Helpful Definitions

· Current Charter – Organization is active on campus, and the online database has been updated within the past year

· Being current allows an organization to apply for allocations, co-sponsorship, and conference travel, the organization can also rent rooms, rent equipment, or receive the other benefits given to SA organizations

· Active Charter – Organization is active on campus, and the online database has been updated within the past two years

· Active organizations are not eligible for allocations, co-sponsorship, or conference travel

· Active organizations can rent rooms, rent equipment, or receive any other benefits SA offers (excluding the monetary benefits listed above)

· Active organizations just have to update the database in order to become current

· Expired Charter – Organization may be active on campus, but people involved with the organization have not responded to SA, or they did not update the database for two consecutive years

· SA will try to contact this organization electronically three times over the course of an academic semester, if we don’t get a response, the organization’s charter will expire 

· Having an expired charter results in removing all SA funds from your organization’s account and back into the SA account

· Revoked Charter – There are five reasons why an organization’s charter would be revoked

1. Intentional improper documentation

2. Misuse of SA funds

3. Membership diminished below 5 members for one calendar year

4. Violation of the Student Organization Handbook

5. Any other activity deemed inappropriate by SOC

· A bill shall be introduced in Senate to revoke a charter, the bill will specify the reasons for revocation 
· The organization’s president and advisor will be notified at least two weeks before the revocation

· Once an organization’s charter has been revoked, all SA funds will be transferred out of their account and placed back into the SA account

· Re-Chartering – An organization whose charter has expired, but they wish to have a current charter again

· An organization whose charter has expired may request to be re chartered at any time

· An organization whose charter was revoked must wait one calendar year before requesting to be re chartered

· Upon request for re chartering, an organization must follow the procedure outlined in the SOC guidelines
· Online Organizational Database – Can be found at: www.orgs.utulsa.edu/sa/orgsdb
· This database helps SOC keep track of all the organizations on campus

· Student Organization Committee (SOC) – An internal SA committee

· SOC is responsible for chartering new organizations, and keeping track of existing organizations

· Financial Appropriations Committee (FAC) – An internal SA committee

· FAC is responsible for reviewing all monetary requests that are put in by SA recognized organizations

Online Organization Database

SA has created an online organization database to keep track of all the advisors and officers of each SA Organization.  Every organization that is approved by SA will be added to the database.  In order to keep your charter current, we ask each organization to update the officers and advisors every academic year.  This is important because SA uses this database to contact your officers about any problems or questions we may have about your organization, all of your information must also be correct to apply and receive allocations.  This database is also very useful for new students; it helps them know about all of the organizations that TU has to offer.  Here are some helpful steps to show you how to update the database.
Online Organization Database – How To
1. Go to http://www.orgs.utulsa.edu/sa/orgsdb
2. Click “Login” on the left hand menu

3. Enter your TU user name (fname-lname), and password

4. Click “Claim Org” on the left hand menu

5. Select your organization from the drop down menu, and click “Claim”

a. If someone has already claimed the rights to edit your organization, the application will give you an error and present you with an email box to contact the administrator.  In your email describe the situation in detail and the administrator will get the matter sorted out.

b. If you are an SA Organization, and your organization is not listed, please email sa@utulsa.edu with the details, and your organization will be added.
6. Click “Edit Organization” on the left hand menu
7. Fill out as much information as possible about your organization

a. Required fields are: Advisor, President, Treasurer, and description.  Email addresses are also required for the above people.

b. If you have any problems with this step, please contact us at sa@utulsa.edu and we will help you in any way possible.

Please note that changes will not always show up right away.  This is because once you’ve submitted your update the administrators have to review and confirm your information.  If your changes do not show up at all, please contact us at sa@utulsa.edu.
Equipment Rental

The Student Association has equipment available for Student organizations to checkout and use.  There are no fees for these rentals.

The equipment available for rental includes, but is not limited to:

· Canon PowerShot A75 Digital Camera

· Sony HandyCam DCR-HC20

· ViewSonic XGA Projector

If you would like more information regarding the equipment available for rental, please contact us at: sa@utulsa.edu.  In order take advantage of renting these items, please complete the equipment rental agreement, which can be found at http://www.utulsa.edu/sa/documents/eDocs/EquipmentCheckout.pdf, and turn it into the SA Offices.  The offices can be found on the 2nd Floor of the Allen Chapman Activity Center.
ACAC Room Rental

ACAC allows student organizations to rent rooms for their events.  In order to take advantage of this opportunity, you need to contact the ACAC Offices (x2251).  If your event is approved, it will be posted on the “Daily Event Schedule” in the plaques outside of the rooms.  ACAC manages reservations for several sites including:

· Event Rooms in ACAC:

· Gallery

· Chouteau

· Great Hall

· Administrative Conference Room

· Alcove

· South Patio

· South Parking Lot

To see more sites that are available, and to see the guidelines for room rentals, please see the document center on the SA website or contact the ACAC Offices.

Conference Travel

The Student Association offers all organizations the opportunity for conference travel funding.  Organizations are eligible for up to $1000 per fiscal year (June 1 – May 31).  The money can be split up over multiple conferences, as long as the $1000 limit has not been reached.  This conference travel can only be used for TU students; in most cases, advisors will not qualify for this funding.  The money covers limited amounts for registration, lodging, transportation, and food.  These funding levels are listed below.  The transportation category encompasses all methods of transportation to and from the conference, gas costs and all methods of transportation within the city where the conference is being held.  Transportation includes (but is not limited to) airfare, shuttles, taxis, subways, car rentals, bus rentals, van rentals, and other public transportation.  There is also a miscellaneous category that can be used for any expenses not covered by the categories listed.  However, the Financial Appropriations Committee (FAC) reserves discretion when considering anything that is put into the miscellaneous category.

Conference Travel Funding Levels

	Category
	Funding Cap

	Registration
	$150/person

	Lodging
	$40/person

	Transportation
	$200/person

	Food
	$15/person/day

	Miscellaneous
	Up to $250 


Steps for getting Conference Travel:
1. Contact the senator who represents you.  There are senators that represent residence halls, apartments, commuters and colleges (i.e. ENS, Law, Arts & Sciences, etc.).  If you aren’t sure who your senator is, check the SA website (www.utulsa.edu/sa) to find their contact info.  Once you have contacted them, they will write a bill requesting your conference travel, and introduce the bill to the Student Senate.

a. Please note that the Student Senate prefers to have the bill introduced at least two weeks before the date of your conference.  If the bill is presented sooner than four weeks prior to your conference, we may ask you to wait, but if the bill is presented later than two weeks prior to your conference, funding is not guaranteed.

b. Conference Travel bills MUST be introduced in Senate before the Conference occurs to receive any funding.

2. After your bill has been presented by your sponsoring senator, your organization will be asked to meet with FAC.  The time and place of the meeting will be arranged via email with the FAC Chair.

a. FAC recommends you to fill out a form with Conference Travel Questions on it (you can find this form on the SA website document center or in this packet).  These questions are merely to illustrate the type of questions you will be asked in your FAC interview.

b. FAC will require a breakdown for specific costs for specific items.  

i. For example, if an organization asks for $350 per person for transportation, FAC would require the organization to provide that $300 of this would be used for airfare, and the other $50 dollars would be used for shuttles.

c. Once FAC has interviewed you and reviewed your request, they will figure out how much SA can actually fund you for.  FAC guidelines state that they can fund the greater of two amounts: $80 per person or fifty percent of what your organization is eligible for.

3. Once FAC has determined how much your organization is eligible for, your organization will be asked to send a representative to a Student Senate meeting.  The time and place of the meeting will be arranged via email with the Vice President of SA.

a. The Student Senate prefers you to send an officer who is knowledgeable about your organization, and about the conference you will be attending.  The representative should know about the conference travel budget, and about some of the events that your organization does.  He or she should also be prepared to tell the Student Senate how going to the conference benefits your organization and what the organization will bring back to TU from that conference.

i. Please keep in mind that Senate guidelines do not allow the representative to be an SA senator, executive, executive director, or judicial council member.

b. After your representative talks with the Student Senate, and answers any questions they might have, the Senate will vote on whether or not to grant your organization the conference travel money.  If your request is granted, the Student Association Treasurer will transfer the money into your account.  
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Conference Travel Questions
· In addition to this form, please submit a detailed budget for your trip containing registration, transportation, lodging, food, and miscellaneous costs.  

Conference Questions 
How long is the conference? We will be leaving on _________ and returning on _________.

How many TU students are attending? 

Please provide a detailed explanation of transportation (Flight, subway pass, taxi, # of cars, etc.): 

How were the members chosen to go to the conference? 

Has TU been to this conference before? 

What have you brought back to campus from past conferences? 

What do you hope to bring back from this conference? 

As SA cannot provide full funding, how else do you plan to fund this conference?
General Questions 
What is the nature of your organization? 

What specific activities do you host or plan to host on campus? 

How many members do you have? 

How do you determine membership? 

Do you charge membership dues? If so, what are they? 
Other Comments/Notes 
Co-Sponsorship

SA defines co-sponsorship as the distribution of funds and/or services to an organization hosting an event that has either grown in size, scope or cost since the organizations initial allocation, or has been added to an organization’s agenda after its allocation packet has been filed.  Co-Sponsorship funds can only be used on certain items, for lists of these items please see the Co-Sponsorship Guidelines at http://www.utulsa.edu/sa/documents.  Events not sponsored by a University of Tulsa student organization are not eligible for Co-Sponsorship.  Each SA organization is limited to having two events Co-Sponsored by SA in one academic year.  Co-Sponsorship of an event will not exceed fifty percent of the total proposed cost of the event.  Organizations are not eligible to receive Co-Sponsorship for charitable events unless all revenue from the event is directly donated to charity.  

Steps to Receive Co-Sponsorship

1. All Co-Sponsorship requests must be submitted at least two weeks before the event takes place.  Request forms can be found at http://www.utulsa.edu/sa/documents/.  If your request is not submitted two weeks prior to the event, funding shall be considered at the discretion of the Co-Sponsorship Committee.

a. The Student Association will not fund events that have already taken place.

b. Requests may include requests for funds, manpower and administrative help.

2. A hardcopy of the Co-Sponsorship request and a proposed total budget for the event must be submitted to the Student Association office.  The Secretary of the Student Association shall confirm receipt of all requests.

3. A representative from your organization will be asked to come to a Cabinet meeting to provide more details about your request.

a. The Cabinet location and time will be determined via email.

4. If your organization receives funding from the Student Association, your organization must credit SA as a sponsor of the event.

5. After your Co-Sponsored event takes place, your organization must submit a written report to SA, detailing the success of the event.  These reports will be archived by the SA Secretary.

For more information about Co-Sponsorship please see http://www.utulsa.edu/sa/documents or contact us at sa@utulsa.edu.

Transitions in Leadership
A good transition for ALL officers is CRUCIAL to the ongoing success of your group!  A smooth transition is the responsibility of both the outgoing and incoming members of an organization.  The transition acts as a means of providing training for new officers, closure for the outgoing leaders, and helps the organization maintain consistency from year to year. Below is a list of suggestions for officer transitions.
· Set up a meeting
· Dropping off a binder and leaving a note that says, “Good luck!” will not be beneficial to your organization.  Make sure that the outgoing and incoming officers meet with each other to make sure that everyone’s questions get answered.
· Share files related to your position and organization
· SA recommends that each officer, especially the president, keeps notes or a binder on everything that they did that year, and how everything was completed.
· Make sure the incoming officer has a copy of the following items, and any other items that would be helpful for your organization
· Copy of Constitution and By-laws (required of all student organizations)
· Member & officer contact list
· Contact information of important people/offices on campus
· List of basic annual procedures and/or calendar of annual events
· Copy of SA Welcome Packet

· Web page and webmaster information and information on maintaining the web page

· Mission, philosophy, goals and/or purpose statement of organization
· Financial records
· Evaluations of previous and current projects
· Review a calendar of the year
· Take out a calendar of this school year and review it together. Take note of when busy times were, and when important events for your organization occurred.
· Make introductions to resources
· Schedule time to walk around campus together so the outgoing officer can make introductions to the important people who can serve as resources to the incoming officers (Office of Student Activities & Student Affairs, ACAC Room Reservations, academic department, etc.) Make sure new officers meet with the organization advisors as well.
· Review budgets and funding
· What is the financial status of the organization?
· Where did the organization get money from this year?
· Did the organization apply for SA funding and/or receive funding?
· Which fundraisers worked – which didn’t?
· If you are unsure about funding procedures or how to work with your organization account, visit or call the Office of Student Activities (x 2585)
· Review past organization events
· Which events were successful this year?
· Which should be continued?
· When should the planning start?
· Which events didn’t go well? Should they be revamped and tried again or just dropped?
· Were there any pitfalls or things that could have been improved?
· Meetings & Organization
· Where were meetings held? What worked? What didn’t?
· Has a summer contact list been created for the organization?
· What is a typical week like?
· What were the most and least challenging parts of officer responsibilities?
· Recruitment activities
· What recruitment activities were done? What worked? What didn’t work?
· Why did new members stick around? If they didn’t – what made them leave?
· Note from SA: A great way to recruit new members is at the Activities Fair which takes place the first week of school. Register your organization for this event in Office of Student Activities, ACAC 206
· Next Step
· Work together to make a list of “things to do” for the incoming officer. Which items need their attention now? Make this list together so the outgoing officer can help with direction. Make sure to trade contact information so that the outgoing officer can be a resource in the year ahead!
(Information adapted from Ohio University, Office of Student Activities) 
10 Steps to a Dream Advisor
SA believes that your advisor is a key part of a successful organization.  Below are a few steps on how to get your advisor involved, and committed to your organization.
1. Advisors are vital to your organization.  It is important that you get them involved as early as possible.  An advisor that is not involved isn’t really and advisor, remember that you need them, and it’s better to get them committed to your organization earlier rather than later.
2. Invite your advisor to all of your meetings.  Going to meetings is the best way for an advisor to get committed to your organization.  By participating in meetings, the advisor will know everything that’s going on and will be able to provide valuable insight to the officers and members.
3. Be sure to invite your advisor to all of your events, you may even want to include their families!  Having your advisor at an event can be beneficial in case an issue arises.

4. Schedule monthly officer meetings with your advisors.  This will provide valuable mentoring time, as well as an opportunity to work out events and schedules before heading off to an organizational meeting.  This meeting will help keep you organized and will help the advisor feel like they know what is going on with the organization.

5. Always make sure that your advisor gets a copy of your organization agenda and minutes.
6. Involve your advisor in all financial areas, not just the signing of check requests and reimbursements.  They will provide valuable information when your organization is establishing a budget, generating weekly treasury reports, or working on saving money.

7. Involve your advisor if you decide to amend your organization’s constitution.  This will let your advisor know where your organization started, and where it’s headed in the future.
8. Include your advisor in the selection or election of your new officers.  Your advisor will be able to provide an objective viewpoint when it comes to putting the most qualified people into leadership roles.

9. Do fun activities with your advisor.  Go to conferences, out to dinner, or even shopping for prizes or supplies together.  Including your advisor in the fun activities will make being a part of your organization worth it.

10. Recognize your advisor.  Remember that they are not getting paid extra for their work with your organization.  You need to make sure that you let them know that they involvement is valued.  Ways of showing your appreciation could be presenting them with an award at your last meeting, or ordering them a free organization t-shirt.
(Adapted from “I Dream of a Great Advisor” by Melanie J. Rotz & Ilaria R. Pesco in Campus activities Programming Vol. 35 No.2)

