by mobilizing others towards positive sustainable change.

The Division of Student Affairs and Support Services is comprised of the following departments: Academic
Resource Center, Career Services, Office of the Dean of Students, Recreation and Fitness Center, Student Life, and
the Veterans Resource Center. For more information, visit our website at www.govst.edu/StudentAffairs.




Offices and Services Comprising the Division of Student Affairs

Dean of Students Office

Dr. Aurelia M. Valente

Dean of Students & Associate Vice President
of Academic Affairs

Tamieka Scott

Coordinator, Student Conduct

Lisa Carra

Assistant to the Dean of Students

Office of Student Life

Sheree Y. Sanderson

Assistant Dean of Students

Dennis Dent

Coordinator, Campus Programs and
Community Service

Johnsie McAuley-Davis

Office Administrator

Miguel Martinez

Accounting Clerk

Neel Rana

AmeriCorps VISTA

Nicole Dore

Senior Program Assistant

Tehishna Tucker

Program Assistant

KaSandra Gamble

Program Assistant

Civic Engagement and Community Service Center

Sheree Y. Sanderson

Assistant Dean of Students

Dennis Dent

Coordinator, Campus Programs and
Community Service

Neel Rana

AmeriCorps VISTA

Heather McKenna

Community Service Assistant

Recreation and Fitness
Academic Resource Center
Career Services

Veterans Resource Center
Writing Center




Office of Student Life and Civic Engagement & Community Service Center

The staff of the office of Student Life and Civic Engagement &Community Service Center (CECSC), is committed
to providing GSU students with opportunities to develop and realize their personal potentials through involvement
in co-curricular activities.

By coordinating the efforts of over 61 student-run clubs and campus organizations, the Student Life program
enriches the social and cultural life of the GSU community and makes a valuable contribution to the educational
mission of the University.

Leadership development programming is also coordinated through the Office of Student Life and CECSC.
Effective leadership means more than running meetings and planning events; it involves making an impact on one’s
community. Leadership skills are life skills. The staff members in the office of Student Life and CECSC are
committed to developing the leadership potential of GSU students. When individual students become more
effective leaders, our student organizations, and the educational experience for all students, are enriched and
strengthened.

A Destination for Student Involvement

Student Life — A2104
Student Commons — A2121
GSU Food Pantry — A2121
A2134
Interfaith Meditation Room — A2150 Conference Room — A2110
Student Row: A2128 — A2109 Meeting Room — A2131
Student Senate Veteran Resource Center — A2109
IBHE Student Representative Multicultural Programs

Gaming Lounge — A1110
Recreation and Fitness — A1106
Civic Engagement and Community Service Office —

Board of Trustee Representative
Club Sports
Club of the Year

Office of Student Life Community Standards

The above listed venues are community spaces and
we ask everyone to be respectful of others and
consideration should be applied when utilizing these
locations.

¢ Since Student Commons is an open space,
individuals and groups should be aware of
noise levels. If you are requested to lower
your volume, please respect and
accommodate that request.

e Student Commons is a community space and
therefore needs to remain accessible as often
as possible. For this reason, Student Life

does not reserve Student Commons for
events.

Please note that Conference Room A2110
and Meeting RoomA2134 must be reserved
through Student Life to occupy. At any time
of the day a student group, staff or faculty
group might have that space reserved. Please
respect the privacy and wishes of the groups
utilizing the space.

There are trash receptacles available
throughout, please use them. If you are
having food, please do not leave remains
trays or personal belongings behind you.
Please refrain from use of vulgarities. In
addition to offending other students faculty
or staff, Building A is commonly used as part
of the tour route for incoming students and
their families.
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Smoking, gambling and illegal drugs or drug
paraphernalia are not allowed at GSU in
accordance with University policy and state
and federal laws. Alcohol is not allowed;
please refer to the alcohol policy.

Clubs and organizations must refrain from
moving any furniture at any time. Furniture
should only be moved by members of the
Facility Development Management staff.
Students using any facilities at GSU are
responsible for the actions of their guests.

Violation and/or abuse of community spaces can
result in disciplinary action taken against the student
organization and/or the specific individual(s) involve.
This action may include loss of office privileges for
the organization and/or the individual(s) involved
and, in extreme cases the loss of University
recognition for the organization. Decisions in these
matters will be made by the Assistant Dean of
Students, and can be appealed to the Dean of
Students.



Student Life Mission and Staff

Mission

The mission of the office of Student Life is to support and enrich the Governors State University educational
experience through student involvement in its programs, student organizations and services. The staff strives to
empower students through interaction in self-initiated or planned activities with fellow students, faculty members
and staff. Thus, Student Life is predicated on principles in which the campus climate respects the rights of
individuals and groups, encourages student success and insures outlets for personal and professional development.

Student Life staff can be reached by calling our main number 708-235-7362 or emailing slco@govst.edu

Sheree Y. Sanderson
Assistant Dean of Students
Email: ssanderson@govst.edu

Dennis Dent, Jr.
Coordinator, Campus Programs and Community Service
Email: ddent@govst.edu

Johnsie McAuley
Office Administrator
Email: jmcauley@govst.edu

Neel Rana
AmeriCorps VISTA
Email: nrana@govst.edu

Miquel Rodriguez
Accounting Specialist
Email: mmartinez3@student.govst.edu

Nicole Dore
Senior Program Assistant
Email: slco@govst.edu

Tehishna Tucker
Programs Assistant

Email: slco@govst.edu

Kasandra Gamble
Programs Assistant

Email: slco@govst.edu
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Unleash the Leader in YOU

The Office of Student Life has established student driven councils to increase involvement among students and to
provide assistance in programming events and workshops, assisting clubs and organizations with policies and
procedures. Contact them for assistance or to provide input.

President’s Council Advisory Group

Shawnta Young, Vice President of Student Senate — email: syoung@student.govst.edu
Natasha Dillard — email: ndillard@student.govst.edu

Bianca Mangabhai — email: bmangabhai@student.govst.edu

Ricca Louissant — email: rlouissant@student.govst.edu

Governors State University Program Council

(GSUPQC)

Doria Scott
dscott2@student.qovst.edu

Hayes, Melvin
mhayes2@student.govst.edu

Keyana Marshall
Keyana.Marshall@Yahoo.com

Cherish Brown
cherish8000@live.com

Shaniqua Jones
shanandersonl@gmail.com

Douglas Nanfeldt
djnanfeldt@gmail.com

Brittany Frangella

bfrangella@student.govst.edu

Nikki Daily
ndaily@student.govst.edu

Dennis Dent, Coordinator of Campus Program
Student Life, Room A2102

(708) 235-7609

ddent@govst.edu
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Community Service Council

Shaniqua Jones —
Sanderson@student.govst.edu

Lauren Senter --
Isenter@govst.edu

Jacqueline Townsend--
jtownsend@student.govst.edu

Heather McKenna--
hmckenna@student.qgovst.edu

Neal Rana, AmeriCorps VISTA
Student Life, CECSC, Room A2130
(708) 235-74
civicengagement@govst.edu

GSU Editorial Board

If you are interested in getting involved with the
Student

Newspaper “The Phoenix” to help promote standards
and assist in developing the student experience apply
to www.surveymonkey.com/s/GSUEditorialBoard

Contact Dr. Debbie James, Phoenix Advisor
E-Building Room E2560
(708) 534-3140 or djames@govst.edu
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Resources for Student Organizations

Planning Meetings and Events

The success of your organization’s events will rely
on how prepared you are for the unexpected.
However, your organization should try to anticipate
everything by systematically following these steps
and remaining organized throughout the process.
Obviously smaller meetings are less complex than
campus-wide events. You should recognize the scope
of your event and plan accordingly. Avoid last
minute stress, anxiety, or even the need to cancel
your event by adhering to the necessary steps.

e Brainstorm ideas. Keep in mind why you are
having this event, the mission of the organization,
what your organization can provide to the University
community, and how you can collaborate with other
student organizations to plan an event.

»  Choose an idea and make sure that all
members of the organization are committed to the
idea. You will need the help of your membership to
plan this event. If applicable, work with other student
organizations to choose an idea.

»  Establish a budget and determine if your
organization has enough money to cover the expenses
of the program. If not, develop fundraising plans or
work with another organization.

e Develop program goals, timelines, a master
task list, and how you expect to delegate
responsibilities. Communicate often with one another
and ensure that everyone is aware of their particular
responsibilities.

e Fill out the Event Request form (Appendices)
and submit to Student Life giving the club’s room
request 1% and 2™ choice, equipment requests; and
set-up. Once room request has been confirmed by
FDM we will notify the club.

Room requests must be submitted and confirmed
prior to coordinating marketing or extending
invitations.
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e Always work with the University’s
Foundation Office when inviting dignitaries or other
high-profile performers, speakers, or guests.

* Reserve a room location or site. If the event
is to be held off-campus, it should still be registered
with Student Life.

» If your deejay, performer, or venue requires a
contract submit the contract to Student Life with a
Requisition Worksheet, invoice and W9. *Only
specified authorized GSU employees are able to sign
contracts and/or place orders. No students, no
advisors. There is one individual in Procurement
authorized to sign contracts. e

Make necessary equipment arrangements
including audio-visual, sound, light, staging,
maintenance, etc.

e Make travel arrangements, if necessary, for
your invited guests.

e Order food and beverages at least 3 weeks
before your event.

« If the event requires waivers or releases,
ensure that these are completed 2 weeks prior to the
event.

Registering Your Event and Room Requests

You must register your event via the Events Request
form found in Student Life or online. This form
allows you to request rooms, set-up and any special
equipment that may be needed in just one stop.
(Request must be received no later than 3 weeks prior
to event, any request received less than 15 business
days run the risk of not being able to accommodate.)

Events are requested through the R25 Calendar event
system and confirmed based on a first come first
serve basis. Remember to provide Student Life with
a first and second choice, we are competing for
common space with all departments in the university,
so do not assume because you placed a request that it




is automatically confirmed. Your request is not
confirmed until OSL has notified you.

Through this form you will be asked a series of
questions about the event. Depending on the
complexity of your organization’s activity, you may
need additional housekeeping staff, food service
staff, maintenance laborers, and security through the
Department of Public Safety. These services, if
needed, will be charged to your club accordingly by
the appropriate department. The Assistant Dean of
Students, or designee, must sign this form.

We strongly advise all groups to register a minimum
of 3 weeks in advance of an event. Please plan ahead.
No advertising is permitted until the event
registration process is completed and you have been
notified by the Assistant Dean of Students or
designee that the event has been approved and
scheduled through Facilities Development and

Management.

Food Regulations

Student organizations may wish to have food at
events. All food and beverages must be ordered
through Food Services, Inc., the campus dining
service, via the Assistant Dean of Students or
designee. To see menus and prices, view
http://www.govst.edu/auxil/t_auxil.aspx?id=2156

For specific menu requests or questions regarding
menu items, you can call FSI at 708.534.4496. GSU
has an exclusive contract with FSI, and all food
service/catering must be ordered through FSI. FSI
has the “first right of refusal” so for any snacks,
dinners or banquets we must check with them first.
However, pizza can be ordered with a Purchase Order
from any one of our approved vendors.

If your organization needs to order catering items,
your request must be submitted to the Assistant Dean
of Students at least one week prior to the event; if
less than that, FSI may add an additional fee for late
orders.

Event Publicizing

Perhaps the most important part of planning an event
is the way in which you communicate it to the
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University community and to the public (if
applicable). Work with Public Affairs for press
releases, posters, flyers, and brochures. Any
marketing material that may be used off campus
needs to have the approval of the Marketing
Department, as well as any marketing item (flyers, t-
shirts, pens, etc.) that includes the GSU logo.

Your event can be listed in The GSU View and
posted on the large monitors throughout campus.
Email LGladstone@govst.edu. List your event in the
Phoenix student newspaper, create an interest story or
take out an ad to market your activity. Email:
Phoenix@govst.edu

List your event on Blackboard or Facebook —

Contact: slco@govst.edu
Marketing Department 708.534.7090

The Phoenix 708.534.4517

Blackboard and Facebook (Student Life)
708.235.7362

Posting and/or Distribution of Literature on the
GSU Campus

Approval for posting materials on Student Life
bulletin boards is the responsibility of the Assistant
Dean of Students. Approval must be obtained before
posting of all materials.

Types of material which may be posted include but
are not limited to events, notices of and activities
offered by the Student Life Unit, events and activities
sponsored by recognized student groups and
organizations, events and activities offered by
Governors State University or their associates (i.e.
FS, Follett Bookstore, etc.), non-profit events and
activities of interest to Governors State University
students. Direct service items and solicitations
offered by for-profit companies not in partnership
with Governors State University will be reviewed for
approval on a case-by-case basis by the Assistant
Dean of Students.

Approved items must have a Student Life Unit date
stamp and authorized initials/signature which is
obtained in the Office of Student Life. They will be
displayed within 72 hours upon their receipt. A
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posting log will be kept and reviewed weekly by the
Interim Assistant Dean of Students.

Due to limited board space, full exposure for very
large, double-sided or tri-fold pieces cannot be
guaranteed posting on the Student Life bulletin
boards. Only 11 copies for display will be accepted.
Student Life will remove any unauthorized or
outdated material on a daily basis. Materials
accepted for posting will be on the bulletin boards for
a maximum of 30 days.

Distribution of Leaflets, Brochures, Flyers,
Pamphlets

It is the policy of Governors State University that:

A. Materials may not be placed on vehicles
parked on the campus (parking lots, roadways,
driveways).

B. Individuals who wish to distribute posters,
flyers, pamphlets, brochures or other materials on
the GSU campus must request approval from the
Director, Department of Public Safety prior to the
dissemination. Materials proposed for
distribution on the GSU campus will be reviewed
for appropriateness of content and presentation
(graphics, pictures, language).

C. The following locations have been
designated as approved areas for the distribution
of materials on the GSU campus:

1) Outside the main entrance (D-Main) of the
University (or in the vestibule of the D-Main
entrance)

2) Inthe area in front of the old Welcome
Center by the Hall of Governors

3) Inthe Hall of Governors

D. Posters, flyers, brochures, and pamphlets
may not be distributed using the GSU internal
mail system.

E. Flyers, brochures, pamphlets, posters and
other materials may not be placed on the tables,
counters, or chairs in the cafeteria.
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High Profile Speakers

If your organization is considering inviting a
prominent or famous speaker, including those who
may draw a large audience, a government official or
head of state, you are to contact the Interim Assistant
Dean of Students immediately to discuss the plan.
Coordination of invitations and visits to Governors
State University are essential. This will help avoid
significant conflicts such as multiple invitations sent
to one person from different areas of the University;
invitations extended without thought to security,

travel, housing, and other associated costs.
Purchasing Items and/or Services

Anytime your club/organization needs to purchase
goods and services a Purchase Requisition Request
Form needs to be completed. You may obtain
Purchase Requisitions from the Clubs and
Organizations Blackboard shell, online at
www.govst.edu/studentlife or the Student Life
Office.

What information is needed to complete a Purchase
Requisition Worksheet?

1. A complete account number

2. Vendor name, address, (W9)--Social Security
or FEIN (Federal Employer Identification
Number) number, telephone and a fax number if
available.

3. Complete description of the purchase
4. Invoice/quote

5. Description of what the purchase is for
6. Dollar amount

7. Club/organization’s Advisor and Treasurer’s
signatures

Purchase Requisitions need to be completed and
turned in to the Assistant Dean of Students three
weeks prior to needing the requested goods and

services. All requisitions must be signed by the
Assistant Dean of Students. Do not present
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requisitions to the Procurement Office without
proper signatures, they will not be processed.

Once the Purchase Requisition is received by Student
Life who checks to make sure the club/organization
has enough funds in their account to purchase the
goods or service it is then sent to Purchasing for
review and approval and is processed as a Purchase
Order. The length of time for processing a Purchase
Requisition varies but generally the following
applies:

» Direct Pay or Check with Order — can take up
to 30 days

e Purchase Orders — allow at least 15 days
Checks are cut ONLY on Tuesdays and Thursdays.

Can | be reimbursed for purchases | make on behalf
of the University? The simple answer is NO. There
must be special circumstances and prior approval for
the reimbursement; this is an exception to the rule.
When exceptions are made the following rules apply:

*  Sales tax is not reimbursable

»  Equipment or software purchases are not
reimbursable

e Original receipt of payment is required

*  Reimbursements are only allowed for small
emergency purchases and when a GSU Purchase
Order or check is not a possible option.

e  Balloons, flowers, food, plates, napkins,
thank you gifts, etc. are not considered an emergency
purchase.

What if | don’t know where to buy what | need?
Complete the Purchase Requisition Work leaving the
vendor blank. A buyer will assign a vendor after
getting competitive pricing. (See Appendices for a
list of local vendors)
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Can we order goods or services on line? Governors
State University has a few vendors that we can
purchase from on-line. They include:

e Amazon.com

e Office Max

o Dell
However, the usual requisition process is still
required.

*Only specified authorized GSU employees are
able to sign contracts and/or place orders. Not
students and not faculty advisors.

How do | return something | ordered? Whenever
possible, DO NOT discard original packaging. Call
Purchasing as soon as possible so that they can obtain
a return authorization number from the vendor. The
package must be either picked up by or sent to
Central Receiving so that it can be returned to the
vendor. Please keep in mind that a restocking fee
may apply and some items may not be returnable.

What if I don’t know what to do? Ask the Student
Life staff and they will guide you through the most
efficient process to meet your needs, budget
concerns, and goals via communication with
Purchasing.

Honorariums for Guest Speakers

Student clubs and organizations may pay guest
speakers for their services. In order to do this the
speaker must provide their name, address, phone
number, social security number, and a completed
(W9) as well as an invoice for their services. A
Purchase Requisition is then completed and
submitted by Student Life to begin the payment
process prior to the date of service. Presenters will
receive their payment via mail. *NOTE: GSU
employees cannot be paid for speaking engagements
or other related services related to campus activities



Marketing Events:

Guidelines for Student Organizations — Office of Marketing and Communications (Published by the Marketing
Department—June 30, 2013)

There have been several changes surrounding students marketing their events. GSU no longer allows posters to be
displayed across the university; it is permissible to have a poster for the day of the event only. Marketing has
established new guidelines and all approval for marketing will now go through the Assistant Dean of Students.
Student organizations are responsible for creating their promotional material; contact Student Life if you need
assistance. Please read guidelines carefully regarding correct usage of logo, colorings and positions. Templates are
available upon request for club marketing projects.

GSU Logo Usage — Printed Materials

The Office of Marketing and Communications is providing Student Life with a set of bars — headers and footers —
that can be used for flyers and posters produced by student organizations at GSU. The headers and footers can be
used for flyers and posters that are created by student organizations to promote events or fund-raising activities.

The headers and footers contain the GSU logo and are to be used only for documents that are created internally — by
Student Life or organizations — for on-campus activities. Flyers and posters that are created with these headers and
footers must be approved by Student Life.

These headers and footers must not be used without the permission of Marketing and Communications for off-
campus activities, or for documents that require the services of the GSU Graphics department or Print Shop.

Guidelines from Marketing and Communications spelled out in this document are to be strictly followed at all
times. For any questions on these guidelines please call Marketing and Communications.

GSU Logo Usage in Conjunction with Student Organization and Club Names

There will be instances when GSU logo/student club or organization name combinations are needed. When
attached to a student organization or club, the GSU logo is to be positioned above the name of the club or
organization as specifically prescribed in the following examples:

@Govemors

@Governors

STATE UNIVERSITY
Psychology Club

The GSU logo/student club name combination will be created in for the student club or organization using the
correct GSU logo and accepted fonts. Contact the Office of Marketing and Communications to have the GSU
logo/student club name combination created.

A student club or organization may create a graphic representing their organization to be used separately from the
GSU logo. The Office of Marketing and Communications can assist. The GSU logo is not to be used in the graphic.
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GSU Logo Usage in Imprint Areas on Merchandise

Maintaining the brand of the university extends to the use of the logo and the branding design on items such as
apparel, pens, bags and tchotchkes. The Office of Marketing and Communications can assist in the creation of
designs to fit specific imprint areas for such items and will advise on the colors of items allowed to carry the GSU
logo.

All items that carry the GSU logo must be approved by the Office of Marketing and Communications.

Contact Marketing and Communications For:

Community Announcements: Marketing and Communications will send a community announcement to local and
regional media outlets announcing upcoming events, speakers, meetings, exhibits, conferences, workshops and
performances. The media requires notification at least two weeks prior to an event date. Marketing and
Communications requires notification three weeks prior to the event

GSU View: This twice-weekly electronic newsletter is the GSU community's source for news, information and
events. The View is published on Mondays and Thursdays and distributed to students, faculty staff and retirees.
Submit stories at least two days prior to View publication.

Marqguee: To have messages posted on the marquees located at each entrance to the university campus, submit
requests at least two weeks prior to posting date.

Monitor Messages and Public Access Channel Announcements: Brief announcements promoting an event,
meeting, or performance can be posted on the internal monitors located around campus and the GSU public access
channel. Information must be submitted at least two weeks prior to the event.

Social Media: Assistance in development of social media outlets is provided by Marketing and Communications.
Specific guidelines and parameters must be followed for establishing and maintaining social media sites. The first
step is to contact Marketing and Communications and request a meeting. (ebrenes@govst.edu)

*Marketing agrees that the handbook prepared for student life on protocol does not limit their collateral material
from being distributed externally with the procedures we have in place.

Student Life Club fliers/posters are being reviewed and approved by Sheree Sanderson; these fliers/posters will not
have the triad approval from marketing. The Assistant Dean of Students will approve club flyers/posters for
marketing and printing. \—Assistant Dean of Students will approve printing of student club materials.

Any Clothing or Promotional Items with the GSU Logo (T-shirts, Jackets, Key Chains, etc) Must be Reviewed by
Marketing and Communications

Photography

Photography Guidelines

As often as possible, images must reflect the real GSU community and use actual GSU students, faculty and
facilities whenever possible.

ALL subjects in photos must sign a GSU photo release form permitting the university to use their image.

The photo release form is available for download online under public affairs in the myGSU portal or online at
http://www.govst.edu/uploadedFiles/Photo%20Release%20Form.pdf.

Hard copies are available in the Office of Marketing and Communications. Sighed forms should be turned into the
Office of Marketing and Communications along with date and description of the event and/or reason the images
were taken.

18


mailto:ebrenes@govst.edu
http://www.govst.edu/uploadedFiles/Photo%20Release%20Form.pdf

Photos must be high resolution for print materials (preferably 300 dpi, although large files at lower resolution may
be acceptable. For online postings such as the GSU View or website, 72 dpi is required). In all cases, the image
should be sized according to its intended use.

Taking your own photos

When taking your own photos for use by a university entity (e.g. department, program, college), signed photo
release forms must be obtained of all subjects in photos. Release forms must be filed with the Office of Marketing
and Communications.

Photographers are reminded that photographs of large groups/crowds where faces can be seen and identified are not
allowed unless photo releases have been obtained of all subjects.

For more information about photography guidelines or the availability of a GSU photographer, contact the Office of
Marketing and Communications.

Internet Images

Do not download random images/logos off the Internet. This is illegal. The university does not have permission to
use the images, even if they are housed on a public site. Additionally, images pulled from the Internet generally are
low resolution and unusable in print materials.

There are exceptions to this guideline. If you have express permission to download and use an image from a
particular website, you may access it. Please contact the Office of Marketing and Communications if you have any
questions about the efficacy of a downloaded image.

Style Issues

GSU has adopted the AP Style Guide as the official style guide for language for internal and external
communications at the university. Student Life will have access to an online resource for application to all
materials.

When composing flyers and posters, it is important to follow the style guide for telephone numbers and time.

Telephone Numbers — Format telephone and fax numbers using periods, instead of hyphens or parenthesis, when
used on marketing materials, brochures, and the web: 708.534.5000.

Time — Indicate time of day by pairing numerals with a.m. or p.m. (not AM or am). Do not use zeroes if the time is
on the hour. A space should separate the numeral and the a.m./p.m. Use the terms noon and midnight in place of 12
a.m.or 12 p.m.

Examples: 3 a.m. or 3:30 a.m.

A range of time should be indicated using the word to separating the starting and ending time. If both times are in
the a.m. (or p.m. respectively) only the second time should include the a.m./p.m. This rule should also be followed
when indicating times on posters and flyers.

Example: The distinguished lecture runs from 3 to 5 p.m. this afternoon.

All requests for E-Blasts must be sent to the Assistant Dean of Students
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Fundraising

All student clubs/organizations must complete and submit for approval to the Assistant Dean of Students a Fund
Raising Activity Form and a Fund Raising Compliance Agreement at least three (3) weeks prior to a fund raising
activity. A fund raising request must be approved before initiating any measures to implement. The Fund Raising
Activity Form is available on line at http://www.govst.edu/studentlife, on Blackboard or in the Student Life Office.
Completed Fund Raising Activity Forms must be turned in to the Student Life office. Any club/organization not in
compliance with this fund raising requirement will face the possibility of having its funds frozen. The GSU
Foundation will be apprised of all fund raising requests.

Raffles and two-for-one splits are not permitted as fund raisers. Any food, book fund raising or clothing sales must
conform with FSI and Follett Bookstore, respectively, contracts. Each has exclusive contracts and first right of
refusal to sales on the GSU campus in their respective areas.

If you are conducting a bake sale or food sale of any sort that includes “home prepared” items, you must place a
sign up at the venue stating, “The Will County Health Department did not inspect any food at this fundraiser.”
Clear visible sign “home baked goods” must be displayed. Food must be individually wrapped, clear plastic bags
or clear wrap. This is per the Will County Health Department.

All student clubs/organizations shall maintain organization funds on deposit with the Business Office where they
will be maintained as “agency” funds and be subject to audit. Organizations may not maintain a petty cash fund. All
funds received and funds disbursed must be done so through the Business Office. Thus, fund raising monies are to
be deposited in the club/organization account. Be sure you have your account number and ask for a receipt at time
of deposit with the GSU cashier.

Organizations fundraising for collection of items to be distributed to need-based organizations must contact Student
Life staff prior to implementation. Dispenser placement must be approved and can only be placed in specific areas.
At no time should a container be placed in the D-Main Entrance by the Welcome Center. No plain boxes, boxes
should be decorated appropriately or will be removed. The person(s) responsible for checking the boxes daily
should be on file in Student Life with contact information.

Approved areas for dispensers:

1) Building A

2) Old Welcome Center (Beginning of Hall of Governors)
3) Building G Atrium

4) Hall of Governors

All requests for outside funding sources must be presented to the Interim Vice President of Development and will
be reviewed on a case-by-case basis. Student clubs are not permitted to contact companies or vendors to solicit
donations or funds without the authorization of the Foundation.

Travel by Student Organizations

Student organizations are allowed to travel using funds from their budgets. If your group is planning a trip to a
conference, workshop, or research project, contact the Assistant Dean of Students in order to establish an itinerary
with the organization, have student travel packets signed by traveling members, and provide pre-trip planning
information. All student travel is handled by reimbursements only. Questions? Call Student Life at 708.235.7653

or visit our offices in A2100
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Announcement Flyer Design Guidelines

To design Student Organization announcement flyers,
use the header and footer at the right.

Below is an acceptable use of the header and footer, as
well as an illustration and text announcing the event.

Use Avrial in black, bold, regular, or italic as the font for
the flyer information. Do not use any other fonts.

Tamale Fundraiser

Tuesday, Sept. 18 | 11am.-5pm. | Hall of Governors

Don't know what you are doing for lunch?

Help GSU's Association of Latin American Students
by supporting our

Tamale Lunch Fundraiser
Lunch plates will be sold at $5.00 and Inchude 2 tamales, rice, and a beverage.
{Individual tamales avallable)

For additional information contact an A.LA.S. officer:
Jolig Bvant com

Wice Luis Escobar esco. com
Advisor: Alda Martinez amartinez@govst.edu
Advisor: Sylvia Ponce do Leon spendedeleonigovst.edu

W Governors State

LM ERT TN

Do not use fonts as shown below.

Should you have any questions about fonts, layout,or images, please contact the GSU Marketing Department.

Lindsay Gladstone

Coordinator of Public Information
708.534.7090

Fax: 708.534.6812
lgladstone@govst.edu

Tom Houlihan
Communications Specialist
708.534.8952

Fax: 708.534.6812
thoulihan@govst.edu

Governors State

UNIVERSITY




Tamale Fundraiser

Tuesday, Sept. 18 | 11a.m.-5p.m. | Hall of Governors

Don’‘t know what you are doing for lunch?

Help GSU’s Association of Latin American Students
by supporting our

Tamale Lunch Fundraiser
Lunch plates will be sold at $5.00 and Include 2 tamales, rice, and a beverage.
(Individual tamales available)

For additional information contact an A.L.A.S. officer:
President: Jolie Avant andreitascout@hotmail.com
Vice President: Luis Escobar esco.luis1@gmail.com

Advisor: Aida Martinez amartinez@govst.edu
Advisor: Sylvia Ponce de Leon spondedeleon@govst.edu

Governors State
UNIVERSITY

T University Parkway, University Park, IL 60484




Student Organization Registration Guidelines

Terms and Definitions

Student Organization — These organizations consist
of 100 percent student membership and students must
fill all leadership positions. Student members must
meet eligibility requirements as outlined in the
Student Organization Resource Manual.
Additionally, only currently enrolled students are
permitted to serve as officers of officially recognized
student organizations.

Campus Organizations — The organizations consist
of membership that may include faculty,
administrators, staff members or members of the
surrounding community. Responsibility for and
leadership of these organizations may rest with a
faculty member, administrator of staff member and
does not solely rest with students. An example of
these organizations consists of Toastmasters, GSU
Program Council, Community Service Board,
Forensic Team, and GSU Editorial Board. These
organizations are not governed by this registration
and recognition policy.

Registration is the annual notification and
confirmation of a student organization that intends to
be active during the current year. OSL provides this
notification after the successful completion and
review of the annual registration packet usually due
by the last business day of June.

Finance Committee — the Student Senate Finance
Committee was created to ensure a just system of
funding for recognized student organizations of
Governors State University. They oversee and
administer the disbursement of funds from the
financial account to those organizations recognized
by the Student Senate. Funds are primarily allocated
for events or programs that are educational, cultural,
and/or social in nature.

Recognition of Student Organizations

The Assistant Dean of Students will ask the Student
Senate Programming Committee Chair for a
recommendation upon receipt of their petition.
Student groups will normally be approved if they
follow the appropriate procedures and comply with
being open to all students without respect to race,
color, national origin, sexual orientation, religion,
gender (excluding social fraternities and sororities),
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age, marital status, or disability. If the Assistant Dean
of Students determines that a student organization has
failed to abide by these criteria, he/she may revoke
the organization’s recognition. Organizations must
register by the last day of June to the Office of
Student Life to continue their official recognition.
University Official Recognition
. Permission to use the Governors State
University name with their organization
under strict guidelines and approval;
Ability to advertise via OSL and inclusion in
university publications where appropriate;
Participation in Student Life events;

. Use of Student Life bulletin board space;

. Ability to post organization’s events to the
GSU Calendar;

. The right to apply for funding from the
Student Senate Finance Committee activities fee;

. Use of Print Shop services;

. Use Blackboard and social media for
organization;

. The right to apply to conduct fund raising
activities on campus;

. Use of campus mail service;

. Access to a staff liaison in the Student Life

Unit, who can provide assistance in
programming, leadership development,
planning, financial management and
accessing additional university resources and

Services;
. The use of space by reserving rooms, halls
and outdoor event space;
. Participation in the student engagement fairs

held at the beginning of the year, as well as
activity fairs held each winter for incoming

students;
. Inclusion in the online directory of student
organizations;
. Organization account for financial

transactions.

Recognition Process for New Student
Organizations

There are basic steps in forming new organizations at
Governors State University.




Step | -- Tentative Recognition

A group may receive permission from the Student
Life Unit to hold an organizational meeting on
campus. The group must apply for tentative
recognition by filing a Petition for New Student
Organization with Student Life which includes the
following information:

. Name of organization

. Purpose of organization

. Name of Governors State University
faculty/staff advisor

. Name and student ID number of seven (7)

current students, which is the minimum
number required, who have agreed to join.

This petition will be forwarded to the Assistant Dean
of Students or designee. Upon receipt of the petition,
he/she will ask the Student Senate Programming
Committee Chair for a recommendation. If the
petition is approved the club or organization will be
granted tentative recognition which will provide them
with all the privileges of a fully recognized group for
a period of three (3) months by which time they must
have completed step 2. In extenuating circumstances,
the Interim Assistant Dean of Students or designee,
upon written request, may extend the three months to
a maximum of five months.

Step Il -- Formal Recognition

To be formally recognized as a club or organization,

a group must present the following information to

Student Life:

. A constitution which must include the name,
purpose, operating procedures, membership
requirement, and basic structure of the
continuing organization (guidelines for and a
sample of a constitution are included)

Roster of officers with current emails and
phone numbers; including a list of

membership.

. The name of the current year’s Governors
State University faculty or staff advisor

. A list of the current officers including name

and student ID number. Officers must be in
academic good standing to be eligible to
serve.

. The club must have its officers and advisor
attend an orientation with the Office of
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Student Life

Upon receipt of the above, the Assistant Dean of
Students or designee of Student Life will ask the
Student Senate Programming Committee Chair to
recommend formal recognition of the group. If the
Assistant Dean of Students or designee disagrees
with the recommendation, he/she will ask for a
meeting with the chair to discuss their
recommendation. If differences cannot be
reconciled, the Assistant Dean of Students or
designee will rule on recognition of the group. This
ruling may be appealed to the Dean of Students or
designee for review. The decision of the Dean or
designee is final.

If approved, the group will be a recognized university
organization with all of the privileges thereof as long
as it

1. Files an Annual Renewal Form with the
current officers and name of the Governors State
University faculty or staff advisor with Student Life
2. Adheres to procedures for all financial
expenditures, which must be authorized by Student
Life before implementation

3. Completes other paperwork as required (i.e.
Fund Raising Activity Form, Purchase Requisitions,
etc.).

Any group becoming inactive for two years or more
must reapply for recognition as a new organization.
For additional information, contact the Assistant
Dean of Students or designee (A2104).

Application forms and a sample club/organization
constitution are available on the Student Life web
page at www.govst.edu/studentlife.

Club Sports Recognition

Governors State University’s club sports teams are
student-initiated activities that require students to be
responsible for organization, leadership and decision
making. Club sport activities range from informal
play, regular practice and instruction to
intercollegiate and tournament competition. Some
clubs require dues from their membership in order to
support their activities. Recreation and Fitness
provides guidance, use of athletic facilities, minimal
financial support and an administrative framework
for the operation of officially recognized clubs.


http://www.govst.edu/studentlife

Similar to student organizations, Club Sports must
create a constitution, develop a budget, and meet
other requirements in order to be considered for
recognition.

Requirements of All Student Organizations (New
and Re-registering Organizations) Annual
Registration of Student Organizations

Student organizations must submit the following
information about the previous year’s activities with
the Office of Student Life each fall semester in order
to maintain their official status with the University. In
addition to this annual filing requirement, student
organizations must notify the Office of Student Life
whenever officer changes occur or there is a change
in contact information. At any time, OSL should have
the most updated contact information for all officers
of the organization.

To register, go to www.govst.edu/studentlife for the
Registration Form. Throughout the year, student
organizations can update their information. Any
officer listed on the organization’s registration is
permitted to make updates.

The following are the necessary components of the
annual renewal registration process:

1. Completion of the Student Club/Organization
Registration Form

2. Submission of a current Membership Roster
3. Club/Organization constitution

4. Listing of the previous year’s activities

A Note on External Organizations and Groups

Under the conditions described below,
organizations/groups external to Governors State
University may request permission to recruit GSU
students for membership. To be considered for
permission to recruit on campus, an
organization/group must meet all of the following
conditions:

. The organization/group must operate under a
charter or similar governing document which is
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issued by an executive leadership team of the
organization/group;

. The mission and goal(s) of the
organization/group must complement the mission,
goals, and policies of Governors State University;

. The activities, events, and programs of the
organization/group must meet the requirements and
adhere to the same rules, regulations, and student
conduct code policy and procedures of on-campus
approved organizations/groups; and

. Eligibility for membership in the
group/organization must meet the requirements of the
Governors State University Affirmative Action
Statement.

Groups/organizations seeking permission to conduct
recruitment activities on campus must submit the
following documents to the University’s Interim
Assistant Dean of Students for review:

. A letter signed by the local and national (if
appropriate) president or other chief executive officer
of the organization/group requesting permission to
recruit GSU students on campus and describing the
benefits of membership for GSU students;

. A copy of the charter and other governing
documents that include the mission, goals(s), and
purposes of the organization/group and that guide the
organization/group’s activities; and

. A copy of any application and materials
perspective members will have to complete to be
considered for membership.

After reviewing the required documents, the Interim
Assistant Dean of Students may grant permission for
on-campus recruiting; may request additional
information and/or documentation; or may deny
permission for the group to conduct on-campus
recruitment activities. Permission to recruit on-
campus will include access to University facilities
according to the policies, rules, and regulations
governing such use.
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Hazing Statement

Hazing for the purpose of pledging, initiation,
admission into, affiliation with, or as a condition for
maintaining membership in a group, organization, or
team will not be tolerated at Governors State
University. Hazing is defined as any intentional,
knowledge of a reckless act, whether on or off
campus, which endangers the mental or physical
health or safety of any person, regardless of consent,
or which violates public law or University policy.
Hazing includes, but is not limited to (a) any physical
brutality such as whipping, beating, striking,
paddling, branding, placing of a harmful substance on
the body, or similar activity; (b) any physical activity
such as sleep deprivation, exposure to the elements,
confinement, calisthenics, or other activity that
subjects a student to risk of harm, or that adversely
affects the mental or physical health or safety of a
student; (c) any activity involving consumption of
food, liquid, alcoholic beverage, drug or substance
that subjects a student to risk of harm, or that
adversely affects the mental or physical health or
safety of a student; (d) any activity that intimidates or
threatens a student with ostracism, subjects a student
to extreme mental stress, shame or humiliation, or
adversely affects the mental health or dignity of a
student, or that may reasonably be expected to cause
a student to leave the organization or institution
rather than submit to acts described above; and, (e)
any activity in which a person solicits, plans,
encourages, directs, aids, or attempts to aid another in
hazing or intentionally, knowingly, or recklessly
permits hazing to occur and/or knowingly fails to
report the incident.

What to do if you suspect hazing? Contact: Assistant
Dean of Students

Hazing is a serious threat not only to an individual,
but the integrity of the organization. Hazing will not
be tolerated on the GSU campus, which holds true to
the ideals of a just, civil, responsible, safe, healthy,
and diverse community. Listed below are the steps
you should take to report a hazing incident. Hazing
either continues or stops with you.

1. Try to prevent the incident yourself. Talk to
other members of the organization about the hazing.
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The problem will not solve itself; therefore,
individuals must be made aware that their actions are
inappropriate and illegal.

2. Contact the Assistant Dean of Students if you
have questions about what is or is not hazing.
3. Contact the Office of Student Life

(708.235.7362) or Department of Public Safety
(708.534.4900) and report the incident. It is against
state and federal laws not to report incidents of
hazing. Any questionable activity that is reported to
the Office of Student Life will be investigated by the
appropriate authorities and dealt with accordingly.
Judicial procedures are detailed in the Student
Handbook.

Registered Student Organization Responsibilities
It is the responsibility of each student organization to:
1. Complete the Annual Registration process
Register with the Office of Student Life and
maintaining their good standing as officially
registered Governors State University student
organizations.

2. Abide by all University policies and
procedures.

3. Work collectively with the Office of Student
Life and their Advisor

4, Recruit actively to maintain longevity of
organization.

5. Assure that all events of the organization are

consistent with the mission of the University
and the Office of Student Life.

6. Assure that membership is open to all
students and in compliance with University
EEOC/Affirmative Action and Diversity

Policy.
7. Actively monitor spending and transaction of
on-campus accounts.
8. Inform the Office of Student Life of any

changes in e-board members and/or a change in
advisor.

Organization Officer Eligibility

All elected or appointed officers of student
organizations must be registered students at
Governors State University. Undergraduate
organization officers must be undergraduates and
graduate organization officers must be graduate



students, although general membership is not
restricted.

Any undergraduate student wishing to hold an office
must have and maintain a 2.3 overall grade point
average (GPA) , a 3.0 for graduate students is
needed, prior to being elected or appointed to that
position. Transfer students without an established
GPA at the time of elections will be asked to
acknowledge that if they are unable to achieve or
exceed a 2.3 in their first semester, they will forfeit
their leadership position. It will be the responsibility
of the Student Life to ensure through current
elections, application processes, and registration
processes that all officers meet these eligibility
requirements.

Students holding offices in clubs and organizations
must make satisfactory progress toward a degree, as
defined by the program or school. Individual
organizations may uphold higher GPA standards.
Student academic records will be checked regularly
for compliance. Students on probation may not hold
any office or position, either by election,
appointment, or petition, in any active organization.

In addition, a student leader must represent the
University by their actions, as such; students must
also be in good social standing and free of
disciplinary probation, as determined by the Office of
Dean of Students prior to being elected or appointed
and during the length of the term of office.

Withdrawal of Registration and Recognition

Registration may be withdrawn by the Assistant Dean
of Students (or designee) and Recognition may be
withdrawn by the STUDENT SENATE Vice
President, Chair of the President’s Council if any of
the following conditions apply:

. The organization’s activities are not deemed
conducive to the usual conduct of life in a University
community.

. The group’s membership and/or its programs
advocate views directed toward inciting or
producing imminent lawless action.

. The group has failed to show a willingness to
comply with reasonable regulations including
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use of facilities, approval of events, use of
funds, departmental guidelines, or recruiting
policies.

. The organization engages in any unlawful,
disruptive or harassing activities or behavior.

. The organization fails to renew with Student
Life.
. Recommendation is made by governing

organization.

. The group makes request for voluntary
“moratorium” submitted by student
organization.

If the withdrawal of recognition and registration and
subsequently privileges associated with registration
are disputed, appeals should be made to the Office of
the Dean of Students within 5 business days of the
date on the withdrawal notice.

Student Organization Election Guidelines

Well-run student organization elections help ensure
that all members have an opportunity to seek
leadership positions in all student organizations
recognized by the Student Senate, in which they are
active members. In addition, properly coordinated
elections provide student leaders with the legitimate
authority provided in the organization’s constitution.
The Vice President of the STUDENT SENATE and
the President’s Council Advisory Groups (PCAG)
has the responsibility to oversee both spring and
special elections for Student Senate recognized
organizations. Spring elections are required for
every organization following Spring break to elect
the executive board to serve in the upcoming
academic year. Special elections are required to fill
vacancies of constitutionally recognized executive
board members through the academic year.

Before beginning either spring or special elections,
student organizations should ensure they are in good
standing with both the Office of Student Life and the
Student Senate. To be in good standing with Student
Life, your organization should have fully and



completely submitted all materials included in the
annual registration packet and currently elected
executive board should be in good academic and
social standing. To be in good standing with Student
Senate, an approved constitution should be on file,
which among other articles, includes listing of
executive board members, their responsibilities and
powers, membership and voting rights which will
guide the elections process.

Student organizations that are not recognized by
Student Senate are encouraged to follow the
principles of the elections outline in this document
and should consult with the Assistant Dean of
Students about the elections process.

Special Elections

As stated previously, a student organization’s
constitution should guide the principles and protocol
for a student organization election. In the absence of
clear guidelines the Student Government
Association’s constitution should serve as a model
for your elections. Generally speaking, special
elections take approximately four weeks, as outlined
below, to be executed fairly. In the interim, if no
order of succession is identified in the constitution,
the President is able to appoint an active general
member in good standing to serve in an acting
capacity for no more than a period of four weeks
which coincides with the special elections timeline.

Week 1: No more than one week after resignation is
received, the vacancy is announced to membership
and Nomination Meeting is scheduled, President (or
presiding officer) meets with the Vice President of
Student Senate, or designated PCAG member to
schedule elections meeting (week 4) and picks up
nomination confirmation forms.

Week 2: Nomination Meeting is held, it is
recommended that PCAG Member or Faculty
Advisor attend, and position is discussed and
responsibilities articulated. Nominations for the
vacancy is opened and accepted as outlined in the
student organization constitution. The date of the

Elections meeting is announced and advertised to all
general members eligible to vote.

Week 3: Names of nominees as passed in to the
Coordinator of Campus Programs and Community
Service for review of compliance, registration, GPA
requirements, etc.

Week 4: Elections are held as scheduled, a PCAG
member attendance is required to validate vote count.

Spring Elections Timeline

Spring elections follow the same protocol and format
documented in the special elections process above;
however; specific dates and deadlines for Spring
2013 elections are outlined below:

. Feb. 24, 2013 - SS recognized student
organizations should have met and discussed timeline
with SJRB representative and schedule elections
meeting to ensure the PCAG representative
attendance.

. Feb. 25, 2013 - Deadline to meet eligibility
requirements for 2013-14 elections process, if your
student organization is not currently recognized by
Student Senate. Questions regarding the Student
Senate recognition process should be directed to
Shawnta Young, Vice President of Student Senate via
email at shawntayoung@aim.com.

. Feb. 25, 2013 - Nominations forms for 2013-
14 Executive Board Members available at the Student
Senate Office located in Student Row or the Office of
Student Life located in A2100.

. Feb. 25-Mar. 7, 2013 — Student organizations
to hold open meetings for nominations for 2013-14
Executive Board positions.

. March 10, 2013 - Nomination forms due to
Office of Student Life.
. March 17-23, 2013 (Spring Break) — Student

Life to confirm eligibility of nominees to presiding
officer, Coordinator Campus Programs and PCAG
representative.

. March 24-April 7, 2013 — Student
organizations required to hold 2013-14 Spring
elections,

PCAG Member must be present at elections.

It is important to follow these Spring elections deadlines since the process has been designed to coincide with the 2013-14
budget process. If your organization is unable to meet these deadlines, you should contact your Finance Committee Liaison as
it may compromise your budget request. Please note, only 2013-14 Executive Board Members can appeal budget decisions.
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GSU Student Clubs and Organizations Overview

Accounting/Finance Club

President: Matthew P. Shine

Email: mpshine56@gmail.com

Learn how the numbers add up! Join other accounting students to learn more about the field, understand the issues
facing accountants, and develop academic positions on issues related to accounting.

Alpha Eta Society Chapter 67

Advisor: Nancy Burely

Email: nburely@govst.edu

The national honor society for allied health students recognizes the scholastic and educational achievements of its
student members. (Membership is by invitation/nomination only).

Alpha Sigma Lambda (National Adult Learners Honor Society)

Advisor: Latonya Holmnes

Email: Iholmes@govst.edu

This association is dedicated to recognizing the academically outstanding undergraduate adult learning students in
continuing higher education.

Alpha Upsilon Alpha (Honor Society of the International Reading Association)

Advisor: Sandra Gandy

Email: sgandy@govst.edu

Dedicated to the recognition and encouragement of scholarship, the development of personal and professional
leadership qualities, and service to the field of reading.

Art Forum

President: April S. Grammer

Email: april.grammer@gmail.com

Art students and those interested in art promote student involvement in the visual arts and advise faculty of the
needs of art students and the artistic interests of the community.

Association of Production and Inventory Control

President: Laura Lynn Burke

Email: Iburke@student.govst.edu

As association dedicated to understanding operations management.

Association of Latin American Students

President: Raymond Vazquez

Email: rvazquez@student.govst.edu

Enhancing the Latino student’s educational experience through friendship, activities, service, and university and
community outreach.

Biology Club

President: Craig Sweet

Email: craigsweet11@yahoo.com

Biology Club brings together students and faculty to enhance awareness, enjoyment, teaching, and learning of the
natural sciences, and support the natural science endeavors of the Biology Department, the campus, and our
community.

29



mailto:mpshine56@gmail.com
mailto:nburely@govst.edu
mailto:lholmes@govst.edu
mailto:sgandy@govst.edu
mailto:april.grammer@gmail.com
mailto:lburke@student.govst.edu
mailto:rvazquez@student.govst.edu
mailto:craigsweet11@yahoo.com

Black Student Union

President: Betty Campbell

Email: bsusecretaryl@yahoo.com

BSU promotes high scholastic standards, cultural awareness, and friendship, and nurtures unity and pride among
Black people.

Bowling Club

President: Natasha Dillard

Email: natashadillard@att.net

Bowl, enjoy the game, enhance your skills. Don’t miss the fun!

Chemistry Club

President: Anusha Parimi

Email: anusha.parimi@yahoo.com

Explore the field of chemistry around GSU and around the world with students and faculty.

Chi Sigma lota

President: Audra Rowe

Email: arowe@govst.edu

An international honor society for student, professional counselors, and counselor educators dedicated to
scholarship, research, professionalism, leadership, and excellence in counseling, and to recognizing achievements
in the pursuit of academic and clinical excellence in counseling.

Chinese Students’ Association

President: Jing He

Email: hjbbl07@gmail.com

Interested in learning about your fellow Chinese students and their culture? This group works to address the needs
and concerns of Chinese students on share their culture with others.

Computer Science Club

President: McClinton Hoover

Email: mhoover@student.govst.edu

Learn how computer science is so much more than zeros and ones.

Communicators Network

Advisor: Tamara Winn

Email: twinn@govst.edu

Communication is more than texting. Come and network, share ideas, and learn about the field of communications.

Criminal Justice Club — Lambda Alpha Epsilon

President: Margie Roberts

Email: mroberts@student.govst.edu

Dedicated to understanding and promoting the professions related to criminal justice studies.

Delta Mu Delta — Lambda Delta Chapter

President: Jill Linkous

Email: jilliebeans127@live.com

This international honor society for business programs is accredited by ACBSP at the baccalaureate and graduate
level.

ENACTUS

President: Mark Foley

Email: mfoley4@student.govst.edu

To enable progress through entrepreneurial action.
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Forensics Debate Team

President: Ette Oben

Email: eoben@student.govst.edu

GSU’s speech club is open to all interested students.

Gay-Straight Alliance (GSA)

President: April Susmarski

Email: aprilsusmarski@yahoo.com or asusmarski@student.govst.edu

GSA fosters an active and diverse culture to promote acceptance and diversity on campus, and works toward the
goal of eradicating discrimination while building friendships.

Disability Rights Education Activism and Mentoring (D.R.E.A.M)

President: Angeline Schuller

Email: aschuller@student.govst.edu

D.R.E.A.M promotes academic success while raising disability awareness and encouraging the development,
leadership, and advocacy skills of our members.

Graduate Professional Network (formerly, Graduate Student Organization: GSO)

President: Co-Presidents: Katrina Koltz, Carla Roberson

Email: kkoltz@student.govst.edu, croberson@student.govst.edu

GPN is an educational organization whose existence is to foster and enhance the development and growth of the
graduate student culture.

Human Resource Management Club

President: Machelle Anderson

Email: manderson7@student.govst.edu

Understand what makes human resources both human and manageable.

Illinois Counseling Association, GSU Chapter

Advisor: Dr. Julia Yang

Email: jyang@govst.edu

Promote the development of professional counselors, provide networking opportunities for students, advance the
counseling profession, and use the profession and practice of counseling to promote respect for human diversity and
dignity.

International Culture Organization

President: Bianca Mangabhai

Email: beemangz@yahoo.com

Create an environment for international culture exchange among the students of Governors State University. GSU
students, both domestic and international, can come together to share ideas, cultures, experiences and promote
international education. 1CO will collaborate with the Office of International Students to increase global awareness
and encourage cultural diversity at Governors State University.

International Dance

President: Nitika Sood

Email: nitikasood864@yahoo.com

To promote and celebrate dance across political, cultural and ethnic barriers, bringing people together through the
common language of dance. We endeavor to improve interpersonal relations and harmonize the cultural diversity
at GSU.
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International Students Organization

President: Dr. Shelly Kumar

Email: skumar@govst.edu

Learn about the world outside of GSU, meet students from other countries, discuss international affairs, and learn
about international study and internship opportunities.

Japanese Philosophy Art and Culture Club (J*PAC)

Advisor: Makiko Miyara

Email: mmiyara@govst.edu

Explore and share the beauty and wonder of Japan by examining the refined culture that gives this country its
identity.

Lambda Pi Eta (National Honor Society for Communications)

Advisor: Tamara Winn

Email: twinn@govst.edu

Lambda Pi Eta is the official communications studies honor society of the National Communication Association
(NCA).

Management and Leadership Organization

President:

Email:

Gather together with other people who want to learn and improve their leadership skills, as well as personal growth.
Learn techniques to become an effective leader and manager through group discussions and participating in
miscellaneous activities at MLO meetings.

Management Information Systems

President: Laura McLean

Email: Imclean@student.govst.edu

Enjoy learning with others and sharing a commitment to the managed flow of information.

Masters of Public Administration Club

President: Blevian Moore

Email: blev_m@yahoo.com

Future professional public administrators meet to provide learning and networking opportunities through interaction
with local, state, and national public administration associations.

Muslim Student Association

President: Latifa Ali

Email: latifa.alil@yahoo.com

Share the teachings of Islam to non-Muslim students, and provide the Muslim student body a prayer place and
group for fellowship, and foster a relationship between different people who share the same faith.

Mu Beta Alpha

Advisor: Phyllis Anderson

Email: panderson@govst.edu

Dedicated to the promotion of GSU’s MBA program by advancing the reputation, accomplishments, leadership,
and visibility of the program.

National Student Speech, Language, and Hearing Association

President: Lauren Kooyenga

Email: Ikooyenga@yahoo.com

A professional organization chapter for university students dedicated to the professional, academic study of normal
and disordered human communication behavior.
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Phi Alpha Honor Society

President: Angelique Crockett

Email: acrockett@student.govst.edu

The society invites into membership those who have attained excellence in scholarship and achievement in social
work. Members support each other, promote humanitarian goals and ideals, and foster high standards of education
for social workers.

The Phoenix (Student Newspaper)

Advisor: Deborah James

Email: djames@govst.edu.

The newspaper informs and entertains the university community with the production of a responsible, non-biased
newspaper. It also provides staff with hands-on involvement in the creation of a publication.

Physical Therapy Student Association

President: Sara Wicklin

Email: swicklin@student.govst.edu

The association strives to elevate the standards of the members, provide useful opportunities and experience to its
members, and promote professional growth.

Pi Theta Epsilon

Advisor: Elizabeth Cada

Email: ecada@govst.edu

The national honor society for occupational therapy supports the development of occupational sciences and the
practice of authentic occupational therapy by promoting research and other scholarly activities by its members. It
both serves its members and helps insure quality health care services for the general public.

Presidents Club Council

President: Shawnta Young

Email: syoung@student.govst.edu

The monthly meeting of all GSU Club/Organization presidents (or representatives) facilitates communication and
cooperation among organizations. Information is shared about fundraisers, events, and activities. Business practices
and procedures, governance issues, questions, and concerns are discussed and sent to the appropriate GSU office
and/or the GSU Student Senate.

Psychology Club

President: Ricca Louissaint

Email: rlouissaint@student.govst.edu

The club’s mission is to expand knowledge and understanding of the field of psychology, and facilitate interaction
among students in addition to enriching students’ social experiences.

ReConstructed

President: Dan Petersohn

Email: danpetersohn@comcast.net

Literary magazine club to promote writing of fiction and poetry, and graphic arts, as accessibly pursuits.

Sign Language Club

President: M. Johnson

Email: mjohnson19@govst.edu

The purpose of this club is to bridge the gap between the hearing and the deaf by encouraging awareness of
current/relevant topics and the practice/utilization of Sign Language outside of the classroom environment.
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Society of Collegiate Entrepreneurs

President: David E Walls Il

Email: dwalls2@student.govst.edu

Bringing together students, entrepreneurs, alumni, and faculty with the hopes of building relationships that foster
interactive learning around the world of entrepreneurship. Create a diverse network of individuals, from a variety of
backgrounds and at different stages of the entrepreneurial ventures.

Spanish Reading Club

Advisor:

Email:

Join others interested in improving Spanish language, reading, and writing skills. Enjoy student presentations in
both Spanish and English.

Soccer Club

President: Joe Lenard

Email: jlenard5@govst.edu

Play soccer, enjoy the game, learn the rules and skills, and have a ball!

Social Work Student Organization

President: Co-Presidents: Gwendolyn Williams, Michael Alexander

Email: gwilliams3@student.govst.edu , malexander3@student.govst.edu.

Students learn about the GSU program, gain opportunities to network with professionals, serve local communities,
and enjoy social and professional activities.

Student Education Association

President: Emily Tschiggfrie

Email: etschiggfrie@student.govst.edu

Explore education and professional development opportunities in the field of education.

Student Health Care Management Association

President: Nisha Mehta

Email: nmehta@student.govst.edu

Join a professional association that includes healthcare executive who lead hospitals, healthcare systems, and other
healthcare organizations, provides prestigious credentialing and educational programs, and sponsors the annual
Congress on Healthcare Management.

Student Occupational Therapy Association

President: Alicia Tuuk

Email: Alicia.tuuk@gmail.com

Student and faculty strive to provide useful opportunities and experiences to members, promote professional
growth, and provide community education opportunities.

Student Veterans Association

President: Kenneth Walker

Email: kwalker2@student.govst.edu

Student veterans are committed to the betterment of veteran students, and providing outreach and mentoring for
professional growth.

Student Senate

President: Lisa Wallace

Email: Iwallace2@student.govst.edu

The elected Student Senate promotes the general welfare of GSU students through the representation of student
concerns, viewpoints, and interests regarding governance issues to the administration, staff, and faculty. It also
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strives to improve the academic and co-curricular experiences at GSU and provide developmental opportunities for
its members.

Student Sustainability Committee

President: Dominique Taylor

Email: dominiquetaylor@gmail.com

Student group to develop and initiate sustainability efforts, and represent GSU in the region.

Students of Addiction Studies

President: Dierdre Orr

Email: dorr2@student.govst.edu

Join an association that investigates and discusses lead hospitals, healthcare systems, and treatments, related to
addictions.

Table Tennis Club

Advisor: TJ Wang

Email: twang@govst.edu

Break out the paddles and practice your serve! Join the Table Tennis Club and get your game on.

Tau Sigma National Honor Society

President: Brittani Barnett

Email: alexandrea03@gmail.com

Tau Sigma is the national honor society for transfer students. Students must maintain a 3.5 GPA to be invited to
join.

Wellness Club

President: Shawnta Young

Email: syoung@student.govst.edu

Manage stress levels as you manage your education and learn about, share, and implement stress management
techniques in real world situations.

Other Organizations

GSU Promise Fest

Advisor: Dennis Dent

Email: ddent@govst.edu

An event committed to providing scholarships to qualified graduates from Illinois community colleges with the
opportunity to earn a degree debt-free. October 4-5" 2013

Toastmaster

Toastmaster, a non-profit educational organization, was created in 1924 to teach public speaking and leadership
skills. The organization has grown to a membership of more than 280,000 people of all backgrounds and
professions with 3,500 clubs in 116 countries.

GSU’s Toastmasters Club is a collaborative endeavor between students, faculty and community leaders that will
serve as a model of diversity and responsible citizenship. GSU is pleased to collaborate with our community
partner, Mayor Vivian Covington of University Park who joined GSU’s Toastmaster’s Club as a charter member
and sponsored membership for three GSU students.

TWAG (This Week At GSU)
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Leadership Resources for Student Organizations

Role of a Student Leader

Expectations from Group Members as well as

Advisor:

. You are the representative of the
organization, what you do will now reflect
upon the entire organization.

. You must be fair to all the members of the

organization and treat all members with respect.

. You are now responsible for all the

organization does and does not do.

. Being a leader among your peers is not easy,
but you still have to maintain authority
without being a dictator. Be firm! Stand
behind your decisions.

. You must do all that is required of you

according to the organization’s constitution and by-

laws.

. Ask members as well as faculty what they
expect from you as a leader. It is important to
keep an open-mind and always get feedback
from the people who elected you.

Strategies for Successful Leadership:

. Maintain good relations with your advisor.
The health of this relationship is directly
reflected in your ability to satisfy and
therefore influence members. Powerful
leaders are those who are confident.

. Show your members the qualities you want
them to show you. Get honesty, loyalty,
sensitivity, thoughtfulness, decisiveness,
flexibility, rationality, objectivity, initiative,
and enthusiasm you want from members by
displaying these qualities yourself. Modeling
is the most powerful leadership strategy.

. Make your expectations clearly known. How
else can you expect people to satisfy them?
Never assume members know what behavior
and results you expect of them. Never be
afraid to tell them exactly what you want.
Tell them before they do it, and as often as

you can.
. Use meetings to strengthen the team.
Encourage participation and idea sharing.

. Reward cooperation and hard work. Don’t

take good performance for granted.
36

. Give feedback to individuals regarding their
contribution to the team. Make certain they
know how well they are meeting your
expectations and where they can possibly
improve.

. Listen to members. They will feel that what

they have to say is important.

. Admit your mistakes. This is a sign of

strength.

. Don’t promise----deliver. Only two things
can happen when you make a promise and
neither one of them is very good. A fulfilled
promise is expected; an unfulfilled promise
can end a relationship.

. Manage your time well. Free up as much

time as possible to spend with members.

. Give people the information they need to do

their job----before they need it.

. Do little things that show members you value
them as an individual. People always want to
feel important.

. Don’t take yourself too seriously. Laugh

at yourself and with other people.

Goal Setting for your Organization

The Importance of Goal Setting:

. Goal setting is a very powerful technique that
can yield strong returns in all areas of life.
. By setting sharp, clearly defined goals, you

can measure and take pride in the
achievement of those goals. You can see
forward progress in what might previously
have seemed a long pointless grind.

By Setting Goals You Can:

. Achieve more.

. Improve performance.

. Increase your motivation to achieve.

. Increase your pride and satisfaction in your
achievements.

. Improve your self-confidence.

. Plan to eliminate attitudes that hold you back

and cause unhappiness.
Research Shows that People Who Use Goal-Setting

Effectively:
. Suffer less from stress and anxiety.
. Concentrate better.




. Show more self-confidence.

. Perform better.

. Are happier and more satisfied.

Setting Goals Effectively:

. Express your goals positively by using a

positive statement: “Execute this technique
well,” is much better than “don’t make a
stupid mistake.”

. Be precise. If you set a precise goal (putting
dates, times, and amounts so that
achievement can be measured), then you
know the exact goal to be achieved, and can
take satisfaction from having completely
achieved it.

. Set priorities. Where you have several goals,
give each a priority. This helps you to avoid
feeling overwhelmed by too many goals, and
helps to direct your attention to the most
important ones.

. Write goals down to avoid confusion and
give them more force.
. Keep operational goals small. The goals you

are working towards immediately (i.e., in this
session) small and achievable. If a goal is too
large, then it can seem that you are not
making progress towards it. Keeping goals
small and incremental gives more
opportunities for reward.

Today’s goals should be derived from larger

goals.

. Set performance not outcome goals.
. Set specific goals.

. Set realistic goals.

Leadership Resources for Student

Organizations

Recruiting and Retaining New Members

Incorporating New Members in the

Organization:

. Keep new members well informed to make
them feel wanted and welcomed. Give them a
packet of information about the organization
and its policies.

. Gradually meter out responsibility for tasks
you usually perform personally. This
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develops them while freeing you for greater
challenges.

. Assign important, challenging jobs. Cut them
loose on risky projects. Give them a chance
to show what they can do.

. Praise members when they have performed a
job well. They will be more motivated and
they know that you appreciate their efforts.

. Involve them in decision making. Use and
consider their suggestions.
. Send them to a management developing or

personal enrichment seminar once a year.
Attending seminars makes people feel
important and it teaches them new skills.

. Provide frequent, honest, and objective
feedback. The periodic formal performance
appraisal should not contain surprise
information. Don’t defer praise or reprimands

until then.

. Don’t solve problems for them. Teach them
how to solve problems for themselves.

. Remain accessible for their problems or
guestions. Keep an open door and an open
mind.

. Train your members so that one or more of
them can take over your job when you leave
office.

Your replacement should be working for you

right now.

. Encourage new members to join a committee

right away, this will make new members
more involved and want to take on bigger

positions.
Team Building
. Establish opportunities for open and honest

feedback among team members. If an advisor
or team leader does nothing more than pull
team members together regularly to talk
openly about cooperation, expectations, and
other group issues, a significant step toward
building a more effective team will have been
taken.

. The first team-building session or meeting
should attempt to establish a norm of
openness and trust among team members and
dispel any initial resistance members might



have. The best way an advisor, leader, or
consultant can overcome initial resistance is
to model the very openness he or she wishes
to create in the group by clearly stating the
major purposes of team-building, followed
by giving members the opportunity to discuss
their impressions, resentments, fears or
guestions.

. Team-building efforts should always include
strong ties to the actual work of the group. A
simple intervention such as, “Here is a set of
desired outcomes from team-building efforts.
Let’s look at these and list some objectives
which apply to our team and our situation,”
will usually lead to a fruitful goal-setting
session.

When basic team-building objectives have been

reached, the group should be steered quickly toward

continuing to increase openness, trust, and
cohesiveness, so they can work effectively toward
their new objectives. One way to work with these
issues is to provide the opportunity for each member
to identify and share his or her expectations about the
potential outcome of the team-building sessions, and
share his or her appreciation of the other team
members in a structured way. Open-ended questions
can be powerful catalysts for building groups’
expectations.

Running an Effective Meeting

Running an efficient meeting can help your

organization accomplish more goals and be more

effective as a whole. Responsibilities of a Group

Leader (i.e., running an effective meeting):

. Prepare a written agenda. Make sure each
member receives it before the meeting. Make
sure to bring extra copies just in case.

. Make sure the meeting room is available.
Ensure the room is comfortable and it has the
necessary tools needed for the meeting.

. Provide all the necessary materials. Place as
many materials at each seat as is sensible in
order to save distribution time later.

. Start the meetings on time. Reward those
who arrive on schedule.
. Preview the agenda with the group in the

sequence specified.
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. Prevent members from digressing. Stick as
closely to the agenda as possible.

. Don’t allow any single member to
monopolize the discussion.

. Listen carefully to everything. You may be
the only one who does.

. Control conflict and hostility. Challenge and

debate are healthy—nhostility is not.
Approach conflict squarely and honestly.

. Create a climate where all members feel free
to communicate openly and honestly.
. Conclude by summarizing what the group

accomplished and what the next step will
want to feel important.

. Don’t take yourself too seriously. Laugh at
yourself and with other people.

Time Wasters in a Meeting

Time Wasters -- Solutions

. Agenda too full

. Members feeling like “I don’t need to be
there”

. Meeting too long

. People talk too much

. Unorganized leader

. Lack of participation
Identify time for each topic

. Always think about how your meeting is
actively involving members

. Set time limits; meet more frequently, not
longer

. Create a system to monitor how much each
person contributes (e.g., tossing a ball)

. Use agendas

. Get input from members
Information provided by: Smart Moves by:
Sam Deep

Leadership Resources for Student

Organizations Delegating

Delegating Authority to Members:

. Make sure the member has the skill, talent,
and ability to perform the job. Don’t delegate
a job des- tined to result in failure or
frustration.

. Check with the group leader (if you are not
the leader) or the advisor. Unless you have
been given complete discretion in this matter,



be certain the group leader agrees to your
giving up a particular responsibility.
Delegate not only the menial, unimportant
jobs but also the significant ones. Members
will see this as a vote of confidence.

Make sure members clearly understand the
task. Have members describe what they think
you want them to accomplish.

Allow the members latitude in how the job
should be performed. Your way is not the
only way! However, if there are rules or
constraints that must be followed, make sure
you communicate them.

Provide all the resources necessary to
perform the job. If you are going to delegate,
also provide the necessary help.

Remain accessible. Always provide a “safety
net” for the member. Be available, but don’t
engage in over-the-shoulder surveillance.

If the job is performed well, praise the
member.

If not, tell the member how to improve.
Delegate often-----everyone wins!

Keeping Authority:
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It is important to let the members of your
organization know that you are in fact the
leader and that should be established right
away. This is often one of the hardest tasks
many leaders face. You can be the best of
friends with members, but when it comes to
business of the organization you must put the
best interests of the organization over your
own. If it is not, respect issues could come up
later within the organization. And friends
could be taking advantage of you without
knowing it.

Be nice! Nobody likes an unfriendly person
and will more likely be more cooperative of
someone they like and trust. When
delegating, authority be polite.

To gain respect you must “Treat others the
way you want to be treated.” You have to
give respect in order to receive it. Respect is
the basis for maintaining authority. If your
members respect you as the leader then you
will have no problem keeping authority.

Recognizing Your Member’s Accomplishments
Characteristics of a Successful Member Recognition
Program:

It is enthusiastically supported by the advisor
of the organization as well as executive board
members.

An organization-wide committee of upbeat
members and leaders to administer the
program. The leader should acknowledge
their efforts and rotate membership on the
committee regularly to maintain a flow of
fresh ideas.

Leaders should always be on the lookout for
members to nominate. Try to spend as much
time as possible catching people in the act of
doing something right. (This “snooping”
process is as important as the recognition
program itself.)

Other members and leaders of the
organization recommend candidates to the
committee in writing.

Specific accomplishments are noted and
documented.

Teams as well as individuals should be
recognized. Team spirit can be heightened by
a competition for excellence between
groupings of students. This approach works
especially well when a considerable portion
of the organization’s work is performed as
projects.

The time lag between submission of
nominations and announcements of awards is
no more than two weeks. Delays weaken the
impact of awards, especially those given for
specific accomplishments.

Winners are widely publicized, as are the
reasons for choosing them. This clearly
identifies what club members consider as
heroic effort.

The actual recognition or award is delivered
in a personal and honest manner. Make
presentations during lunch or have a brief
ceremony.

The awards are things that members value.
Ask them for suggestions. Possibilities
include: give tickets to prized sporting or
culture events; name an award after a winner;



send winners to attractive seminars; give a
donation to a charity in the winner’s name;
provide a free lunch.

Conflict Management: How To Do It Effectively
Basic Steps to Effective Conflict Management:

Be calm. This makes it easier to discuss a
problem.

Define your feelings, needs, and what you
would like to change.

Communicate your needs by saying how you
feel and what your needs are. Avoid blame.
Take responsibility for your role in the
conflict.

Listen carefully and attentively to the other
person’s point of view, respect their feelings.
Be open-minded!

Discuss the present.

Focus on the future, not on the past!
Brainstorm. When you are ready to look at
alternatives, come up with as many solutions
as possible.

Evaluate alternatives. Go over suggestions.
Come up with a plan everyone involved can
accept.

Try out a plan. Practice the solution. Keep up
your end of the agreement. Be positive and
optimistic.

Reevaluate. After a week or two, assess how
the plan worked. Make any needed
adjustments. Try out the new plan.

Steps for Managing a Conflict Between Two
Other People:
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Bring in a third-party mediator (such as
yourself) to create fairness among the parties
involved. This could be a higher-up in the

organization or someone both people trust.
Such a person might act as an intermediary
between them whenever they cannot
communicate sensibly face-to-face.

Listen to both people to understand their
feelings, assumptions, and assertions. You
may wish to do this one-on-one or with both
people together.

Get each party to listen to one another
without interruption. Allow each person to
speak only after paraphrasing what the other
person has said to the other person’s
satisfaction. This technique effectively
reduces anger.

Point out where you think the
misunderstanding might be. Don’t ascribe
any blame to the misunderstanding, just show
it to them.

Ask if either of them can suggest a solution
that all three of you can live with. This is
preferable to the solution coming from you.
If the parties are still not agreeing, try to
reverse the roles to get the parties to see the
other point of view. Change the perspectives
of the parties by having each assume the
position of the other for a specified period of
time.

As a last resort, force them to end their
hostilities and tell them you will make the
final decision. Use the power of your
position to issue an ultimatum to stop
fighting.

Information provided by:

Smart Moves by: Sam Deep Leadership
Resources for Student Organizations



Leadership Resources for Student Organizations

Governors State University Leadership Development Programs

The professional staff members in the Office of Student Life are committed to developing the leadership potential
of GSU Students. When individual students become more effective leaders, our student organizations, and the
educational experience for all students, are enriched and strengthened. To this end, a series of leadership
development activities coordinated out of the Office of Student Life is a significant component of the co-curricular
educational experience of GSU students. Our programs provide opportunities for students to develop skills and
abilities, provide opportunities for increased understanding of the group process, and highlight campus resources.
By participating in these multi-faceted programs, student leaders will be able to make the most of their co-
curricular involvement, and in turn, enhance their overall personal development

Leaders and Advisors Workshop Series

The workshops, focused for club officers of any
student organization addresses the planning and
implementation process to make a successful
program at GSU. From brainstorming, room
reservations, booking talent, advertising, fund-
raising, steps to make EVERY program a success.
Workshops on the 2nd, 9th, and 16th will focus on
financial policies governing Student Senate
recognized organizations. We also offer advisors
training workshops. Future workshops will be held
the 1% Thursday of each month, 3:30 p.m. November
— April, and announcements will be listed on
Blackboard.

Workshops are offered on the following schedule:
Student Club Leader/Advisor Workshops

« ABC’s of Programming (September 30" and
October 3", 3:30 p.m. in A2110)

» Student Organization Financial Management
(October 2™ and 8", 3:30 p.m. in A2110)

«  Advisor Training (October 9" and 16", 3:30
p.m. in A2110)

» Social Media Training (TBD)

e Student Leaders Blackboard Module (Year-
Round)

e Student Senate Leadership Conference
(April/November)

Student Club/Advisors Luncheon
(February/September)

Leadership Awards Banquet (April)

41

Student Leadership Institute

Based on national best practices for leadership
education, the Student Leadership Institute (SLI) is a
distinctive co-curricular certificate program designed
for students seeking leadership development
opportunities that will contribute to their personal
development and help achieve their leadership
potential.

Using Kouzes and Posner's nationally recognized
Five Practices of Exemplary Student Leadership as a
foundation, this innovative program consists of
workshops that participants elect to attend based on
their individual interests and leadership goals. While
the SLI co-curricular certificate program offers
participants the flexibility to create their own
curriculum, there are common program features that
include:

Graduate Leadership Scholars

The team has developed the Graduate Leadership
Scholars (GLS), which will be both unique to the
graduate participants, and have added value to your
experiential learning experience. This is an exclusive
opportunity to participate in the leadership program
designed specifically with you in mind.

GLS Program will contain the following required
elements:—

. Work with a mentor

. Workshops

. Leadership in Action Project (LAP)

. Present LAP at Graduation—




Leadership & Faculty/Staff Advising Resources

Leadership Skills Advising Model

The Office of Student Life supports the academic mission of the University with the development of the Leadership
Competencies Program Advising Model. Leadership competencies is an advising and programming framework that
formalizes and acknowledges the educational impact that experiential learning has on students who are effectively
engaged in leadership positions on campus.

The academic curriculum is enhanced when the Coordinator Campus Programs work with student leaders with the
intention of achieving learning outcomes based on an experiential education model. Whereas academic courses rely
upon classroom techniques to transmit knowledge as the primary means for learning, the experiential curriculum
uses leadership experience as its principal competency-building methodology.

In general, the Leadership Competencies framework is used as a method to outline and evaluate specific
experiences and skills that students gain while involved in leadership positions in student clubs and organizations.
Furthermore, the framework examines the role and impact of the over 60 student groups on campus. The
Coordinator of Campus Programs engages student leaders in training programs and sessions that enhance their
strengths and seek to build on or create new areas of competence. These formal programs are supplemented by
individual advising meetings where the Coordinator Campus Programs work with student leaders on leadership
competency areas that have been benchmarked for development.

Leadership Competencies

. Communication/Public Speaking: Communicating — verbally, nonverbally, and in written form —
information, ideas, and contrasting points of view in an effective and professional manner.

. Conflict Mediation: Promoting reconciliation, settlement, or compromise between parties who are
experiencing incompatible or opposing views.

. Event Planning: Effectively managing and planning events, utilizing campus resources and working with
other members of a club or organization.

. Financial Management: Budgeting and spending appropriately for approved events. Co- sponsoring with
other clubs or organizations.

. Goal and Vision Setting: Identifying goals and a vision for the student group that fosters unity and a sense
of purpose amongst group members and is in the spirit of the university mission and campus community.

. Group Dynamics/Motivation: Interacting effectively within the group, as both a leader and as a peer.
Maintaining focus, drive and determination to meet individual and group goals.

. Management/Delegating: Giving recommendations to others to help them make a decision or plan a course
of conduct and skillfully directing or implementing organizational tasks and responsibilities.

. Mentoring/Role Modeling: Critically directing activities or a course of action in an organizational context
with the intent to develop future leaders and promote organizational continuity.

. Problem Solving: Analyzing problems from several perspectives, identifying and evaluating alternative
solutions, and implementing selected solution(s).
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. Self-Awareness: Understanding one’s own capabilities, character, feelings, or motivation, and how these
might affect one’s professional effectiveness.

. Social Awareness and Civic Responsibility: Identify ways in which student group plays a role in a variety
of communities, including its own constituents within GSU and as far-reaching as the global community.

. Utilizing Resources: Creatively employing or applying appropriate resources (physical, personal,
educational, etc.) to the challenge of programming and student leadership.

. Working Effectively with Diverse and/or Underrepresented Populations: Working effectively with students,
faculty and staff who represent a diversity of viewpoints, experiences, and cultures.

Role of a Faculty or Staff Advisor

Involvement in campus organizations allow students to develop organizational and leadership skills, as well as
complement their educational objectives and learn about human behavior. In support of these objectives, it is
important that experienced faculty and staff be available to assist students in their organizational endeavors. While
the range of student activities and group purposes are diverse, advisors can be valuable resource to the organization
in terms of help with procedural matters, University regulations and policies, and event and budget planning. It is
crucial that student groups work with committed faculty and staff advisors.

It is important that Faculty and Staff advisors understand the responsibilities involved before making a commitment
to a student group. Those responsibilities include:

1. Assist officers with understanding their duties, which include administering programs and plans, organizing
projects, and making appropriate transitions.

2. Encourage that continuity of the organization is preserved through a constitution, minutes, files, traditions, and
annual events.

3. Encourage use of parliamentary procedures and make sure that meetings are run in a orderly, efficient manner.

4. Encourage students to understand and apply democratic principles, including recognition of minority opinions
and rights.

5. Attend as many organization meetings and events as possible

6. Articulate campus policies and procedures.

7. Be asounding board, especially for officers, and be supportive of all members.

8. Maintain the ability to deal with the same issues each year, and remain fresh.

9. Be a facilitator, both among officers of the Executive Board, and between officers and members.
10. Be a resource for the students, especially concerning University policies, regulations and services.
11. Consult on program planning and development.

12. Consult with individual students, when necessary.

13. Consult with other University departments when problems arise with the student organization.
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Coordinator of Campus Programs

The Coordinator Campus Programs serves as a support to the faculty/ staff advisor and the executive board of the
student organization and is responsible for ensuring that all programs, events, monetary transactions and contractual
agreements made on the behalf of the student organization are consistent with University policies and guidelines.
The Coordinator Campus Programs also ensures that all events and programs sponsored by the student
organization, both on campus and off campus meet the requirements outlined in the STUDENT SENATE Finance
Committee By Laws, Student Organization Resource Manual, and University Risk Management policies.

Faculty/Staff Advisor Resource -- The Organization’s Responsibility to the Advisor

Notify the advisor of all meetings and events.
Consult him/her in the planning of projects and events.

Consult him/her before any changes to the structure of the group or in the policies of the organization are
made, and before major projects are undertaken.

Understand that although the advisor has no vote that he/she should have speaking privileges.

Remember that the responsibility for the success or failure of the group project rests ultimately with the
group, not the advisor.

Talk over any problems or concerns with the advisor.
Acknowledge that the advisor’s time and energy are donated, and express appreciation.
Be clear and open about your expectations for your advisor’s role.

Periodically, evaluate your advisor and give appropriate feedback.

Suggestions for Effective Advising
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The maturity/skill of the organization and its leadership should dictate your style of advising. If the leaders
have low skill levels, you may need to be more actively involved with the group. As the leaders’ skill level
matures, you can then decrease the amount of direction you need to provide the group.

Express sincere enthusiasm and interest in the group and its activities.

Be open to feedback from the group. Talk with them regarding your role as advisor. Be willing to admit
mistakes.

Give the group and the leaders feedback regarding their performances. Raise questions with them regarding
their goals.

Be aware of University policies and procedures so that you can be a knowledgeable resource for the group.

Get to know members. Be available and accessible to them. They will feel more comfortable with you and
be more open to your input if they know you.

Meet with the officers before group meetings. Assist them setting an agenda.



Following group meetings, discuss with officers any problems encountered during the meeting. Offer
suggestions/feedback for how meetings can be improved.

Be careful of becoming too involved with the group. You are not a member. Advise, assist, facilitate; do
not lead or take responsibilities for the group.

Benefits to Advising
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Satisfaction of seeing and helping students learn and develop new skills.

Watching a group come together to share common interest and work toward common goals and an
understanding of differences.

Developing a personal relationship with students.

Furthering personal goals or interests by choosing to work with an organization that reflect one’s interests.
Sharing one’s knowledge with others.

Observing students in and out of the classroom.

Watching students move from membership to leadership roles, or from being reserved to participating
fully.

Being recognized for service to an organization from the student membership.
Serving as a mentor for students.

Networking with colleagues involved as advisors of similar organizations.



An Advisor of a Student Organization

Should

. Suggest.

. Work with the executive board.

. Help insure the group examines all other
executive board member’s sides of issue.

. Help develop team spirit and cooperation.
. Be their assertive self.

. Have a relationship with the group that
allows growth and development.

. Attend their meetings and programs.

. Treat members as individuals.

. Serve as a resource.

. Be available in emergency situations.

. Be consistent with their actions.

. Be visible.

. Know their limits.

. Know their group’s limits.

. Learn to speak/when not to speak.

. Keep their sense of humor.

. Develop a good rapport with the groups.

Roles of an Advisor

Positive

Mediator
Motivator
Processor
Encourager
Communicator
Confronter
Teacher
Listener
Innovator

Ally

Diplomat
Conscience
Sage

Devil’s Advocate
Goal Setter
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Negative

Nag

Guest Speaker
Bore

Titan

Warden

Preacher

Worry Wart
Critic-Manipulator
Boss

Egotist

Tourist

Parent

Follower
Stagnator
Pseudo-Intellectual
Prom Queen

Hot Head

Should Not

. Become such an advocate that an objective
point of view is lost.

. Impose.

. Do the work of the president.

. Be a bleeding heart.

. Allow the organization to become a one-
person operation.

. Be laissez faire or autocratic.

. Be the parent or smothering.

. Assume the organization handles everything
ok and do not need you.

. Assume the organization’s attitudes, needs,
and personalities will remain the same every year.
. Take ownership of the group.

. Just sign papers for the group.

. Miss groups meetings or functions.

. Say, “I told you so...”

. Manipulate the group.

. Tell the group what to do.

. Take everything seriously.

. Be afraid to let the group try new ideas.

Resources for Advisors

The Office of Student Life provides support to
advisors as well as to organizations. Advisors are
welcome to attend any workshops, orientations,
leadership sessions or information sessions pertaining
to organization management and sponsored by
Student Life.

In addition, the Office of Student Life conducts
programs for new and returning advisors, consisting
of a variety of topics such as the advisor’s role and
responsibility, successful event planning, money
management and financial procedures for student
organizations, liability issues, and other topics of
interest to advisors. These sessions give advisors an
overview of policies and procedures, and an
opportunity to network with other organization
advisors. Occasionally, meetings are held with
advisors of similar organizations to discuss issues
relevant to specific groups. Advisors are informed of
various meetings, opportunities and resources
through interoffice mail and e-mail information
provided to the Office of Student Life




How to Ensure Your Program is a Success

1. Brainstorm and choose an idea.

With your organization, brainstorm a list of programs
you would like to provide for the campus community.
Keep students’ interests in mind. You may find that if
you offer something students are not interested in,
you alone will be the audience. Do a “needs
assessment” of the campus and ask your constituents
what they want! Ensure that your group members are
committed to the idea.

2. Consider timing.

When you are scheduling events, keep in mind
possible conflicts. Check with other student
organizations, programming groups, and the
University calendar. Don’t overload the campus with
too many programs. Remember, you are not in
competition with other programming groups.

3. Plan ahead.

Schedule your programs well in advance. This will
give you plenty of time to make reservations, secure
resources, and publicize. You also will avoid the
disappointment of finding a resource un- available or
a programming space already reserved after you’ve
announced the program.

4. Establish a budget.

Determine if you will need additional funding and be
clear about how much each aspect should cost.

5. Get others involved in setting up the program.

When others have their time and energy invested in a
program, they are more likely to help make sure the
event is a success. Get other student organizations
involved in the program planning ... CO-
SPONSORSHIPS!

6. Delegate responsibilities.

Involve members of the organization with various
tasks. You may need to break into committees or
assign a point-person for each aspect of the program.
Make sure the people involved understand what they
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are signed up for. Use people’s strengths, networks,
and interests to the group’s benefit.

7. Keep an open mind about others’ input.

There is seldom only one correct way to do a
program. Learn from students in your area and from
other staff members about alternative program
concepts and design

8. Contact Performers (if applicable).

Discuss the terms and conditions of their
service/performance and ask for a proposal or sample
contract. (See section about contracts)

9. Plan your marketing strategy. Be creative.

A hot pink flyer posted haphazardly on bulletin
boards across campus probably won’t pack the house.
Take some time to communicate with your
community, and make sure upcoming programs will
stick in their minds amid all the other information
posted on campus.

10. Order catering, attend to set up and confirm
arrangements. Purchase decorations and sup- plies.

11. Encourage people to attend.

Even if people disagree with the topic or point of
view, tell them to come and express their opinion.
This will help foster a discussion and creative
dialogue between people. Touching the audiences’
emotion and personal reality encourages people to
think and fosters effectual change.

12. Contact faculty.

Identity faculty members, who might be interested in
your program, ask them to be part of the planning,
and attempt to coordinate the program as part of
classroom instruction.

13. Have a GREAT event!

Remember to remain collected, positive, and
enthusiastic. Welcome all the participants to you
event and demonstrate your pride and energy for the




event that everyone’s worked so hard to put together.
Your attitude will be contagious.

14. Pay the bills.

Some invoices come after the fact. Be sure to follow
up with the departments, vendors that you need to

pay.
15. Thank people who helped.

While it’s natural and tempting to move on to the
next thing—take a few moments to express your
gratitude for people’s contributions. It will encourage
them to continue giving to the program and let them
know that you noticed their diligence/creativity.

16. Evaluate the program and leave a record for next
time.

Different people notice different things during the
planning process and at the event itself. Use this to
you advantage. Evaluate what worked well and
discuss what can be improved and brainstorm how to
do so. Keep a record for the next generation of
leaders and event planners.

Programming Basics to Consider
Deciding what type of event to plan:

The first step in the planning process is to determine
a general idea of the type of event or pro- gram you
want to bring to campus. There are a variety of
approaches that you can use to develop a list of ideas.
Some of these are:

e Brainstorming with your members

» Trade publications (these are available in the
Office of Student Life)

e Call other colleges and universities

» Gooutto local clubs and listen to performers

* Read Arts and Entertainment section of
newspapers / magazines

e Listen to what students are talking about on
campus

» Conduct campus surveys

* Review previous year’s files

Note: It is very important that your event or
person(s) you plan to bring to campus are suitable for
48

college students and are in accordance with
University policies. If you have any doubts about
whether or not the event is appropriate, consult your
Coordinator Campus Programs.

Determining the Feasibility of Your Event:

You must take into account the limited number of
locations that can accommodate large events, and
many of those rooms may not be available on the
dates when you hope to bring the performer to
campus. There is also the possibility that the
technical requirements of the performer may be more
than is available at the University. This means that
the organization would be required to subcontract or
rent equipment to meet additional needs.
Alternatively, you may need to look at off-campus
locations.

Another factor to remember when planning an event
is the economic impact of the event on the budget.
Your group has limited resources, so be sure to
anticipate your event costs while looking at the “big
picture’ of programs you hope to sponsor all year
long.

Once you have acquired this information and
believed it is a good selection, you will need to
submit the requirements for this event on your Event
Reservation Form, including whether food will be
served, how the event will be advertised, and what
space requirements you may have, you should also
setup an appointment to meet with your Coordinator
Campus Programs to dis- cuss your plans for the
event. Once the reservation has been tentatively held
for you and you know the needs of this event can be
met, it is time to start the contract process!

Programming Basics to Consider
Making your program accessible:

Please exercise reasonable effort in assuring the
facilities are accessible to people with dis- abilities in
a manner consistent with the guidelines of the ADA.
Some ways to do so include but are not limited to:
making sure that all promotional materials, handouts,
brochures, etc can be made available in alternative
formats for people with disabilities. Inform the



campus community and public that accommodations
can be made for people with disabilities. The
facilities you select should be barrier-free. There
should be appropriate space for wheelchair seating.
Appropriate seating should be arranged for people
who need to see interpreters. Restrooms and
entrances should be accessible. Make sure you
arrange for appropriate accommodations, such as
interpreters in advance. The Director of Disability
Services is available to assist you in the initial
planning of your event by arranging site analysis for
accessibility, interpreter services, assistive listening
devices alternative format materials, and special

accommodation assistance. Please call 708-534-3968.

Seeking Co-sponsorship

If a Governors State University student organization
is interested in co-sponsoring an event with an
external sponsor, this should be discussed at the start
of the planning process with the Coordinator of
Campus Programs. All arrangements and financial
transactions must be completed through the student
organization’s Student Life Business Office account.
Student organizations must assume responsibility for
all aspects of the planning process and conduct of the
event.

If your group is co-sponsoring the event with another
group, we will ask you to determine which group is
the “primary sponsor” of the event. The primary
sponsor should be the group that re- serves the
facility and makes the reservation arrangements. All
arrangements and financial transactions must be
completed through one account only. Necessary
funds must be transferred to that organization and/or
departments, financial or otherwise, must be
submitted in writing to the Office of Student Life.

If your group is seeking co-sponsorship from an
administrative or academic department, it must first
seek a letter of support from the Office of Student
Life that must be submitted with a request for
sponsorship. This letter ensures to the faculty or staff
that your event has met all necessary requirements
and has been approved. All completed request letters
must be returned and confirmed before an
organization can access these funds.
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Programming on Campus
Catering and Dining Services

If you would like to have food available at your
event, you will need to work with FSI, our
campus food service. You may limit your
options for an event facility, as food is not
permitted in some locations on campus. You
must work with FSI for all of your catering
needs.

Important Notice

FSI Food Services has an exclusive contract with
GSU University. All orders must be fulfilled
through FSI, the only exceptions are pizza
orders.

You must indicate to FSI any tablecloths or table
skirting when you request your order. To order
food for your event, you need to complete the
following steps:

*Have confirmed dates, times and locations for
your event along with anticipated attendance and
amount allocated for food.

Ensure that you have adequate funding the cover
the request.

Consult the catering menu and the food service
staff to determine what items you need to order
for your event.

*Place orders with the Catering Director, Joe
Lenard in the cafeteria. This should happen a
minimum of 7 business days before your event.
Only written requests will be honored, and
should be delivered to FSI. Forms can be
accessed through the GSU Portal.

For Receptions
Requires 10 business day’s notice

In the event of a cancellation with less than 48 hours
notice there will be a 50% food and labor charge.



Events canceled on the day of the function will be
billed for the full amount.

. Submit a written order indicating items to be
ordered, time of delivery and pickup, and number of
people you plan to feed. You can submit your order
to the Catering Director.

Please have the following information:
* Group Name

* Phone Number

» Contact Person

* Day, Date and Time of your Event

* Location of your Event

 Budget Number (for administrative lines) or address
of where to send a bill (student activities)

* Number of Guests

 Any special requests (e.g., flower displays, linens,
etc.)

* Menu Items
Catering and Dining Services

Billing for Catering

All bills are based on the guaranteed count provided
3 days prior to the event. Ensure that prices quoted
include plastic ware, linen and skirting for all food
tables. If you prefer to provide china for your event,
custom ordered linen, flowers or linen used for tables
other than for food there will be additional fees.

. The Catering Director will fax to student
Activities an invoice that will be placed in your
organizations mailbox with a check-request stapled to
the catering order.

. Complete the check request that corresponds
to your invoice, and get appropriate signatures from
your organization. Your order will not be processed
without a check request, no exceptions.

. Once your club Treasurer signs your Check

Request, please submit it to Account Specialist in the
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Office of Student Life, he will process your request
and fax it to Catering Services.

*Activities Office and deliver to Catering, located in
the Law School, or have SAO mail the check.

. Three days before your event contact the
Catering Office (617) 305-6234 to confirm your
order.

Contracting and Paying for Outside
Entertainment/Service

Researching Entertainment

Once you have decided upon a specific type of
entertainment, you must research what is available.
Some things to consider during this phase of the
planning process are:

1. Where do you plan to hold the event?
2. When the event will be held (date, time)

3. How much you plan to pay for the performer(s)
and related costs of the event.

Contacting the Artist/Agent for Information

Once you have narrowed your search to specific acts,
you can begin to contact agencies and performers.
Local performers will often act as their own agents.

Note: For the purposes of this handbook, a
professional booking agency and/or an artist acting
on his/her own behalf will be referred to as the agent
or agency.

Questions you might want to ask an agent during the
research phase are:

1. When is the act available?

2. Canyou send a demo tape and/or press kit? You
can help other members of your group get to know
the act. An artist will often include any television,
motion picture, or other special appearance they have
made.

3. Is the act going to be in my area?

4. What is the general price range for the act?



5. Does the act have any special technical or facility
requirements?

6. Can I receive a copy of the contract rider so | can
determine if we can meet the needs of this event?

7. Do you think this act would do well on my
campus, and how has it been received on other
campuses?

8. How well has this act done at similar schools?

9. Could I get the names and numbers of people at
similar schools who have booked this act?

When speaking to the agent, you must remember that
your purpose is to bring quality entertainment to
campus. Please make sure that the agent is aware that
you are only researching at this point and cannot
make any booking decisions without approval.

Students are NOT legal signatories of the University,
and may not sign contracts or agreements, or enter
into any verbal agreements on behalf of their
organization. The student organization leaders and
the Advisor should review the contract, and then
submit with the proper documentation to the Office
of Student Life for processing.

Outside Entertainment and Contracts
Artist/Performer has no agent

Be clear with the prospective artist that an agreement
can’t be made without a Contract. Approval is needed
by the organization and Student Life.

* All agreements are made between the artist and
GSU University

Allow for a 2 week deadline
» Mention price range rather than specific figure

* Ask for recommendations, demo tapes or local
opportunities to view performance.

Acrtist has local agent and/or has other agent

* Prior to discussion of program, speak to your
Coordinator Campus Programs.
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* Review agency contract, make necessary changes,
and then submit to the Office of Student Life- Allow
for a 4 week deadline  Procurement will sign, copy
and return to agency.

“National” Act scheduled event and 10-12 weeks
before a national concert act DO NOT initi-ate
discussions with act/agency BEFORE meeting with
Coordinator Campus Programs. This

Allow for 10-12 week deadline or it could jeopardize
the on-campus booking!

Reviewing the Agent’s Contract/Rider

1. The agent is not required to hold a specific date for
you until you contact them and inform them that you
have decided to bring the event to GSU University.

2. When you book an act, you must be sure that the
school can meet all of the requirements for presenting
the event.

3. Ask the agent to fax, mail and/or email a copy of
the agency contract and contract rider to use in
conjunction with GSU University’s Standard
Performance Contract. Review the rider thoroughly
and accurately as you will need to consult with other
University personnel to be sure that GSU University
can meet the act’s requirements.

University policies strictly prohibit organizations
from supplying certain items such as cigarettes and
alcohol. If you receive a rider which requests
prohibited items, it is your responsibility to contact
the agent immediately and inform him or her of the
restrictions.

The University has a limited inventory of audio-
visual equipment. You may encounter a situation
where a rider contains items that are not available
using the resources on campus. In this situation, you
have three options:

1. Call the agent and inform them of the limited
resources available. Ask the agent if the show can be
performed using what is available on campus. If this
is not a viable option, you must consider your second
option.



2. The second option you have is to contact a Michael
Krull in the Center for Performing Arts is a
professional sound company and will provide
information about pricing and availability of the
needed equipment. Remember that this may cause
your group to incur unplanned, costs. You would
then be required to adjust your budget for this event
accordingly.

3. Ask the performer to bring or provide his or her
own equipment.

Procedures for Contracts
1. Complete an Event Planning form.

2. All performers/speakers MUST sign a GSU
University contract in addition to the artist’s contract.

3. The artist/performer/agency must read the
contract, agree to its terms and mail the signed
contract back to the Office of Student Life care of the
Coordinator of Campus Programs.

4. The signed contract must be received AT LEAST
15 business days BEFORE the scheduled program to
guarantee that a check will be ready for the day of the
event.

5. The contract will then be sent to the Procurement
for signature and authorization to pay the
speaker/performer/agency. No one else is authorized
to sign contracts on behalf of the University.

6. All payments will be mailed to performers after
service has been rendered.

7. If the contract was NOT received in time to be
sent back to the speaker/performer/agency before the
program, it can be picked up with the day of the
program.

8. Please note that ALL performer checks that require
a deposit for confirmation as well as any National
Act must be mailed out at least 3 weeks prior to the
date of performance.

9. If there are any other questions, concerns or
problems, the organization/club sponsoring the event
should make an appointment IMMEDIATELY with
the Coordinator Campus Programs.
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Off-Campus Event Guidelines

Events planned by student organizations at off-
campus locations are considered university events
and are subject to university programming and travel
policies and guidelines.

An off-campus event sponsored in whole or in part
by a GSU University student organization shall be
governed by the following guidelines when one or
more of the conditions occur

1. GSU University funds or student activities fees are
used in part, or in whole to support the event.

2. The event sponsor is a registered student
organization.

3. The event has been approved for publicity in a
GSU University owned or leased property.

4. Transportation is provided to or from University
owned or leased property.

5. GSU University students are the principle audience
for this event.

This would include, but not be limited to social
events at off-campus function facilities,
organizational trips to area attractions (i.e.,
University Golf Course), and attendance by some or
all organization members at conferences, workshops,
etc.

Since the guidelines covering these types of events
vary significantly based upon the distance to be
traveled, the number in attendance, the duration of
the event, and the mode of transportation, it is
important to discuss an off-campus events with your
Coordinator Campus Programs at least 8 weeks prior
to the event

Please note the following guidelines as you begin to
plan these types of events:

. All off-campus events, as described below,
should be registered with the Office of Student Life.
All paperwork must be filed with the Coordinator
Campus Programs.



. All GSU University policies regarding
purchasing, contracts, alcohol, etc. are in effect at
off-campus events.

. Faculty/staff trip advisors are required. The
student organization is responsible for identifying the
advisor and gaining his/her agreement to attend by
obtaining signature on the Trip Advisor Consent
Form and Risk Management Form (if applicable).
Any cost associated with the advisor (tickets, etc) is
borne by organization and should be included in their
preliminary budget outline. It is generally accepted
practice that an advisor would also receive a guest
ticket.

Off-Campus Event Requirements

When planning an off-campus event, the student
event planner needs to set up an appointment with the
Coordinator Campus Programs immediately. The
student planner will then be responsible for
completing the appropriate paperwork and in
gathering the appropriate information. You will need
to:

1. Supply the address, phone number and name of a
contact at the event site

2. Depending on the event, the organization may be
required to provide transportation.

3. Arrange for a police/security detail, if the
establishment does not provide one. One University.

4. Supply the name(s) of the advisor(s) who will be
present for the duration of the event. If your
organization advisor cannot be present, you must
identify a member of the faculty, administration or
staff that must be approved by your Student
Activities Coordinator Campus Programs who is
willing to attend.

One advisor to every 45 students, although more
might be needed for high risk events.

5. Prepare an itemized budget plan for the event,
including sources of funds and ticket sale
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(See ticket policies) and timeline (if applicable). Use
of university funds must comply with business office
policies and treasurer’s manual guidelines.

6. All participants (including guests) must complete a
Release of Claims/ Travel Waiver Form with
complete contact information. This information
should be available to the event sponsor at the
duration of event. A copy should be made, along with
the event itinerary to the Director of Student
Activities and University Risk Manager by noon the
last business day prior to the event.

7. The sponsoring organization assumes full
responsibility for any/all activities related to this
event.

Third Party Vendor Agreement

The student planner needs to have the vendor sign
and comply with the information listed on the Vendor

Agreement. Information included but not limited to
the following would include:

1. A confirmation that the premises are properly
licensed for the service of alcohol by the appropriate
local and/or state authority.

2. Vendor is properly insured for the service of
alcohol with a minimum of $1,000,000 of general
liability insurance.

3. Vendor confirms that they are solely responsible
for all aspects of the service of alcohol.

Off Campus Trip Advisors
A Trip Advisor’s Responsibilities Include

. Obtaining and being familiar with the trip
itinerary and picking up and holding the
Release of Claims/Travel Waiver Forms and
the Risk Management Memo (prepared by
the Office Coordinator) for the duration of
the trip.

. Contacting the Office of Student Life and
Department of Public Safety in case of



emergencies. The on-campus offices will be
responsible for getting in touch with the
students’ emergency contact.

. Acting in the capacity of a college official. If
a concern arises that cannot be addressed by
the organization’s President (or designated
trip leader), the advisor should assist.

. Serving as a role model to the organization’s
leaders and members, emulating those
characteristics and behaviors they need to
develop. Restrain from practices that might
compromise one’s judgment or ability to
make decisions on behalf of the group (e.qg.,
drinking, excessive contact with/disclosure to
students).

. Reporting any student misconduct to the
Office of Student Life staff (i.e., the
organization’s Coordinator Campus
Programs) upon return.

. Making suggestions as how the trip or event
can be improved and whether the
organization should host/plan a similar event
in the future.

. Being present throughout the duration of off-
campus programs where alcohol is being
served and/or off-campus guests are allowed.
For conferences and trips, advisors need not
be with the students at all times, but should
work with the student leader and the
Coordinator Campus Programs to determine
adequate time to spend with students.

Crisis Management

If there is an accident/injury at your event, you
should immediately notify the University.
Notification may be made as follows:

1. Have a representative from your organization,
preferably the trip advisor or the president; call the
Office of Student Life at (708-235-7362), Monday
through Friday, from 9 AM -5 PM.

2. Call the GSU University Police at any time, if the
Student Life Office is closed.
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3. When notifying either location be prepared to
leave a number at which you can be reached in case
the University official needs to contact you. Please
have the names of any students (who are involved) as
well as the description of the accident/injury.

If there is an accident/injury, please gather as much
information as possible, including the names, phone
numbers and addresses of witnesses. Upon your
return to campus, you will have to meet with a GSU
official.

General Guidelines

1. All student organization travel shall be
accomplished in accordance with all state motor
vehicle laws.

2. All student organization travel must be registered
with the Office of Student Life at least four weeks
prior to the departure date or the date that a financial
or contractual commitment is required. Eight weeks
is suggested if ticket sales are required. To register an
off-campus trip a student organization must submit
the following items: a completed student travel
packet for each student traveling. Whether funds are
being provided by Student Life or another entity,
anyone traveling representing GSU must have prior
authorization to travel.

Rental Vehicles
GSU does not authorize rental cars for students.
Personal Vehicles

When a student uses a personal vehicle for GSU
business, the driver assumes all liability for
himself/herself and all passengers in the event of an
accident or injury. Reimbursement will be made for
mileage at the current rate of travel.

Overnight Travel

When a trip is overnight, the Office of Student Life
must approve the full itinerary before the trip can be
confirmed. Student organization members are
responsible for identifying and securing a University
staff member’s (e.g., administrator, staff, faculty, or
graduate assistant) agreement to serve as a trip



advisor. We generally advise that the group secure
one advisor for every 45 students although more
might be needed for high-risk events (e.qg, ski trips,
socials with off-campus guests and at a club) as
determined by the Assistant Dean of Students or
designee. The trip advisor’s expenses will be the
responsibility of the sponsoring organization.

The following types of trips will generally require a
trip advisor. Please consult your Coordinator of
Campus Programs.

1. Any trip on a rental bus, regardless of the distance
from campus.

2. Out-of-state trips (exceptions may be made for
trips of an academic nature).

3. Overnight travel trips.

4. Trips involving an element of risk to participants,
i.e., ski trips, white water rafting, etc.

5. Trips of a purely social or entertainment nature
(e.g., social/dance at an off-campus location).

The Office of Student Life will provide first-time trip
advisor with written instructions and will meet with
him/her to clarify responsibilities, emergency
procedures, and guidelines for the trip. Please ask the
trip advisor to read, complete and submit the travel
packet.

For Non-GSU organizations or sponsored events, the
maximum amount of flyers posted is five (5). These
advertisements must also be stamped by Student Life.

Most frequently asked questions from student
organizations revolve around budgets and money.
Everyone wants to know the basics; how do we
obtain money, and more importantly, are there any
restrictions on spending it. This section of the
manual is designed to provide you with information,
which will help student organizations, and those
entrusted with the responsibility to manage their
budgets, to better understand the funding process, and
guidelines for organizations treasurers to properly
complete any fiscal paper work. Additionally, an
important part of the experience of leading a student
organization is managing its financial matters. This
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section is also intended to educate you on the
financial aspects of student organizations.

It is also important for executive boards members to
fully realize their responsibility to the students they
represent to use the money in the best interest of the
student body. Elected and appointed student leaders
have been entrusted to make responsible and ethical
decisions on behalf of their constituencies, nowhere
is that decision making more exercised than the use
of Student Activities Fees - a fund generated by every
student currently enrolled, both part-time ($20/ year)
and full-time ($80/year), at the GSU.

Student clubs and organizations recognized by the
Student Senate, registered by the Office of Student
Life, and in good standing can access funding
generated by the collection of the student activities
fees either through the annual budgeting process.

The president and treasurer of clubs and
organizations should maintain accurate record
keeping of their clubs’ revenues and expenditures.
Each treasurer should have an ongoing spreadsheet
that is current and up-to-date. If you need assistance
with numbers on your individual accounts contact the
Accounting Specialist in Student Life.

Financial Management for Student Organizations
College Accounting

Each registered student organization receives an
account with the OSL All STUDENT SENATE
funded groups are given a primary budgeted account.
If the group has participated in the STUDENT
SENATE annual budgeting processes, the initial
balance will reflect the amount awarded by the
Finance Committee. Student Organizations may not
access the account until August 1 (or other date
designated by the OSL and STUDENT SENATE) of
that fiscal year and official elections have occurred
for that academic year, or appointed members as
confirmed by the organization advisor are verified.
Exceptions to the policies on access to funding are
made by the Assistant Dean of Students and the
Treasurer of the Student Senate. This account is
maintained and managed by the Office of Student
Life with the following guidelines for expenditures:



» Student Organization approval for all expenses must
be documented in meeting minutes and/or through
approved budget. Student Organization accounts are
not permitted to run a negative balance.

» All stated purchasing and expenditure guidelines
apply to these accounts, including but not limiting to
use of contract, vendors, purchase orders, etc. as
documented by the GSU Business Office, and the
Student Organization Resource Manual.

« All funds in the student organization account at the
end of the fiscal year are allowed to roll over those
amounts.

Criteria for Funding

* The organization’s Constitution must not be in
conflict with the STUDENT SENATE Constitution.

* Club or organization membership must be open to
all students (i.e. all students who pay the student
activities fee).

* The club or organization must perform an
educational, social or academic service for the
University.

* The club or organization must be a non-profit
organization.

* The club or organization must hold elections at least
three (3) weeks prior to the deadline for budget
requests.

» General meetings shall be open to every member of
the Association and members must obey all Financial
Management for Student Organizations

Financial Management for Student
Organizations

Who is responsible for an organizations transactions
and business policies:

To ensure a fair distribution and allocation of student
activities fees, several individuals, both at the
organization level, the Student Senate, and the Office
of Student Life are involved to ensure funding is
being used in a manner consistent with University
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and Finance Committee standards and policies, and
administered in an efficient and appropriate manner.

The Student Senate Treasurer

The STUDENT SENATE treasurer serves as the
Chief Financial Officer for all funding generated by
the Student Activities Fees. The STUDENT
SENATE Treasurer serves as chair of the Finance
Committee and through the policies of the Finance
Committee protocols and operating procedures has
signing authority for all undergraduate student
activities fees expenditures, along with the Assistant
Dean of Students. In the absence of the STUDENT
SENATE Treasurer, the STUDENT SENATE
President shall serve as the secondary signatory.

The student organization treasurer

Each student organization must have a treasurer or an
equivalent position whose responsibility it is to
approve all spending of organization’s funds. Please
review the responsibilities of a student organization
treasurer listed below.

* The Treasurer is responsible for all funds of the
organization.

* Collect all money obtained through fundraising. A
receipt should be given for all money collected.

* Deposit all funds in the organization's account
immediately with the Cashier’s Office or the OSL.

* For the withdrawal of funds, forms must be
obtained and approved by the OSL.

* Prepare and maintain a budget regularly.

» Make certain the organization spends money
according to the approved budget and within

University policy and regulations

» Make a Treasurer's report at each month, listing
receipts, expenditures and balance on hand, and
submit to the Finance Committee as instructed.

* See that all bills are paid promptly.



» Keep a record of all money handled, both incoming
and outgoing, and indicate purposes for which the
money was disbursed.

» Have records available and in a condition for
examination at any time.

* Be knowledgeable about budget management.
The Advisor

The Advisor chosen by the student organization must
be consulted in the development of the organization’s
budget to provide a historical context and to represent
the University's interests in developing ideas and
programs that will be supported by the use of the
organization’s annual budget. In addition, the
faculty/staff advisor is also required to approve and
sign expenditure and purchase orders requests.

The Coordinator of Campus Programs

The Coordinator of Campus Programs is
available to assist clubs and organizations. It is
the role of the Coordinator Campus Programs to
help ensure that programs and expenditures are
consistent with the policies of the University and
the Student Senate.

The Assistant Dean of Students is the signer for all
checks generated by the student activities fees.

Business Office

As such the Business Office processes all
transactions for all student organization accounts
generated by the student activities fees. The Business
Office manages all transactions necessary for student
organizations to effectively meet their goals and
objectives.

 Updates and manages a business account for every
registered student organization and records all of the
student organizations transactions.

* Keeps a running balance of the money in your
account, your current encumbrances, and your
available resources. Groups are not allowed to run a
negative balance. All of a STUDENT SENATE
funded group’s financial transactions must go
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through the Business Office. There can be no
outside bank accounts.

* Processes all paperwork including Purchase Orders,
Check Requests, Contacts, and Cash Collection/ticket
sales.

* Processes payments to vendors, performers, hotels,
and contractors, etc.

* Implements and maintains Budgetary and Fiscal
Policies

» Enforces various deadlines, guidelines, and policies.

Student Activities Business Office support for
account management:

The Office of Student Life provides assistance to
clubs and organizations in the management of their
accounts. What can OSL do for you?

* Print reports for your organization and help clarify
any questions about your account.

* Help student organizations review financial records.
* Process purchase order request forms.
» Recommend vendors with the best prices/services.

» Answer business policy questions and follow up
with vendors.

» Collect fundraising money and issue receipts.

* Help student organizations sell tickets for sponsored
events.

» Facilitate navigation of programming processes &
paperwork.

* Provide cash box, tickets, and receipts.
Accounts Receivable/Advertising Sales

Student organizations may spend anticipated income
from advertisement sales through an accounts
receivable procedure. A representative of the
organization must meet with a Coordinator Campus
Programs prior to making any accounts receivable
arrangements. The following guidelines must be
followed:



» Meet with Coordinator of Campus Programs to
review the process and pick up the necessary transfer
forms or present account receivable forms generated
by the student organization.

» Meet with the advertiser and complete all the
appropriate forms.

» When the publication is finished, provide copies to
Coordinator Campus Programs, which will be sent
out with the invoice.

» Any unpaid invoices will become the responsibility
of the student organization.

Cash Collections

Any time money is to be collected a Cash Box must
be used. A Cash Box must be requested at least three
business days prior to an event. Cash Boxes can be
set up with an opening bank; however this re- quest
must also be made three business days in advance of
the event. Complete a Cash Request Form to obtain
Cash Box, change, receipt books and/or roll of
tickets. GSU University Police may be necessary to
ensure safety of cash collection. All money collected
must be deposited immediately following sale or
event. Do not spend any of the cash collected. Cash
collections can only occur on campus; student
organizations are not allowed to facilitate ticket sales
or cash transactions off campus due to safety
concerns. Student Activities Business Office requires
that a Cash Box and/or register be used for increased
accountability.

Procedures before:

* Request a cash box and/or bank at least three
business days prior to the event

* Pick up cash collection materials the day of the
event. If the date of the event is on Saturday or
Sunday, the materials should be verified and picked
up on Friday.

* Treasurer or President responsible for ticket sales
and reconciliation must make an appointment with
Office Administrator to complete transaction.

« Verify beginning cash.
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» Write down the beginning number of tickets/items.
« Always verify change given to a customer.
Procedures after:

* Deposit money after each day of sales with the OSL
* Return all receipts, unsold tickets to the OSL.

* Reconcile the beginning and ending items/ticket
number with the revenue being deposited into the ac-
count.

* An organization must be able to account for all
items/ticket.

Financial Management for Student Organizations
Check Requests

Requisition forms are available in the Office of
Student Life. The Business Office processes checks
weekly; the following must be completed in order for
checks to be processed:

* The requestor must read all instructions and
complete the requisition form with ALL information
requested (e.g, SSN, Tax ID#, etc.) and provide the
necessary documentation support. Incomplete forms
will delay the processing of the check.

* Include the name and date of the program in the
general payment section. The Office of Student Life
is required by the University comptroller to document
all programs and costs associated with them.

* A copy of the contract, bill, receipt, invoice, and
purchase order (if applicable) MUST be attached to
the check request form, regardless of the amount. The
Business Office must have documentation for all
transactions.

Check requests will not be processed unless there is
accompanying documentation.

« It is the responsibility of the requestor to obtain all
necessary documentation in the order specified by the
form so that the check request can be processed. Do
not submit the check request/purchase orders before
obtaining all the information.



» GSU has up to 60 days to pay a vendor.
Purchase Orders

When purchasing goods or services, student
organizations are encouraged to use purchase orders.
A purchase order is an agreement by the University
to pay a quoted price upon delivery of the promised
good from the vendor. When choosing vendors,
check the Vendor List to identify vendors we have
used in the past. If the vendor does not appear on this
list, it can be added providing the vendor under-
stands the policies regarding our Purchase Orders. If
a vendor needs information about purchase orders
and payment procedures, the vendor may contact The
Business Office directly. The Business Office
reserves the right to identify an alternate vendor for
you if one can be found.

Initiatives Funding FAQs

Q. Who is eligible to request funding from
STUDENT SENATE?

A. Any registered student organization, academic or
administrative department of the University
sponsoring events for students. The event must be
open to all students who contribute to the
undergraduate Student Activities Fee and comply
with policies in Student Activities Manual and
Finance Committee By Laws.

Q. When is the request due?

A. The request must be turned in completed 4 weeks
before the date of the event.

Q. What does a completed form include?

A. A completed form must include among other
things the following information:

» Specifics of events (as requested in form),
« Attached budget of event,

» Signature of sponsoring elected STUDENT
SENATE member (preferably a Finance Committee
member),
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» Signature of Coordinator Campus Programs (for
registered student organizations),

* Confirmed contribution of a minimum of $100 from
a third party — not sponsoring organization.

* RECOMMENDED -While not required, it is
recommended that you include proposed advertising
for the event.

Q. What is the approval process?

A. The process consists of the following steps once a
completed form is turned in:

« Student Government Association Treasurer
convenes Finance Committee to approve request and
forward to STUDENT SENATE (generally every
Tuesday).

* At next scheduled Thursday STUDENT SENATE
Meeting, Treasurer will motion to approve
allocations and

STUDENT SENATE votes on allocations at hand.
Please keep in mind; if you are asking for 80% or
more of total funding, you will need 2/3 of the votes
to get funding, otherwise only a simple majority is
required.

* Once approved, expenses for the event will be
drawn from the student organization budget line.
After the event it is your responsibility to coordinate
with your Finance Committee Liaison a post-
initiative report which consists of the actual budget
and event summary for your event. Each organization
is asked to present this information to the Finance
Committee. This presentation should be scheduled
within two weeks of your event or your semester
presentation, which- ever is first. When your
presentation is accepted, your organization will be
transferred the actual amount, or the amount
previously approved, whichever is the least amount.
It is the responsibility of the Treasurer, once the post-
initiative report is accepted to transfer the appropriate
amount to the student organization line. Departments
or student organizations without budgets should
coordinate their requests through the Student
Government Association Treasurer.



Q. Where does Program Funds come from?

A. Program funds come from accumulated unused
dollars allocated the Student Senate to create, support
and/assist programming initiatives.
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For Specific Questions, contact:
Darren Heldt, STUDENT SENATE Treasurer
email: dheldt@student.govst.edu

Please note:

STUDENT SENATE meets 1% Tuesday and 3"
Thursday of each month in the A2110


mailto:dheldt@student.govst.edu

APPENDICES



Vendors

4 Imprint

Vendor ID# 0146175

101 Commerce Street
Oshkosh, Wisconsin 54901
(888) 298-8190
www.4imprint.com

Americoach Travel
Vendor ID #0190929

3056 E. Lincoln Highway
Lynwood, Illinois 60411
(708) 596-6900
www.americoachtravel.com

Amsterdam

Vendor ID# 1005788
166 Wallins Corners Rd.
Amsterdam, New York,
12010

(800) 833-6231
Amsterdamprinting.com

Aurelio’s Pizza

3740 Sauk Trail, Richton
Park, Illinois 60471
(708) 481-4400
www.aureliospizza.com

Baudv!lle

Vendor ID #1010109

5380 52" Street SE, Grand
Rapids, Michigan, 49512
(800) 728-0888
www.baudville.com

Beggar’s Pizza

Vendor ID# 0238549

22149 Governors Hwy,
Richton Park, Illinois, 60471
(708) 679-9990
www.beggarspizza.com
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CDW Government Inc.
Vendor ID# 0124495

230 North Milwaukee Ave.,
Vernon Hills, Illinois, 60061
(800) 750-4239
www.cdw.com

Center for Performing Arts

Vendor ID# 1005218

1 University Parkway,
University Park, Illinois,
60484

(708) 235-2222
tickets@govst.edu
www.centertickets.com

Chicago Dough Company
Vendor ID# 0098136

3767 Sauk Trail, Richton
Park, Illinois 60471

(708) 748-8300
www.chicagodough.com

Chuck’s House of Magic
Vendor ID# 0104646

18725 Dixie Hwy,
Homewood, Illinois 60430
(708) 798-2111
info@chuckshouseofmagic.net
www.chuckshouseofmagic.net

CMS (Campus Marketing
Specialist)

815 SW 2" Ave Suite 300
Portland, OR 97204

(800) 795-4267
www.campusmarketing.com

Country Inn & Suites
Vendor ID# 1003293
950 Lake Superior Drive,
Matteson, Illinois 60443
(708) 748-4740
WWW.countryinns.com

Crestline

Vendor ID# 0118216
PO Box 2027, Lewiston,
Maine 04241

(866) 488-4975
www.crestline.com

Custom Ink

7902 Westpark Drive, Tysons
Corner, VA 22102

(855) 466-6175
www.customink.com
Discount School Supply
P.O. Box 6013 Carol Stream,
IL 60197

(800) 627-2829
www.discountschoolsupply.c
om

Dominick’s Finer Foods
Vendor ID# 0105088

4233 W. 211" St., Matteson,
IL 60433

(708) 747-6300
www.dominicks.com

GFS

Vendor ID# 1003799
20930 S. Crawford Ave.,
Olympia Fields, IL 60461
(708) 747-7072

www.gfs.com

Hobby Lobb
Vendor ID# 1008365

7061 W. 159" St. Suite B.,
Tinley Park, IL 60477
(708) 532-1048
www.hobbylobby.com

Home Depot
Vendor 1D# 1004310
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20808 Cicero Ave., Matteson
IL 60443

(708) 481-1551
www.homedepot.com

IDVille

5376 52" St. SE, Grand
Rapids, MI 49512
(866) 438-4553
www.idville.com

Kenberma Products

5 Suosso Lane, Plymouth,
MA 02360

(800) 343-5978
www.needpromos.com

Kl (Krueger International)
Vendor ID# 0105148

222 Merchandise Mart Plaza
Suite 1181, Chicago IL 60654
(312) 467-6850

(708) 906-0040
Bob.stefan@ki.com
www.Kki.com

Kickert School Bus Line Inc.
Vendor ID# 0098235

20575 Torrence Ave,
Lyonwood, IL 60411

(708) 758-4740 i.e. Phillip S.
Paige

Lands’ End Corporate Sales
Vendor ID# 0131853

P.O. Box 217, Dodgeville,
Wisconsin 53533

(800) 587-1541
www.ocs.landsend.com

LinJen Promotions
Vendor ID# 0181390

9910 West 190" St. Suite A,
Mokena, IL 60448

(708) 478-8222
sales@linjen.com
www.linjen.com

Lippert Inc.
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Vendor ID# 0098220

600 W. 172" Street, South
Holland, IL 60473

(708) 333-6900

Majestic Marketing Inc.
(Bagmasters)

Vendor ID# 1003179

1160 California Ave., Corona,
CA 92881

(800) 843-2247
Bagmasters.com

Matteson Hotel

Vendor ID# 1005343
500 Holiday Plaza Drive,
Matteson, IL 60443
(708) 474-3500
Menards

Vendor ID# 0103990
21630 South Cicero Avenue,
Matteson, IL 60443
(708) 481-0028
www.menards.com

National Business Furniture
735 N. Water Street

P.O. Box 514052

Milwaukee, W1 53203

(800) 558-1010
www.nbf.com

Office Max

Vendor ID# 0105359
170 Town Center Road,
Matteson, IL 60443
(708) 481-6080
www.officemax.com

Oriental Trading

Vendor ID# 1004362

P.O. Box 2308, Omaha, NE
68103

(800) 228-2269
www.orientaltrading.com

P.C. Nametag
124 Horizon Dr. Verona, WI

53593
(800) 233-9767

Www.pchametag.com

Pearson’s Bakery

1 W 16" Street, Chicago
Heights, IL 60411

(708) 754-1523

PMSI

200 Benton Street, Stratford,
CT 06615

(888) 999-0484
www.callpms.com

Positive Promotions

Vendor ID# 1016173

15 Gilpin Avenue,
WWW.positivepromotions.com

Post Up Stand

Vendor ID# 1014058

5461 Dunham Road, Maple
Heights, OH 44137

(800) 935-3534
www.postupstand.com

Tinley Park Hotel

Vendor ID# 0142166

18501 Convention Center Dr.,
Tinley Park, IL 60477

(708) 444-1100
www.holidayinn.com

www.ihg.com

Trophies & Awards Ltd.
Vendor ID# 1007073
3344 Chicago Road Ste. 3,
Steger, IL 60475

(708) 754-7127

University Golf Club
Vendor ID# 1005409

23520 Crawford Ave.,
University Park, IL 60484
(708) 747-0306
www.universitygolfclub.com

Walmart
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Vendor ID# 1000115 21410 South Cicero Avenue, (708) 503-0440
Matteson, IL 60443 www.walmart.com

Wilson Rental (AAA Rental)
Vendor ID# 0123264

9960 191th Street, Matteson, IL 60448
(708) 799-5533

www.aaarentals.com
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GOVERNORS STATE UNIVERSITY

STUDENT LIFE UNIT

Fund Raising Activity Form
This form is due three (3) weeks prior to fundraiser.

Date:

Club/Organization:
President Phone/Email
Advisor Phone/Email
Event Chairperson Phone/Email
Nature of Event: _ bakesale _ food sampler __ car wash ___ other:
Purpose of Event:

Date of Event Time of Event Location of Event
Admission Charge (if applicable): $ Number of Persons Expected:
Description of Event
Organization(s) which benefits from event:
What percentage of money raised will be donated to the above organization(s)?
Advisor Name (printed) Signature Date
Submitted By (printed) Signature Date

FOR OFFICE USE ONLY

Director, Student Engagement and College Relations Date
Signature

Approved Denied: Reason:
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REQUISITION WORKSHEET

Requested By: Deliver To:

Name Dept./Ship Code
Treasurer’s Signature Person Receiving

Advisor Signature Foom Number for Delivery

SUGGESTED VENDOR:

GL COST CENTER 17-258020 PROJECT 1D
Make/Model/Part No.  Description Quantity oM Unit Price Total
Printed Comments forthe Purchase Order Internal Comments for Purchasing
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STUDENT LIFE/POSTING REQUISITION

Not completing all the information below will delay the posting services

Requesting Party: Date Needed:
Email: Phone: ( ) -
Organization: Total Copies Submitted:

Length of posting request:

Below is for office use only

Date Received: Received By:

Date Completed: Completed By:

Asst. Dean of Students/Office Administrator:

[ ]Approved —Poston GSU [ ] Approved — Post on Community Side [ ] Declined

Comments:
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