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School of Liberal Arts Student Organization

Quick check sheet

Thank you!  Your willingness to step up and take a leadership role in a student organization is appreciated!  We know that you have many commitments and that co-curricular activities need to be as easy as possible to plan, participate in and benefit from.  So, the goal of the Office of Student Affairs (which oversees school-based student organizations) and the Liberal Arts Student Council (which approves budgets and mentors student organizations – and which your organization is part of) try to make procedures simple, clear, and encouraging.  We want students to accomplish their goals, we do not want to build barriers. 
* = information/details included after check sheet 
+ = forms attached or available

Your organization needs to complete or do the following:
Annually 


REQUIRED:


Organization Renewal/Create a New Organization form* +

Leadership Contact List * +

Member List 

Budget forms – summary and per event cost breakdown (separate spreadsheet; expense guidelines on page )

Elect officers 


Thank your faculty/staff advisor for their support

OPTIONAL:


Attend “Nuts & Bolts” workshop (required by CCL for campus-based organizations)*

Request Desk in UC building *

Reserve Table at Activities Fair  (held during first week of classes in August)*

Activity Form for Campus Day (held in October and March)* 

Each Semester


REQUIRED:


Attend monthly Liberal Arts Student Council Meeting (schedule on page 2)*

Plan your semester or academic year (initial planning and periodic review)


Organize one or more event/activity for students 

OPTIONAL (HIGHLY RECOMMENDED)


Join the House of Organizations (part of campus-wide Undergraduate Student Government)

Publicize your events/activities 

Participate in your events/activities – you are the host, others are guests

Evaluate your activities 
Each Activity/Event


REQUIRED:


Plan

Budget


Publicize


Confirm facilities, expenses, task completion

Complete Sign-in form, Hospitality form, and Collect Original Receipts/Invoices *+

OPTIONAL:


Evaluate activity/event 


 Follow-up contact with participants

Budget forms – summary and per activity cost breakdown  (separate spreadsheet)

Elect officers 


Thank your faculty/staff advisor for their support
EXPLANATION OF BASIC TERMS and STRUCTURE

Liberal Arts Student Council – the student organization that coordinates undergraduate student activities for the School of Liberal Arts.  Open to all Liberal Arts students.  Officers and Representatives should be in good academic standing (i.e. – cum GPA of 2.0 or higher).  Officers are elected through campus elections in the spring each year for the following year.  Representatives are members of the student organizations housed in the School of Liberal Arts and all students who attend meetings of the Student Council.  The expectation is that at least one representative from each student organization will participate (we have at least one student organization housed in each academic department, so representatives also need to get word about activities and issues to students throughout that department).

Fall 2006 Meeting Dates

Tues., Sept. 5, 12:00-1:00 p.m., CA438
Mon., Sept. 18, 4:00-5:00 p.m., CA438
Thurs., Oct. 12, 12:00-1:00 p.m., CA438

Wed., Nov. 8, 12:00-1:00 p.m, CA323A

Dec. meeting to be announced as needed

Officers

President: Wendy Cowles-Kibiger

Major: Anthropology
Email:wcowles@iupui.edu
Vice-President:  Derek Conner    
Major: Sociology

Email: dwconner@iupui.edu
Treasurer:  Sydney Bodem  

Major: Individualized Major Program/Japanese Studies

Email:   smbodem@iupui.edu

Secretary: Ashley Arreola   
Major: French/German
Email: aarreola@Iupui.edu

Senator: Helen Ralph Bonar

Major: Sociology, Religious Studies Email: halph@iupui.edu
Senator: Zachari George
Major: Individualized Major Program
Email: zageorge@iupui.edu  or  mr.wizard4@excite.com
Advisor: Amy Jones, Student Affairs

Email: aajones@iupui.edu Office/Phone: CA401, 274-2465

The organizations currently active or recently active in the Liberal Arts Student Council include the following:
Anthropology Club   
 CA410

American Sign Language/ASL Club CA425

Communication Studies Club  CA309

Economics Club
CA516

English Club
CA502L
Film Studies Club
CA502L

Forensics/Debate
CA309

French Club
CA545
Genesis/Literary Publication
CA502L

Geography Club
CA213

German Club
CA545

Historical Society
CA504M

Japanese Club
CA545

Lambda Pi Eta
CA309

Museum Studies Club
CA410

Paralegal Student Association CA504J

Philosophy Club 
CA331

POLSA 
CA504J

  (Political Science Student Assoc) 

RSSA
CA335
  (Religious Studies Student Association) 

Sociology Club
CA306

Gender Awareness Club
CA540

Liberal Arts Student Council    CA401
At least one representative from each school-based organization must attend the monthly student council meeting.  This is your opportunity to let others know what your organization is doing and to gather information for your organization and department.  Our senators give a report on campus-level issues and activities and usually want student in-put about a variety of topics.  Student Council reviews all budget requests, discusses them, and adjusts/approves budgets.  In the spring, Student Council selects outstanding advisor, club advisor and department staff.  

Student Council advises the Associate Dean of Students and the Dean of Liberal Arts on student perspectives on issues.  We also use Student Council as a focus group.  The Student Council president or vice-president also serve on the Alumni Advisory Board to coordinate current student participation in alumni events.

If no member of your organization can attend a student council meeting, someone from your organization must contact the president or advisor prior to the meeting with an update on your organization’s activities.   Failure to attend or report for more than two meetings can result in your funding being pulled for the semester.
Additionally, most graduate level programs in Liberal Arts have formal or informal student organizations.  Limited funds are available for those organizations (contact Amy Jones).  At this time, we do not have a Liberal Arts Graduate Student Council.  Graduate students are welcome to attend and participate in the Liberal Arts Student Council but funding will differ. 
Undergraduate Student Government (USG)
The campus-wide student government is called the Undergraduate Student Government (USG), and is advised by Campus and Community Life (CCL).  
USG allocates funds to the schools (including Liberal Arts) for student activities.  

USG has a Senate (we have two elected senators) and a Council of Organizations (like a student council for campus-wide organizations).  

A ‘campus-wide’ group would be something like the Muslim Student Association, the Equestrian Club, Young Republicans/Democrats, the Latino Student Organization… organizations that have missions and audiences that reach the entire campus on a regular basis.  They may have stronger links to one or more departments, but student interested in the organization routinely come from a broad range of majors and schools.  
Our Student Council submits our minutes the USG each month and submits an annual report on our activities and expenditures.  Our Student Council must follow the election procedures and other procedures as instructed by the USG’s constitution and administrative procedures.
You should frequently check the USG website and the CCL website for forms, calendars, guidelines (how to reserve rooms outside of Cavanaugh, for instance), and the opportunity to collaborate with other campus-wide groups. 

Try not to get overwhelmed or confused by the differences between school-based and campus-based organizations.  Simply know that your organization is based in an academic department in the School of Liberal Arts and you need to follow the procedures set by our Student Council.   We know that students (and advisors) can become frustrated because it seems confusing.   Each school has developed slightly different forms and processes, however, we are all following the same university-wide guidelines and rules.  If you have questions, please see Amy Jones (CA401, aajones@iupui.edu).
EXPLANATION OF REQUIRED FORMS/PROCESSES

Organization Renewal/Create a New Organization form – The “IUPUI Undergraduate New Student Organization Information Form” is a simple two-page form that must be completed annually.  This form lets the Office of Student Affairs (OSA) and Campus and Community Life (CCL) know that 1) your organization will be active for the following year and 2) who the primary contacts are (usually your president, treasurer, and faculty/staff advisor).  This form must be signed by the president and faculty/staff advisor.   Keep a copy, give a copy to Student Affairs, and give the original to CCL (in UC002).   The form is available on-line at http://www.life.iupui.edu/groups/Docs/studentorginfo.doc 
You need to submit a copy of your organization’s constitution and bylaws with this form.  If you did not inherit a copy, Amy may have a file copy.
NOTE: Your organization is an official student organization ONLY IF this form is on file with CCL and current. It can be completed and turned in as soon as you hold elections in the spring.  The deadline is normally the first week of May for the following year.  Failure to turn this form in by May reduces the funds available to our student organizations for the following year.
*** SPECIAL NOTE *** The CCL Database crashed this summer and all information needs to be re-submitted.  ****
--------------------------------------------------------

Leadership Contact List – A list of your officers and advisor with name, address, phone, and email.  This form should be updated whenever there is a change. 
--------------------------------------------------------
Member List – A list of active members.  Membership is normally defined in your organizations constitution or by-laws.  CCL requires that an organization have at least 10 active members.  In the case of organizations linked to academic departments, all majors may be considered members if that is indicated in your constitution or by-laws.   A current list of majors may be requested from your department office or the Office of Student Affairs approximately two weeks after the start of the semester.
---------------------------------------------------------
Budget forms – summary and per event activity breakdown.  
In the fall each organization is expected to submit to the Liberal Arts Student Council their proposed budget for the entire academic year.  
The budget is submitted using two forms. 
1) Summary of activities and costs – this two-sided form has on one side up to five activities listed with basic information and costs information.  On the other side are spaces to write a brief description of the activity if that clarification is needed.  
2) Per activity cost breakdown – this form needs to be completed for each activity.  It is a planning form that allows you to estimate each type of cost involved in the activity and to arrive at a total cost for the activity.    Additional information about budgets is on the “Tips for Budgets” page.
During the summer and during the first meetings of the Student Council (usually in September) we will review the budget forms and process.  
Beginning in October, a portion of the meeting will be dedicated to review and discussion/approval of submitted budget requests.  There may be special meetings established in October to review budgets if many are received on time.  The Student Council may request volunteers for a committee to review budgets.   A representative of the organization is always encouraged to be present during review of your organization’s budget request. 
The process of budget review is intended to provide ample opportunity for learning and revision.  The intent is always to encourage participation in co-curricular activities by as many undergraduates as possible and to use funding in ways that students would approve of and appreciate.  Part of the funding process is open discussion of planned activities.  This includes: suggestions from other members of the Council on opportunities to collaborate and co-sponsor activities; suggestions about vendors and services previously used; debate about best uses of limited funds; coordination of timing with campus-wide events/academic calendar.  

Keep in mind that each year many of the representatives are new to undergraduate organizations and a few are returning students with some experience.  The budget process is an opportunity to ask questions, make revisions, network with other organizations.  

Budget requests may always be revised and resubmitted.  Costs and events may change throughout the year.  However, submitting a plan in the fall for the entire year will assist your organization by encouraging you to begin to work as a team and to practice good leadership and delegation.  Poor participation levels often result because there hasn’t been enough advertising, good coordination, and good planning.  These things take time and effort – a few events well done and with good participation will make a good impact, benefit more students and develop your leadership skills.
----------------------------------------------------------
Elect Officers – In the Spring of each year, each association is expected to identify officers for the following year through an election.  Your election procedures should be included in your organization’s Constitution or Bylaws.  Submit your election results to the Office of Student Affairs.  Following your election, complete your Organization Renewal Form for the following academic year.  

Note: Some organizations have not been able to identify all officers during the spring.  We realize that it is difficult to get people committed for the following year. However, your organization will benefit tremendously by holding elections in the spring and organizing over the summer for the following year.  Also, allocation of funds to the Schools is decided in the summer and part of our budget is based on the number of active organizations we have.  If updates are needed, file renewal paperwork a.s.a.p.
--------------------------------------- 
ROLE OF FACULTY/STAFF ADVISORS

Thank your advisor for their support. Advisors volunteer (or are recruited) to advise.  Be sure to consult with them and to thank them for their support.  Advisors may be directly involved in all aspects of your leadership team and events.  Or they may choose to simply sign forms a few times a year.  There are different models of advising.  

Be sure that you remember that student organizations need to be motivated by, responsive to, and the work needs to be done by students.  Advisors are like coaches: they can make a world of difference, but they should not be doing the work!  Students should take responsibility for their organizations – plan meetings, set agenda, plan activities, handle set-up/tear-down, transportation, vendor arrangements. 
Annual optional items: 

“Nuts & Bolts” workshop – This half-day workshop led by Campus and Community Life (CCL) is required for all campus-based organizations. It is optional but recommended for school-based organizations (that’s you).  This is an opportunity for you to be introduced to the campus guidelines and policies for student organizations, things like: eligible and ineligible expenses, publicity, fund-raising, non-discrimination and anti-hazing laws, liability issues, and campus-level student government.
Do not be confused: the paperwork used for campus-based organizations differs from our school-based forms.  You are not receiving your funding from the campus  - except for special funds that school-based groups are allowed to apply for (like travel funds).  But, the regulations on organization behaviors and responsibilities apply to all.   We will cover most school-based issues in our Student Council meetings, but this workshop should get you off to a good start.

Your organization has an option to participate at the campus level in the Council of Organizations (COO) through the Undergraduate Student Government (USG).  You are not required to participate at a campus level, but to collaborate with campus-wide organizations, to gain visibility for your organization, and to gain a better awareness of campus-wide opportunities, this is an opportunity you should consider.  Your organization may not receive funding from both the Liberal Arts Student Council and the USG except in rare cases.   

----------------------------------------------------- 
Desk in UC building – We do not have space in Cavanaugh currently to allocate to student organizations.  Your best chance at a desk space is through CCL in the lower-level of University College.  A desk allows you to have a regular space where students and administrators can find you, a place to leave brochures and materials for people to pick up and drop-off.  You need to participate in the House of Organizations and maintain regular hours.  Forms in UC002 – if any desks are available. 
-------------------------------------------------------- 
Table at Activities Fair – One of your best opportunities to connect with students interested in your organization.  You must be an organization with your annual renewal form current and on file to reserve a table at the Activities Fair, which is held during the first full week of fall semester.  Have flyers of events and contact information available and don’t forget to have a sign-in sheet so that you know who to invite to your next activity.
-----------------------------------------------------------
Campus Day Activity Form  - IUPUI’s open-house to the community and both prospective and current students is held each fall and spring.  This is another wonderful opportunity for your organization to be visible to students and community members who are interested in your activities.  
Ways to participate:

1) CCL usually sponsors a student life section for the event.  Student groups are able to reserve space to host some sort of interactive activity as part of that.  
2) Volunteers are also needed in the School of Liberal Arts – at our Academic Fair and as tour guides, as well as participants in our special information sessions (ranging from pre-law and pre-med to scholarships and more).
Fall 2006 Campus Day – Sunday, October 22, 1:00-4:00 p.m., ES/BS hallway

Spring 2007 Campus Day – Sunday, March 4, 1:00-4:00 p.m., ES/BS hallway

Liberal Arts Organizations  General Guidelines and Specific Spending Limits

Plan your Semester or Academic Year – 
Each organization may reasonably expect up to $1,000 in funding for the full academic year.  Liberal Arts receives about $10,000 in student activities funds for the year.  We have as many as 18-20 active student organizations.  Most organizations do not end up completing all of the activities they plan and others will end up not needing funding, so we usually authorize about $14,000 total in budget items for the year.    It is helpful to you and to those who want to participate in your activities if you plan the year (at least roughly) early in the fall.   Everyone has busy calendars and need a lot of advance notice to fit in most events and activities.   Also, you will feel more comfortable if you know what types of events your organization will host and can begin making arrangements early.

Planning early allows you to figure out what your most important activities will be and how to request funds.   It also allows you to periodically review your schedule, make adjustments, and possibly cancel some events (that either don’t work out or that don’t work well) and to add others that you think of later.  If you revise your budget needs, you need to submit an update to Student Council for approval prior to holding the event.

Be sure to document:  leave a notebook for the people who run things next year.  It will make their lives easier – and I hope you have been able to talk with last year’s officers.  You will find them to be a wealth of information and support.

Frequency and types of events - 

While some organizations plan weekly events, most cannot sustain that type of activity – and the planning that goes with it!   Aim for one event most months.  
Keep the number of ‘meetings’ to a minimum:  most students will not attend ‘meetings’.  They will, however, attend events or activities that they view as beneficial.  Keep in mind that your organization is co-curricular: you should have some link to academics in most of your events and then occasionally have something that is purely fun.  But, students are most likely to participate in something that they feel will benefit them.  
Activities ideas: 
Study hours/Tutoring sessions

Film viewings/discussions 
Attend the theatre, symphony, dance performances  (always ask for group/student rates)

Guest speakers on topics related to academics – invite faculty (and others) to present their research!

Host information sessions (on topics related to graduate school preparation, academic advising, scholarships, internships, study abroad, graduate school test preparation, career possibilities, financial aid, etc.)

Visit an area company or organization that focuses on something your members are interested in
(ex: visit a museum, a senior citizens center, a factory, a monastery, survey a neighborhood, work at an elections poll, plant trees, explore architecture) – many places will provide tours and activities for free, and they welcome your interest.
Practice a skill or tradition that you’ve studied (make sushi, volunteer as conversation partners with the English Language Center – 274-2371, participate in an AIDS walk, do voter registration, interview residents of a restored neighborhood, meet for dinner at an Ethnic restaurant, tape/transcribe oral histories)

Invite Alumni to participate – each department has (or can have) lists of alumni.  Some of these alumni have indicated a real interest in connecting with current students.  Alumni are also interested in setting up a mentoring program – to help current students with their studies, plans for graduate school, and career interests.  Most of our alumni live in Central Indiana – this is a wealth of local experience, resources, and potential internship/practicum/job networking for every student.

Attend professional conferences, workshops, symposia – a great way to find out if you really are ready for professional life in your field is to become active in these types of activities.  Many local and regional associations hold these events in and around Indiana.  It takes planning ahead to participate and to find funding – but it is available.  Even better if students are presenting their own research findings!

Then there are simply fun things to do: go camping, out for dinner, to a silly movie, have a picnic, attend an Indians game.  Find ways for students to connect with each other and with faculty and alumni.
“Activities” are usually not “meals” – The Liberal Arts Student Council has encouraged groups to focus their funding on the event, not on the refreshments.  There should be enough interest in the activity itself that people come whether or not there are refreshments.  There has been a tendency to provide pizza and soda at many events because they occur at lunch hour.  There is also a Hoosier phenomena that ‘refreshments’ means that people expect at least one heaping plate of food or a full-meal.

You can use up a lot of your budget in this way without really attracting people who are interested in more than food.  

In the recent past, the tendency has been to limit funding for refreshments to $25 per meeting; about $50 per event; possibly more if there is a major event with large attendance and food is an integral part of the event (example: supplies for a Sushi making demonstration and lesson).  If your organization can clearly demonstrate a need for a larger budget on these items for specific reasons, then the council will review the request, talk with you and reach some decision.  Be careful about allowing your organization to depend on food to attract participation – it usually isn’t necessary and it leaves you will less money for other expenses.  
Alternatives are to 1) provide the drinks or to provide cookies or something for dessert and encourage people to “brown-bag” (bring their lunch) for the main food.  2) plan the event at a time other than meal time; 3) seek contributions from area restaurants, stores, food providers; 4) charge participants for the food (list the prices up front on your publicity, be prepared to make change, remember state health guidelines regarding food served to the public); 5) arrange your event so that following the event, those who are interested can go to the foodcourt or a restaurant as a group at the individual’s expense (something like “Join us after the discussion at Fridays for an evening snack and discussion.  Expenses to be paid individually by participants.”)

Other Budget Guidelines for Activities – 

Contracts for services (restaurants, theaters, bowling lanes, caterers, hotels, buses, etc.):

Students cannot sign contacts on behalf of the university.  Contracts must be reviewed and signed by the  Purchasing Office for IUPUI. 

Food:  See above.
Generally:   max. $25 per meeting; $50 per event
Tickets for theater, performances, special events:  
Generally:  Always ask for group/student rates.  Charge participants at least $5 per person to be paid in cash prior to the event.   If you do not charge participants something, you will have many more people sign up than show up.  Once you’ve purchased tickets, they are generally not refundable, so your organization simply loses the money for everyone who signed up but doesn’t show up.  (In true hardship cases, your organization can choose to waive the cost – but most people can afford $5 to see a $40 play.)   You may want to charge a higher fee for non-students (i.e. faculty, guests, friends) and a lower fee for ‘students or members’ to help defray part of the cost.

Transportation/Buses/University Vans – Buses are expensive and need to be reserved well in advance (the lowest price found for Indy/Chicago 1 day, is $700 for a 28 passenger bus, $1200-$1500 for a 56 passenger bus). Trips are examples of events when collaboration between groups is very helpful.  Two groups, one bus saves both of you expenses.  The company will require payment either in advance (a D.V.) or by credit card.  Some will allow the organization to be billed.
The university has a few 7-passenger vans that can be reserved for trips that cost a flat day fee (usually about $50) plus per mile fee.  The trip to Chicago and back usually costs about $250-$300. Drivers must be IUPUI faculty/staff or students, with a valid drivers license and insurance.  The university insurance covers everyone while on the trip.  This can be charged to our Student Activities account.
Car/van rental and driving personal vehicles:  some groups choose to rent a car or van for trips.  If you do so (and it is often financially a good idea), you must have a driver over 21 or 25 (depending on rental policies) with a charge card they are willing to use for the rental.  Keep the bills and turn them in to be reimbursed.
T-shirts – While Student Council will help with the up-front payment that most companies require, it is a loan until you earn enough money from selling the shirts to cover the expense.  (I.e. – t-shirts are not to be given away and paid for using budget dollars.)

Gift certificates – No.  None.  Never.  Cannot be reimbursed in the university system period.  If a company donates gift certificates, that is fine.  But no reimbursements will be issued for any gift certificates.

Alcohol.  Even a stronger No. No university funds can be used for alcohol.  No exceptions.

If you have an event where there is alcohol, keep in mind that the legal age is 21.  You are responsible for checking i.d. and you are responsible for making sure that no one drives under the influence.

Gifts/Giveaway items – Another no.  Cannot be reimbursed. (You can slide these through if you consider them decorations. And it is nice if really do use them for decorations.)
What to do to pay for things – 

Understand that all expenses are reimbursed (i.e. pay first, keep the receipts, then fill out paperwork and receive reimbursement).  If you cannot afford to pay first and be reimbursed, then you can talk with Amy Jones (CA401, aajones@Iupui.edu, 274-2465) to find out if can borrow her credit card and/or sign a form to receive cash up front for your approved expenses.  This can normally be done with at least three days notice.
To receive reimbursement/process payments, you must submit (copies attached):

1. A hospitality form 
2. A sign-in list with indication of student/faculty/staff/guest/other for each person
3. A completed W-9 form (for each person to be paid – only need to fill out 1 time each year for each person)
4. Original Receipts (copies will not be accepted by accounting)

In order to process payments, these forms must include social security numbers, addresses, and information about the events.  

NO PAYMENT WILL BE PROCESSED WITHOUT THESE FORMS.

Reimbursement should take 1-2 weeks.  If accounting has a question, it will take longer.

If you need assistance in completing these forms, talk with Sydney Bodem (Treasurer) or Amy Jones (Advisor).
Unauthorized events/expenses will not be reimbursed.
IUPUI UNDERGRADUATE NEW STUDENT ORGANIZATION INFORMATION FORM
Date Submitted:  ____________________

Name of Organization: ________________________________________________________________________________
Reason for submission: _____ new organization
_____ Fall 2004 renewal
_____ other reason: ___________________

Affiliation (Select one):  
_____ All-Campus
_____ School Based, Name of School: __________________
Type of organization (please select no more than two options below):
_____ Multicultural

_____ Service/Volunteer

_____ Sports/Recreation

_____ Spirituality

_____ School Council

_____ Fraternity/Sorority

_____ Jag Spirit


_____ Campus Publication
_____ Political/Social Awareness

Contact Information
Organization’s IUPUI e-mail address: _____________________________________________________________________

Web page: ___________________________________________________________________________________________
Purpose of Organization: ______________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

Membership Requirements, such as dues, GPA, etc. __________________________________________________________

Number of Current IUPUI Student Members: _____ Number of Affiliate Members (faculty, spouses, etc.): _____
Meeting & Election Information
Regular Meetings Held:
_____ Monthly
_____Biweekly
_____ Weekly
_____ Occasionally

Meeting Day/Time/Place:  _______________________________________________________________________________
Officer elections are held __________ semester. (Most organizations should elect new officers during spring semester.)
Officer Information
President/Primary Contact:  _________________________________________ Student ID Number: _________________ 

Home Address: _______________________________________________________________________________________
City, State, and Zip Code: _______________________________________________________________________________
Phone #: _________________________
IUPUI Email Address: ______________________________________________

Treasurer:  ________________________________________________________ Student ID Number:  ________________
Home Address: _______________________________________________________________________________________
City, State, and Zip Code: _______________________________________________________________________________
Phone #: _________________________
IUPUI Email Address: ______________________________________________

Advisor:  _____________________________________________________________     
Faculty ______   Staff ______ 
Department: ____________________ Campus Phone: ____________________E-mail Address: ____________________
Please complete this entire form, including the required signatures on the reverse side of this form.
All completed forms and supporting documents should be submitted to:
Campus & Community Life, UC 002, or fax to 274-7099.

Is your organization part of a national organization? 
YES

NO
If yes, name of national organization: ______________________________________________________________________

National Organization Address: __________________________________________________________________________

City, State, and Zip Code: _______________________________________________________________________________

Phone #: ____________________
Email: _________________________
Web site: ___________________________
A roster of members must accompany this form and is required for all undergraduate organizations annually, except for School Councils.

Organization Agreement

The undersigned, on behalf of the named student organization, makes the following declaration:

1. I am a member of the above-named student organization;

2. I certify that the members of the student organization are students enrolled for credit at IUPUI, and that such student members shall control the actions and programs of this student organization;

3. I certify that the majority of persons to be present and participating in the meetings and activities of the student organization will be IUPUI students, alumni, staff, faculty, and their spouses.

4. I have received and read the IUPUI Definition of a Student Organization, IUPUI Statement of Title IX and Affirmative Action Plan, and IUPUI Statement on Hazing.  By signing below, I certify that I have read and understand these documents and that the above-named student organization will comply with these.
________________________________________________
__________________

Signature of Presiding Officer




Date

The purpose of the organization seems clearly aligned with the purpose of our department/school/university and I recommend that this proposal be accepted.

________________________________________________
__________________

Signature of Advisor






Date

For School-Based Organizations Only:

Department Head (if applicable)
I have reviewed the request of this organization and accept responsibility for its regularly scheduled and approved activities when it is acting in an official capacity in the service of the university.  I recommend the establishment of this organization.

_____________________________________

__________________

___________________

Signature of Department Head



Department


Date

School Dean

This above-named student organization has met the requirements for affiliation with our school and I recommend that this organization be established.

______________________________________

__________________

___________________

Signature of School Dean



School



Date

FOR CAMPUS & COMMUNITY LIFE OFFICE USE ONLY – INITIAL AND DATE SELECTED OPTION

NEW:
_____

RENEW: _____

UPDATE: _____


IUPUI Student Organization Leadership Contact List

Student Organization Information

(Please print. Do not leave area blank; instead, write “N/A” if a question is non-applicable or “SAA” for “same as above”.)

Student Organization Name: …… …………………………………………………………………..

Student Organization Email Address: …… ………………………………………………………….

Student Organization Website URL:: …………………………………………………………………

Time, Day, and Place of Student Organizationl Meetings: … …...………………………………………
Student Organization’s Advisor Information
Last Name: … ……………………..
First Name: …………………………...

Department: …………………..
Campus Address: ……………...

Phone: (………) ……….

E-Mail: ……

Student Organization’s President Information
Last Name: … ……………………..
First Name: …………………………...

Address: …………………..
City: …………. ZIP: ……………...

Phone: (………) ……….

E-Mail: ……

Student Organization’s Vice-President Information (If Applicable)
Last Name: … ……………………..
First Name: …………………………...

Address: …………………..
City: …………. ZIP: ……………...

Phone: (………) ……….

E-Mail: ……

Student Organization’s Treasurer Information
Last Name: … ……………………..
First Name: …………………………...

Address: …………………..
City: …………. ZIP: ……………...

Phone: (………) ……….

E-Mail: ……

Student Organization’s Secretary Information  
Last Name: … ……………………..
First Name: …………………………...

Address: …………………..
City: …………. ZIP: ……………...

Phone: (………) ……….

E-Mail: ……

Student Organization     Additional Leaders        Information (If Applicable)  
                                            (Other Officer)

Title: …………………………………………

Last Name: …………………………………..
First Name: …………………………………...

Address: ……………………………………..
City: ……………………. ZIP: ………………...

Phone: (………) ……… - …………….

E-Mail: ………………………………………….

Title: …………………………………………

Last Name: …………………………………..
First Name: …………………………………...

Address: ……………………………………..
City: ……………………. ZIP: ………………...

Phone: (………) ……… - …………….

E-Mail: ………………………………………….

Title: …………………………………………

Last Name: …………………………………..
First Name: …………………………………...

Address: ……………………………………..
City: ……………………. ZIP: ………………...

Phone: (………) ……… - …………….

E-Mail: ………………………………………….

Title: …………………………………………

Last Name: …………………………………..
First Name: …………………………………...

Address: ……………………………………..
City: ……………………. ZIP: ………………...

Phone: (………) ……… - …………….

E-Mail: ………………………………………….
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Request for Payment/Reimbursement for

Hospitality

ATTACH RECEIPTS TO THIS FORM:

1. 
Business/Person to be reimbursed: 






.  

(Social Security/Student ID)     ID# ___________________
                                                                       




Address:







.
2. 
Amount of reimbursement requested:  $    




  
(must attach original receipts)                                                            

3. 
Date and Place of Function:   






       .                                                                                                                                                                                                                                                                                                                                                                                  
4. 
Nature of function (give detail):



















.                                                                                                                                                                                                                                                                                                                                                                            
5. 
Purpose/Benefit to the University



















.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
6. 
Number of persons attending: (A list of Attendee’s is also required)


# University Employees 







 .                                                                                       


# Students     








                                                               


# Non University   








.                                                                                                   

Affiliation of non-employees attending  





                                                                                                                            

7. 
Type of Hospitality:           Student Organization (4028)              Contract & Grant (4027)
         Conference & Workshop (4026)              Auxilary (4868)                       Other (4025)

8. 
Signature of Student Organization President/Treasurer: 




Signature of Liberal Arts Student Council Treasurer: 




9. Signature of Fiscal Officer or Designee:

                                                                                                        .                                                                                                                                        

Rick Hanson

Date Submitted: 








 
