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“0‘0 PARTICIPATE

The INVOLVEMENTZONES provide Explore your interests.
students an opportunity to choose :

the level of involvement that Try someihmg new:
matches up with their individual

interests and their willingness to

participate. CONNECT
Meet new people.

Students choose how they want to Make friends.

get involved i like joining a student
organization or helping to plan a

campus event i based on their own lEAD
needs.

Learn life skills.
Each zone of Involvement offers its Mﬂkﬁ;ﬂ dlﬁemceq \

own challenges and rewards. As
members of our Involvement Zones,
Registered Student Organizations
are essential partners in Student
Activities & Leadershi p Procg
mission to get students involved on
campus.

Publi shed by Student Activities an d Leadership Programs, Division of Student Affairs,
Western Michigan University . Revised for the 2008-2009 academic year.



CONTACTINFORMATION

OFFICES
Student Activities and Leadership Programs  (Including Campus Programming, Fraternity and Sorority
Life, Leadership Programming, RSO Development and Finance, and Volunteer Services)
2420 Faunce Student ServicesBuilding
*Beginning Fall 2009, new offices located in the Bernhard Center!
Kalamazoo, Ml 490085356
Phone: (269) 387-2115

Fax: (269) 387-2185 Student Activities & Leadership Programs
Faith and Spiritual Development
Kanley Memorial Chapel

Website: www.salp.wmich.edu g u n
Phone: (269) 387-2506

Website: www.salp.wmich.edu/kanley Enhancing the College Experience

PROFESSIONAL STAFF

Chris Sligh Director 8(269) 387-2115

Lynnae Stankus, AssociateDirector d(269) 387-2118

Kristin Fouts, Assistant Director for Greek Life & RSO Development 8 (269) 387-2131

Melissa Green Assistant Director for Leadership Programming & Volunteer Services §(269) 387-2182
Office Coordinator d(269) 387-2119

GRADUATE STAFF

Nicole Millar, Campus Programming- (269) 387-2547

Stephen Fountain, Registered Student Organization Development - (269) 387-2476
Michael Couch Fraternity and Sorority Life - (269) 387-2138

Michelle Nickerson, Leadership Programming and Volunteer Services- (269) 387-2475
Dev Apiyo, Registered Student Organization Financial Advisor - (269) 387-2565

GENERAL DISCLAIMER
Reasonable changes may be made to this document without notice.
Information describing any changes will be made available.

MISSION STATEMENT

To enhance student learning and leadership deve
by engaging students in educationally purg
and diverse -aurricular experienc



http://www.salp.wmich.edu/
http://www.salp.wmich.edu/kanley

HIGHLIGHTOF EVENTS

HIGHLIGHT OF STUDENACTIVITIES AND LEADESHIP PROGRAMS EVEST
2009062010 ACADEMIC YEAR

Friday, September 11 th, 3-8pm at Miller Plaza
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October 19 -24th



SALP FRROGRAMMING

BRONCO BASH
www.broncobash.wmich.edu

At the beginning of the fall semester, SALP, along with the Campus Activities Board, presents Bronco
Bash. Bronw Bash is a campus and communityfair that is designed to get the year started with a bang.
The event is free of charge and open to all students, faculty, staff and community members.

Bronco Bash draws a large group of diverse students and is an excellent opportunity for you to attract
new members to your organization. Student organizations are welcome to host an information table to
market their organization. For information on how your organization can become involved, contact
SALP.

HOMECOMING
www.homecoming.wmich.edu

Homecoming is a strong University tradition and provides students, alumni, faculty, and staff an

opportunity to show their Bronco pride. This week includes many activities and pro grams and ends

with the popular Friday Festival, which includes the
Homecoming is scheduled for October 19-24, with the Homecoming Football game on Saturday,

October 24, with a kick -off time of 2 p.m.

For more information about Homecoming, including how your RSO can patrticipate in Homecoming
activities and programs, please visit www.homecoming.wmich.edu or contact the Student Activities
and Leadership Programsoffice.

LEADERSHIP PROGRAMMING
www.leadership.wmich.edu

Participate, Connect, Lead, and Grow with SALP. Leadership programs serve the Western Michigan
University community by offering a wi de range of educational opportunities. Through programs,
resources, and mentoring, we will help you develop a range of skills from conflict resolution to cross -
cultural awareness and transformational leadership.

The following are leadership events and activities offered for the 2009 -2010 academic year. Register
for leadership events online at www.leadership.wmich.edu. The Student Assessment Fee pays for all
activities and therefore no additional registration fees are charged to students. However, a $50 charge
may be posted to student accounts should they not cancel within 48 hours of the beginning of each

event. Additionally, space is limited so register early to secure a spot.

FALL STUDENT LEADERSHIP RETREAT
Date: October 30-31

Maximum Enroliment: 50 Students
Location: Sherman Lake

The Fall Student Leadership Retreat is a two -day program designed to serve the needs of developing
student leaders. The guiding mission of the retreat is the belief that student leaders can be more
effective in their posit ions and personal lives by honing their leadership skills and by developing
support networks with other campus leaders.


www.broncobash.wmich.edu
http://www.homecoming.wmich.edu/
http://www.homecoming.wmich.edu/
www.leadership.wmich.edu
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STUDENT RECOGNITION CELEBRATION: GOLDEN BRONCOS

The eligibility criteria for the awardss upport t he Uni v er sthitaySiusentc o mmi t men't
Leadership. Both individual student leaders and student organizations can demonstrate these
exemplary leadership practices. These leadership standards are critical measures in determining the
finalists for the awards. The key element of Ethical Student Leadership and the criteria used for the
awards are:
CHARACTER: Qualities we possess and use consistentlythat reveals our values.
CITIZENSHIP: The quality of an i nambershipginadomnsunity.e sponse t o
CIVILITY: Respect and affirmation of different opinions and beliefs.
DIVERISTY: A community that represent a multitude of identities, beliefs and origins.

The following criteria apply to the nominated organization or the organi  zation to which a nominated
individual belongs:
1) The RSO must be registered with SAIP and have successfully completed all registration
requirements.
2) The nominated organization, student, or organization to which the nominated student
belongs must be in good standing with the University.

Additional criteria apply to each of the individual awards.

AWARD PROCESS

Each year, members of RSOs and the campus community are invited to nominate those individual s or
organizations that demonstrate excellence in leadersh ip. RSOs will be notified when the award
nomination forms become available. Nomination forms can be picked up in the SALP office or found
online at www.salp.wmich.edu. Nomination forms will not be accepted after the announced deadlines.

A panel consisting of professional and student staff members will review nominations. Outstanding
nominees will be chosen as finalists in each category. The finalist s and winner will be recognized at
the Golden Bronco Student Recognition Celebration awards ceremony usually held the first week of
April.

AWARDS

STUDEN LEADER OF THE YEA

Recognizes a member of a RSO or
who demonstrates strong commitme
the group, exhibits interest in the
development of student members,
takes measures
continued success. The winner recq
Golden Bronco Award.

RSQADVISOROF THEYEAR

Recogizies the advisor who demonst
wellroundd support and guidance af
whoos efforts ar
gr ou p 0 Fhe winner ceees/es ¢
Golden Bronco Award.

STUDENT ORGANIZATION OF THE YEAR
(Over & Under 20 Active Members)

Recognizes the RSO that demonstrates a combination of involvement and developme

both the members of the organizatiore aadnbus communitige organization that is creati

productive, and seeks to enhance the mission of the University is a recipient of a Gd
Award.

STUDENT AGENCY OF THE YEAR

Recognizes the Student Agency that demonstrates a combination of involvement and
that benefits both the members of the agency and thencamapitgTdee agency that is creati
productive, and seeks to enhance the mission of the University is the recipient of a G
Award.




SALP FROGRAMMING

BEST RSO WEBSITE
(Over & Under 20 Activq
Members)

Recognizes the RSO w
the most informative,
creative, and user frien(
web site. The winng
receives a Golden Bron
Award.

BEST NEW
ORGANIZATION

Recognizes a newly
created RSO for the
current academic year
Recipents show a stron
commitment to attractin
new members by utiIizivI
creative advertising
strategies. The RSO a
SPONSOrs OF§PONSOrS a
event that benefits a lar
portion of the campus

MOST COMMITTED T
DIVERSITY

Recognizes the RS0 W
places an emphasis 0
campus and communi
unity. The organizatior
provides support and
guidance to under
represented individualg
The winner receives 3

community. The winne Golden Bronco Award

receives a Golden Bron
Award.

OUTSTANDING ORGANIZATION F(
COMMUNITY INVOLVEMENT
(Over & Under 20 Active Members)

Recognizes the RSO that has positiv
impacted the campusl gthe Kalamazoo
community through volunteering. Th
winner receives a Golden Bronco Awg

OUTSANDING STUDENT LEADER F
COMMUNITY INVOLVEMENT

Recognizes the student who exemplifie
essence of volunteerism both in the comj
and on campus. The winner receives a

Bronco Award.

5 STAR RSO / AGENCY

Recognizes the RSOs / Student Agencies who successfully demonstrate leadership

its members, collaboration with commasnityces or other RSOs, effective communicg

participation at campus events, high rates of attendance, emphasis on diversity/mult

community service, and has taken measures to ensure continued success of the or
recipients retve a 5 Star rating.

2008 82009 GOLDEN BRONC@WARD RECIPIENTS

Advisar of the Year: Adam Wall, Organization of Students with Disabilities

Student Leader of the Year: David VanDeusen Campus Activities Board

Student Organization of the Year (< 20 members): Solid Ground Student Ministries
Student Organization of the Year (> 20 members): Students for a Sustainable Earth
Student Agency of the Year: Western Student Association

Outstanding Student Leader for Community Involvement : Zenaida Jimenez, WSA
Most Committed to Diversity: College Panhellenic Council

Outstanding RSO for Community Involvement (> 20 members): Western Student Association
Best New RSO People Organizing Victory

Best RSO Website Honors Student Association

5 Star RSO / Agency: Students for a Sustainable Earth
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OVERVIEW

Currently enrolled Western Michigan University students come together to for m registered student
organizations (RSOs) around commoninterests. An RSOmust include a minimum of four (4 ) but some
consist of more than 200 students. The Student Activities and Leadership Programs (SALP)office stands
ready to support the endeavors of all RSOs SALP staff members engage students in learning and
personal development by advising, but not supervising student organizations. SALP recognizes nearly
300 RSOs each year at WMU.

OFFICIAL RECOGNITIOBY THE UNIVERSITY

REQ

The University will offici ally recognize student organizations and agencies that meet the

aforementioned criteria. However, such recognition does not imply that Western Michigan University is

liable for the actions of an organization because of its association with the University. ~ Furthermore,

the student organization agrees to assume responsibility and indemnify and hold harmless Western

Michigan University, its trustees, employees, and agents for any and all liability which may result from

actions conducted on or off campus,incu di ng, but not | i mited to judgment
discovery costs, or other expenditures.

In the event an RSO engages in behavior or sponsors an event or anactivity which, in the judgment of
the university, is adverse to the best interests of the university, the university may intervene and
take appropriate corrective action. In such event, the university will, to the extent practicable, work
with the RSO to minimize disruption and to provide guidance on appropriate RSO behaviors and
activities.

..........................................................................................................................................................................................................................................................

Organizations that promote and/or involve drugs, alcohol, and/or intentional discrimination
of any group will not be approved by or recognized through SALP. Also, any organization
having goals or objectives that do not support the mission of SALP and t he university
will not be approved.

CLASSFICATIONS

Academic Honorary Special Interest
Cultural -International Media Sports & Recreaion
Faith/Spiritual Political & Social Action Student Government
Fine & Performing Arts Service-based

Fraternity Sorority

UIREMENTS

To become a Registered Student Organization recognized by Western Michigan University, all student
groups must complete the following steps:

1) Register (or re-register) on the SOAP website. A minimum of 4 members must be listed on
RSO rosterbefore the organization can be approved. Students who are listed as members or
officers of an organization must be currently enrolled WMU students; should be in good
academic and disciplinary standing with the Universi ty; and should meet the criteria stated in
the organizationds charter or constitution.

2) A current constitution or charter that includes (a sample constitution may be obtained from the
from our website http://www.rso.wmich.edu/PDFs/sample constitution.pdf  ):

The organization®6s name

The organizationds purpose

Membership requirements

Methods for officer selection

Officer responsibilities and/or description of organizational structure

Statement of compliance with all SALP and University policies, procedures, and

practices, and all local, state, and federal laws

=A =4 -4 -4 -4 -


http://www.rso.wmich.edu/PDFs/sample_constitution.pdf

RSO [SSENTIALS

T Nondiscrimination statement modeled on the Un|]
http://www.wmich.edu/oie/ (see Article 1l Section B. of sample constitution)

3) Newly formed RSOs, or RSOs that have been active on campus for less than eight (8) months,
are required to attend a RSO Orientation meeting near the annual re -registration date in the
fall to receive RSO status on campus. Groups under new student leadership are strongly
encouraged to attend. The meeting will inform RSO officers of SALP services and resources,
provide an opportunity to meet the graduate assistant staff for RSO Development and Finances,
convey SALP and Universitypolicies and procedures, and explain the benefits of being a
student group on campus.

titution

ANNUAL REGISTRATION PROCESS
www.sais.wmich.edu/SALP_SOAP

SALP requires all RSOsnew and existing, to register their group using the online Student Organization
Administration Program (SOAP) on an annual basis each Septembewith a deadline of October 1 for
existing groups. New groups can register at any time during the year. Either the re -registration (for
existing groups) or registration (for new groups) process is completed on-line using the Student
Organization Administration Program (SOAP) at www.sais.wmich.edu/SALP_SOAP In order to be
recognized by the University, all student groups must complete the annual registration process.

The on-line registration process will automatically walk you through a number of steps to register your
group. The step-by-step registration process is also found in Appendix A. Once you have completed the
on-line application process this information will  be reviewed and you will be notified when your group
becomes an official Registered Student Organization (RSO).

The purpose of registering student organizations is to give them access to University facilities and to
provide opportunities and resources for development. These resources include a n RSOGraduate
Assistant whose primary role is to assist and support RSOsand can be reached at (269) 387-2476.

RSO PRIVILEGES

Once your organization meets the basic registration requirements (in cluding good standing with the
University) and attends an Orientation meeting (if required) , it will be granted active status. Active
status will allow your organization to take advantage of the privileges granted to Registered Student
Organizations. This includes access to funding from various campus agencies (WSA, SC@nd GFAC). For
more information on RSO finances, please see the RSO Financial Information and Resources section,
beginning on p. 23.


www.sais.wmich.edu/SALP_SOAP
www.sais.wmich.edu/SALP_SOAP
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CAMPUSMAILBOXES

All organizations have a campus mailbox located in the main office of SALP, 2420 Faunce Student
Services Building. Organizations are expected to check the mailbox weekly. All official notices will be
directed to your mailbox, so it is important to check your mail. If mail accu  mulates and the
organization does not respond to requests for mail pickup, SALP reserves the right to return all mail to
the original sender or dispose of documents at the conclusion of the semester. Organizations may use
another on-campus address; however SALP wil not forward mail to other locations on campus.

BRONCONET EMAIL AND WEB SITE ACOUNT

RSOgan request a BroncoNet e-mail and web site account. Policies and rules governing the use of the
BroncoNet account can be found at www.wmich.edu/oit/policies . For information on requesting and
accessinge-mail and website account s, contact Office of Information and Technology (269) 387 -5430.

RSOs are requiredto list the e -mail account for the designated primary contact person(s). This may be
a BroncoNet RSO email account or University address. This account will be used for official
announcements and communications. Designated individual(s) are expected to check this account
periodically.

STUDENT ORGANIZATIONDMINISTRATION PROG® (SOAP)

SOAP also has a database that allows students and others to explore registered organizations and learn
how to contact them. The contact information that you provide when you register your organization is
entered into our on -line database, which allows students to learn about the purpose of your
organization, your meeting time and place, and how to contact you for more information.

PROGRAMMING ASSISTER

SALP provides the services of a Coordinator of Campus Pogramming who, along with Campus Activities
Board (CAB) can assist with various phases of programming. Co-sponsorship or collaboration for
programming is possible through CAB. SALP also can provide assistance in locating musicians, artists
and speakers for campus events.

POSITION INCAMPUS ACTIVITIES B&ZRD
All RSOs are granted onevoting membership in Campus Activities Board (CAB) providing they meet

membership requirements and have a |l etter of veri fiQeathdCdB fr om

website for more informati on at www.cab.wmich.edu .

POSITION IN\WESTERN STUDENT ASSMATION

Every organization has the option to participate in campus issues via the Western Student Association
(WSA). All organizations are granted one position in the WSA Senate. See the WSA website for more
inform ation: www.westernstudentassociation.org .

RSO FINANCIAL SUPPORT
RSOs are eligible to receive funding through the Student Assessment Fee (SAF).Please seeFunding and
Allocation Bodies (pg. 21) for further information.

t

t


http://www.wmich.edu/oit/policies
www.cab.wmich.edu
http://www.westernstudentassociation.org/

OFFICESPACEPOLICY

OVERVIEW

Office space in the Student Organization Center is a privilege provided to RSOs and Agencies. Because
office space is limited, RSOs and Agencies must apply annually for office space. Student Activit ies and
Leadership Programs (SAP) is responsible for assigning and monitoring RSO and Agency office space
and enforcing the provisions of this policy. Student organizations and agencies allocated office space
are responsible for adhering to the guidelines set forth in this policy.

OFFICE EQUIPMENT

Office space s may be equipped with the following:
1. Atelephone jack (I f you want to have phone services, you must contact the
Telecommunications Department and they will bill your RSO monthly.)
2. Furniture consisting of a desk and a chair (Up to two ad ditional chairs will be provided if
available.)

Some offices may contain additional furniture . Prior to occupancy, SALPwill record the condition and
ty pes of office equipment present. Prior to vacating, SALP will inspect the condition and quantity and
quality of equipment present. The RSO or Agency will be held responsible for any damaged or missing
equipment.

OFFICE MAINTENANCE

Prior to occupancy, each office space will be inspected. SALP will determine if the office space
requires maintenance (such as painting) or if equipment needs repair or replacement before an RSO or
agency can occupy the office space.

Neither painting nor st ructural changes to the office space are permitted. A fine may be assessed to

any RSO or agency that paints or makes structural changes to its office space. Prior to vacating, SALP
will inspect the office for damage or excessive use that requires repair. T he RSO or agency will be held
responsible for the expense of repairs due to structural changes, damage, or excessive use.

OFFICE KEY ALLOCATION PROCEDURE

FIRE

1. RSOs will receive one key to their assigned office space and/or stora ge locker at no charge.

2. Additional keys may be ordered at a cost of $5 per key.

3. Any individual receiving a key must provide the RSO Development Advisowith his or her name ,
phone number, and signature before the key can be issued.

4. If a key changes hand for any reason (officer transition , graduation, etc.), the new key holder must
notify the RSO Development Advisorof the change to avoid a fine.

5. Any keys that are not returned may result in fines being posted to the student accounts of those
concerned, which may prevent students from applying for graduation or registering for classes.

6. If an RSO is moving offices, all keys from the previous office must be returned before keys to the
new office will be issued.

7. Questions regarding the key process should be directed to SALP at (269) 387-2476.

SAFETY

In an attempt to provide an environment free of fire hazards for faculty, staff, students, and visitors,
the following rules shall apply to RSO offices:
1. Decorations of any type shall be of such mater ials that they will not continue to burn or glow
after being subjected to the flame of an ordinary match. The normal use of bulletin boards
and posters shall not be subject to this rule.
2. Electrical devices must bear the Underwriters Laboratories (UL) labe |and be in good repair and
condition.
3. Decorations, displays, etc. shall be located so they will not obstruct doors or windows.
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OFFICESPACEPOLICY

4. Harmful objects or materials (toxic, flammable, etc.) shall not be used as decorations or stored
in RSO offices. Examples d unacceptable materials include: natural Christmas trees or
branches unless treated with a flame retardant material, cotton batting or cotton balls,
ordinary untreated crepe paper, tissue paper, fabrics, exposed electrical current, light bulbs in
contact with decorations, fast burning plastic materials, candles, incense, gas or liquid -fuel
lanterns, loose or baled hay, corn stalks, and leaves.

OFFICE SPACE PROCEDURES

12

ELIGIBILITY
To be eligible to apply for office space, RSOs and Agencies must be registered and in good standing
with SALP and the University. In addition, the RSO or Agency must be active for at least one year.

APPLICATION PROCESS
1. RSOs must apply annually for office space. Applications received after the deadline will only
be considered if there is more available space than applications.
2. Applications will be kept on file for one (1) year in the event office space becomes available.
3. Applications will be reviewed by SALP considering the following criteria :
a) The RSO o Agency is registered and in good standing with SALP
b) The RSO or Agency demonstrates a need for office space
¢) The RSO or Agency demonstrates a high level of involvement in the WMU community or
provides a critical support function for WMU students
d) If the RSOor Agency has had prior office space in Faunce, past p erformance will be
considered

Note: Because of the limited amount of office space, applicants may be asked to share space
with another student organization. Student organizations that agree to share of  fice space or
that submit a joint request with another student organization will receive priority

consideration. Due to the nature and scope of their governing or coordinating responsibilities,
agencies will be given first consideration for office space.

4. RSOs and Aencies interested in sharing office space or wishing for a larger office must submit
their request in writing, including a rationale for such a move. Such requests will be considered
in the event office space becomes available and all involved pa rties are amenable to the
changes.

ALLOCATION PROCESS

1. RSOs and Agencies will be notified in April whether or not they have been allocated office
space.

2. A designated official of the RSO or Agency is required to sign an office space
agreement/contract befor e the RSO or Agency can take possession of the office space.

3. RSOs and Agencies may take possession of allocated office space beginning one week prior to
the start of the fall semester.

4. Neither painting nor structural changes to the office space are permit ted. A fine may be
assessed to any RSO or Agency that paints or makes structural changes to their office space.

REGISTRATION

RSOs and Agencies allocated office space must register with SALP during the designated RSO
registration period at the start of th e fall semester. Failure to register with SALP within this period

will result in forfeiture of the allocated office space. The RSO or Agency may re -apply for office space
as provided for in the policy.

VACATING OFFICE SPACE
1. Al RSOs and Agencies are regired to vacate office space by the last Friday of the spring
semester each year unless your organization is allocated the same office space for the
following year.
2. RSOs and Agencies may be charged for any structural changes or damage that requires repair.



OFFICESPACEPOLICY

3. All keys must be returned to SALP within five (5) business days of vacating the office space.

4. Organizations with office phones are responsible for contacting the COffice of Information
Technology to discontinue their phone service. Organizations are responsible for all monthly
telecommunications charges accrued prior to the cancellation for their phone services.

REQUIREMENTS

1. RSOs and Agencies are required to maintain at least fifteen (15) open office hours per week.

Of those hours, a minimum of eigh t (8) hours must be held during University business hours (8
a.m. to 5 p.m.) and must be distributed over a minimum of three (3) days.

2. Office hours must be posted on the office door no later than two (2) week s after the beginning
of each semester (or after the RSO or Agency takes possession of the office space).

3. Officer and contact information must be posted on the office door no later than two (2) weeks
after the beginning of each semester (or after the RSO or Agency takes possession of the office
space).

4. Office space is to be used for RSO or Agency business purposes only.

VIOLATIONS
SALP will monitor adherence to this policy and all requirements. The designated primary contact for
the RSO or Agency will be notified of violations.

REMOVAL

A RSO or Agencymay be removed form their allocated office space if (1) they are in violation of the
requirements for office space holders as detailed in this policy or (2) they are  determined to be
responsible for a violation of SALP or University policies or procedures or local, state, or federal laws.

EXCEPTIONS
Any exceptions to these requirements require prior written approval from the Director of SALP.

REGULATION
RSOs and Agencies with office space are responsible for meeting all requirements. SALP is responsible
for monitoring compliance with office space requirements.

1. For any violation of the office space agreement, the RSO or Agency will be issued a written
warning notification.

2. Three (3) warnings will constitute a violation of policy and the RSO or Agency will  be subject to
conference proceedings.

3. RSO and Agency office space is a privilege, which may be revoked as part of a disciplinary
sanction for any policy violation. If a n RSO or Agency loses their office space due to a
disciplinary sanction, it is require d to vacate within 48 hours.

4. An RSO or Agency that is required to vacate office space will not be eligible to apply for office
space until one full year after removal.

ACCESS

For convenience, after hours and weekend access to RSO and Agency office space s available. Such
access may at times be restricted due to business necessity as determined by the University. Students
are expected to use common sense in matter of courtesy, personal safety, and securing of offices and
materials.
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RSOADVISORS

The staff of SALP is committed to student success and to helping students develop a successful student
organization. Staff can assist you in planning and promoting events, securing funding, budgeting, facilitating
leadership development, and more. Please contactt he RSO Development Gradiate Assistant at (269) 387-2476
or salp-rsoadvisor@roupwise.wmich.edu for information and assistance in any organizational endeavor.

STUDENT ORGANIZATION ADVISORS
RSO advisors are important not only because they are role models for students, but also because their
involvement in the organization itself provides learning experiences that are transferable to situations
beyond college. In order to assist the advisor and the RSO in understanding the roles of an effective
advisor, SALP offers the following list of responsibilities:

ADVISOR RESPONSIBILITIES TO THE RSO

1. Serve at the discretion of the organization.

2. Assist officers in understanding their dut ies, administering programs and plans, organizing
projects, and making appropriate transitions.

3. Preserve the continuity of the organization through the constitution, traditions, files, and
minutes.

4. Encourage the use of procedures to ensure that the meetin gs run in an orderly and efficient
manner.

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

6. Attend as many organization meetings and events as possible.

7. Articulate campus policies and procedures and Healppe éc wth ethh mewegls sa

8. Support officers and be available for evaluation of ideas.

9. Maintain the ability to deal with the same issues each year and remain open to new ideas.

10. Facilitate discussions among officers and b etween officers and members.

11. Be familiar with national structure and services if relevant.

12. Assist with specific University services, for example, obtaining an organization account and
obtaining facilities.

13. Consult on programs.

14. Advise individual students w hen necessary.

15. Assist the organization as needed.

Please note that for signing and filing official forms with ~ SALR the organization advisor is not the
official contact person. The official contact person must be a registered WMU student. Any official
requests and forms must be signed by the student listed as the Primary Contact on the Contact
Information form.

RSO RESPONSIBILTIES TO THE ADVISOR

1. Notify the advisor of all meetings and events.
2. Confer with the advisor on plans, projects, and events.
3. Consult with the advisor before making structure or policy changes.
4. Understand that although the advisor has no vote, he/she should have speaking privileges.
5. Remember the responsibility for the success or failure of group projects rests ultimately with
the group, not the advisor.
6. Acknowl edge the advisorf6s time and energy and exp
7. State clearly and openly the expectations of the advisor.
8. Evaluate the advisor and periodically give appropriate feedback.
9. Decl are the advi Eeotodgsnizitern gt h of ser v

From Reinhardy, G. Training organization advisors. Student Activities Programming, 1981, 14(1),
39-41. Appendix A.

MEDIATION AND CONFLICT RESOLUTION SERVICES

Periodically, RSOs have an internal issue that may need mediation from an u nbiased, outside entity.
SALP has trained professionals who can assist an organization in achieving a resolution diplomatically.
However, SALP will not intervene unless asked by all parties to enter as a mediator.
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RESERVINGROOMS ANDOUTDOORSPACE

ROOM RESERVATIONS

Typically, all RSOs will be asked to seek available space in the Bernhard Center first when making

indoor room reservations. I f the Bernhard Center i s
academic buildings may be available for use by organizati ons on a first-come, first -served basis. Event

and room request forms are available on the SALP homepage www.salp.wmich.edu.

The University provides general classrooms and academic lecture hall s with audiovisual capabilities.
Most academic lecture halls with audiovisual capabilities may be reserve d no more than one month in
advance to provide opportunities for all organizations to utilize these spaces. General classroom space
may be reserved no more than one semester in advance.

Food and beverages are prohibited in all academic lecture halls and classrooms. Each host organization
is responsible for the enforcement of this policy. Furthermore, each host organization is responsible for
the behavior of its members and/or participants. The space used must be cleaned and individuals must
peacefully (especially when classes are in session) vacate the facility upon the conclusion of the
organi zationds activity.

Finally, the University reserves the right to alter academic room reservations for academic, health, and
safety related purposes. Every opportunity will be made to minimize this potential inconvenience,
including but not limited to, reasonable notification of change and offering of another similar space or
reduced costs (if applicable). In addition, if th e use of the space warrants special equipment, technical
or non-technical labor or custodial service, appropriate charges related to those services will be

incurred by the host RSO(s).

KIVA ROOM

The Kiva Room is an alkpurpose meeting room in the lower level of the Faunce Student Services
Building. Food and beverages are permitted in the Kiva room, but the area MUST be cleaned up after
use and trash taken with you. All RSOs will be charged for any cleaning costs incurred during their time
spent in the Kiva Room. Reservation requests are made by contacting the SALP Office.

RESERVING OUTDOOR SPACE
OUTDOOR SPACE LOCADNS

1 Goldsworth Valley Pond (Gazebo included)

1 The Fountain Plaza: Approval from Miller, Dalton, and Shaw staff may be requested

1 The Pavilion

M SunDial Area

i The Promenade (Flags)

1 Amphitheater

1 Grass Area in front of the Bernhard Center (Approval from Bernhard Center staff may be
requested)

1 Faunce Student Services Building Courtyard

9 Outdoor Field Areas: A field permitis required for use of outdoor University Recreation grass

spaces. Contact the Business Operations desk at the Student Recreation Center for information

GENERAL POLICIES/PREZEDURES FOR OUTDOOHPACE

1. Use of all outdoor space by reque ster must be registered with SALP5 business days before an
event or activity.

2. No activity that would require amplified sound will be allowed near residential community
areas unless special permission is given.

3. No activity that would require amplified sound will be allowed neara  cademic buildings before
5pm and unless special permission is given

4. The use or sale of alcoholic beverages at any outdoor function is a violation of state law. It is
the responsibility of the requester to control and monitor the actions of the group atth e event.
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RESERVINGROOMS ANDOUTDOORSPACE

5. Requester will incur an y costs resulting directly or indirectly from the event/activity.

6. Requester will incur any costs related to clean up, trash removal, or any other costs required
to put an area back to its original form.

7. The University reserves the right to disband any function if it affects campus safety and/or
security.

REQUEST PROCESS
1. Requests must be made by emailing OUTDOORSPACE@groupwise.wmichie
2. Requests must contain the followin g information:

Requester (RSO or Dept)

Contact Person (WIN REQUIRED)

Contact Email

Area Requested

Estimated Attendance

Date Requested

Start Time/End Time

Event/Activity

Event/Activity Description

Amplified Sound Request( Yes or NoO6) wh &af @gheherfs)avill be

attendance to monitor the level the noise.)

T TSQ@Tmo o0 T

DISCLAIMER
By emailing OUTDOORSPACE@groupwise.wmich.eduand requesting Outdoor Space, you are agreeing,
on behalf of your RSO/Dept, to the above polices, procedures, and processes.

CHALKING POLICY

For WMU purposes, ochalkingé is defined as a tempor ar
horizontal surfaces. Additional guidelines are cited below:
1. Use only oanviyrdnmnmemtd! yé6 (nontoxic) chal k.
2. The RSO06s name must appear within al/l chal k messa
3. Chalk must not leave a color residue (fully washable) after general exposure to the natural
elements (i.e., rain, snow, etc.).
4. Chalking must be at least 20 feet away fro m entrances and exits of all buildings in order to
protect carpeting.
5. Chalking must be limited to horizontal surfaces (mainly sidewalks) where the natural elements
have full exposure. Therefore, no chalking in tunneled areas, under tents, on buildings, und er
building overhangs, etc. is permitted.
6. Chalking is not permitted on any vertical surfaces, steps, buildings, sculptures, etc. at any
time.
7. Violators will be subject to full restitution in accordance w ith the Student Code, Article IV ,
Section B, 17 (6Unauthorized use/destruction/defacing of property 6).

ROCK PAINTING POLICY

The rocks between Goldsworth Valley Pond and Gilkison Avenue and the rocks on the southeast corner
of Stadium Dr. and Oliver St. have been designated for painting by Registered Student Organizations on
campus. No other painting of any sort is permitted on any University property. Violators will be subject
to full restitution in accordance with the Student Code  Article IV, SectionB,170 Unaut hori zed
use/destruction/ def aci ng o) Guidebnpsefar panting the rocks:
1. Painting the rocks is on a first -come, first -use basis. All organizations have equal access to the
rocks.
2. Clubs and organizations may not cover or nmaguardo
not prevent other organizations from painting over their work.
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POSTINGPOLICY

FLYER/POSTER GUIDELINES

Organizations may post or distribute literature on University property. However, the University expects
that poster and literature cont ent will conform to established requirements and generally accepted
standards of good taste.

The specific content of posters and literature will be the responsibility of the person or organization
submitting posters or literature for distribution. The per  son or organization will be expected to assume
all responsibility for poster content and to hold Western Michigan University harmless from any and all
liability that may arise as a result of any posting or distribution. This pertains to all damages, costs,
attorney fees and discovery costs that may result from any legal action.

While WMU promotes freedom of expression, the University also affirms civility and, at its discretion,
reserves the right to control conditions of time, place, and manner under whic  h posters and literature
are distributed.

Publications must comply with the regulations listed in this manual.

CAMPUS POSTING: GERRAL PROVISIONS

1. To post flyers on approved bulletin boards in the academic buildings and general buildings ,
flyer s must be approved by Student Activities and Leadership Programs (SALP)Office.

2. Postersorflyer s must not exceed 146 by 22.6

3. The literature must contain the full name of the sponsoring organization, date, time, and event
location.

4. All litera ture must be received by the SALP office AT LEAST (7) SEVEN BUSINESS DAJg$or to
the event/program taking place.

5. All literature must comply with S ALP guidelinesand be st amped OLRpegoreovedd b
posting. If the material is nhot stamped for posting, the material will be re  moved and restitution
for the cost of labor will be charged to the organization.

6. The Posting Guidelines Form is to be completed by the student organization/department
representative requesting the flyer to be approved.

7. If approved, the flyer will be place d in the student organization mailbox for pick -up.

8. If not approved, the organization/department will be contacted in an effort to approve the
literature.

9. Please allow (2) TWO BUSINESS DAYf®r the approval process to take place .

10. Programs or projects sponsored in whole or part by the Student Assessment Fee must include
the statement 0SAF F WocdredssFaitume toad this maywrésultiinc i t y
subsequent loss of funding.

11. Postings are not permitted on any trees, buildings, walls, doors, windows, telephone poles,
wires, fire hydrants, parking meters, trashcans, cars or public signs on campus. All violators
will be charged full restitution for the cost to remove such literature from the unwarranted
areas.

12. Postings areto be placed on bulletin boards provided by the University. There are information
kiosks and general announcement boards available.

13. It is prohibited to post literature over other validly placed flyers or posters.

14. Postings may be tacked or stapled on bulletin boards or taped on kiosks. Other methods of
affixing postings or types of adhesives are not permitted.

15. The following offices/departments have specific posting guidelines and approval for literature
must be given from each area specifically. Please contact individual office/departmen t for
policies and procedures:

a. Student Reaction Center (SRC)
b. Residence Halls
c. Bernhard Center
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BERNHARD CENTER (BC)
Signs to be posted in the Bernhard Center must first be approved by SALP. Copies of the posting should
be delivered to the Student Ac tivities and Leadership Programs Office. The materials will be reviewed
and posted in designated areas if approved.

STUDENT RECREATIONEBITER (SRC)
Signs to be posted in the Student Recreation Center must first be approved by SALP. Ten copies of the
posting should be delivered to the Chris Voss, Associate Directorat the SRC. The materials will be
reviewed and posted in designated areas if approved. The SRC also has a display case available for a
weekly fee of $5. For information on reserving this space, contact Chris Vosschristopher.e.
voss@wmich.edu

RESIDENCE HALL POSNG GUIDELINES
There are bulletin boards on corridors throughout the residence halls maintained by residence hall staff
to keep residents aware of Residence Life and University activities. Only authorized Residence Life
personnel are permitted to post on corridor bulletin boards. Postings are not permitted on walls,
windows or other non -bulletin board surfaces in public areas, includi ng elevators. If physical damage
results from any posting or when labor time is required to remove postings, the sponsoring organization
or individual will be billed.

Organi zations wishing to advertise i n t hAep prreosvieddedn chey |
the Office of Residence Life. An original flyer should be brought to the Residence Life office, located

in Faunce Student Services Building, to be approved for distribution . Copies of approved flyers are to

be returned to the Office of Resid ence Life, and Residence Life staff will post them in the halls

At no time may postings be slid under residence hall room doors, except for those authorized by
Residence Life.

FUNDRAISING AND NORROFIT SOLICITATIONN RESIDENCE HALLS
All fund -raising activities taking place in a residence hall must be approved by the Office of Residence
Life. No fund -raising or solicitation by student organizations may take place in the buildings or
cafeteria foyers without permission. Sales of food by non -residence hall groups will not be permitted in
the halls.

Leafleting, distribution, and solicitation by University organizations for non  -revenue producing
purposes must be approved by the Office of Residence Life. The following conditions will need to be
met in resi dence hall lobbies and cafeteria foyers (not in the cafeterias):

91 Approval has been obtained from the Office of Residence Life.

I The time and duration are established and approved prior to the activity.

1 There is no interference with the normal operation of  the residence hall.

1 The area is restored to its original condition.

Additionally, the Office of Residence Life (387 -4735) reserves the right to grant blanket approval for
certain non -University activities, usually of a public service nature, such as vote r registration. If such
blanket permission is granted, Hall Directors will be contacted by the office granting permission. If, in
the opinion of the Director, such distribution or solicitation is causing a disturbance, the parties will be
asked to leave immediately .

Events and activities are part of many student organizations. Good planning and documentation are key

to having a successful event. The SALP staff isavailable for assistance at any step during the planning
process.
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EVENT PLANNING

PREOPLANNING

QUESTIONS TO CONSIBE

Has this activity been reviewed with your organization advisor?

Does a contract need to be signed for anything associated with this event?

If event is held in the community, how will this activity affect the neighborhood?
What liability does the organization run the risk of incurring?

What state laws or city ordinances have the potential of being violated?

What safeguards will be used to keep these laws from being violated?

If using officers/security, how will they maintain  control over the activity?

What will the officers/security do if this activity gets out of hand?

List the possible problem situations that could present themselves at your activity.
List how you will solve each of the situations listed above.

Do you have an established procedure to follow in case of emergencies?

Could you convince a reasonably prudent person that your event is not dangerous?
Is the potential liability for the organization worth the potential benefits to the organization?

CHECKLIST
¢ Assesorgani zationds interest in the event or activity
¢ Answer basic questions
¢ Follow these steps:

Identify needs

Develop program goals and objectives

Develop an action plan

Implement that action plan

Evaluate that event

Document for the future

=4 =4 =4840 _4_4_9_9
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EVENT CHECK LIST

¢ FUNDING AND PAYMENT
Make a budget
Identify potential funding sources/ allocating bodies
Contact RSO Financial Advisor for assistance with paperwork, including contracts
Determine paperwork deadlines in advance and plan accordingl y
¢ TRANSPORTATION ANDQ@DGING
Connect with agent/artist/for arrival/transportation information
Transportation rental
Hotel confirmation
¢ PROMOTIONAL CONSIDERIONS
Complete marketing plan
Get advertising materials approved and distributed
Use campus media and advertising sources: WIDR 89.1 FM EduCABLEMTV U Western Herald,
Student Events Calendar
¢ VENUE/EVENT SPACE
Check with venue about reservation/set up/catering (if needed)
Contact SALP for outdoor space reservations
Check on any special requirements (security, stage, room set -up, etc .)
Technical issues
Notify SALP if attendance will be larger than 100
¢ VOLUNTEERS
Setup/Tear Down/Clean Up
Greeters/Tickets/Counters
On- Stage/Sound Help/Announcements
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EVENT PLANNING

EVENT SECURITY

RSOs may need to request security services from the WMU Department of Public Safety for a pa rticular
event. Generally, these services must be requested a minimum of ten (10) days prior to th e planned
event. Moreover, these services must be paid for in advance by cash, certif ied check, money order, or
by a campus financial transaction. The WMU Department of Public Safety staff makes the final decision
on the number of officers needed for each scheduled event to maintain campus safety and security.

Call (269) 387-5573 for det ails.

EVENT CAMPUS MEDIA &INFORMATION SOURCES

89.1 WIDR-FM
89.1WIDRFM is Western Michi g-aperattbradio statics) and gndescellent u d e n t
avenue for marketing anWI®REWAtQartdd f onr gnaailable #rouglo n . 0
the SALPwebsite. Forms should be completed at least three weeks prior to th e event. WIDR is
located at 1501 Faunce and staff can be reached at (269) 387-6301.

WESTERN HERALD
The Western Herald is Western Michigan Univerd t y 8 s -speratedenewspaper. Student
organizations can purchase ads and sometimes gain free coverage or publicity of an event by
notifying the Herald staff in advance. The W estern Herald is located at 1517 Faunce and staff can
be reached at (269) 387-2092.

WESTERN NEWS
Western Michigan Universityds faculty and-wigde aff new
events. The Western News is located in Walwood Hall and can be reached at 387 -8400.

EduCABLE
EduCABLE is the campus cable system. One othe TV channels promotes campus events through an
electronic bulletin board messaging system. RSOs can promote their events by posting a message
on this EQUCABLE channel. There is NO CHARGE for this service. Call 384997 for more
information or downloa d an announcement form from our website at:
www.wmich.edu/oit/forms/educable -request.pdf .

MTV U
MTV U, formerly known as CTN(College Television Network), Channel 35 is a music video ard
bulletin board system that is available to student organizations that want to post dates and times
of programs for all students. This channel is monitored by the Student Recreation Center. If your
event is open only to a specific group, it will not be i sted on the site. The Student Recreation
Center has the sign up for MTV U postings. Postings for the bulletin should be submitted one week
in advance. For more information on posting to MTV U, please contact Cindy at 387 -3115.
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FUNDING ANDALLOCATIONBODIES

STUDENT ASSESSMENT FEE FUNDING

From the Western Student Association Allocation Committee (WSAAC)
The Western Student Association Allocation Committee (WSAAC) is a standing committee of the
Western Student Association, with the primary function of allocating a portion of the funds collected
through the Student Assessment Fee. The WSAAC was created to give students discretion over how
student funds should best be distributed. The purpose of the WSAAC is to responsibly allocate funds to
deserving programs in anticipation of their contribution to the educational and recreational wellbeing
of the University community. During the fall and spring semesters, WSAAC distributes guidelines and
procedures about applying for available funds.

In order to be eligible for WSAAC funding, each organization must meet the following minimal
requirements:

1 Be registered and in good standing with SALP.

1 Be active at least eight weeks prior to submitting a budget request.

1 Be debt free with the University.

1 Havea RSO representative attend the RSO Finance Workshop presented by SALP.

Contact WSAAC at 3872125, wsaac-chair@wmich.edu, or visit their website:
http://lwww.westernstudentassociation.org/allocations

From the G raduate Student Advisory Committee (GSAC/GFAC)
The Graduate Student Advisory Committee (GSAC) is a committee of and for graduate students here at
WMU. Our membership primarily consists of representatives from each department enrolled in a
graduate program. The primary function of GSAC is to be a liaison between the administration and
graduate students: when issues arise at WMU that concern graduate students, we bring it to the
attention of high -level administration officials. Similarly, the administration b rings issues regarding
policy changes and programming to us for our input and approval. In addition to our role as advocates
for graduate student needs, we provide professional development opportunities and host social events.

GFAC is the Graduate Finangal Allocation Committee, a standing sub -committee of GSAC. Its concerns
involve financial matters that are brought before GSAC, including developing and managing the GSAC
budget. It also includes providing recommendations to GSAC for the disposition of Gr aduate Student
Activity Fee funds to Registered Student Organizations (RSOs). A portion of the GSAC budget goes to
fund RSOs. RSOs are welcome to apply for funding to GFAC/GSAC for either operatng or program
expenses

The guidelines for funding include:

1 Graduate Student RSOs are encouraged to apply for operational funds to help cover the costs
running the RSO and of monthly meetings (i.e. food, publicity). The maximum allocation for
operational funds is $500 per year.

1 An organization must demonstrate that the program or event benefits the graduate student
community and/or the WMU and Kalamazoo communities academically and/or culturally.
Undergraduate RSOs may apply for funding if they can demonstrate these benefits in their
request. The maximum allocation for program or event funding is $2,500 per year.

1 Funding requests must be submitted to the Graduate Financial Allocation Committee (GFAC), a
standing committee of GSAC. Requests must be submitted one week before the following
GFAC meeting to the GFAC Chair (or GSAC Vice Chair), which occurs monthly (required) .

1 Have at least one RSO representative present at the GFAC meeting to present the request in
person and answer any questions from GFAC(required) .

1 Have a RSO representative attend the RSO Finance Workkop presented by SALP.

Contact GSAC at 3878207, visit their website for complete funding rules and responsibilities:

www.wmich.edu/gsac or stop by and attend the monthly meetings , which are held every 2 ™ Friday of
each month at 3pm.
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FUNDING ANDALLOCATIONBODIES

From the Sports Club Council (SCC)
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Sports Club Council is a resource center for all club sports at Western Michigan University. SCC is
committed to promoting sports clubs at WMU by providing resources and support to help ensure th e
growth of club sports at our university.

In order to be eligible for SCC funding, the club must:
1 Be registered through SALP
1 Download and Complete the SCC Registration Form
1 Submit signed team waivers for all memb ers to Amy Seth, SCC advisor, in the main office of
the SRC
1 Bein good standing with SCC (includes mandatory attendance at bi -monthly SCC meetings)

Contact SCCat 387-3772 or visit their website for complete funding rules and responsibilities:
http://www.src.wmich.edu/home/sports clubs.html
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CONTRACTS

OVERVIEW

RELA

Contracts are a binding agreement between two parties in which each gives something in return  for
something else. Registered Student Organizations (RSOs) routinely work with contracts for various
means such as bringing speakers or performers to campus.

In contract law it is extremely important to have your agreement in writing and signed by the p  arties
involved. Courts will generally look at a written contract signed by both parties treating it as a final
written expression of the involved parties. Contracts must be notarized.

TIONSHIP WITH THE UNIVERSITY

As an RSO you are a student group recognized by Western Michigan University but you are not an

employee or a designated representative to enter into binding agreements on behalf of the

university. Although RSOs cannot act as university representatives, your conduct and decisions reflect

on the university so it is important that you conduct yourselves and your affairs in an appropriate

manner. When working with third parties and vendors while identifying yourself as a RSO at WMU, the
recommendationto avoidthe possi bl e mi sperception as to your group
setting (either with direct or apparent authority) is to say:

organization is a recognized student organization of the university and does not represent the
university. The organization cannot contractually obligate the University. As a (member/officer) of
organization, | enter into this (Contract/Agreement) on behalf of organization in my
role as Pres/Treasurer/etc.

Including language like this, both oral ly and in writing, helps avoid any possible links between your
activity and the university. Given the autonomy of student leadership, you must be willing to take
responsibility for your decisions as they apply to yourself and your group. By signing contra cts, you
and/or your RSO, not the university, will be held accountable.

STANDARD SECTIONS OFCONTRACTS

Description: Indi cates what the contract -8livers¢. such as 0

Caption: Indicates who the contracting parties are and when contract was made.

Backgrouncd I ndi cates what eachrpaseyds, b uShiksdoeadeRato k 5 pu T
101 Main St. is in the retail business of sellingt -s hi rt s 6

Duration: Indicates how long a contract is valid (often found early in document)

Definitions : Indicates what the meaning of commonlyused wor ds i n the contract a

means OY Clubo6 or o0l ated6 means oOany promi se |
time | imit agreed to by both parties. o6 It is
di fferences in their mea&ningslhiake 6o0recotnd | hake:
omayoé (permissive).

Obligations: Il ndi cates what each party is respehinsisHall e f or

supply Y Club with 500 t-shirts on September 30 at $5.00 a shirt. Y Club must pay
Ri ck-B8hits T$2, 500 plus tax on the date of del i ve

Operative Provisions: Indicates what other provisions are included in the contract such as any warranties or

exclusions that may apply. Often, this is the section of the contract where a
disclaimer and limi ting language is used to give the party who wrote the contract
advantage over the party that signs the contract.

Enforcement Provisions: I ndi cates the part of the contract that de

Closing:

does not fulfill their end of the ag reement, something not in the contract is causing
problems, where to go if there is a dispute, what happens if the other party said we
agreed verbally but it is not in the written contract)

Indicates that both parties agr ee to the contract upon signing the binding document.
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CONTRACTS

CONTRACT QUESTIONS

RSOs are encouraged to work through their advisor and the Office of Student Activities and Leadership
Programs prior to entering into a contract agreement. It is important that you seek this help BEFORE
YOU SIGN THE CONTRACTIf you wait until after you sign the contract, you may create problems for
yourself and your organization.

ENTERTAINMENT/SPEAKER CONTRACTS
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SALP staff menbers can provide assistance with University entertainment contracts to organizations
sponsoring an act. All entertainment contracts funded through the Student Assessment Fee (i.e., GFAC
funded, WSAAC funded, etc.) must be reviewed by SALP. Some contracts may need further
authorization from other University entities. Please allow five business days for review and
authorization.

Complete the following form available at the SALP office:

As an RSO you are a student group recognized by Western Michigan Wiversity but you are not
an employee or designated representative to enter into binding agreements on behalf of the
University. This form should be singed and dated by both the RSO Student Financial Manager
and the Independent Contractor. Returnittot he RSO Financial Advisor along with the
Independent Contract, Questionnaire, and Voucher. These forms must be completed prior to
the actual event.

is a Recognized Student Organization of the University and
does not represent th e University. The organization cannot contractually obligate the
University. As a Member or Officer of the above mentioned RSO. | enter into this Contract
or Agreement on behalf of my RSO in my role as

RSO Representative Signature Date
Independent Contractor Signature Date
Director of SALP Signature Date




FINANCIALACCOUNTPOLICIES

OVERVIEW

Student organizations must adhere to all University and SALP accounting policies and procedures.
Organizations that violate University and/or SALP financial polici es and procedures are subject to
disciplinary procedures as outlined in the RSO Handbook. Failure to follow proper paperwork
procedures will result in a meeting with SALP staff.

ONOCAMPUS ACQOUNTS

On-campus financial accounts are utiliz ed for Registered Student Organizations (RSOs) that receive
Student Assessment Fee (SAF) allocations from Graduate Student Allocations Committee (GSAC/GFAC),
or Western Student Association Allocations Committee (WSAAC). After a RSO secures funding from one
of the above sources, an account is established through the RSO Financial Advisor in the Student
Activities and Leadership Programs (SALP) Office. Money in these accounts can only be spent on items
for which SAF funds were allocated. SAF money remaining in these accounts following events will be
returned (aka: swept) to the allocating body from which it was given. It is possible for RSOs to have
two on-campus accounts based upon the source of funding:
WSAAC SAF ACCOUNT:

52 627
fund cost center number

GFAC SAF ACCOUNT:
52
fund cost center number

STUDENT FINANCIAL MANAGERS

Organizations who receive SAF funding must appoint at least one member, and may have u p to three
members, who will be designated as Student Financial Manager(s) for the organization. Student
Financial Managers must also hold an officer position in their RSO. Student Financial Managers will be
the only members authorized to sign for and spen d funds from the RSO accounts. They will be held
responsible for the financial activities of their organization.

FINANCIAL WORKSHOPS

Prior to applying for SAF funding, one Student Financial Manager is required to attend a Financial
Workshop. Financial workshops offer detailed instructions on how to properly manage your on -campus
financial accounts. The workshop includes information about University financial policies and
procedures, how to complete forms, and how to check your account balance and transactions.
Registration for Financial Workshops is available online at

http://www.rso.wmich.edu/financial resources.htm or by calling 387-2565.

ORGANIZATION PURCHASE/TRANSACTION APPROVAL POLICY

To spend funds from a RSO orcampus account, all financial forms must be submitted to the RSO
Financial Advisor for approval. See the RSO Financial Information & Resources section for sample
financial forms and detailed information.

FINANCIAL DEBTS

RSOs are not permitted to have a deficit (negative) in on -campus account balance. This situation will
occur if an organization spends more than the SAF funds they were allo cated. In this instance, RSOs
will be required to make a deposit to the on -campus account to pay for the deficit. RSO accounts that
show a deficit at any time may be subject to any or all of the following:
1. Afreeze will be placed on the RSO account(s). No transactions will be permitted until the
account deficit is resolved.
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FINANCIALACCOUNTPOLICIES

2. RSO Financial Manager(s) will need to meet with SALP Administrators to discuss the deficit
situation.

3. RSOs privileges (i.e., use of Faunce office space, phone lines, ability to use campus facilities

for meetings, etc.) will be revoked.

RSO may not apply for on-campus funding through GFAC or WSAAC.

RSO will lose its recognition status with WMU.

The student who signs a requisition, voucher or other transaction form causing a def icit

account balance may be held accountable through the WMU Student Code.

o 0k

RSOs are similarly responsible to appropriately manage their off -campus financial accounts.
Outstanding invoices or balances with businesses is unacceptable and is the responsibility of the RSO
and/or students involved, not the university. Students and RSOs may be held accountable through the
WMU Student Code. Additionally, legal action may be taken by businesses to resolve the outstanding
balance.

DEPOSITS

No deposits should be made into RSO orcampus financial accounts, unless an RSO is resolving a deficit.
SAF funds are the only monies permitted in RSO on-campus accounts. An authorized deposit form from
SALP is required to make a deposit.

FALSIFICATION OF INFORMATION

Providing false information in the process of seeking reimbursement is a violation of law and University
policy. Any student who submits documentation that is false will be referred to WMU Public Safety and
the Office of Stud ent Conduct to face formal charges.

OFFOCAMPUS ACQUNTS
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If your RSO collects and/or manages self-generated funds such as dues or proceeds from fundraising

events, you are encouraged to open an off -campus bank account to manage those funds. RSOs should

apply for an Employer Identification Number (EIN) to use on their off -campus account rather than an

i ndividual studentds Soci al Security NumbwwirsQ&BN) . Y
by completing Form SS4. In addition, it is recommended that at least two students have signature

authority for the bank account.

Off-campus bank account names cannot have reference to Western Michigan University. RSOs are solely
responsible for off -campus bank account matters. Western Michigan University is not responsible in any
way for such transactions unless an authorized University official has developed a contractual

relationship with the RSO. In addition, WMU will not provide vendors and/or creditor s with any
information beyond that which is considered public information.

Outstanding invoices or balances with businesses is unacceptable and is the responsibility of the RSO
and/or students involved, not the university. Students and RSOs may be held a ccountable through the
WMU Student Code. Additionally, legal action may be taken by businesses to resolve outstanding
balances.
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GENERALLEDGEROPERATINGWEB (GLOW)

All of the information in the GLOW system is view only and cannot be changed. WMU uses a fiscal year to
record annual financial activity. Fiscal Year 2009 begins July 1, 2008 and ends June 30, 2009.

ACCESS TO SYSTEM

RSOs may view their account balance and transactions by using the GLOW system. The web address to
access GLOW isvww.fs.wmich.edu/glow . The login

General Ledger Operating Web

User ID: ||
Password:
Click to Sign-on

Thursday, June 21,2007 10:45:38 AM

vi6

To obtain the GLOW 06User | D6 and 6Passworddo f
WSAAC SAF ACCOUN GSAC SAF ACCOUNT
52 627 52
fund cost center fund cost center

SUMMARY INFORMATION
From the GLOW main menu, use the &é6Summary |
6Det ai |l

olnndf oirsmautsied t o
STERBY-STEP PROCESS

1. From the GLOW main menu, choose 6Summary |

2. On the next screen, (you generally should) choose the following parameters and then select
6Click to Continued.

check transactions.)

GLOW Summary Information GLOW Main Menu

Supply the Date, Fund/Department, Account,and Ledger Activily parameters by following the instructions in
each box below. After specifying the parameters, click the Confinue button.

Dates Funds/Departments Accounis
Choose fiscal year below. Click fSpecify fund and department below. All Accounts
ot fiscal year cell to see NOTE: Department must be seven digits.
choices. Click List Funds or List Departments buttons
below to see available values.
I 2007 x I
Fund Dept I
bedser Ariithy Click to Continue |
AllLedgers
List Funds List Departments I GLOWY Main Menu
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GENERALLEDGEROPERATINGWEB (GLOW)

3. Next, choose the fiscal year you want to display and enter your fund and cost center number.
S e | eClick to &ontinue.d

4. Subtotals for each different account will appear (i.e. object code) for the specific fiscal year.

5. To determine the account balance, scroll to the bottom of the screen. The last number
(Summary Balance) in the 0Closing Balanced6 col umn
chosen. The account balance at the end of fiscal year 200 7 for the above example is $1,163.88.
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