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Welcome!

Brought to you by:
THE OFFICE OF STUDENT ACTIVITIES & GREEK AFFAIRS
Within the Department of Student Life

Student Life Mission Statement:
“Educating & Empowering Students to Lead & to Serve”

Welcome! Registered Student Organizations are an essential part of Loyola
University Chicago. They provide students with a variety of opportunities to explore
their academic, professional, political, social, cultural, recreational, spiritual, and
community service interests. Student organizations allow students to develop
interpersonal, organizational and leadership skills in a supportive yet challenging
environment. This manual was created in an effort to assist student leaders,
organizations, and advisors by providing detailed information regarding policies,
procedures, services, and resources. Within these pages you will find many of the
tools you need to successfully run an organization and plan events.
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Student Organizations

Statement on Student Organizations

Loyola University Chicago reserves the right to register groups of Loyola students who wish
to create formal organizations. Loyola’s policy is to encourage free discussion as part of the
educational process. Organized advocacy of a position violating the university’s Catholic
tradition is not endorsed or funded by the university. Registration of a student organization
by Loyola University Chicago is an acknowledgment that the organization has complied with
registration procedures.

The university grants all rights and privileges accorded to every registered
organization. Registration of a student organization implies that the university approves the
organization’s constitution and bylaws. Registration does not indicate or imply that the
university endorses the views of the organization’s membership or the views expressed at
meetings. The individuals involved are solely responsible for any views held or expressed.

Only student organizations which maintain good standing as officially registered
Loyola University Chicago student organizations by following all applicable policies and
procedures are authorized to use university facilities or services, or be permitted to identify
themselves, directly or indirectly, with the university name or credit. The university reserves
the right to review the activities of student organizations and to monitor compliance with
university policies. The authority to officially register student organizations is delegated by
the Vice President of Student Affairs to the Director of Student Activities & Greek Affairs.

Definition of Registered Student Organizations (RSOs)
A Registered Student Organization (RSO) shall be defined as a group of Loyola students
joined together in the pursuit of a common purpose. Student organizations are open to all
students without regard to race, religion, color, gender, age, sexual orientation, or national
or ethnic origin. Social fraternities, sororities, and sports clubs where applicable may retain
gender specific membership. Once registered with the Student Activities & Greek Affairs
Office, the RSO becomes eligible for certain privileges and access to University facilities:
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In order to be eligible to become an RSO, your group must:

e Be controlled and managed by students

« Abide by Federal, State, City, and University laws and policies

e Be a not-for-profit group

« Identify at least 5 LUC registered students as contact persons, one of whom is willing to
fulfill the requirement of being the primary contact

e Provide the information required on the registration form / Orgsync

e Have a Faculty/Staff Advisor

e Abide by financial and all other regulations specified in the Student Handbook and the
Student Organization Resource Manual (StORM).

» Create and maintain an Orgsync account
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Organizational Categories

The Department of Student Life has identified nine types of student organizations and
reserves the right to approve the following category designations:

Academic/Honorary: Activities and membership center on a particular academic or
collegiate course of study or curriculum; organizations which select members on the basis of
achievement in a particular academic discipline.

Cultural/Ethnic: Activities and membership center on a particular ethnic or cultural group.
Greek Life: Activities and membership center on the fraternity and sorority system. These
organizations are governed by the Interfraternity Council, Multicultural Greek Council, and

Panhellenic Council.

Student Governments/Program Boards: Campus and residence hall governments and
campus-wide programming boards.

Media: Student-operated publications which publish on a regular basis.

Service/Spiritual: Activities and membership involve primarily spiritual activities and/or
development through volunteer and/or service projects.

Political/Social Issues: Organizations affiliated with local and/or national political bodies;
activities and membership center on interest in a particular social issue or concern.

Club Sports: Sports related organizations sponsored and administered by the Department
of Recreational Sports; organizations which emphasize some type of physical activity.

Hobby/Special Interest: Activities and membership center on a particular hobby and/or
special interest area.
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Privileges for Registered Student Organizations

Registered Student Organizations benefit by receiving access to University facilities and

services not available to non-registered groups or to the general public:

1. Use of university’s name in association with the organization’s activities.

2. Use of university facilities in accordance with all applicable policies for meetings and
activities.

3. Solicitation of membership on campus under the organization’s name.

4. Solicitation of funds on campus under the organization’s name, subject to the approval
of the Dean of Students.

5. Listing of the organization in official publications of the university.

6. Use of campus bulletin boards and other designated posting areas (See Appendix for
Official Posting Policies).

7. Access to campus services such as audio-visual equipment, inter-campus mail, etc.

8. Assignment of a campus mailbox.

9. Access to university publications and WLUW radio.

10. Expertise of a faculty/staff advisor.

11. Access to the staff, resources, and services of the Office of Student Activities & Greek

Affairs.

12. The right to actively promote the goals, purpose, identity, programs, and activities of the
organization. Active promotion may be regarded as wearing organizational clothing or
accessories, displaying organization paraphernalia, display and/or distribution of written
publicity for the organization of an event, public announcements at a Loyola event or any
visible sign that intimates or articulates promotion. Promotion includes letters or any
symbols that could be associated with the group. This applies to any on-campus and off-
campus Loyola associated event.

13. Eligibility to be funded through the Student Activity Fund and the Unity and Diversity
Fund, once funding prerequisites have been fulfilled.

14. Eligibility to participate in the Fall and Spring Organization Fairs
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Responsibilities of Registered Student Organizations

1.

Student organizations are expected to adhere to all applicable institutional
regulations. The university reserves the right to determine the appropriate time,
place, content, and manner for conducting activities, and posting and distribution of
materials on any of its campuses.

Student organizations are expected to exercise good judgment in planning and
promoting their activities. The university may deny or restrict the activities of student
organizations. Officers of student organizations are responsible for assuring
compliance with procedures and policies as outlined in the StORM and the Student
Handbook. The university prohibits the following types of activities: Eating contests,
raffles, date auctions, fundraising events at a bar or tavern (tavern defined as any
establishment generating more than half of annual gross sales from alcohol) and
other events at the discretion of the Student Activities & Greek Affairs staff.

A student organization accepts responsibility for a member’s or group’s behavior
when a) he/she is acting as a member of the organization, with or without official
sanction, rather than as an individual student; b) an event is held, officially or
unofficially, in the name of the organization; or c) the association between, or the
action of the individual(s) is under circumstances which draw attention to the
organization rather than to themselves as individuals.

Unregistered groups or organizations that allow their registration to lapse are denied
all rights and privileges accorded student organizations and should not operate on
the university campuses. Repeated attempts to operate without university
registration could result in disciplinary action against the individual students involved.

Organizations that have been suspended must adhere to the stated conditions of the
suspension or face additional delay of reinstatement or possible permanent loss of
registration. Loss of registration is an action by the university indicating a total and
permanent separation of the group from the university. This includes total prohibition
for the organization and its members or supporters to conduct any activity on the
campuses of the university or at off-campus university associated events that in any
way promote the goals, purposes, identity, programs, or activities of the organization.

Any organization that financially obligates itself, whether through a member or officer
for services, merchandise or facilities does so in the name of the organization and its
members. The university is not responsible in any way for debts incurred by an
organization.
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Registration Process

Annual Re-Registration Process

All student organizations are required to register every spring semester with the Office of
Student Activities & Greek Affairs in order to maintain their status as a registered student
organization. In order to be listed as a registered student organization for the next year,
Student Activities & Greek Affairs must have the re-registration Form on file by the end of
spring semester. Failure to comply with the registration process results in the suspension of
the organization and loss of the privilege to operate as a Loyola organization. The
organization remains suspended until the registration process is completed and officers of
the organization have met with Student Activities & Greek Affairs, who will determine
whether to reinstate the organization. Student organizations must notify the Student
Activities & Greek Affairs Office, in writing, whenever there are changes of officers, advisors,
or the constitution during the academic year. Student Activities & Greek Affairs evaluates all
organizations annually to ensure compliance with university policies.

The Registration process

A group of five or more Loyola University Chicago students may apply for organization
registration through the Office of Student Activities & Greek Affairs. The university reserves
the right to limit the number of organizations with duplicate purposes.

1 o O + >
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1. Pick up a Request for Registration (RFR) Form- these are available at the Student
Activities & Greek Affairs Office, CFSU, LL39 or online at www.luc.edu/activities

2. Complete the form and return it to the SAGA Office, CFSU, LL39. All information will be
considered public information and kept on file.

3. When - , you may not use “Loyola University
Chicago” in whole or in part in the name. If your organization is affiliated with a
community, state, national or international organization and you choose to use that
name, your name must indicate that you are the I of the organization.

4. The organization must choose a primary contact person who will provide his/her name,
phone number, mailing address, and email address to be published by the SAGA Office
on the web and student organization lists. This person will be responsible for signing the
registration form, acting as a liaison between the SAGA Office and the organization, as
well as explaining rules and procedures to the RSO.

5. The organization must choose an advisor. For undergraduate organizations, an advisor
must be a full-time faculty/staff member of the university or a part-time faculty/staff
member with approval from supervisor. Greek organizations are officially advised by a
Student Activities & Greek Affairs Coordinator and Graduate Assistant but have a
requirement to have an alumni advisor who is approved by their national headquarters.
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Registration Process, continued.

6.

Part Il
1.

2.

A constitution must be created. Visit www.luc.edu/activities for a sample constitution. A
written constitution must provide:

Name and mission statement of the organization. Writing a mission statement for
your organization is sometimes intimidating but can be simplified by asking, "Why did
we establish this group? and, What do we hope to accomplish?

Qualifications for membership and eligibility of voting membership including that only
students registered with Loyola University Chicago are eligible to be officers and/or
voting members

Necessary operating procedures such as officer positions and duties, committees,
election procedure, rules of order, etc.

That It is unacceptable and a violation of university policy to harass, discriminate
against or abuse any person because of his or her race, color, national origin,
gender, sexual orientation, disability, religion, age or any other characteristic
protected by applicable law. Such behavior threatens to destroy the environment of
tolerance and mutual respect that must prevail for this university to fulfill its
educational and health care mission. For this reason, every incident of harassment,
discrimination or abuse undermines the aspirations and attacks the ideals of our
community. Discrimination is adverse treatment of a person or group based on race,
color, national origin, gender, sexual orientation, disability, religion, age or any other
characteristic protected by applicable law, and not individual merit.

Hazing, defined as: Hazing is any intentional or reckless action or situation, created
to produce emotional or physical discomfort, harassment, humiliation or ridicule, is
strictly prohibited

Procedures for amending the constitution

Date of when constitution was completed and most recent date constitution was
revised

If you decide to have membership dues, collect a set amount from each member.
Decide as a group what a reasonable amount is. It will help to know how much
money you'll need for the year first. What if someone can't afford the dues? Be sure
to disclose to dues paying members how the dues will be used. Also, establish a
policy/plan regarding what happens to money left in the treasury should the group
disband.

After the completed form and constitution have been submitted, a staff member will
review it, and schedule a meeting with members of the organization to review the
constitution and discuss the policies and procedures associated with becoming an RSO.
Constitution must have been revised once every four years minimally (it is
recommended to revise your constitution annually)

You have one month from the date of your meeting to complete the New Student
Organization process.

Please complete the RSO Registration Form which includes information about your
officers, meeting times, etc. Please attach the changes to your constitution suggested in
your meeting with a Student Activities & Greek Affairs staff member.

You will receive notification of your registration after you have completed the appropriate
paperwork.
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4. Continued registration as a Registered Student Organization includes completion of the
Re-Registration form each spring semester. This form will also require reporting of
dates, times, and locations of regularly scheduled meetings.

When all materials are completed and returned the organization’s file is ready for review

(The application, including a list of officers, the advisor’s contact information and a finalized

constitution). The Office of Student Activities & Greek Affairs reviews the materials, consults

with appropriate staff/faculty or advisors, and makes a decision. The Director of Student

Activities & Greek Affairs either grants or denies registration and informs the group in writing

regarding the decision. For groups granted registration, approval is for a one-year

probationary period. During this period, the Office of Student Activities & Greek Affairs
monitors the activities and purpose of the organization to ensure adherence to the approved
constitution. Discrepancies may result in suspension or loss of registered status.
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Officers, Membership & Advisors

Officers/Membership

All members must be currently enrolled students at Loyola University Chicago. Groups may
offer membership to Loyola University Chicago faculty, administration, alumni, and staff on
an associate member basis. Associate members may not hold office or vote. The
officers/editors of all registered student organizations must be in good standing (not on
academic or disciplinary probation) at the time of their election or appointment and
throughout their terms of office. Officers are required to be enrolled for at least six credit
hours each semester during their terms of office. A student is considered to be in good
academic standing as defined by the policy of their school or college. Applicants for
membership in social fraternities and sororities (potential new members, neophytes,
associates, etc.) must be in good academic standing at the time of their application, with the
exception of first semester freshmen, in order to join Greek organizations. Students who are
not in good standing may be removed from offices or membership. The university does not
recognize the right of any organization external to the university to decide questions of
membership.

Advisors

Student organization advisors are to serve as role models and as resources to their registered
student organization. Their role is to help facilitate the growth and development of students
by challenging, supporting, and guiding them throughout their involvement in their
organization. Additionally, advisors are to provide advice and counsel by sharing expertise,
insights and ideas, and make recommendations when appropriate to help the organization
reach their goals.

For the advisor, there are many intrinsic rewards that come with advising a student
organization. Advisors get to observe students develop confidence and leadership skills
through organizational programming and watch the organization, as it strives to work
towards common goals. Being an advisor is a fun way to connect with the university
community and to witness first hand how student leaders build character, trust, self-
confidence and responsibility.

It is important to note that there are many different ways to advise and that some advisors
choose to be more hands on than others. It is our request that when you decide to become an
advisor that you follow some basic expectations. However, if you so choose to become an
“Above & Beyond” Advisor please take a look at some additionally recommended guidelines
to achieve this goal.

Qualifications
e Must be a full-time faculty/staff member of the university or a part-time faculty/staff
member with approval from supervisor.

o Exception - In the case of Greek Life advising, advisors do not need to be a
member of the faculty/staff of Loyola University Chicago. Greek Life chapter
advisors must be an alumni of their organization and be approved by their
national headquarters.
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Expectations

o Read and understand University policies relevant to organizations and
communicate these to the organization leadership. Supervise the
organization’s planning and events to make every effort to ensure that these
activities are in line with all university policies, as well as federal, state and
local laws. If the plans or events are contrary to University policy and/or any
federal, state or local laws, then assist the organization leadership with
developing alternative strategies which are in line with policies and laws.

o Provide advice and counsel by sharing expertise, insights and ideas, and
making recommendations when appropriate to help the organization reach
their goals.

o Discuss and establish expectations of the advisor to the student organization
and the student organization to the advisor

o Take an active part in helping the student organization form policies.

o Meet regularly with the organizations president to discuss organizational
matters and to relay and update information.

o Approve any designs to be used on any club merchandise.

o Be abreast of all paid and unpaid contracts for performance or services
agreements.

o Be aware of important deadlines and paperwork that the organization needs to
turn in to the Office of Student Activities & Greek Affairs.

o Assist in the planning and implementation of events held by the organization.

o Attend SAF funded events that your organization is hosting. In the event that
you are unable to attend you will help your organization find another member
of Loyola University Chicago’s faculty or staff to attend the event.

o Serve as a liaison to connect the organization with campus and community
resources.

o Communicate regularly with the Student Activities Coordinator and when
appropriate with other members of the Student Activities & Greek Affairs
team

Go Above & Beyond....

o Assist in the development of leadership skills among members by providing
guidance in issues regarding time management, budgeting, and assertiveness.

o Nominate qualifying student leaders and the student organization for various
recognition awards.

o Encourage all members of the organization to be involved.

o Work with students to help them discover their strengths and talents and find
ways to put those talents into action

o Attend meetings of the group when possible.

o Provide continuity and stability over time and help the organization
communicate consistent goals and organizational values.

o Assist new officers in order to build on history and develop long term plans
for the future of the organization.
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Funding Sources at Loyola University Chicago

18 5) 8 1

Student Activity Fund

The Student Activity Fund (SAF) is available to eligible, registered Loyola University Chicago
undergraduate student organizations to plan and provide a wide range of programs and
services open to the Loyola community. The SAF is comprised of student activity fees paid
each Fall and Spring semester by full-time undergraduate students at Loyola University
Chicago’s Lakeside campuses. The Student Activity Fund is administered by the Office of
Student Activities & Greek Affairs. The funds are allocated by the Unified Student
Government Association Allocations Committee. A Coordinator of Student Activities advises
this group. Student activity fees collected from Mundelein College, graduate and
professional students are administered by their respective college or school Dean’s office.
All funds allocated to RSOs or deposited into an RSO’s University account are subject to the
rules and procedures stated in the current edition of the Student Organization Resource
Manual and the policies and procedures of Loyola University Chicago. It is the responsibility
of each organization's current officers and advisor to abide by all Student Activity Fund
policies and procedures as set forth in this manual, as well as any applicable University
policies and federal, state, or local laws. Policies regarding the SAF can be found starting on
page 13.

# ' # &

The Unified Student Government Association (USGA) and the Office of Student
Activities & Greek Affairs (SAGA) have specific responsibilities with regard to the SAF.

SAGA Responsibilities

The dispersion authority of the funds is controlled by the Office of Student Activities &
Greek Affairs after allocations have been made by the USGA Allocation Committee. A
representative of the Office of Student Activities & Greek Affairs is responsible for advising
this group. The Office of Student Activities & Greek Affairs is also responsible for
authorizing budget transfers and expenditures on student organization accounts, overseeing
the day-to-day operations of the Student Activity Fund, and to support student organizations’
financial planning.

The Dean of Students and the Vice President for Student Affairs oversee the entire
Student Activity Fund program. Each reserves the right to give final approval on all
allocations of Student Activity Funds.

USGA Responsibilities

The Allocations Committee is a student government committee, comprised of Unified
Student Government Association members who are elected by their constituents in the
USGA elections, that allocates money collected from the university bundled fee each
semester.

The Allocations Committee Chair of the USGA is the primary student contact for student
organizations for comments/questions regarding how to acquire funds. This person can be
reached by appointment. The Allocations Committee Chair, the Chief of Student
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Organizations, and the Chief Financial Officer also work with the Office of Student Activities

& Greek Affairs to change SAF policies through discussion and presentation of legislation to

USGA.
The Allocations Committee meets weekly when classes are in session. The Allocations

Committee:

- Reviews and acts on individual or co-sponsored budget/funding requests from all eligible
registered undergraduate student organizations,

- Votes on all requests related to the Student Activity Fund unless otherwise noted in the
current Student Organization Resource Manual,

- Provides information to all organizations on approved methods for budgeting, handling
revenue funds and expenditures, and the criteria for which the funds may be used, and

- Assists in the revision of the Student Organization Resource Manual as needed and
makes policy recommendations to the Office of Student Activities & Greek Affairs.

Any additional information about the Allocations Committee, their office hours, or their

policies and procedures may be obtained from the Office of Student Activities & Greek

Affairs.

#& (O ., (#8, 1

Violation of Student Activity Fund policy is a serious matter. Failure to follow policy or
procedure by an organization or its members reflects poorly on the group and disrupts the
university community.

- >
- Temporary expenditure freezing of the RSO University Account

- Loss of Start Up Funding for the semester or year

- Removal of all current monies from the RSO University Account

- Denied Room Reservation permissions for the semester or year

- Blocked from requesting future SAF funding

- Stripped of RSO status

For serious or repeated violations, the organization or its members may be referred to the
Student Conduct System for failing to comply with university policy. Please refer to The
Student Handbook for a complete description of University policies.

&)15.1; /7(:.2.(.80

RSOs who wish to request SAF funding must first be in good standing with the Office of
Student Activities & Greek Affairs.

In order to be in good standing, RSOs must:
- Re-register annually each spring with the Office of Student Activities & Greek Affairs
o Groups who did not reregister in spring will be ineligible for Start Up Funding in
the fall, and will have their account frozen until re-registration is complete.
- Provide the Office of Student Activities & Greek Affairs with an updated member roster
annually, and update SAGA with any officer changes throughout the year
- Send 2 members to the SAF Budget Workshop annually (visit www.luc.edu/activities for
full workshop schedule).
- Have no outstanding financial lapses (e.g. missing receipts, incomplete payments)
- Have resolved any SAF policy violation(s)
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o Be cleared of any violation

Completed sanctions if applicable

o Received approval and been deemed “in good standing” by SAGA after violation
resolution

o

All RSOs who are in good standing will receive $100 in Start Up Funding each semester,
broken into the following categories:

Copies/Advertising (#HHE) 35
Food Service (####) 50
Office Supplies (####) 15
) & - ! 9 S H#H -
) & 9 9 0 ! ! :
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To deposit money into your RSO University Account, bring the pre-sorted cash/checks to
the Office of Student Activities & Greek Affairs. If no SAF funds were utilized in your
fundraising event, you may deposit the money into 100###-* $%. Monies in RSO 100###-
* $% accounts roll over from year to year and are never swept (removed). If SAF funds
were used to help run the fundraiser, money is deposited into 100###- 7 , and the money
must be spent by the end of the spring semester, or it will be swept. See the Fundraising
section for more details.

)8 S5/2#1C# 218 (¢ O

Student organizations are not authorized to associate Loyola University Chicago with an
outside bank account in any manner - name, identification numbers, and tax-exempt
numbers may not be used (See SAF Policy Violations on page # for possible
consequences).

An account of this type is not under the control of and is not the responsibility of Loyola
University Chicago. Student activity funds and revenue raised through the use of student
activity funds cannot be deposited in an outside bank account. Any money collected from
dues or through fundraising separate from SAF sponsored events may be deposited into an
outside bank account, as long as the account is in no way affiliated with Loyola University
Chicago.

The Office of Student Activities & Greek Affairs will not help you create, maintain, manage,
or close outside bank accounts. SAGA in no way promotes or encourages the opening of
outside bank accounts for RSOs.
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Programs that are designed specifically to raise money — fund-raisers — may not use
SAF funds for variable expenses. Rather, groups interested in doing fundraisers are
encouraged to utilize group dues or charge participants a registration fee to generate
revenue for variable expenses. Organizations may request funds for fixed costs associated
with fundraisers.

- . 6 are defined as expenses that fluctuate with the number of
participants (e.g. t-shirts, food, etc...).
- &6 are defined as expenses that do not fluctuate with the number of

participants (e.g. DJ’s, bands, stage & lights, etc...).

Any funds raised with SAF assistance must be deposited into an RSO University
Account within 2 business days of the event. These monies are subject to the same
expenditure policies and paperwork deadlines as SAF funds.

| 9 - ]
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After achieving good standing, RSOs may request SAF funding through an Annual
Budget Request (AFR) or Special Funding Request (SFR). SAF funded events have a
number of requirements and restrictions. Details on filling out funding requests are covered
at the SAF Budget Workshop each year, but additional help is available throughout the year
in the Office of Student Activities & Greek Affairs or during Allocations Committee office
hours.

H# H& 4 1 9 - >

1. The event or program must be planned primarily for Loyola University Chicago
undergraduate students and be open to the general university community.

2. The request is appropriate based on the mission and goals of the organization.

3. The ABR or SFR is submitted to the Allocations Committee by applicable deadlines,
using all the appropriate official forms and proper procedures.

4. An undergraduate student (preferably the listed contact person) must attend the
Allocations Committee meeting and be prepared to speak about the event and answer
questions.

5. The event must fall between the first day of class and the last day of class during the
semester. No funding is available for events over breaks, holidays, or finals.

81 9 - 4 H& 9 1 >
- Any event or program not open to the general Loyola University undergraduate
community;

- Memberships or dues, private lessons, or payment of salaries (i.e. ongoing payments);

- Non-current expenses (e.g. bills from a previous year);

- Expenses related to conference attendance (e.g. travel costs, registration, etc.);

- Food at regularly scheduled meetings or organizational receptions and dinners
exclusive to that organization;

- Personal clothing unless it is considered integral to the production of the event (i.e.
costumes, but not club t-shirts);

- Athletic uniforms or team equipment;

- Political activities or activities sponsored by an outside political entity (see Political
Speakers Policy for more details);

Page 15
The StORM
2009-2010



- Any type of straight contribution in any form or manner including political or religious
donations;

- Residential maintenance and repairs;

- The purchase of alcoholic beverages;

- Taxes of any kind (except hotel service taxes or other non-sales related taxes required
by law);

- Activities that are exclusive to the membership of a particular organization (e.g.
retreats);

- Rental of off-campus venues that will only be used for a business meeting or athletic
practice;

- Newsletters or other subscriptions;

- Variable expenses related to a fundraiser;

- Any costs related to or in support of raffles, illegal gambling, or other illegal activity;

- Activities and/or programs which advocate a position contrary to the University's Jesuit,
Catholic tradition.

# 2

Annual budgets (ABRs) are requested to cover organizations’ annual events and
programs, as well as any new programs an organization would like to plan for well in
advance. The Annual Budget process occurs each spring semester for requests that are
made for the following year (e.g..: spring 09 ABRs are for programs that happen in the '09 -
10 school year).

ABR deadlines are published annually on the Office of Student Activities & Greek Affairs
website, www.luc.edu/activities. As with any funding or expenditure request, late
submissions will not be accepted. After turning in the ABR, the organization representatives
will be assigned a time to present their budget to the Allocations Committee at the ABR
Budget Hearings. After the ABR Budget Hearings, organizations will receive their budget
back from the Allocations Committee with allocation notations and/or a final budget number.

ABR Notations may include:

- LOF = Lack of Funds: While the program or component might be a good idea, there
simply is not enough money to do all the programs which organizations have requested.

- UP = Unfundable Program: The event or program is unfundable according to the
guidelines and policies that govern the use of Student Activity Funds. These restrictions
are listed on page 16 of the manual.

- NIM = Not In Mission: The requested program or component was deemed not to be part
of the organization’s mission or purpose, or is contrary to the University’s Jesuit, Catholic
tradition.

- RS = Re-submit: The student organization should re-submit programs with this label
during the appeal process. Typically, Allocations Committee members need additional
information about the program before they make an allocation decision.

- ROF = Repeat of Funds: The program or event was a repeat of other funded programs
either currently applied for or held in the recent past.

- OTH= Other reasons; will be noted.

Organizations who wish to appeal their allocation should follow the procedures listed on

page 9.

& 4
Special Funding Requests (SFRs) are requests for new or co-sponsored general
programs not included in the organization’s annual budget (ABR). SFRs are heard each
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week at scheduled Allocation Committee meetings held on Mondays at 5:30pm during the
fall and spring semesters. SFR Hearing Dates are published annually on the Office of
Student Activities & Greek Affairs website, www.luc.edu/activities. As with any funding or
expenditure request, late submissions will not be accepted.

SFR Deadlines:

Any SFR program that involves a performer (speaker, musician, comedian, DJ, balloon
artist, etc., etc.) or other contract (dance venue, sound equipment, staging, lighting, etc.)

must be submitted 9 3 of the intended event date.

- An SFR for an event which requires no off-campus contract must be submitted 9
9 3 of the intended event date.

- 81 $*>%% ? i 1 & - 1 #

(i.e., an SFR submitted on Friday at 11:59am will be heard three
days later, on the following Monday [unless it is a holiday].).
These deadlines are firm, and no suspensions of rules will be granted.

8/ #& &)151:;5/ , ., 1

The Allocation Committee considers a number of factors when making their funding

decisions. Successful funding requests meet all of the established eligibility criteria, and
often match many of the following benchmarks:

1 >

The request has a goal or purpose that is strongly in line with the mission of the Student
Activity Fund, the principles of the University, and the mission of the organization;

The request shows forethought with regard to detailed information such as date, time,
place, security, and publicity;

The request is well-written, easy to understand, and explains both the expected positive
outcomes of the event and how you plan to overcome any planning/executing
challenges;

The request includes reasoned price estimates and sources for the estimates;

The request details how the RSO gauges/gauged the level of student interest in this
particular program or event;

The request falls within or near the expenditure guidelines (outlined below, and in the
USGA Code, Title V).

S ! 9 - 4 >
Events which promote the community service goals of education, service, and
reflection, and have an incorporated element of direct service (not just fundraising or
donations).
Co-sponsored events (co-sponsorship promotes collaboration and partnership which
builds community)
Proposals showing thorough planning and lead time
Events or programs held on weekend evenings

/6 - >

Type of Expense

Small Event (1-49)

Large Event (1-50)

Required advertising
(Focus, Banner, University Calendar)

Univ. Calendar +1

($0)

Univ. Calendar +2

($0)
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Flyers $7 $14
Printed advertising (posters, postcards, Phoenix ad) | N/A $200
Decorations $25 $50
Food, when supplement to event $100 $200
Food, when main focus of event $550 $1100
Serving utensils, dishware, napkins $25 $50

# 6 E %

Lead sponsors may ask for up to $10,000, with an additional $5,000 for each cosponsor, for up to
a maximum of $30,000.

# : >

- RSOs may be the lead sponsor for 2 large events and 2 small events each academic

year.

- Any SAF funded, ticketed event must sell its tickets through the CFSU and Terry Student
Center Information Desks and/or the Loyola University Chicago Online Marketplace.
The Allocations Committee and the organization will agree on a ticket price during the
Budget Hearing. Ticket sale money from SAF funded events is returned directly to the
Fund, not the RSO.

- When requesting a performer (speaker, musician, etc.), a list of other considered/similar
performers and choice justification must be provided.

- Any request for a performer (even if the cost is $0) must include a Performance
Agreement (or Contract Rider if applicable). Please see additional details regarding
timelines for contracts.

- Any program or event involving showing a movie or movie clip must include a summary
of the movie or clip, the cost of licensing, and the name of the company you plan to
obtain the rights/license from.

- Any SAF funded event should include “Supported by USGA” on all publicity.

- Attendees from outside of the University (the general public, students at other
universities, and family members) may be charged a nominal fee for attendance at
Loyola events (fees to be determined by Allocation Committee).

- - #H& ! F o1 1
9 - -1 % : *$ &
2 8 :

&)15.1; /G /158) /

After receiving funds from the Allocations Committee, RSOs must then...spend the
money! Complete ALL information on expenditure request form(s) including the proper
signatures before they are submitted to the Office of Student Activities and Greek Affairs.

Please type or print all information legibly. Any omission of information on the forms or
incorrect procedures will result in a processing, payment, and/or reimbursement delay or
denial. Completed forms should be returned to CFSU Lower Level Room 39 for appropriate
processing. The organization is responsible for turning in forms within the stated time limits.

1 o 1 L - :
5 - < _
- - 9
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8- /6 & >
1 ) H 5
Internal  Biling Form On-campus vendors Get SAGA signature
(“IBF) (Copy Center, before use

Bookstore, Catering)

Check Requisition

Reimbursement [student]

Within 10 business
days following event,
with  fully itemized
receipt

Check Requisition

Service or vendor (A/V,
staging, inflatables, etc.)

At least 10 business
days ,
with  fully itemized
receipt or invoice

Procurement
Purchase
(“PPR”)

Request

Any credit card purchase

Need 5 business days
to complete

Budget Transfer*

Moving funds within one
RSO University Account
or to another University
Account

Need 5 business days
to complete

Office Supply Order Any office supply Need 5 business days
Form purchase to complete
- I 3 H % -
# 1F F 91
J+K

No funds will be disbursed after the deadline, or after the end of the semester, whichever

comes first.
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Student Organizations may find that they have under/over estimated costs for parts of
their program. In some of these instances, the organization may request a budget transfer.
Budget Transfers may only be used to transfer allocated funds:

- from one category classification to another category classification within an approved
program;

- from one approved program to another approved program; or

- from one organization to the approved program of another organization.

Budget transfers are used for previously approved programs only. # - 9
- 1 #
I & 4 . If an event is cancelled, or is not going to occur

in the form that it was originally funded (i.e. the event was originally funded as a dance, but
the organization now wants to have a dinner), it is considered an unapproved event and that
portion of the budget will be frozen. The money will be removed from the organization’s
account and returned to the SAF to be reallocated by the Allocations Committee.

Budget Transfer requests under $1000 should be submitted to the Office of Student
Activities & Greek Affairs for approval. Requests over $1000 must be submitted to the
Allocations Committee for approval, and will be heard the following Monday after
submission.

Requests must be approved by the Office of Student Activities & Greek Affairs or the
Allocations Committee before the transfer and/or any related spending can occur.

18 # 8 / & #1 / #; // /18 #15 ( 0 (#
21../ 80 L, #; S/

Any time any off-campus individual, group, or company comes to campus or
otherwise is engaged in a contracted business with an RSO, a contract or standard
Loyola University Chicago Performance Agreement must be used (A contract is provided
by the artist/performer/vendor and given to the university where the Loyola University
Chicago Rider is attached. Any artist/performer/vendor that does not supply a contract to
the university will be given a Performance Agreement to act as a contract.) This
includes, but is not limited to:

- Atrtistic performances

- Speaking engagements

- AV, sound, staging, or other media equipment rentals
- Workshops, trainings, or group instruction

- Inflatable games or other entertainment equipment

©
I

- D -1 9 -
' D - -

RSOs or individual RSO members themselves are not permitted to contract with outside
parties, and should never sign a contract. Further, obtaining the advisor’s signature alone
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will not legally bind a contract or authorize payment. A member of the Office of Student
Activities & Greek Affairs must review, negotiate, complete, and sign the agreement before it
is valid. . ! - 9 !

& ) 5:82)5:;/8 #8/; 0 5/

- HHHH

Office supplies are supplies used to facilitate the business of your organization such as
pens, paper, binders, staplers, etc. The Office of Student Activities & Greek Affairs reserves
the right to determine whether an item is a piece of equipment or an office supply. Office
supplies may be purchased through Corporate Express (Loyola’s official office supply
source) and the University Bookstore. To order from Corporate Express, use an Office
Supply Order form. To purchase from the University Bookstore use an Internal Billing Form.
Outside vendors may ____ be used unless they are approved in advance by the Office of
Student Activities & Greek Affairs. A Corporate Express catalog is available in the office for
perusal; prices may vary.

#H - HiHH

Advertising includes costs associated with printed or other media which cannot be produced
in the Copy Center. This includes newspaper advertising (Phoenix), silver screens, and
promotional items such as posters, cups, key chains, banners, etc.

H - o1 #& - 1) ;#
M -) ;#N

! + FHEHE
Photocopying service is available through the university. Student organizations may ____
use outside vendors for copying service without prior approval from the Office of Student
Activities & Greek Affairs. Use an Internal Billing Form.

H#H - o1 #& - 1) ;#
M -) ;#N:

& + i
Food Service includes costs incurred for the catering of food from the university's food
service provider and/or by outside vendors. Any outside vendor requests must be submitted
with the RSO’s Annual Budget/Special Funding Request.
Student organizations are expected to utilize the University Dining Service for their
catering needs for events funded in any part by the Student Activity Fund. Student
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organizations can request to utilize an outside caterer if the University Dining Service is
unable to fulfill their needs. Outside vendors may be used when cultural, ethnic, and
religious exceptions are necessary, but ONLY with expressed prior approval from Student
Activities & Greek Affairs. For expenditures under $50.00, student organizations may use
other food providers.

RSOs must call the Catering Manager to place an order atleast 9 9 3 in
advance of the event. The organization representative needs a completed Internal Billing
Form to place the order. Additional charges may be added to orders for delivery/pickup.
Contact University Dining Services for a complete list of services and prices. Student
organizations are responsible for payment in full for services provided.

# - HiHH

Audiovisual includes costs incurred for rental of audiovisual equipment, including staging,
sound, and light provided both by the University and outside vendors. Some events may
require outside rentals of staging, equipment, and technical support. Please see Student
Activities for information on other vendors.

8 - HHHH
Travel includes costs related to local and long-distance travel including van or bus rental,
hotel for performer(s), etc.

/ - HHiHH
Entertainment includes items such as decorations (balloons, streamers, etc.), paper
products, utensils (plates, cups, napkins, etc.),

- + BBBB
Campus safety officers are available to cover all special events. Events that require campus
safety officers include, but are not limited to: dances, concerts, lectures, performances,
rallies, and formal dinners. Generally, there will be 1 campus safety officer assigned for
every 100 guests expected, however the final assignments will be determined jointly by
SAGA and Campus Safety staff. Officers cost $25 per hour, with a minimum of four hours.
When completing your funding request, please provide the number of guests expected.

#9 "L - (PH) ##Ht

For costs of all prizes, awards and honoraria issued to visitors and honorees. This includes:
1. Fees, gifts, or honorariums for speakers, DJs, performers, etc;
2. Awards for programs relevant to your organization’s programming needs;
3. Prizes for activities with prior approval from The Allocations Committee and the
Office of Student Activities & Greek Affairs
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Unuversity Posting Policies

Loyola University Chicago
Lake Shore Campus
Posting Procedures

General Guidelines

1.

arwN

7.

8.

9.

All materials promoting programs must clearly indicate the sponsoring individual and/or organization. All materials
promoting services must clearly indicate the provider(s) of the service.
All materials written in a foreign language must include the equivalent English translation.
Posters and fliers may not exceed 11”x 17 (Only exception: Silver Screens).
For campus events, promotional materials must include the statement “Loyola ID required”.
Materials for posting will not be approved if they contain:
a. Any reference to illegal substances
b. Language and/or graphic illustrations which dehumanize individuals based on race, religion, creed, sex,
age, sexual orientation, national or ethnic origin, and/or disability.
Individuals or organizations that do not comply with the posting guidelines will be sent a warning letter. Subsequent
violations may result in the loss of posting privileges.
Fliers should not ne posted in non-designated areas. Posting in these areas may result in the loss of posting
privileges.
Students may not deface or remove the posted materials of any organizations other than their own.
Student organizations are responsible for removing their posted materials after the date of the event.

10. Events sponsored by The Student Activities Fund must include the statement, “Sponsored by SAF”.

Banner Reservations

1.

Approval of banners for posting in CFSU is done by Campus Reservations. Only registered student organizations
and University departments are permitted to reserve banner space. Student organizations may not post banners on
behalf of individual students (i.e. student government elections, etc.) Banners will be posted by CFSU staff and will
remain posted for the duration of the reservation (up to two (2) weeks).
Please note that banners must be the correct dimensions to be hung.

- CFSU STAIRS & DAMEN HALL - 3’ wide x 11’ long
Remember that banners must be dropped off 1-2 business day before the reservation begins. If the banner is not
dropped off by the deadline, Campus Reservations staff reserves the right to forfeit the reservation. When dropping
off your banner include a copy of the reservation confirmation.
Groups wishing to have their banner saved for use at a future time should notify Campus Reservations at the time
that the banner space is being reserved.

Centennial Forum Student Union

1.

2.

3.

Approval of materials for posting in CFSU is done at the Information Desk. Materials will be posted by the
Building Manager and can remain posted for a maximum of two (2) weeks.
The maximum number of fliers accepted is as follows:

e 2 fliers for university sponsored on-campus events * 1 flier for services needed/available
e 1 flier for apartment listings * 1 flier for service learning opportunities
e 2 fliers for university sponsored off-campus events * 1 flier for off-campus job opportunities

* 1 flier for outside entities

Fliers cannot be distributed at the entrances or in the dining rooms at any time.
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Residence Halls

1.

Register student organizations, academic departments, and members of the administration may request that fliers
or posters be displayed in the residence halls. These fliers or posters must be approved by the Department of
Residence Life and may only be hung by Residence Life staff members.

If you would like a flier or poster displayed in the residence halls, they you will need to complete the
Information Posting Request Form (PDF Version) -http://www.luc.edu/reslife/forms.shtml. These forms are
also available in the Residence Life Central Office in Simpson Living Learning Center.

Materials will be posted by the Department of Residence Life staff no more than two (2) weeks in advance of an
event and will be removed by the staff.

Halas Sports Center

1. All materials for posting must be approved by the Department of Recreational Sports in Halas.

2. Two (2) fliers are permitted and may not exceed 11” x 17” each.

3. Materials will be posted by Recreational Sports staff for no more than two (2) weeks in advance of an event and
will be removed by the staff.

Damen Hall

1. All materials (i.e., fliers, posters, announcements) to be posted on general bulletin boards must have stamped
approval. Material to be posted on classroom boards does not require stamped approval.

2. Fliers to be approved should be brought to the front desk in the Dean’s Office, Damen Hall, Room 205.

3. The maximum number of fliers for Loyola-related postings is ten (10): one per general board (non-Loyola-related
postings is (5) five).

4. Once materials have received approval, organizations are responsible for posting their own materials except on
the first floor. Posting of materials on the large general board located in the first floor lobby will be done by the
Dean’s office.

5. Materials will remain posted for a maximum of two (2) weeks or until the event date has passed.

6. Any materials found on the bulletin boards without stamped approval will be removed and discarded.

7. University groups or departments which have a designated bulletin board do not need to receive approval to post

their materials in their designated spaces: however, they must follow the general posting policies and guidelines.

Parking Structure

1.

2.

Fliers or posters to be hung in the Parking Structure must be approved in advance by the Parking Manager.
Materials are only permitted to be posted on the Bulletin boards outside the elevator doors on the ground floor. Any

fliers found inside elevators or in the Parking Structure will be removed and discarded.

Fliers should not be placed on parked cars within the structure without advance approval of the Director of Public
Safety.

Life Science/Cudahy Science

1.

2
3.
4.
5

All Materials in these buildings need approval.

Materials for Life Science must be submitted to Room 317 for placement.

Limit of 4 postings in the Life Science building.

Materials for Cudahy Science must be handled thru the Physics Department, Room 300
Removal of approved fliers is the responsibility of the student organization.
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Name of Organization
Date Original Constitution Ratified:(date)
Dates of Amendments:(dates)

ARTICLE I. NAME
Section 1. The name of this organization shall be the (new organization’s name).
ARTICLE 1. PURPOSE
Section 1. The purpose of the organization shall be:
a. to function as a student organization
b. to encourage participation
C. to foster loyalty to the organization
d. etc, as desired.
ARTICLE lll.  MEMBERSHIP AND DUTIES
Section 1. Membership in this organization shall be open to all Loyola University Chicago students.
Section 2. There shall be no dues.
or

There shall be maintained by the payment of dues which are established by the
Executive Committee (or as decided by the membership).

ARTICLE IV. OFFICERS

Section 1. The Executive Committee/Officers of the organization shall consist of a President, a Vice-President, a
Secretary, and a Treasurer.

Section 2. Duties and Powers

a. The duties of the President shall be to (for example) preside at all meetings, call special meetings, to
appoint committees, etc.

b. The duties of the Vice-President shall be to (for example) to perform all duties of the President in
her/his absence, to serve as program chairperson, etc.

c. the duties of the Secretary shall be (for example) to keep an accurate, permanent record of the
organization, to take charge of all correspondence, to notify the Phoenix, (for example campus
brief) and post information regarding meetings and activities, to make necessary reports, etc.

d. The duties of the Treasurer shall be (for example) to attend Student Activity Fund Budget
Workshops, submit budget requests to the Student Activities Office in accordance with the
organization’s mission and goals, keep an accurate and complete record of all monetary transactions,
to collect the club dues, etc. The Treasurer must disburse fund money in accordance with regulations
of the University.

Section 3. Election of Officers
a. The officers shall be elected (for example) each spring semester to allow time to prepare the
Student Activity Fund budget, revise the constitution as needed, and prepare re-registration forms
for the coming year.
b. State any qualifications necessary to hold office.
C. The candidate shall be nominated n the following manner:? 6
1 1 1 .

d. Voting shall be ? - 1o 1 :0 as decided by the

organization.

e. A majority of 2/3 of all votes cast shall be necessary for election.

f. Following each election or change of any officer/advisor, the Student Activity Fund Office in the

Student Life Area will be notified in writing.
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ARTICLEV. MEETINGS

Section 1. The (name of organization) shall meet (once a month, weekly, etc.) as decided by the organization.
ARTICLE V. QUORUM

Section 1. ™ F i of the members of this organization shall constitute a quorum to transact business.
ARTICLE VI. AMENDMENTS

Section 1. Proposed amendments shall be submitted in writing and read at a regular meetings and shall be acted
upon at the following meeting.

Section 2. This Constitution may be amended by a majority of 2/3 of those members at the meeting.
ARTICLE VIII. RATIFICATION

Section 1. A 2/3 majority of those present at the first meeting of the newly formed organization will be necessary to
ratify this Constitution.

ARTICLE IX.  ANTI HAZING STATEMENT

e Section 1. The (name of organization) considers hazing to be a most destructive and degrading activity which is
inconsistent with the standards of this student organization. Hazing, defined as: Hazing is any intentional or
reckless action or situation, created to produce emotional or physical discomfort, harassment, humiliation or
ridicule, is strictly prohibited The (name of organization) recognizes the dignity of every individual and opposes
all forms of hazing.

ARTICLE X.  NONDISCRIMINATION STATEMENT

e Section 1. It is unacceptable and a violation of university policy to harass, discriminate against or abuse
any person because of his or her race, color, national origin, gender, sexual orientation, disability,
religion, age or any other characteristic protected by applicable law. Such behavior threatens to destroy
the environment of tolerance and mutual respect that must prevail for this university to fulfill its
educational and health care mission. For this reason, every incident of harassment, discrimination or
abuse undermines the aspirations and attacks the ideals of our community. Discrimination is adverse
treatment of a person or group based on race, color, national origin, gender, sexual orientation,
disability, religion, age or any other characteristic protected by applicable law, and not individual merit.

# &) WK 2§ %7477 %

Page 27
The StORM
2009-2010



REGISTERED STUDENT ORGANIZATION (RSO)

REGISTRATION FORM
Effective for the 2009-2010 Academic Year

Please Check One: [0 RSO Registration O Annual Re-Registration [0 Officer Update

I. Official Organization Name:
(NOTE: “Loyola”, “LUC”, or “Loyola University Chicago” may not be included in your name.)

Il. Organization Information: rlease complete all applicable data.
Primary Campus: L[] Lake Shore Campus [1 Water Tower Campus

Organization e-mail: Organization web page:

Number of Current Members: undergraduate: graduate:

National Affiliation:

1. Organization Contacts: swdent Activities& Greek Affairs may provide this name/email to those who inquire about your
organization.

Primary Contact Person:

Title:
Address:
City/State/Zip:
Phone Number: Loyola E-mail address:
Summer Address: City, State, Zip:

Summer Phone:

Does your organization require a mailbox (please circle): Yes No

Room reservations.
Contact Name Loyola E-mail address

IV. Officers: Are these the officers for the ‘09-‘10 academic year? [Yes [ No
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If NO, when will the new officers be elected?

**Please check the box next to the names of those students who will be returning next year
(regardless of whether or not they will hold the same position next year)**

PRESIDENT O

Name/Phone/Email:

VICE PRESIDENT O

Name/Phone/Email:

TREASURER O

Name/Phone/Email:

SECRETARY 0O

Name/Phone/Email:

V. AdVisor: All organizations must have an advisor who must be a full-time faculty/staff member of the university or a part-time

faculty/staff member with approval from supervisor.

Advisor:

Campus E-mail:

Department:

Campus Phone Number:

VI. Organizational Category: rrease check one. The Office of Student Activities & Greek Affairs retains the right to approve
category designations.

a

Academic/Honorary - Activities and membership center
around a particular academic or collegiate course of study or
curriculum; organizations which select members on the basis
of achievement in a particular academic discipline.

Club Sports - Sports related organizations sponsored and
governed by the Department of Recreational Sports;
organizations which emphasize some type of physical
activity.

Cultural/Ethnic - Activities and membership center around
a particular ethnic or cultural group.

Greek Life - Activities and membership center around the
fraternity and sorority system. These organizations are
governed by the Interfraternity Council, Multicultural Greek
Council, and Panhellenic Council.

Hobby/Special Interest - Activities center around hobbies
and leisure time interests.

Media - Student-operated publications which publish on a
regular basis.

Political/Social Issues - Organizations affiliated with local
and/or national political bodies; activities and membership
center around interest in a particular social issue or concern.

Service/Spiritual - Activities and membership involve
primarily spiritual activities and/or development through
volunteer and/or service projects.

Student Governments/Programming Boards - The
Student Government Associations on the Lakeside campuses
that address issues and concerns expressed by students and
also maintain communication between students, faculty, and
staff; campus and residence hall governments; campus-wide
programming boards.

VII. Constitutional Changes and Mission Statement

All Re-registering student organizations MUST attach an updated constitution!
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Digital copies may be sent to activities@luc.edu with the subject:
“[Name of Organization] 2010 Constitution”
**If you need to see your current constitution, please do so BY 4/17 in the
SAGA Office, CFSU LL39**

VIII. Regularly Scheduled Meetings

If your organization meets at a regularly scheduled time and place, please provide that
information below. This is what is posted online for interested students to find.

Day: Time: Location:

IX. Acknowledgment that all information provided herein is accurate and
updated:

It is understood that this organization and advisor must become familiar with
and abide by the policies contained in The Student Handbook and the Student
Organization Resource Manual (StORM). In addition, if the organization is
applying for Student Activity Funds, we will become familiar with and abide by
the policies of the current Student Activity Fund Student Organization Resource
Manual, and will need to attend an SAF Workshop in order to be eligible to
apply for these funds (2 members must attend in the first two weeks of the fall
semester).

President’s Signature
Date

Advisor’s Signature
Date
** Attach an updated roster/listserv including names and emails of all current
members. **
Please return to Student Activities & Greek Affairs, CFSU LL39, LSC
For additional information call (773) 508-8850
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REGISTERED STUDENT ORGANIZATION (RSO)

ACTIVE MEMBERSHIP ROSTER
Effective for the 2009-2010 Academic Year

Official Organization Name:

Date:

Student (print) E-mail Phone Signature

© |0 N O 0 AW N e

=
o

PR
N e

=
w

=
»

=
o

=
o

=
~N

=
o

=
©

N
o

Page 31
The StORM
2009-2010



19

We appreciate your interest in becoming an actively registered
Loyola University Chicago Student Organization. All proposed
New Student Organizations must adhere to the following

] steps.

Step 1: Fill out the Request for Registration Application.
Create a Constitution for your proposed Student Organization
and attach it to the application (to assist you, a sample
constitution is attached). Once the forms have been
completed, submit them to Student Activities & Greek Affairs,

Q\C_‘, CFSU, LL39. Your application and constitution will then be
L?, / reviewed, and a meeting will be scheduled. Upon approval, a
letter will be sent to the primary contact person listed on the
application confirming your Emerging Organization Status. Emerging organizations are
eligible to reserve one campus reservation with the purpose of holding a recruitment
meeting for the organization. This meeting will be your opportunity to elect officers and
recruit students interested in the Emerging Organization. Once step one has been
completed, the organization may proceed to step two.

Step 2: Fill out the Registered Student Organization (RSO) Registration Form. Include
a list of officers along with their contact information. Provide us with an updated version
of your constitution. If you did not update your constitution, please provide us with
another copy of your current constitution. Return the completed Registration Form,
along with your constitution, to Student Activities & Greek Affairs, CFSU, LL39. Your
final paperwork will then be reviewed. Upon approval, a letter will be sent confirming
your Registered Student Organization status and explaining, in more detail, the
guidelines and requirements that your organization will need to follow in order to remain
an actively registered organization as well as receive Student Activity Funds.

70 %77 %:
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> Primary campus where organization will meet "1 Lake Shore [1 Water
Tower

> Organization will be composed of primarily: (1 Undergraduates [
Graduates

> Please provide a brief description of the organization. Summarize clearly the
purpose, aims and functions of the organization, outlining goals, and how they will be achieved.

Name: E-mail:
Address: Phone#:
City: State: Zip:
Signature: Date:
# > All organizations must have an advisor who is a full-time member

of the University faculty, staff or a member of the Jesuit Community in order to be a registered student organization.
Name:

Department: E-mail:
Campus Address: Campus phone:
Advisor
Signature:
1 , # > Any organizations with an

outside affiliation must provide the name, address and telephone number of the external
contact person.

Name:
Phone:
Address: Web Address:
, F F > (A minimum of five students are required)
Name: Phone:
Name: Phone:
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Name: Phone:

Name: Phone:

Name: Phone:

Please attach additional names to this sheet.

Use the attached sample constitution to create a constitution for your organization and
attach to this form. (A sample constitution can be found in the Appendix of the Student
Organization Resource Manual)

8
You will be contacted to set up a meeting with members of your organization before
proceeding to the next step of the registration process.
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