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INTRODUCTION

The University of Toledo currently has close to 300 student organizations. As you
probably can guess, keeping track of administrative details and money matters for all
these organizations is not an easy task. This Student Organization Manual is designed
to familiarize you with University policies and procedures.

We hope this document provides answers to the most commonly asked questions about
policies and procedures pertaining to student organizations, such as, “Who to ask?”
“What to do?” “When to do it?” and “Where to go?”.

As a student leader, it is your responsibility to ensure that you and your members are
aware of these policies and act in an appropriate manner when it comes to organizing
events and following University procedures. Remember, being involved in a student
organization is one of the best ways to make friends and gain practical training.
Learning how to work through the system will provide valuable real world experience.

The Office of Student Involvement is 100% committed to your group’s success. We
hope this manual will be a valuable tool, which will be passed on to future leaders.
However, please visit www.utoledo.edu/studentaffairs/stuorgs for the latest document,
as policies and procedures may change to better serve the UT community.

Our office is here to assist you with any questions you may have. Feel free to call us at
419-530-4944 or stop in at any time Monday through Friday, 8:15 a.m. to 5:00 p.m. in
the Student Union, Room 3504. Thank you for taking the time to participate in a student
organization and we look forward to working with you in the near future.

Sincerely,

The Office of Student Involvement Staff
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STUDENT ORGANIZATIONS

RECOGNITION OF STUDENT ORGANIZATIONS

The University of Toledo recognizes that much learning is accomplished beyond the formality of the
classroom in organized academic activities and that much of this learning takes place through the activities of
student organizations. Hence, the University provides opportunities for students to organize and participate in
group activities intended to broaden the scope of general learning, extend knowledge of specialized areas, or
to serve their professional, cultural, social or recreational interests.

Student organizations at The University of Toledo are subject to the policies and procedures of The
University of Toledo as set forth by the Board of Trustees. The following guidelines for initial and continued
recognition have been established by the Office of Dean of Students and Office of Student Involvement. The
Office of Student Involvement will review all student organizations to ensure their adherence to these
guidelines.

Co-curricular activities of University students shall be under the supervision of the Vice President for Student
Affairs, or his/her designee, acting upon authority of the president of the University as authorized by the
Board of Trustees.

Conditions for recognition of all student organizations

(1) All student organizations and their members must abide by all federal, state and local laws and
ordinances, by all University policies and procedures, and by the organizations constitution/by
laws.

(2) Officers and members of recognized student organizations must be currently enrolled students
at The University of Toledo.

(3) Inalignment with The University of Toledo’s non-discrimination policy, no student organization
may discriminate on the basis of race, color, religion, sex, age, national origin, sexual
orientation, veterans status or the presence of a disability (unless specifically exempted by law)
in the admission to, access to, treatment, or employment in, their programs or activities.
Exemptions include religious qualifications which may be required by organizations whose aims
are primarily sectarian, and social fraternities and sororities that are permitted by federal law to
discriminate on the basis of sex.

(4)  Only currently registered students may hold office and solicit funds on campus on behalf of a
recognized student organization. Other persons may be admitted to non-voting membership if
the organization's constitution permits. Certain scholastic honoraries which have a national
affiliation and admit faculty and staff to office positions may be exempt from this requirement as
well as items 5 and 6 below.

(5) A minimum of ten (10) currently registered student members shall be required upon initial
recognition of the student organization. Certain organizations may seek exemption from this
requirement through a formal petition to the Student Activities Committee.

(6) In order for a student organization to achieve or maintain recognized status, the officers of that
organization shall not be on academic or disciplinary probation as defined by the University.

(7)  The purpose(s) of a student organization must not conflict with the mission or established
policies of the University.

(8) No student organization may use the name of any other student organization for the purpose of
recognition or any other purpose.



(9)

(10)

(11)

(12)

(13)

Student organizations are required to have advisors and to provide for such advisers in their
constitution or bylaws. Student organizations who secure an advisor need to obtain written
consent indicating that individual has agreed to serve as advisor to the organization. Advisors
must be full or part time faculty, staff or administrator. Additionally, organizations may utilize
community members as advisors who are alumni or friends of The University of Toledo. If a
student organization is having trouble identifying an advisor, a staff member from the Office of
Student Involvement will serve as interim advisor, and will assist in recruiting an advisor for the
organization.

Recognition of student organizations does not constitute endorsement, approval, or ratification
by the University of any doctrine, act or mission of the student organization.

The Office of Student Involvement must be provided with a current officer listing and the name
of the organization’s advisor (if applicable) within the first six weeks of each semester (Fall and
Spring), or whenever new officers are selected, in order for an organization to retain recognized
status.

An electronic and hard copy of the student organization’s most current constitution, including a
statement of purpose, must be on file with the Office of Student Involvement in order to retain
recognized status.

All official student organization communications from the University will be sent via organization
members’ UT email addresses.

Privileges of recognized student organizations

(1)

()

3)

(4)

()

(6)

(")

(8)

Use of University facilities subject to the duly established written policies and rules governing
such use.

The right to hold meetings and social events in available University facilities, particularly the
rooms of the Student Union. The use of all other University services where applicable.

Petition for the use of University funds by submitting requests to the appropriate University
Officials.

The use of the name of the University in connection with publicity except where specifically
prohibited.

The publication of material in The University of Toledo calendars and access to Marketing &
Communications’ publicity procedures.

The use of a mailbox, shadowbox and/or office space in the Student Union (when available,
application required).

The right to house an organizational budget within the University accounting systems. This
privilege can be accessed through the Office of Student Involvement.

The right to be included in Office of Student Involvement publication materials that promote UT
recognized clubs and organizations.

Procedures for recognition of a student organizations

1)

Prior to applying for recognition, the Office of Student Involvement should be consulted to
determine if a similar organization already exists on campus.



(@)

3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)

An organization is required to complete all sections of the New Student Organization
Application Form available in the Office of Student Involvement.

a. The organization is required to produce evidence that the membership consists of a
minimum of ten (10) currently registered students at the time recognition is sought.

b. A sample student organization constitution may be obtained from the Office of Dean of
Students. The sample is to be used to prepare a constitution and bylaws for the
organization.

c. If applicable, the organization’s national constitution should be attached to the application
form.

d. A completed Officer Listing form must be attached.

The completed New Student Organization Application Form, with attachments, are to be
submitted to the Office of Student Involvement where an initial review will take place.

If there are no major corrections needed, the constitution is forwarded to the Student Activities
Committee for consideration. If approval is recommended by the committee, the constitution is
sent to the Associate Vice President and Dean of Students for final action. Registration is
considered final after the approval of the Associate Vice President and Dean of Students of The
University of Toledo.

The approved constitution is kept on file in the Office of Student Involvement. The second copy
is returned to the student organization.

Student organization recognition from year-to-year is contingent upon completion and
submission of an Officer’s Listing Form to the Office of Student Involvement within the first six
(6) weeks of Fall and Spring semesters, and attendance at the annual Student Organization
Mandatory Meeting. Organizations failing to comply with these procedures will be considered
inactive and no longer a recognized student organization. In addition, an organization may lose
its recognized status through violation of University policy, procedures, and rules as determined
by the Office of Student Involvement.

Inactive organizations with no change in constitutions may be reinstated by completing and
submitting an updated Officer Listing Form to the Office of Dean of Students. Any changes in a
constitution and bylaws for reinstated organizations must be approved by all bodies involved in
the registration process.

Objection to recognized status for any student organization may be filed with the Office of Dean
of Students.

Appeal of a decision against recognition of a student organization may be made by that
organization to the Student Activities Committee or, if requested, to the Vice President for
Student Affairs.

An organization which has complied with procedures 1, 2 and 3 in this section and is awaiting a
final decision regarding its recognition, shall be permitted to use only the small meeting rooms
in the Student Union until approval has been granted or denied. A student organization not fully
recognized may only use the meeting rooms for the purpose of forming and organizing their
group; they cannot use the rooms for social, recreational, or other purposes.



Responsibilities of recognized student organizations

It is the responsibility of a recognized student organization to conduct itself in such a way that the
University can support the organization, including but not limited to the following:

(1)
(2)

3)

(4)

(5)
(6)

()

(8)

To maintain an active, student-centered program.

To keep a current constitution and/or bylaws (hard and electronic copy) with the Office of
Student Involvement.

To check and update their constitution for any changes made throughout the previous year.
This includes, but is not limited to, student organization’s name, purpose statement, by-laws,
etc. When changes are made to the constitution and/or bylaws, these updated documents must
be submitted to the Office of Student Involvement for review and recommendation. Final
approval must be obtained from the Office of Student Involvement before the constitution
and/or bylaws can be accepted as current and official documents.

To file with the Office of Student Involvement at the beginning of each academic semester (Fall
and Spring) the names and up-to-date addresses and phone numbers of the officers for the
coming year and a membership roster. The Office of Student Involvement should be notified of
any changes that may occur during the year.

To adhere to all rules, policies and standards of The University of Toledo.

To select its officers according to current University standards, and to check with the
appropriate staff in the Office of Student Involvement to insure the eligibility of candidates for
membership, of candidates for holding offices and of candidates for representing the group or
the University in performances of any kind.

To keep accurate financial records. Each organization shall anticipate, provide for and promptly
meet their financial obligations in a manner that is fair and equitable to its past, present and
future members. Recognition of an organization does not in any way imply that the University
has any financial responsibility or liability for any of the organizations' acts or obligations.

To attend workshops and training sessions offered by the Office of Student Involvement that
acquaints officers not only with University procedures, but also assists them in becoming good
leaders of their organizations.

REVIVING A STUDENT ORGANIZATION

If you are interested in reviving an inactive student organization, please visit the Office of Student
Involvement to review the student organization’s constitution and complete an Officers Listing Form. If
changes need to be made to the constitution, the Office of Student Involvement staff will be able to assist

you.

OFFICER LISTING FORM

All student organizations need to update the Officer Listing Form within the first six (6) weeks of each
semester (fall and spring) or whenever there is a change of officers. The form can be downloaded from the
Web site at www.utoledo.edu/studentaffairs/stuorgs.




STUDENT ORGANIZATION SAMPLE CONSTITUTION

This sample constitution contains nine articles that must be addressed in every recognized student
organization’s constitution. It also mcludes optional draft Ianguage Please note that aUJM_a:gmenlg

STUDENT ORGANIZATION SAMPLE CONSTITUTION
Month, Year

ARTICLE 1: NAME & AFFILIATIONS
The name of the organization shall be [name of organization] of the University of Toledo.

ARTICLE 2: PURPOSE

The purpose of the organization shall be... [List purpose]. Activities and programs sponsored by this
. i ith I | objecti

ARTICLE 3: MEMBERSHIP

Membership in the [organization] shall be open to all currently enrolled students at the University of
Toledo. [Address the rules for becoming a member and remaining a member.] [Note: The constitution
should also discuss the different types of membership (active/inactive, voting/non-voting), dues, and other
conditions of membership.]

disability, [Note No orgamzatlon Wlth restrictive membershlp clauses dlscnmlnatlng on the basis of race,
color, religion, sex, age, national origin, sexual orientation, veterans status or the presence of a disability,
as defined by law, shall obtain or maintain registration status except for religious qualifications which may
be required by organizations whose aims are primarily sectarian, and social fraternities and sororities that
are permitted by federal law to discriminate on the basis of sex. Please note exceptions to the prohibition
against restrictive membership clauses set forth in Article 14, Section B.2. of the Student Handbook.]

Persons obtain membership by supporting all functions, activities and programs of the
orgamzatlon through paying dues (if applicable), attending meetmgs and serving on committees.

in good standing W|th [organlzatlon name] and have supported the functlons of the organization.

ARTICLE 4: OFFICERS

Officers shall consist of [list officers], and shall be elected [month/date] for a term of [specify
length of term].

Qualifications for a leadership position within [organization name] are as follows: [list qualifications].

Duties for each officer are as follows: [specify duties for each leadership position]
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ARTICLE 5: MEETINGS

Meetings will be held... [Describe frequency of the meetings.] [Note: In this article you should indicate
how often the organization will meet and how often it will meet. You also need to indicate how quorum is
determined for your organization. Quorum is the minimum number of voting members who must be
present at a meeting in order to conduct business.] A simple majority of the voting members must be
present to constitute a quorum.

ARTICLE 6: ADVISOR

The advisor for this organization shall be decided upon by the executive officers of the organization.
[Note: It is highly recommended that student organizations have an advisor; however, it is not required. If
a UT Faculty or Staff advisor is selected, do not name the person in the constitution; name the person on
the Officer Listing Form.]

ARTICLE 7: COMMITTEES

[Describe functions of committees if applicable] Ad hoc committees may be formed at the discretion
of the President or Executive Committee to attend to any situations that may become necessary
for the organization to consider.

ARTICLE 8: PARLIAMENTARY AUTHORITY
[Address parliamentary authority based upon your organization’s desired procedures.]

ARTICLE 9: AMENDMENTS

[Address how your organization will amend its constitution.] It is further understood that if this
organization desires at any time in the future to change in any way the provisions of this charter,
that before such action is taken, the organization will submit for approval to the Student Activities
Committee and the Office of Dean of Students every detail of the desired changes to be made.

11



IMPORTANT GUIDELINES & POLICIES

When planning an event, distributing information and organizing programs or functions for your student
organization, the following policies and procedures need to be taken into consideration during the initial
planning stages. The Office of Student Involvement staff can help with all phases of program
development, including compliance with University guidelines.

ABSENTEEISM FROM CLASS

The University of Toledo understands that as you get involved in student organizations the responsibilities
are vast and may sometimes require you to miss classes to accomplish them, particularly when you are
asked to attend meetings, seminars, conferences and others that are held away from the campus. The
University understands the importance of these commitments and value the impact it has on students'
personal and leadership development. At best, student organizations are discouraged from missing class
in order to attend to student organization business or events. Students’ academic pursuits should always
take first priority when participating in a student organization. However, the University recognizes that
certain events, meetings, or attendance at conferences may justify the need for members of your
organization to be absent from class.

Listed below are guidelines for absenteeism from class in order to attend to a student organization
function that students should adhere to:

1. When making the decision to miss class, the experience gained from the pursued activity should have
a high impact on the student, the student organization, and the University as a whole.

2. The ultimate decision to allow any individual student to be absent from class lies with the professor or
residing faculty member. The Office of Student Involvement will support the decision of the faculty
member.

3. Absenteeism from class should be confirmed at least one month in advance with the faculty member
in order to allow adequate time for alternative arrangements for missed work or exams. Last-minute
request should be avoided as best as possible.

4. Once permission is received from the faculty member, the student’s academic adviser and the Office
of Student Involvement should be informed.

5. If requested, the Associate Vice President and Dean of Students will write a letter in support of the
student organization sponsored activity, requesting the faculty member’'s support and cooperation.

Specific questions regarding absenteeism from class due to student organization matters should be
directed to the Office of Student Involvement at 419.530.4944 or studentorganizations@utoledo.edu

AMPLIFIED SOUND ON CAMPUS

The objective of this policy is to minimize disruption to classes and other normal university operations
while not discouraging creative and exciting student (or faculty/staff) programming.

To this end:

(1) The locations on campus for amplified sound in the service of bands, DJ’s, radio station
broadcasts, and similar groups are the courtyard of the McComas Village (per guidelines set
forth by the Office of Residence Life), Centennial Mall, Student Union/Fountain area, and the
flatlands/spirit rock area (located south of Carlson Library, to the north side of Parks Tower, and
directly west of the tennis courts and lot 10). Any events being held must obtain prior approval
and be properly documented through the Office of Dean of Students and campus facilities.
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(2) Amplified sound is permitted in the Student Union/Fountain area of Centennial Mall throughout
the year in the following forms only:

(&) The speakers platform, the speaker, and the audio devices (i.e. portable
stereo/CD/cassette players/DJ’s) for the sound is restricted to the Student Union in the
location of the overhang/fountain.

ADVERTISING & PROMOTION GUIDELINES

Advertising your student organization and promoting your events are key to running a successful
organization. The following sections outline the variety of opportunities on campus for you to advertise
your events and programs.

As a rule of thumb, all advertisements should be completed minimally TWO (2) WEEKS in advance of
your event or program.

Student Organization On Campus Advertising Guidelines

All advertisements must include the following:

a. Name of sponsoring student organization(s).

b. E-mail address or phone number of the sponsoring student organization.

c. If aforeign language is used, English translation must be posted on same document.

d. If the organization is funded by the University it must say “The event is funded by student
general fees” or “the event is partially funded by...”

e. No vulgar, suggestive, or obscene references.

f.  No reference to alcohol or “BYOB?” of any kind.

g. The use or reproduction of the University seal, the name, official logotypes and official
symbols for any purpose is prohibited without prior written permission from Mar-Com.

h. Flyers are to be hung on bulletin boards only. Maximum of 2 flyers per board. No taping to

window doors, walls, sidewalks, or light poles.

Under no circumstances may student organizations post notices or distribute flyers or

handbills in the community off-campus without compliance with City Ordinance No. 2603.

Note: City Ordinance No. 2603 expressly prohibits the posting of signs on railroad overpasses and city property,

including streets, parks, etc. Violators are subject to a fine. Posting signs on private property subjects the offender to

arrest for trespass. Posting on utility poles also is prohibited.

j- No permanent materials (including but not limited to paint, permanent marker, glue, etc.) can
be used to post advertisements on University property.

k. Organizations or individuals desiring publicity off-campus should consult the Office of the
Student Involvement and the Office of Marketing and Communication.

If these guidelines are violated, the organization will be penalized by revoking their posting
privileges for 1 month. If violated twice, the organization will be penalized for one semester.

Posting Procedures

Posters, banners, flyers, signs or other printed material may only be placed in designated locations after
receiving approval as follows. Posters may be placed only on approved bulletin boards. All posters shall
clearly identify the organization or department placing the poster.

1. Posters and flyers placed by student organizations shall be approved in advanced by Office of
Student Involvement.

a. Posters of a University department or other unit shall be approved by the Office of Marketing
& Communications.
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b. Student election campaign posters may be displayed on stakes in outside areas in
accordance with the rules of student government. All other student election campaign posters
must be in accordance with other provisions of these regulations.

2. Banners may be hung or attached in the Student Union and the student center only in locations
specified by the director of student unions, or in Savage Arena and the Glass Bowl in located
specified by the director of facilities management and in the UTMC by medical center and clinical
administration.

3. No interior or exterior signs shall be placed or maintained unless approved by the associate vice
president for facilities and construction.

4. No private business concern or individual may post or distribute any material advertising a particular
product or service except when the effort is in support of University programs and is specifically
authorized by the division of enrollment, marketing and communications.

Definitions of posters, banners and signs

e Poster means any writing, notice, pictorial presentation, or similar item intended to convey a message
of a temporary nature.

e Banner shall mean any display larger than a poster on flexible material.
e Sign means any display of a permanent and written or pictorial nature intended to convey a message.

Flyers, Leaflets and Notices

1. Flyers shall be defined as publications which are posted. Student organizations must have all
posted material stamped by the Office of Student Involvement in Student Union Room 3504.
The distribution of flyers by recognized student organizations on the campus must be approved by the
Office of Student Involvement. All other UT departments or non-profit organizations must have
material be stamped by the Office of Marketing and Communication (University Hall Room 2110).

Flyers may be posted in almost every building on campus, including general bulletin boards in the
Student Union and Residence Halls. For the most up-to-date listing of campus bulletin boards, and
exact guidelines please contact the Office of Student Involvement.

Student organizations are highly encouraged to post on the general bulletin boards in all other campus
buildings:

Center for Performing Arts Carlson Library

Center for Visual Arts Palmer Hall

Driscoll Center Bowman Oddy Laboratories
Engineering Technology Center Student Union

Gillham Hall Snyder Memorial

Savage Hall Stranahan Hall

Law Center Student Classroom Annex
McMaster Hall Sullivan Hall

Nitschke Hall Tucker Hall

Rocket Hall University Hall (2nd —-5" floors)
Scott Hall Scott Park Campus

Health Science and Human Services Health Science Campus

Health Education

2. Leaflets and handbills shall be defined as any publication which is to be handed directly to the
students.
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a. Literature of any type shall not be placed under windshield wipers of vehicles on campus.
b. Student election campaign literature may be distributed in accordance with the University
policy on political literature.

3. Notices shall be defined as any publication which is distributed via mailboxes. They may be distributed
as follows:

a. Via e-mail per guidelines set forth by the Office of Student Involvement.
b. Via organization mailboxes with permission of the Office of Student Involvement.
c. Viafaculty mailboxes with permission of the Vice President for Student Affairs.

4. Literature of any type shall not be placed under windshield wipers of vehicles on campus.

Use of UT name and symbols

Permission
The use or reproduction of the University seal, the name, official logotypes and official symbols for any
purpose is prohibited without prior written permission from the senior director of University marketing.

Purpose of policy
The purpose of this policy is to regulate use of the University and The University of Toledo Medical
Center name and associated symbols, marks, seals and logos.

Procedure

University departments or other units or any outside organizations that wish to use the University name
and/or any symbol representing the University must have prior written approval from the senior director of
University marketing. Any change in any logotype or name representing the University or any of its
departments or units must be approved by the senior director of University marketing. This also applies to
The University of Toledo Medical Center logos, associated symbols and marks.

Proper Use of UT Name and Symbol

To help strengthen the recognition of the University’s name and brand, The University of Toledo oversees
and enforces guidelines concerning use of its logos, seals and associated marks of the University and on
all of its campuses.

Purpose

The purpose of this policy is to ensure proper reproduction and display of The University of Toledo and
The University of Toledo Medical Center name, symbols, marks, seals, and logos on all collateral
materials, displays and signage. This policy has also been developed to ensure and maintain the integrity
of the “UT"” brand. This also applies to UTMC logos and associated symbols and marks.

Specific details are available in the official graphic standards manual that is available in PDF form in the
marketing toolbox in the MyUT portal (http://monitor.utoledo.edu/depts/mktandcom/pdf/styleguide.pdf).

AVAILABLE METHODS OF ADVERTISING ON CAMPUS

Sidewalk Chalking & Outdoor Posting

Chalking is limited to recognized student organizations, UT departments, faculty and staff members, and
registered students only. Only water-soluble chalk may be used. Chalking is permitted on the sidewalks of
the Main Campus and Scott Park Campus. The chalking of buildings, newsstands, signs, windows, doors
and bus stops are prohibited. The chalking of vertical surfaces that are covered by an overhang is also
prohibited. Chalking is not permitted in the Revin Plaza of the Centennial Mall.

Chalking areas may not be reserved, but must be documented on an Area/Equipment Request Form.
On the form, the event(s) to be advertised must be described.
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Request for small yard signs (ex. book store signs) must be submitted on an Area/Equipment Request
Form. On the form, the event(s) to be advertised must be described.

No document of any kind may be attached to any wall, door, lamppost, tree, sidewalk, windows, bridge or
other surface on campus. Document postings are a hazard for the visually impaired because when they
are wet, they become slippery.

Persons and/or organizations violating this policy may be held responsible for labor to remove materials
and for damage to surfaces. Violations may result in criminal penalties, loss of official University
recognition, or other sanctions.

Content of chalking and postings is unrestricted unless the materials contain obscene, vulgar, or libelous
materials. During the process of routine cleaning materials may be removed. Nothing should be posted
which violates federal, state, or local laws or seeks unauthorized solicitation. For additional guidance on
advertising outdoors, please see the Advertising & Promotion section.

Advertising via the AXIS System (plasma screens around campus)

There are 18 monitors between the Main Campus, Health Science Campus and Scott Park Campus.
Please limit your announcement to 50 words or less, and submit to studentorganizations@utoledo.edu to
be included on the AXIS System.

E-mail Announcements — “ROCKET BLAST”

The Division of Student Affairs and Student Government have developed a new method to advertise
student organizations’ events via e-mail. All activities will be announced via the Rocket Blast. This e-mail
will be sent to all students on a weekly basis. To advertise an event or activity, please do the following:

1. Prepare an announcement of your event to include Title, Date, Time, Place, Contact Information and a
Brief Description of the Event and Sponsoring Group/Groups. If possible, do include the category the
event will fall under, for instance — saocial, recreational, fundraising, organizational meetings or
recruitment. If you do not indicate a category the Office of Student Involvement will do so for you.
Please send one announcement per event.

2. Send the announcement to studentorganizations@utoledo.edu no later than noon on the Tuesday of
the week you'd like the announcement to go out.

3. Rocket Blast will be distributed weekly to students (during fall and spring semesters) every Thursday.

Independent Collegian
www.independentcollegian.com
The Independent Collegian newspaper offers several opportunities for you to promote your events:

Ads in the Paper
e Design your ad to make it attractive to our readers and your audience. Make sure the
dimensions are correct. Or leave it up to the paper’s ad designer and have the work done in-
house for a small fee.
e Call a sales representative to work out the specifics and obtain pricing information. They can
be reached at 419-534-2438.
e Deadline submissions are as follows:
Monday before 5 p.m. to appear in Thursday’s issue
Thursday before 5 p.m. to appear in Monday’s issue
e E-mail your ad to the advertising team at icollegian@yahoo.com in one of the following
formats: PDF, TIFF, EPS, GIF or JPEG.

Electronic Calendar
http://www.independentcollegian.com/user/login
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e To advertise in the Independent Collegian online calendar, you need to register as a member
and sign up to receive the electronic version of the paper; Do that by visiting the site listed
above.

e Once registered, follow the online process to submit your events.

Press Release
o Make a detailed list of the event specifics in the following format:
* What: Description of event or name
* Where: Location of event
* When: Time of event
* Who: Name of organization
* Why: Reason for event (fundraiser, recruitment, etc.)
e Write or type a short explanation of the event that expands on the above list.
e Sign the document with names and contact information (phone number and e-mail address)
for the principle people involved.
e E-mail or fax your press release to the paper via one of the following methods:
* Fax: 419-534-2884
* News Release: news@independentcollegian.com
* Arts Release: arts@independentcollegian.com
* Sports Release: sports@independentcollegian.com
* Or call the office at 419-534-2438

Informational Kiosks

The University of Toledo offers the use of 11 outdoor information kiosks to recognized student
organizations and departments wishing to promote upcoming events and programs. The kiosks are
located as follows: 8 on Main Campus, 2 on the Scott Park Campus, and 1 on the Health Science
Campus.

The following guidelines apply to advertisements submitted for display in the kiosks:

1.

All advertisements must relate to events sponsored by a recognized student organization or campus
department.

. All advertisements must include the name of the sponsoring organization, and a contact e-mail or

phone number.

. Advertisements should be 22" x 28" (landscape) and poster board thickness.

. The Student Organization Publicity Application (available online at

www.utoledo.edu/studentaffairs/stuorgs), along with the appropriate number of copies of your poster,
must be submitted in person to 3509 Student Union Room 3509 no later than noon on Thursday in
order to be posted by the following Tuesday. Advertisements will be posted every two weeks by the
UT Grounds & Parking Maintenance department. Posting locations will be based on space availability.

. A single department/organization may submit one or a maximum of eleven (11) advertisements for one

program/event every two weeks, in order to allow others an opportunity to utilize the kiosks.

. Advertisements will be given priority in the kiosks on a first come first served basis. Each of the 11

kiosks on campus will hold four (4) advertisements each, every two weeks.

. The Office of Student Involvement reserves the right to refuse advertisements that do not follow

University policies.

MyUT Web Portal

Announcements on the Web portal can be sent to studentorganizations@utoledo.edu to be posted.
Please provide adequate lead time for events.
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Student Organization Shadowboxes

All recognized student organizations may reserve the Shadowboxes in the South Lounge of the Student
Union to promote organization activities. Shadowboxes are assigned on an annual basis. To apply for a
Shadowbox, complete the Student Organization Publicity Application, which is downloadable from the
Web at www.utoledo.edu/studentaffairs/stuorgs.

Student Academic Planner (electronic version)

http://utoledo.premierplanner.org

Event listings in the electronic version of the Student Academic Planner should be sent to
whitney.walker@utoledo.edu, and the staff work with the appropriate individuals on campus to get your
event listed in the planner.

Student Union Covered Bulletin Boards

All recognized student organizations may reserve the covered bulletin boards in the Student Union to
promote organization activities. There are three covered boards near Starbucks on the first floor which
may be reserved for two weeks at a time. To make a reservation, call the Office of Student Involvement at
419-530-4944, and complete the Student Organization Publicity Application, which is downloadable from
the Web at www.utoledo.edu/studentaffairs/stuorgs.

The following policies apply:

e Boards A, B or C can be reserved for two-week display periods.

e Recognized student organizations will get first priority for advance reservations.

e Space requests with less than 30 days' advance lead time will be available to anyone.

e Displays are expected to fill the space of the display area (left to right and top to bottom).

e Displays must clearly state the name of the organization providing the display.

e The date the display is to be removed must be clearly visible on some small portion of the display.

e Displays that are not removed by the removal date will be removed by the next scheduled user and
discarded.

e Student organizations must comply with all regulations regarding posting policies in this manual.

Student Union Display Cases

All recognized student organizations may reserve the display cases in the Student Union to promote
organization activities. There are two large display cases near the South Lounge which may be reserved
for one — two weeks at a time. To make a reservation, call the Office of Student Involvement at 419-530-
4944 and complete the Student Organization Publicity Application, which is downloadable from the Web
at www.utoledo.edu/studentaffairs/stuorgs.

T-Shirts and other memorabilia

All recognized student organizations should work with the Office of Student Involvement when
purchasing T-shirts or other memorabilia items to ensure that the necessary procedures are followed. For
instance:

The design is approved by the Office of Marketing and Communications
The proper payment arrangement is made
The items are made by a vendor under the UT’s Trademark Licensing Program.

Please call the Office of Student Involvement at 419-530-4944 for assistance.
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Tube 31 (TV Screens in Dining Halls)

Event announcements to be displayed on Tube 31 need to be approved by the Office of Student
Involvement. Please send your announcements to studentorganizations@utoledo.edu and indicate you'd
like the event to be listed on Tube 31.

UT Website Calendar of Events

The UT calendar is available online at http://calendar.utoledo.edu. To include your student organization
events on this calendar, please send a detailed description of your event, including date, start time, end
time, location, title of event, description of the event, cost, reservation process, and a contact phone
number and e-mail address to studentorganizations@utoledo.edu. The Office of Student Involvement
will submit your event for the online calendar. This can be done several months in advance.

OFFICE / STORAGE SPACE

Recognized student organization may apply for the use of a student organization office or storage space
through the Office of Student Involvement. The Application for Student Organization Office / Storage
Space is available online at www.utoledo.edu/studentaffairs/stuorgs.

Office space is allocated on an annual basis according to guidelines set forth by the Division of Student
Affairs, and the Office of Student Involvement in consultation with the Student Union, reserves the right to
make changes to space allocations as needed to best serve students.

Office Rules & Guidelines

All student organizations having office space are required to adhere to these regulations established by
the Division of Student Affairs. The officers of the organization are required to inform their membership of
these rules, make sure the rules are followed, and to post them in their organization office at all times.

Offices are to be used only for the business purposes of the organization by student members. Meeting
rooms are available through the Student Union. Reservations can be made by calling the Student Union
Reservations Office, 419-530-5202.

Office Care

1. Fire code prohibits open flame (such as the burning of candles) and electric lights not UL-
approved are not permitted.

2. Iltems may be posted on the interior of office door, but not on outer hallway doors or walls.

3. Organizations are expected to utilize facilities, furnishing and equipment for their intended
purpose and not abuse them through inappropriate use. Any damage to office and/or building
areas nearby will be directly charged to the organization responsible.

4. Any physical alterations (painting, drapes, or physical changes) must be approved in advance
by the Director of Student Unions (or designee). The Student Union shall not bear the cost of
physical renovations for student organization offices.

5. The display of obscene or offensive material, or material in violation of UT, state, local or
federal regulation is prohibited.

6. Only the organization that is paying for the telephone may use it.

7. Space rules are to be posted in plain sight at all times.

8. Office hours for each organization must be posted. Those organizations located on the
Student Union Room 3500-level are to post office hours on the hallway wall directly below or
above the office name plate. Those organizations assigned to Student Union Rooms 1501,
1503, and 1509 are to post office hours on the inside of the glass window next to the office
entrance. Organizations housed in Student Union Room 1505 should post office hours on the
wall to the fright of the office door, hallway side. Signs should be clearly legible and not
exceed 8.5” x 11" in size.

9. No items are to be posted on any window or door on the inside of the building which could be
viewed from the outside of the building. Any exceptions must be approved by the Director of
Student Unions (or designee).
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10. Itis the responsibility of the organization to keep its office free and clear of extraneous items
such as cafeteria trays, dishes, etc. All refuse shall be placed in the provided waste
containers.

11. Access to the roof is prohibited. This damages the roof.

12. Screens on exterior windows are to remain in place and not be removed. Windows must not
be tampered with or damaged. Iltems are not to be thrown from windows.

13. Minimal furniture will be provided in each office. This furniture will vary with the office or
organization size. Furniture provided will be indicated on the Agreement of Office Space. Any
missing property will also be charged to the organization. An inventory will be taken upon
check-in and again at check-out. All requests for additional furniture must be submitted in
writing to the Director of Student Unions.

14. Electrical appliances, such as corn poppers, microwaves, hot plates, etc. are restricted due to
potential fire hazard. Offices are not to serve as a kitchen for meal preparation.

Office Security

1. Keys will be issued to students authorized by the organization’s president/chief contact
person on an individual basis with a $10 deposit.

2. ltis the responsibility of the organization’s president/chief contact person to provide office
access lists to the Student Union/Student Center staff.

3. Whenever a member leaves and/or no longer needs a key to the office, the key must be
returned to the Student Union. Refunds will be made to individuals who return their assigned
keys to organization offices. Keys not returned will be changed to the individual, who will be
held financially responsible for the full cost of lock replacement for the office.

4. If a student organization desires to have the locks changed on the door, the student
organization must pay for the loc, change and all associated charges.

General Office Issues

1. Groups must notify the Student Union Office (Ext. 2931) of any incoming shipments at least
three days in advance. Groups should pick up their shipments fro the loading dock on the day
of delivery. The University is not responsible for loss, theft, or damaged items.

2. Questions concerning the interpretation of the Space Rules should be directed and resolved
by the Director of Student Unions (or designee).

3. No alcohol, controlled substances or smoking is allowed in student organization offices.

4. The University of Toledo and the Student Union/Student Center are free of responsibility for
organizations and /or members belongings or their

5. The contact for concerns and questions is the Director of Student Unions (or designee). Their
officers are located in the 2™ floor of the Student Union.

6. All organizations must be responsible for complying with all University of Toledo, local, state
and federal policies and /or regulations.

7. Organizations must be recognized with the Office of Student Involvement and be in good
standing with the University during their occupancy of the office.

8. Cooperation with the Student Union personnel expected.

9. Assignment of space is on a one-year basis subject to review annually, as well as periodically
throughout the academic year.

Office / Storage Space Selection Criteria

Historically, there has not been sufficient office space in the Student Union or Student Center to
accommodate all request received. In order to assign some priority to requests, certain criteria, approved
by the Director of Student Unions and Dean of Students, will be utilized for space assignment.

1. The student organization must be recognized by the Office of Student Involvement and be in
good standing with the University at the time of the request.

2. Organizations that may be able to secure office space in other facilities will not normally be not
considered for space in the Student Union or Student Center.
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The requests that remain under consideration after application of these criteria will be further judged
based on prior usage of space in the student organization offices, if applicable, and the following criteria:

1. Amount of annual activity, both past and projected.

a. Non-members provided a program or service
b. Numbers served and services provided

2. Need for actual work space vs. storage space

3. Need for central location within the Student Union or Student Center building for easy access to
the student body as a whole vs. central location for a specific, interest group.

4. Cooperation with tenant organizations of the Student Union.
5. Past office space utilization.

a. Care of space and equipment

b. Space used for working vs. social gathering location

c. Adherence to University and Student space rules

Securing an office space is a privilege and should be treated as such. An organization failing to abide by
regulations or deviating from stated purposes or past practices will be denied space.

Review Procedures
Organizations will be allocated office space on a trial basis subject to periodic review. These
organizations must meet the above prerequisites. The review for office space will be based on:

1. Utilization of office space.

2. Cooperation with the Student Union Advisory Council and Student Union and /or Center
procedures and personnel

3. Compliance with University and other appropriate regulations

Nontransferable Space Assignment

Office spaces are allocated to student organizations and not to individuals. No officer or member of an
organization may allocate to transfer his/her office space to other individuals or groups without written
approval, in advance, of the Director of Student Unions (or designee). Use of the office space as an
individual's study area is to be discouraged and should never preclude proper use of the space for
organizational activity. Additionally, student organization office space is intended for University of Toledo
student use only. Use of the space by individuals other than University of Toledo student is considered as
improper use of the space.

Facilities Responsibility

The Director of Student Union, their staff, and The University of Toledo shall accept no responsibility for
the theft or loss of money, furnishings, equipment, supplies, valuables, or other effects owned of in the
possession of the organization or any individuals participating in an activity sponsored by that
organization. Organizations are encouraged to take every reasonable precaution to protect themselves
from loss or danger; it is strongly advised that office doors be locked when offices are not occupied. In
addition, the Student Union/Center staff will exert every reasonable effort to ensure security. The care
and safety of any furnishings provided by the Union and Center is the responsibility of the organization(s)
assigned to that office.
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Loss and/or Reassignment of Space

The commission of any act in violation of regulations pertaining to the use and assignment of this space
or in violation of any University regulation will be caused for the offering organization to lose the assigned
space. Complaints of violations will be reviewed by the Director of the Student Unions (or designee). The
Director may make an administrative decision to require the offending organization to vacate assigned
space. This decision may be appealed to the Student Union Advisory Council.

MAILBOXES FOR STUDENT ORGANIZATIONS

Mailboxes for student organizations are assigned to a specific club or organization by the Office of
Student Involvement. Assignment to a mailbox is for one year only and is for the exclusive use of the
organization or club. To apply for a mailbox, contact the office.

MOVIES & FILMS

Movies and films can be shown by student organizations. Each film shown in a public area that is not for
educational purposes requires a license to be purchased by the group to show a particular film. It is the

responsibility of the sponsoring organization to obtain proper viewing licenses. Most movie licenses can
be purchased from Swank Motion Pictures, 1-800-876-5577.

OUTSIDE SPEAKERS SPONSORED BY STUDENTS

It is the policy of The University of Toledo to foster a spirit of free inquiry and to encourage the timely
discussion of a wide variety of issues, provided that the views expressed are stated openly and therefore
are subject to critical evaluation. Restraints on free inquiry should be held to that minimum which is
consistent with preserving an organized society in which peaceful, democratic means for change are
available. Therefore, recognized student organizations are encouraged to invite speakers to the campus
to address meetings subject only to the following provisions:

(1) The speaker must not urge the audience to take action which is prohibited by the rules of the
University or which is illegal under federal, state or local law. Advocating or urging the
modification of the government of the United States or of the state of Ohio by violence or
sabotage is specifically prohibited. It is the responsibility of the officers and advisers of the
sponsoring student organization to inform speakers of these prohibitions.

(2) Sponsorship must be by a student organization which has been recognized under the
general regulations administered by the Office of Student Involvement and Student Activities
Committee of the University. Any student organization violating the provisions of this
regulation is subject to the procedures and sanctions applicable to students and
student organizations that violate other University rules.

RISK MANAGEMENT

The University of Toledo has a strong commitment to educate student organizations and advisers on how
to recognize risks involved in their activities. Our resources are designed to ensure the protection and
safety of the University's employees, students, and visitors. Student organizations and advisers are
encouraged to use these resources to develop and enhance the necessary decision making skills to
minimize the risk of your activities.

Concept of Risk Management
Risk management is the process of analyzing risks posed by activities and determining and
implementing methods to manage the risk.

The steps of risk management include:
® |dentification of risks

® Analysis of methods to deal with the risk
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® Selection of a method or methods
® Implementation of the chosen method(s)

® Monitoring and evaluation

The Event Planning Matrix and the Risk Assessment Forms, available at
www.utoledo.edu/studentaffairs/stuorgs/forms.html have been development help identify potential risk
when planning your events. We encourage you to utilize these tools to minimize the risk of your activities.

Family Educational Rights and Privacy Act

The Family Educational Rights and Privacy Act of 1974, otherwise known as FERPA, is a federal law
that protects the confidentiality of student education records. FERPA establishes the rights of the parents
and students of any school which receives federal educational funds. It requires that a written institutional
policy complying with the act be established and that a statement of the adopted procedures be
published. Our official publication is the "Confidentiality of Student Records" and is available for review in
the University Policy Manual or in the Student Handbook.

The University of Toledo will not release the following information to a third party without the written
consent from the student:

Student ID or Social Security number

Grade point average

Grades

Courses taken

Student's schedule

Residency information (as reported on the admission application)

FERPA gives colleges and universities the ability to release non-academic information, or "directory
information”, without the written consent of the student. Directory information includes:

Student name

Local address and local phone number
College and major field of study
Full-time or part-time enrollment status
Class rank

E-mail address

Dates of attendance

Degrees and awards received

Students may restrict the release of their Directory Information by selecting the Directory Release option
under Personal Information on Web for Students (myUT portal) or by visiting the Office of the Registrar. If
you have questions, please contact the Registrar's Office.

Sexual Abuse and Harassment

1. No student organization should condone or tolerate any form of sexually abusive behavior on the part
of its members or affiliates, whether physical, mental or emotional. Sexual harassment shall be
defined as unwelcomed sexual advances, request, gestures, or physical conduct of sexual nature.
This includes any actions that are demeaning to women or men including, but not limited to date rape,
gang rape, sexual assault, verbal harassment or threats.

2. All organizations and their leaders shall review annually the University’s policy on Sexual Harassment
and Sexual Assault. These policies are found in the “Student Handbook”
(utoledo.edu/studentaffairs/pdfs/handbook.pdf) of The University of Toledo and binding on all student
organizations, its members and affiliates.
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TELEPHONES

The installation of telephones will be restricted to those organizations that have assigned offices in the
Student Union. Non-funded organizations will be billed by the Student Union accountant, and charges of
funded organizations will be handled by the Accountant in the Office of Student Involvement.

TRAVEL

Travel funds are available when currently enrolled members of student organizations represent the
University and, thereby, enhance the prestige of the University and the organization through participation
in travel where the participants:

a. Gain knowledge and experience of benefit to the University and the organization.
b. Fulfill responsibilities with goals and purposes of the organization.

Travel Authorization Forms and other associated risk management forms must be completed and
approved two (2) weeks prior to departure. These forms are available in the Office of Student Involvement
and online at www.utoledo.edu/studentaffairs/stuorgs.

When registration fees are to be prepaid, the necessary paperwork must be submitted no later than two
weeks (2) prior to the registration deadline. Failure to complete the Travel Authorization Form within this
time frame will prohibit the reimbursement of the travelers.

Privately owned automobiles may be used in accordance with University procedures and required
training. All organizations traveling by automobile should contact the Office of Student Involvement for full
guidelines and procedures. If a group of 10 or more students are traveling on official University business,
van rentals may be approved for their trip. Student organizations renting vehicles for the purpose of travel
must receive the proper training from the Department of Safety and Health prior to travel.

If travel is approved and funded, the University will reimburse up to specified maximum amounts when
original detailed receipts are submitted. Food charges will not be approved for reimbursement.

When the traveler returns from a trip, the original receipts, a completed individual reimbursement form,
and a complete set of copies must be given to the Office of Student Involvement accountant for approval.
Upon approval, he or she will submit the voucher to the Finance Office for reimbursement. Please note
the University does not advance money to travelers, so one should be prepared to bear the cost of the
trip until he or she returns to the campus. The University will prepay for registration to conventions and
conferences.

WEBSITES

Recognized student organizations at The University of Toledo are encouraged to develop a Web
presence. Web sites are beneficial to student organizations because they promote the functions and
activities of an organization to the student body and community, provide a unique medium for
communicating an organization's information, provide easy access to additional information of interest,
and promote the sharing of information and knowledge.

The University of Toledo does not provide server space or Web support for student organization Web
sites. For a list of suggested Web hosting sites, please visit www.utoledo.edu/studentaffairs/stuorgs and
click on “Creating A Student Organization Web site”. A Web host is a company that has many computers
(servers) set up so that all of the computers connected to the Internet can access them to view your
stored content through your domain name. There are a variety of different Web hosts out there, which
offer various packages. Some hosts even offer free hosting, but this almost ALWAYS means your site will
have advertising on it. Which one you need is dependent on you, but the following Web site provides an
article offering information on how to choose a Web host : www.thesitewizard.com/archive/findhost.shtml.

The Office of Student Involvement maintains an online list of student organizations recognized by the
University. The office will link a student organization's name on the list to its Web site if requested. This
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policy sets forth guidelines and rules for deciding which recognized student organization Web pages can
be linked to this listing and when those links may be discontinued.

1. Only recognized student organizations, as defined by the Office of Student Involvement, may be listed
on the University Web site and may request their listing be linked to their organization’s Web site.
Requests to add a link from the online student organization listing must be made by a current officer
of the student organization by sending an e-mail to the Office of Student Involvement at
studentorganizations@utoledo.edu.

2. Linking a student organization Web site to the University Web site is a privilege. With this privilege
comes the responsibility to maintain the organization Web site in a manner that promotes clubs and
organizations in a positive manner while reinforcing the mission and values of The University of
Toledo.

3. Keep in mind that simply having a pointer from the UT Web site to your organization site does not
constitute approval or sanction of your content by UT or the Board of Trustee of The University of
Toledo, and does not authorize your use of the logo and seal.

4. Any student organization that is removed from the University's list of recognized student organizations
will have its name and link removed from the University Web site.

5. A student organization which has it Web site removed from the University Web site will be notified of
the removal through the organization's chief officer as listed with the Office of Student Involvement.
The link can be restored once the Web site is brought into compliance with this and other relevant
policies.
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PLANNING AN EVENT

ROOM RESERVATION PROCESS

The Division of Student Affairs is dedicated to making the reservation process for your student
organization events as smooth as possible. The following steps and guidelines should be followed when
planning an event on campus.

Please note that all room reservations should be made MINIMALLY twenty-one (21) days in advance.
Exceptions will be made depending on the type of event and individual circumstances. However, if your
event meets the criteria of a Social Event, as outlined in this manual, no exceptions to the twenty-one (21)
day rule will be made.

These guidelines, along with all necessary forms, can also be found online at
www.utoledo.edu/studentaffairs/stuorgs.

When planning an event on campus...

1) Determine your desired space. A list of available space for student organization use is included later
in this section.

2) Depending on the desired location of your event, begin the reservation process as follows:

a) For events in the STUDENT UNION, DOERMANN THEATER, LIBBEY HALL, FLATLANDS or
CENTENNIAL MALL, contact the Student Union:

Student Union Administrative Office
Student Union, Room 2525
419-530-2931

Contact Person: Tom Trimble

You will be asked to complete a Student Organization Event Request Form.

b) For events in the STUDENT RECREATION CENTER, HEALTH EDUCATION CENTER or CARTER
FIELD, contact the Office of Recreation:

Office of Recreation

REC Center, Room 2112
419-530-3705

Contact Person: Nancy Burhans

You will be asked to complete a reservation form, and a $25 reservation fee will apply.
c) Forevents in all other ACADEMIC BUILDINGS, contact the Office of Student Involvement:
Office of Student Involvement
Student Union, Room 3504
419-530-4944
Contact Person: Anthony Kapp or Becki Bair

You will be asked to complete a Student Organization Academic Room Request Form.

3) Once the appropriate request and paperwork have been submitted to the offices as listed above, the
staff will make the room reservation for you and initiate the approval process. Depending on the
nature of your event, this may include needed approval from UT Dining Services (food waiver),
UTPD, Grounds, Risk Management, etc.
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4) Once all approvals have been received, your reservation will be confirmed and you will receive a
confirmation email. The confirmation email will include any stipulations, requirements, and/or
information about additional paperwork needed before your event can take place.

It is the responsibility of the student organization leaders/representatives to ensure all stipulations are
met according to the deadlines set forth in the confirmation email. If they are not, your room
reservation will be cancelled.

5) Additionally, it is the responsibility of the student organization leaders/representatives to make

appropriate arrangements with the Student Union, Facilities/Grounds, Police, Outside Vendors,
Caterers, and other pertinent parties regarding details and logistics of your event.

AVAILABLE VENUES ON CAMPUS & APPLICABLE POLICIES

Student Union
2801 W. Bancroft St., 2525 Student Union, Toledo, OH 43606, 419-530-2931 or 419-530-5202

Auditorium - Student Union Room 3010

A large multipurpose room, which is suited to a variety of events from meetings and lectures to
banquets, dances and exhibits. The room can accommodate up to 10,00 people*, depending on
specific function.

T-Section - Student Union Room 3010B
A multipurpose room attached to the Auditorium which can be used either separately or in
conjunction with the Auditorium. By itself, The T-Section will accommodate 300 people*.

*The T-Section and Auditorium combined will accommodate 1,200 people.

Ingman Room - Student Union Room 2520
Multipurpose room with a capacity of 500. It can be used for small concerts, dances, banquets,
lectures and other functions.

South Lounge - Student Union 2500 level
Informal lounge used for forums and informal programs.

Concourse Areas - Student Union 1500 and 2000 levels
Areas available for information tables and sales of goods situated in several locations throughout
the Student Union.

Art Gallery - Student Union Room 2500
A small display gallery. Use is coordinated through the Office of Multicultural Student Development,
Student Union Room 2500, 419-530-2261.

Student Union Room 1507
A small conference room, which will accommodate 12 people.

Student Union Room 2562
Primarily set in lecture style (chairs in rows with a podium in the front) with capacity of 23 people.

Student Union Room 2574
A small meeting room with an informal setting of couch, 2 armchairs and a 4-seat table. Used for
informal meetings, interviews and small dinners. Capacity of 6-8 people.

Student Union Room 2579
Room with a conference table seating 16. With perimeter chairs, total capacity is 20 people.
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Student Union Room 2582
Multipurpose room with capacity of 200 people*.

Student Union Room 2584
Multipurpose room with capacity of 100 people*.

*A bi-fold door separating 2582 and 2584 may be opened, giving a combined capacity of 300
people.

Student Union Room 2591
Primarily serves as a seminar room set in classroom style (tables with chairs facing a head table).
Capacity is 50 people.

Student Union Room 2592
Formal room primarily used in conference style. Capacity is 38 at conference table. With perimeter
chairs, total capacity is 90.

Student Union Room 3016
Room with a conference table seating 20. With perimeter chairs, total capacity is 40 people.

Rocky’s Attic
Sports pub atmosphere. Pool tables, stage, bar stools, bar, kitchen, high round tables and chairs.

Other spaces reserved by the Student Union
Centennial Mall

Flatlands

Libbey Hall

Doermann Theater

Reserving Tables in the Student Union:

a. Tables are used primarily to disseminate information. Fundraising activities may take place at
tables reserved in the Student Union.

b. Tables may be reserved using the same process as outlined for events in the SU. Seven
tables are available daily, 9 a.m. to 5 p.m., and assigned on a first-come, first-served basis.

c. Tables reserved for marketing credit cards, whether or not sales are through a student
organization, are required to contribute $50 per day to support the personal credit
management program. A limit of eight reservations per semester may be made.

Recreation Center
419-530-3700

The Rec Center staff members oversee all events and meetings that take place within the Rec Center,
Health Education Center and Carter Field. To arrange for a special event in the Rec Center, Health
Education Center or Cater Field, please contact the Rec directly to make arrangements. If student
organization funds are being utilized to pay for your event, the organization is required to work closely
with the Office of Student Involvement and Office of Dean of Students accountant to ensure proper
financial arrangements.

Athletics Department
419-530-2486

The Athletics Department oversees reservations for Savage Hall, Savage Hall Practice Field and the Glass Bowl. To
arrange for a special event in these areas, please work closely with the Office of Student Involvement, inform them of
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your intent to plan an event in these locations, and contact the Athletics Department directly to make arrangements. If
student organization funds are being utilized to pay for your event, the organization is required to work
closely with the Office of Student Involvement and Office of Dean of Students accountant to ensure
proper financial arrangements.

All Other Academic Spaces
419-530-4944

For all other spaces on campus, the Office of Student Involvement staff will work closely with you to make the
appropriate arrangements for your event. Specifically, requests for the use of all academic spaces (classrooms, etc)
on campus should be directed to the Office of Student Involvement.

Reservations for academic spaces for non-academic purposes may not be made until 14 days after the
start of each semester.

Please note the following operating hours for academic spaces on campus. Reservations for academic
classrooms may not be made beyond these times:

Monday — Thursday 7:00am — 9:30pm
Friday 7:00am — 5:00pm
Saturday 7:30am — 3:30pm
Sunday Closed

SOCIAL EVENTS SPONSORED BY STUDENT ORGANIZATIONS

The University of Toledo (UT) has the responsibility to maintain a safe and secure environment for the
campus community in all of its facilities. The following policies have been adopted to insure equitable
treatment and a safe, secure environment among student groups who wish to host an event on the UT
campus.

Organizations who desire an exemption from this policy must submit a written proposal requesting such
action. The written proposal is to be directed to the Dean of Students and must be received at the time
the event form is submitted after receiving confirmation of adherence to this policy from the Office of
Dean of Students at the University of Toledo. The Office of Dean of Students is located in the Student
Union Room 2509.

Eligibility
University of Toledo recognized student organizations as defined by the Office of Dean of Students/Office
of Student Involvement are eligible to host an event.

Definition of UT Student Organization Event
Events may fall into two categories at the University of Toledo:

1. Social Events are defined as large crowd/high impact, interactive activities including but
not limited to dances, concerts, social mixers/parties, and after parties.

2. Non Social Events may include but are not limited to conferences, lectures, speakers,
philanthropic activities and recitals.

Determination of the category an event falls into is made by the staff within the Office of Dean of
Students.
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Reservation Process

1.

ALL student organization sponsored Social Events at The University of Toledo must be held in
the Student Union or other appropriate facilities on campus as approved by the Office of Dean of
Students.

Reservations should be made in accordance with policies set forth by the Office of Dean of
Students and the Student Union, as outlined in the Student Organization Manual.

If upon receiving a reservation for an event, the Office of Dean of Students deems an event to be
a Social Event, the staff will notify the sponsoring student organization and request the
submission of the Student Organization Social Event Form.

Reservations for student organization sponsored Social Events will not be confirmed until a
Student Organization Social Event Form has been completed and submitted to the Office of
Student Involvement/Office of Dean of Students.

The Student Organization Social Event Form must be submitted no later than twenty-one (21)
days prior to the event. Exemption to the twenty-one (21) day deadline may be granted only
under extenuating circumstances by the Dean of Students or his/her designate.

Social Event Procedures

1.

2.

Advertising

a. No advertising (posters, flyers, radio, etc.) may be placed off campus, unless approved in

advance by the Office of Dean of Students. In addition, all advertisements
for on campus purposes must be approved by the Office of Student Involvement.

Participants

a.

C.

Attendees must be University of Toledo students and show a valid UT ID. In addition, each
UT student is permitted to bring ONE (1) guest to the event. Guests must be 18 years or
older, must sign in on the guest list, and must show a valid picture ID (Driver’s License or
State ID). The student must accompany the guest at sign in. The guest list will include the
guest’s name and the UT student accompanying them.

UT students are responsible for the guests’ behavior.
All IDs will be checked and scanned using the video equipment available from the Student

Union Administrative Office. A staff member of the Division of Student Affairs will
approve and scan the IDs.

3. Procedural Information

a.

All major event rules will be posted on the doors to the event location and at the check-in table by
staff members assigned by the Division of Student Affairs. The signs will state the following:

I. UT Students permitted with valid UT ID.
II. One guest per student permitted upon sign-in, who are 18 and older with valid photo
ID.
[ll. Disruptive behavior is not tolerated.
IV. Alcohol, controlled substances, weapons, etc. are not allowed.
V. No reentry permitted.

Every event attendee must have a wristband on at all times. Wristbands will be provided by the

Office of Dean of Students, and will be issued to attendee upon admission to the event.
Pre-sale of tickets/wristbands is not permitted; they will only be sold at the time of the
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event. For events held in the Student Union, the maximum number of wristbands allowed
are as follows: Auditorium- 600; Ingman Room- 350. Attendance numbers are not to exceed the
maximum number of wristbands allowed.

The total number of wristbands issued to an event will be based on the number of projected
attendance and the number of officers assigned to the event. If the projected attendance estimate
is lower than the allowed maximum stated above, the estimate will be utilized as the official
projected attendance when officers are assigned and wristbands allocated. Students organizing
the event will be counted in the number of wristbands allowed and must have a wristband on at
all times. For events in other locations approved by the Dean of Students, the total number of
wristbands allowed will be determined based upon the allowed occupancy at that location. Only
one wristband will be issued per person. The wristbands must be distributed by a member of the
Division of Student Affairs staff working the event.

c. Entrance into event location will have roped off lines for entry. The ropes will be provided by the
Student Union.

d. Every organization sponsoring a Social Event must identify a primary point person and three (3)
event assistants. These individuals must be members of the organization and currently enrolled
UT students. The primary point person and three event assistants will wear name tags that clearly
identify them as the organizers of the event.

e. The Division of Student Affairs will designate minimally three (3) staff members present and
working every Social Event. If the student organization sponsoring the Social Event has an
advisor, the advisor will be required to work the Social Event in place of the third staff member.
The primary point person and three event assistants will support and assist the staff present in
regards to all matters pertaining to the event.

f.  Student Organizations sponsoring a Social Event are required to confirm the attendance of their
advisor(s) at the event, to work alongside the staff members designated by the Division of
Student Affairs. Their role with be to work with the staff to oversee the smooth operation of the
event, and will participate in checking IDs, issuing writsbands, etc.

g. A pre-event meeting will be held ONE (1) hour prior to the starting time of the event. Attendees
will include the Student Union Building Manager, the Division of Student Affairs lead staff working
the event, the student organization advisor, the Point Person for the organization hosting the
event, three event assistants, and the lead UTPD Police Officer assigned to the event. All other
police officers will arrive approximately thirty (30) minutes prior to the event. The purpose of this
meeting is to review policies, procedures and expectations for the event. Necessary contact
information will also be shared at this meeting.

4. Event Security
a. The following criteria are utilized to assist in determining the type of security needed:

I.  purpose of the event
Il.  whether alcohol is served
[ll. past history of violation of the student code of conduct or police involvement in
resolving incidents within the last year or when similar organizational event was last
held
IV. aninternal or external critical incident or event that may aversely impact the safety
and security of the event participants, patrons or venue
V. estimated attendance at the event
VI. seated, unseated or combined seated and unseated event
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VII.  start time
VIIl. advertisement of the event — on campus, off campus or combination of on and off
campus
IX. admission fee is collected (prior to event or at the door)

Police security will be required for Social Events.

Security will be determined by the staff approving the event, in consultation with the University of
Toledo Police Department. Officers who work the event will be paid an hourly rate by the student
organization sponsoring the event. The estimated total number of police officers required for each
event is determined by the impact level of the program and the following additional criteria: One
officer per 100 attendees, not to exceed 6 officers. The number of attendees estimated for the
event must be as accurate as possible. Attendees admitted will be based on number of officers
working the event. The number of Police and total hours will be stated in the Student
Organization Event Form. Student Organizations will be informed of the approximate cost in
advance to assist the organization with budget planning. Student organizations are responsible
for the payment of police officers assigned to work the event. The police officers specific
responsibilities will be defined and detailed at the pre-event meeting.

In the event that a problem/issue/action occurs at the event that may result in a question of
safety, the police officer in charge will make the call as to whether the event is cancelled. The
police may consult the Division of Student Affairs lead staff on duty regarding the decision to end
an event. This decision is final.

Student organization will be charged for security beginning 30 minutes prior to the opening of
doors. Police and staff will remain on site until all attendees have left the event area.

If the event is cancelled 5 working days or more before the scheduled time, no security expenses
will be incurred. Events cancelled with fewer than 5 working days notice will require the payment
of one hour of pay to each officer assigned. Events cancelled on the day of the event will require
payment of 2 hours of pay to each officer assigned. If it is determined at event time that the
officers are not needed, they will be paid a minimum of three hours pay. If the officers are there
for period exceeding one hour and it is determined that they are not needed, each officer will be
awarded the full amount of pay for the event.

The use of metal detectors/detection devices may be required at events to ensure the safety of
event attendees. The University of Toledo Police Department (UTPD) will determine the usage of
metal detectors/detection devices at events based on the criteria listed in Section 4.a of the
Social Event Procedures in this policy. The police officers or staff working the event will
coordinate the use of metal detectors/detection devices. There will be no costs associated with
the use of metal detectors/detection devices.

5. Reimbursement of Security Cost

a.

The objective of security present at events is to ensure a safe environment for all attendees. It is
not the responsibility of the Office of Dean of Students or the Police to ensure that a student
organization is able to raise significant funds through their events. However, every effort will be
made to ensure that security cost is at the minimum required to ensure the safety of the students
and the campus.

Student organizations may be able to request up to 33% return of the cost of security by

completing the Social Event Security Reimbursement Form and turning it in to the Office of Dean
of Students. The completed reimbursement form may be turned in no later than 7 (seven) working
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d.

days after the event is completed.

Reimbursement will be processed only when an event has occurred. Exemption may be made by
the Dean of Students only in extenuating circumstances.

Reimbursement decisions made by the Office of Dean of Students is final.

6. Event Costs/ Admission Fee

a.

Organizations sponsoring events on The University of Toledo campus will be required to cover all
costs incurred with their events. These costs will vary by event and will be determined upon
approval of the event.

If money is received in any manner, it must be deposited at the end of the event through the
deposit procedures with the Student Union Office. All events held outside of the Student Union
should contact the University Police Department for assistance in entering and making a deposit
within the Student Union. All recognized student organization hosting events at UT must deposit
money collected with the University the night of the event. The money will remain with the
University until all event expenses are paid. Then, a University issued check will be given to the
organization reflecting their profit. All up-front funds are to be provided by the organization.

Up-front funds used in the cash box must be determined prior to the event at the Pre event
meeting. The agreed upon amount will not be deposited with other fund collected at the event.

7. Compliance

a. All activities associated with the event must follow all UT policies and procedures as

stated in the Student Handbook, the Student Organization Manual, the Greek Procedures
Manual and/or any other University of Toledo publication.

. Failure to comply with any of the procedures listed above may result in the event being

cancelled, stopped or shortened, or the student organization being charged with a violation of
the Student Code of Conduct.

. The Dean of Students or the V.P. of the Division of Student Affairs may waive any of the above

requirements for cause.

UT Student Organization Social Event Policy, IV-17

ACTIVITIES INVOLVING FOOD

If a student organization’s event is to be held on a University of Toledo campus, all food and beverages
must be catered with Dining & Hospitality Services. Exceptions to this rule may be allowed only when an
organization indicates the desire for a food waiver when completing the Student Organization Event
Request Form. All events or meetings where outside food will be served must be approved on the
Student Organization Event Request Form, must abide by the policies described in this manual, and
typically will only be allowed when the cost of the food items does not exceed $500.

When catering services are required, the student organization should contact Dining & Hospitality
Services:

SARAHANNE WRIGHT
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CATERING DIRECTOR

Phone: 419-530-8403, 419-530-2670
www.campusdish.com/en-US/CSMA/UnivToledo
https://utoledo.catertrax.com

The student organization should also work closely with the Office of Student Involvement to ensure that proper
payment is made for the food order. Note, if your organization has a University account, or has received student
activities fees for your events, you are not to use your personal funds to pay for the food ordered.

Policies Related to Food at Sponsored Events

FOOD BROUGHT ONTO UNIVERSITY OF TOLEDO PROPERTY

Any organization that brings food onto the property of The University of Toledo shall be responsible for all
injury or damage of any kind resulting from or arising out of the organization’s operations or services. In
addition to the liability imposed upon the organization on account of personal injury (including death) or
property damage suffered through the acts or omissions of the organization or its officers, employees, or
agents, the organization assumes the obligation to hold the University harmless and to indemnify the
University from every expense, liability, or payment including attorney’s fees, resulting from or arising out
of or through injury (including death) to any person or persons and damage to property regardless of who
may be the owner of the property, arising out of or suffered through any act or omission of the
organization, or anyone directly or indirectly employed by or under the supervision of any of them in the
prosecution of the operations, unless caused by the sole negligence of the University. The University will
not be responsible in any manner for loss or damage to the organization’s stored supplies, materials, or
equipment or for any of the organization's employees' personal belongings brought onto the premises.

EXECUTIVE SUMMARY: STATE OF OHIO UNIFORM FOOD SAFETY CODE

The following items are a summary of the State of Ohio Uniform Food Safety Code. This is not a
comprehensive list of all the rules included in the code; rather it provides a brief description of the
contents of the code. The University of Toledo provides you with this information to limit the liability
exposure of the institution, the host organization, event coordinator and the individual supplying the food
product.

PERSON IN CHARGE

= The permit (or food waiver) holder shall be the person in charge or designate a person in charge
and shall insure the person in charge is present at the food establishment (or serving area) during
all hours of operation

= The person in charge shall demonstrate to the regulatory authority knowledge of food-borne
disease prevention as outlined in this document and found in full at
www.odh.ohio.gov/rules/final/f3717-1.aspx.

HANDWASHING AND FOOD HANDLER HYGIENE

Food Handlers must wash hands after:
= Touching body parts other than hands and exposed parts of arms
Using the restroom
Handling service animals/aquatic animals
Coughing, sneezing, using tobacco, eating, or drinking
Handling soiled equipment or utensils
Handling raw foods
Prior to putting on single-use gloves
All employees (food handlers) who have direct contact with food (i.e. kitchen staff, waiters,
waitresses, servers, etc.) may not wear fingernail polish or artificial fingernails when working with
exposed food.
= Jewelry may not be worn on arms/hands; plain rings (i.e. wedding bands) are exempted.
= Employee’s (food handler’s) outer clothing must be clean.
= Employees (food handlers) must use a designated area to eat, drink, or use tobacco.

34



= All employees (food handlers) working with exposed foods must wear hair restraints such as hats,
hair covering/nets. This does not apply to employees (workers) who serve only beverages and
wrapped or packaged foods.

Hand sanitizer

= Hand sanitizers must be FDA approved. Hand sanitizer stations cannot be installed as substitutes
for hand-washing facilities.

FOOD

Food Quality and Identification
= Food must be obtained from an approved source.
= Bulk food containers shall be identified with the common name of the food.
= Fresh shellfish identification tags must be kept on file for a minimum of 90 days.

Food Temperatures

= A metal stem, dial-type thermometer with temperature ranging from 0 °F to 220°F must be
provided to check hot and cold foods.

= Refrigerated potentially hazardous food must be 41°F or below. Equipment that is already in
place that cannot maintain 41°F will be allowed to hold between 41°F and 45°F for up to 7 years,
then the equipment must be upgraded or replaced to maintain 41°F or below.

= Cooked potentially hazardous foods must be held hot at or above 140°F.

= All shell eggs, fish and pork must be cooked to an internal temperature of 145°F. Ground meats
must be cooked to an internal temperature of 155°F. Stuffed meats, stuffed pastas and poultry
must be cooked to an internal temperature of 165°F.

= Potentially hazardous foods must be reheated to 165°F in all parts.

= Processed food must be heated to 140°F for hot holding.

= Potentially hazardous foods must be cooled from 140°F to 70°F within 2 hours and from 70°F to
41°F or below within 4 hours. If a potentially hazardous food is prepared from foods at room
temperature (i.e. reconstituted foods, canned tuna), the TOTAL cooling time is 4 hours. Methods
for cooling include the use of shallow pans, separation of the product into small portions, use of
an ice water bath, the addition of ice as an ingredient, and the use of rapid cooling equipment.

= A consumer advisory must be posted when foods are served raw, under cooked, or not otherwise
processed to eliminate pathogens.

Food Storage and Handling

= Food employees and workers may not contact exposed, ready-to-eat food with their bare hands
and must use utensils such as deli tissue, spatulas, tongs, single-use gloves, or equipment.

= Employees (food handlers) must minimize bare hand with exposed food that is not ready-to-eat.

= Food shall be properly stored and handled to prevent cross-contamination.

= Raw fruits and vegetables shall be thoroughly washed with cold, running water before being cut,
combined with other ingredients, cooked, or served.

= Single-use gloves shall be used for only one task, and should only be worn over properly washed
hands.

= All food and paper products must be stored 6 inches off the floor.

= Food on display shall be protected from contamination.

=  Frozen potentially hazardous foods must be thawed by refrigeration, under cold, running water, in
a microwave (if cooked immediately), or as part of the cooking process.

Marking of Food Products
= Potentially hazardous foods that are prepared and held cold for more than 24 hours must be
marked at the time of preparation to indicate the date by which the food shall be consumed. Food
must be dated for expiration 7 calendar days or less from the day of preparation if cooler
maintaining 41°F or less. Food must be dated for expiration 4 days or less from day of
preparation if cooler is maintaining 41°F - 45°F.
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When a ready-to-eat potentially hazardous food is frozen, it must be consumed within 24 hours of
thawing if it is not marked.

Food must be marked to indicate the length of time before freezing that the product was
refrigerated to ensure that the 7-day time frame is not exceeded.

Potentially hazardous foods that are held on time only shall be marked to be discarded within 4
hours from the point in time when the food is removed from temperature control. (The ability to do
this required pre-approval by the Health Department.)

EQUIPMENT, UTENSILS, AND LINENS

All food contact surfaces must be smooth and easily cleanable.

Food temperature measuring devices (i.e. thermometers) must be accessible at all times.
Fixed equipment must be sealed to the wall.

A high temperature dish machine must have a final rinse of 180°F or higher to ensure a
temperature of 160°F or higher at the utensil surface to sanitize food contact surfaces.
Equipment must be stored clean and dry when not in use.

Tableware must be wrapped to prevent contamination or set at the table after the customer is
seated.

Food equipment that is acceptable for use in food service operation must be approved by a
recognized testing agency (such as N.S.F.).

WATER, PLUMBING AND WASTE

Hand-washing facilities must be located to allow convenient use by employees in food prep,
dispensing and ware washing areas, and in or immediately adjacent to toilet rooms. All hand-
washing facilities must be supplied with soap and hand towels at all times. Hand-washing signs
must be posted at all hand sinks.

At least one utility sink must be provided or conveniently located.

Receptacle/waste handling units for refuse, recyclables, or materials containing food residue
must be durable, cleanable, insect- and rodent-resistant, leak proof, and nonabsorbent. Outdoor
receptacles must also have tight fitting lids, doors, or covers.

PHYSICAL FACILITIES

Materials for indoor door, wall, and ceiling surfaces shall be smooth, durable and easily cleanable
in food prep areas.

Light bulbs must be shielded, coated or otherwise shatter-resistant in areas where there is
exposed food, or single service items.

Insect control devices shall be designed to retain the insect within the device and cannot be
located over a food prep area.

Fire extinguishers must be available if cooking is being done.

A hand--washing sink with soap and paper towel dispensers must be provided.

Propane gas tanks must be tightly secured to prevent tipping.

POISONOUS OR TOXIC MATERIALS

Working containers (i.e. spray bottles) used for storing poisonous or toxic materials such as
cleaners and sanitizers taken from bulk supplies shall be clearly identified with the common
name.

Toxic materials must be stored so that they cannot contaminate food, equipment, utensils, and
single service/single use articles.

PROPER LABELING OF COTTAGE FOOD PRODUCTS
The following guidelines are required by law and administered by the Toledo-Lucas County Health
Department for a cottage food operation.

1.

A cottage food product includes; bakery products, jams, jellies, candy, and fruit butters that are
produced in the primary residence where only one/oven stove are used for the preparation (non
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commercial stove/oven).

2. Cottage food products do not include any potentially hazardous food products, such as; pumpkin
pie, cream pie, cheese cakes, low acid canned foods, puddings, raw or cooked animal products,
cooked vegetable or garlic in oil.

3. A *Cottage Food Production Operation” is required to label all of their food products and include
the following information on the label of each unit of food offered or distributed for sale:

a) The name and address of the business of the “Cottage Food Production Operation”;
b) The name of the food product;
¢) The ingredients of the food product, in descending order of predominance by weight;
d) The net weight or net volume of the food product;
e) The following statement in ten-point type: “This Product is Home Produced.”
What Does the Statement “This Product is Home Produced” Mean?
The statement means that the food product was produced in a private home that is not
subject to inspection by a food regulatory authority.
f) NOTE: If a nutritional claim is made (i.e. low fat, salt free, etc.) federal labeling
requirements must be met. Specific food labeling information is available at the ODA Web
site: www.state.oh.us/agr/labelingrequirements.htm

You are provided with the above information to limit the liability exposure of the institution, the host
organization, event coordinator and the individual supplying the food product.

Policies Related to Offsite Caterers

Multicultural events are a great enhancement to student life at The University of Toledo. We are happy to
work with your groups in any way that will enhance your enjoyment of the special events. Your group
must give sufficient advance notice (30 days minimum) for all University catered events supplied by off-
campus catering companies, to enable the University to ensure that all policies are properly followed.

1. The catering contractor must provide evidence of the following coverage of insurance:

Off-campus catering contractors must maintain during any event held on behalf of the University
bodily injury and property damage liability insurance under a standard commercial general/automobile
liability policy, which shall provide and include coverage on all catering company’s operations,
contractual liability, owned automobiles and non-owned or hired automobiles.

Bodily injury liability limits shall be for an amount of not less than One Million Dollars ($1,000,000) per
person per injury, including wrongful death, and for an amount of not less than One Million Dollars
($1,000,000) on the account of any one occurrence.

Catering Contractor shall maintain and keep in force product liability insurance, public liability
insurance, and Worker's Compensation insurance (covering employees of Catering Contractor.)

The University shall be named an additional insured in all required agreements of insurance
pertaining to the event.

A Certificate of Insurance verifying coverage must be on file with the Director of Risk Management
thirty (30) days prior to the beginning date of the event.

In the event that the University determined that the Catering Contractor has failed to fulfill the
obligations defined above the University shall have the right to cancel and terminate the event
agreement forthwith and without notice.

2. University Hold Harmless.
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Catering Contractor shall be responsible for all injury or damage of any kind resulting from or arising
out of Catering Contractor’s, subcontractors or any such operations or services as provided under the
event agreement. In addition to the liability imposed upon Catering Contractor on account of personal
injury (including death) or property damage suffered through the acts or omissions of Catering
Contractor or its officers, employees, or agents, Catering Contractor assumes the obligation to hold
the University harmless and to indemnify the University from every expense, liability, or payment
including attorney’s fees, resulting from or arising out of or through injury (including death) to any
person or persons and damage to property regardless of who may be the owner of the property,
arising out of or suffered through any act or omission of Catering Contractor or any subcontractor, or
anyone directly or indirectly employed by or under the supervision of any of them in the prosecution of
the operations included in the event agreement, unless caused by the sole negligence of the
University. The University will not be responsible in any manner for loss or damage to Catering
Contractor's supplies, materials, or equipment or for any of Catering Contractor's employees'
personal belongings brought onto the premises.

3. A waiver must be signed if the food is not catered by Dining Services.

9

10.

A liability waiver is an event document which notes that they are aware of the risks and dangers
associated with an event and that they will not hold The University of Toledo, responsible for any
injuries, damages, etc., which may occur.

The food must come from a licensed food service establishment.

Catering Contractor is required to possess an off-premises catering license to transport hot food
(Lucas County food service license — class 3 or class 4. Lucas County Board of Health - “No food
prepared in a private home or processed in a place other than a commercial food processing
establishment shall be sold or used in the preparation of foods offered for sale, sold or given away.”).
Catering Contractor must provide proof of caterer’s license to The University of Toledo with a photo
reproduction sent to The University of Toledo Dining Services 2801 West Bancroft, Mail Stop # 330
Toledo, Ohio 43606.

. A copy of the establishment’s most recent health inspection must be submitted before the

event.
Food temperatures will be taken upon arrival.

The University of Toledo reserves the right to take the temperatures of the food to be served when it
arrives on campus to ensure that the food has stayed in the safe temperature zone (below 45 degree
F. for cold foods and above 140 degree F. for hot foods). These times/temperature forms will be kept
on file in case of any food-borne illness reports.

No food items can be used as ingredients in the menu items that do not come from approved
sources.

In case of areported instance of food borne illness, the Lucas County Health Department will
conduct a full investigation according to Board of Health guidelines.

All alcohol service is to be arranged through The University of Toledo catering services
department — Dining & Hospitality Services Mail Stop 108, The University of Toledo, 2801 West
Bancroft Street, Toledo, Oho 43606. Alcohol service is strictly prohibited by catering
contractors.

All University of Toledo events, organizations will be asked to sign a contract: be sure to have
the contract reviewed by your adviser and/or attorney.
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ALCOHOL POLICIES & RULES FOR EVENTS WITH ALCOHOL

The following policies apply to events at which alcohol is served. For the full University policy on alcoholic
beverages, please visit www.utoledo.edu/policy/students/IV-11 Policy _on_Alcoholi%2393.do.pdf.

The following policy applies to both on campus and to University sponsored activities, including field trips,
athletic contests played off campus and conferences attended by students, faculty and staff where the
University reimburses travel expenses or registration fees.

The University of Toledo prohibits the use of alcohol which is inconsistent with state, local or University
regulations. It is the goal of The University of Toledo to establish and sustain an environment on campus
that is conducive to the intellectual, emotional, and social growth of all the members of its community. The
University is committed to the preservation of individual freedoms and the promotion of the health, safety,
and welfare of the community. Pursuant to these commitments, The University of Toledo has established
the following policy governing the possession, sale and consumption of alcoholic beverages on the
University’s campuses. It is the University’s goal through these policies and programs, to encourage
members of its community to make responsible decisions and to promote safe, legal, and healthy
patterns of social interaction.

The University regulations are consistent with the laws of the state of Ohio as stated in the Ohio Revised
Code. It is the responsibility of each student, staff, and faculty member to familiarize him or herself with
the appropriate sections of the Ohio Revised Code and the provisions of this policy and to conduct one's
self in a responsible manner.

The Ohio Revised Code includes the following statements:

(1) It is unlawful for a person under 21 years of age to purchase, consume, possess or transport any
intoxicating liquor.

(2) It is unlawful to knowingly and falsely misrepresent one's age to obtain alcoholic beverages or to
represent that another is of legal age for such purpose.

(3) It is unlawful to have in one's possession in a public place an open container of beer or intoxicating
liquor.

(4) Itis unlawful to consume any beer or intoxicating liquor in a motor vehicle.

State law further mandates that no person shall furnish or buy or contribute money to the purchase of
alcohol for an underage drinker; and it is illegal to use false identification or provide false identification in
the purchase of alcoholic beverages. These laws are contained in Chapter 4301 of the Ohio Revised
Code.

The complete text of the state liquor laws and administrative regulations may be obtained from the
department of campus police or the department of liquor control.

The University permits alcoholic beverages on campus as part of the operation of licensed University
facilities and for some social events. The University deplores misuse and abuse of alcohol. Alcohol
consumption will not be considered an excuse for misconduct. Violation of University policies may result
in disciplinary action. In addition, such matters may be reported by the University to appropriate law
enforcement authorities. Violators will be subject to penalties which may include separation from the
University or mandatory referral for treatment.

It is the position of the University that alcohol use will not be promoted. Consistent with this

position, the University will neither solicit nor accept any form of alcoholic beverage advertising or
sponsorship for any University publication or in/on any University operated facility or property.
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At events at which alcohol is served and in University facilities in which it is served, operators and event
sponsors are responsible for complying with the laws of the state of Ohio, ordinances of the city of
Toledo, and all policies of The University of Toledo. The vice president for student affairs or designee is
responsible for administering the University alcohol policy. The vice president for student affairs or a
designee will approve, in advance, all events, in licensed facilities or events held on/in unlicensed
University premises, at which alcohol is served and, if deemed necessary, impose additional conditions
and restrictions on a sponsoring organization and on events. The sponsoring organization will be
prepared to provide, in writing, information pertaining to the purpose of the activity, number of
participants, location, and whether the activity is public or private.

Events with Alcohol

At events at which alcohol is served and in University facilities in which it is served, operators and event
sponsors are responsible for complying with the laws of the State of Ohio, ordinances of the City of
Toledo, and all policies of The University of Toledo. The Vice President for Student Affairs, or designee, is
responsible for administering the University alcohol policy. The Vice President or a designee will approve,
in advance, all events, in licensed facilities or events held on/in unlicensed University premises, at which
alcohol is served and, if deemed necessary, impose additional conditions and restrictions on a sponsoring
organization and on events. The sponsoring organization should be prepared to provide, in writing,
information pertaining to the purpose of the activity, number of participants, location, and whether the
activity is public or private.

The use of alcohol at events held on The University of Toledo campuses is governed by the following
regulations:

(1) University funds may not be used to purchase alcoholic beverages.

(2) Alcoholic beverages will not be served free of charge at a campus event unless the event is approved
in advance in writing by the vice president or a designee and the event is otherwise permitted by
University policy.

(3) Unless otherwise approved in writing in advance by the Vice President for Student Affairs or a
designee, alcoholic beverages must be sold by Dining & Hospitality Services, which is a licensed, insured
vendor. Please note that Dining & Hospitality Services is not licensed to sell or serve alcohol outdoors on
campus.

(4) The sponsoring organization, department, or approved user of facilities will oversee adherence to the
alcohol policy, assume responsibility for the event and control and supervise the distribution of alcoholic
beverages in accordance with all applicable laws, rules, and policies.

(5) Institutionally approved security must be present at all times during an event unless determined by the
Chief of University police to be unnecessary.

(6) No one under the age of 21 is permitted to possess, serve, or consume any alcoholic beverage. At
any event where alcoholic beverages are served and/or sold, approval for the event will be based upon
the age of the event participants as well as the nature of the event. For example, an event at which the
majority of participants are under the age of 21 will not have alcoholic beverages available for
consumption. However, a designated, physically defined, monitored area may be utilized for those of age
if approved in advance.

(7) All sale/use of alcoholic beverages on University property will be monitored by and subject to
inspection by University officials.

(8) Although no person will possess or be served alcoholic beverages without proof of legal age, state law

permits any individual 18 years or over to sell alcohol in a closed container, 19 years or older to serve an
open container of alcohol and anyone over 21 to tend bar.
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(9) Events where alcoholic beverages are used, served and/or sold shall not have alcohol or the
consumption of alcohol as a theme. No element of an event where alcohol will be used, served, and/or
sold shall encourage, in any manner, the consumption of alcohol. No event where alcohol is used,
served, and/or sold shall be sponsored, in any manner, by an alcohol manufacturer, distributor, or retailer.

(10) Use of alcoholic beverages must not be detrimental to the environment or to health and safety.

(11) No servers of alcohol may be permitted to consume alcoholic beverages while serving nor shall they
be permitted to serve while intoxicated. Intoxicated people will not be served nor permitted to possess
alcoholic beverages.

(12) At all events where alcohol is used, served, and/or sold, non-alcoholic beverages and unsalted foods
must be made available in quantity sufficient for the number of guests. All food should be visible and
available.

(13) No advertising for events where alcohol is used, served, and/or sold shall refer to alcohol in any
manner other than "Legal Beverages Available" or "Beer Available." Advertising for "F" permit events
cannot include the sale price of alcoholic beverages nor can it refer to the price advantage or amount
available.

(14) Alcoholic beverages are not permitted to be sold or used prior to noon. For an event lasting three
hours or more, sale or service must stop forty-five minutes prior to the end of the event. At no time may
the sale/service of alcohol last more than three consecutive hours.

(15) Drinking containers for alcoholic beverages will not exceed the following:
Beer - twelve ounces in volume
Wine - six ounces in volume
Liguor - one ounce in volume

(16) The minimum charge for twelve ounces of beer will be $1. A lower price will be charged for the same
amount of non-alcoholic beverage. Other alcoholic beverages should be priced so as not to promote
excessive consumption.

(17) Under no circumstances may any alcoholic beverage be permitted to leave the approved area of the
event. No alcoholic beverages may be brought into the event by an individual when alcoholic beverages
are being served, and/or sold by event organizers.

(18) Outdoor Concerts
In addition to the above, the following will hold for outdoor concerts:
(a) The area in which the concert is held must be defined by physical barriers (e.g., a snow fence).
(b) Bottles, cans, kegs, etc., may not be brought into the concert area and/or beer serving area.
(c) The sale of alcoholic beverages or tickets for alcoholic beverages must end no less than sixty
(60) minutes before the end of the concert. If tickets are sold, the redemption of tickets and
distribution of such beverages must end no less than forty-five (45) minutes before the scheduled
end of the concert.

(19) Student organizations considering sponsoring events at which alcohol is sold must, before taking
action, consult with the appropriate administrative offices (Office of Student Involvement, Office of
Residence Life, Facilities/Grounds, Student Unions, etc.) and abide by the relevant administrative
decisions and University regulations. Alcohol/punch-type parties (e.g., hairy buffaloes, drinks made with
“Everclear”), beer bongs and party bongs are prohibited. All required University permits and events forms
must be submitted to appropriate University officials no later than ten days before the event.
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SAFETY TIPS FOR ACTIVITIES INVOLVING ALCOHOL

All student organizations' functions with alcohol present must be registered with the Office of Student
Involvement. Below are suggestions recommended by the Division of Student Affairs when your
organization plans to sponsor a function with alcohol present:

1. Host closed parties.
A. Limit party attendees to members, associates and dates.
B. Limit guests to one person per member.
C. Invite only prospective members or members' friends on an infrequent basis.
D. Do not advertise to the general public (i.e. banners on houses or public advertisements).
E. Check for UT student ID's at the door.
2. Focus of decorations should be on the parties’ theme and not alcohol.
Set starting time and ending times for parties and stick to them.

4. Check ID's at the door and identify those over the legal drinking age in some unique way such
as wrist bracelets.

5. Serve food.
A. Appropriate to the theme.
B. Avoid salty food or snacks; serve foods high in protein.

6. Appoint party monitors.
A. Should oversee the party and make sure that all in attendance are well behaved.
B. Must agree not to consume alcohol during the party.
C. Act as sober host and ensure that the party and serving of alcohol ends on time.
7. Hold "Bring Your Own" events.

A. Appoint designated bartenders who are over legal drinking age or hire licensed bartenders and
limit access to bar.

B. Act as sober host and do not serve to anyone who appears intoxicated.
C. Always require mixer for straight liquor, even if it is water.
D. Arrange for bartender to get training.

8. Do not use organizational funds to purchase alcohol.

A. Make the event 'Bring Your Own' for beverages and limit amount allowed (for a four hour party,
limit each person of legal drinking age to a six pack of beer or six ounces of straight alcohol.)

B. Do not allow people to ‘pass the hat' to purchase alcohol.
9. Do not sell alcohol.
A. Charging for admission or a cup and providing alcohol is no different than selling by the drink.
B. Organizations may not provide alcohol under any circumstances, even if served free to members
and guests.
10. Serve non-alcoholic beverages and display them attractively.
A. Use same cups for alcoholic and non-alcoholic drinks so everyone feels comfortable.
B. Serve non-alcoholic drinks that go with the party theme.
11. Do not permit drinking games.

12. Appoint monitor for the intoxicated.
A. Stay with the intoxicated, have them sleep on their side to prevent choking.

B. If there are breathing problems, call for emergency medical help immediately and attempt to find
someone trained in CPR to assist.

13. Be aresponsible host.
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A. If you invite a guest, you are responsible for their behavior.
B. Members of the hosting organization, especially officers, are accountable if problems occur.

14. These recommendations apply to functions that take place off campus.
A. Renting a facility off campus does not relieve the sponsoring organization of responsibilities.

B. Off campus events in a facility licensed to sell alcohol, the host establishment must be responsible
for providing the alcohol.

C. Student organizations should not receive revenues from cash bar sales.

15. All on campus social functions with alcohol present must be registered with the Office of
Dean of Students.

16. Those organizations with specific risk management guidelines must abide by those policies at
all times.

STUDENT ORGANIZATION FUNDING

STUDENT ACTIVITIES COMMITTEE

About the Committee

The Student Activities Committee is a committee made up of students who determine the distribution of
special and collaborative funds, review student organization constitutions, and represent student
organizations on important matters. For more information about the makeup and selection of this
committee, contact the Office of Dean of Students.

Committee Function

1. Review and submit annual funding requests made by recognized UT student organizations. For
more information, please contact the Office of Student Involvement.

2. Review and award special and collaborative funding requests made by registered UT student
organizations following the stated guidelines from the Office of Student Involvement (during fall
and spring semesters).

3. Review, recommend revisions, and approve for submittal draft constitutions of student
organizations following the guidelines from the Office of Student Involvement.

4. Assist the Dean of Students in the review and approval of annual operating budgets for student
organizations following the stated guidelines from the Office of Student Involvement and with the
approval from the Dean of Students. The annual budget process takes place during Spring
Semester for the following academic year, and student organizations will be notified via email of
application processes and deadlines.

Committee Meeting Process

1. Meetings are called on a set schedule each school year.
2. Attendance and minutes are taken at every meeting.
3. Meetings are facilitated by the chair and will cover four items of business in the following order.

1. Minutes approval 2. Special & Collaborative Funding Requests
3. Constitutions Review 4. New Business
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4.

5.

6.

Special and collaborative funding awards are made after the committee reviews the written
request, hears a verbal justification from a student representative, and discusses each request as
a committee.

a. A motion, second to the motion, vote of members present is the standard process.
b. A motion passes with simple majority of voting members present.

Individual committee members review draft constitutions during committee meetings. The entire
committee may discuss questionable items on draft constitutions.

a. Draft constitutions that do not meet the criteria set by the Office of Student Involvement will
be sent back to the originator for revision.

b. Draft constitutions that do meet the criteria set by the Office of Student Involvement will be
sent to the Dean of Students for final review and approval.

A student organization may appeal a SAC decision by submitting the appeal to the Dean of
Students in writing.

Open Meeting Format

SAC meetings will follow an open meeting format. This allows interested persons to sit in on any SAC
meeting except for a meeting devoted to operating budget hearings. Persons who observe SAC meetings
will be asked to adhere to the following rules of order.

Sit along the perimeter of the room and not at the committee table.

Do not address the committee or make comment unless you are called to the table.

Any observer who has questions or comments about a SAC meeting is welcome to approach the
acting SAC chairperson immediately following the meeting. Inquiries may be referred to the Dean
of Students.

Special Funding Protocols

1.

Special Funding Sources

a. Special Funding Budget
¢ Funding awards from this source must adhere to the priorities and stipulations described
below.

b. Collaborative Programming Funds
¢ Specifically to be used in support of programming which is sponsored by 2 or more
registered UT student organizations working in collaboration.
¢ Events using these funds MUST be on-campus events serving significant numbers of UT
students.

SAC will NOT fund the following:

Charitable contributions.

Stipends.

Alcohol.

Operational Costs (such as consumable office supplies and office equipment).
Shortfalls in an existing year’s base budget.

Food as a part of travel expenses.

Speakers, facilitators, leaders, or program presenters who are UT faculty, staff or
administration.

@~oooope
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Support of any political candidate or political issue whether federal, state, local or University
in level.

Any request from an organization that is not currently registered as active or is not in good
standing with the University.

Any event or program that violates any University of Toledo policy.

Spending that would or did occur in any fiscal year other than the currently active one.

3. Priority in Funding

a.

b.

C.

Top Priority;

Events or programs that benefit the entire UT student body

On-campus rather than off-campus events and programs

Events or programs that support UT traditions

Events or programs that are collaborative

Events or programs in which the planning org. takes some of the financial responsibility

High Priority;

e Events or programs that benefit many (but not all) UT students

e Events or programs that positively contribute to student life, leadership development,
diversity advancement, and/or educational engagement.

Low Priority:;
e Requests for travel

e Events or programs that benefit only a few UT students
e Reimbursements within the current fiscal year

4. Special & Collaborative Funding Stipulations

a.

Requests must be submitted to the Office of Student Involvement with all required
documents by Monday at 5 PM in order to be considered during that Friday’s meeting.

e Committee Members can review requests prior to the meeting by coming to the Office of
Dean of Students during regular hours of operation. Requests may not be taken out of
the Office of Student Involvement.

Profits for an event funded by SAC will be returned to SAC — not to exceed the amount
provided in special and collaborative funding.

SAC may reject any special funding request that does not follow the guidelines.

¢ 8 copies of the completed “special/collaborative funding request form” must be turned in to
the Office of Student Involvement, 3504 Student Union.

¢ The following must be attached to the copies;
1. A current balance sheet provided by the Student Activities Accountant,
2. A bank statement from any off campus bank account dated within 2 months of the
submission date,
3. And any other explanatory documents.

e The request must be submitted no later than 4 weeks before planned expenditure of funds.

o A STUDENT representative must be present during the SAC meeting to discuss the request
or the request will not be heard.
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d. Each special and collaborative funding request is reviewed on an individual basis — but
similar requests from the past may be considered for consistency sake.

e. Any supplies, products, or services that are available through UT established sources must
be obtained in this fashion.

f.  Application deadlines for the school year will be communicated to UT registered student
organizations. The deadline will typically be 4-6 before the end of the spring semester.

g. Typically, SAC will not award 100% of a request. It is desirable that organizations show
commitment to the event by contributing some of their own resources.

h. Requests for travel must clearly show how UT students who are traveling will represent the
University and gain knowledge and experience that is in accordance with the goals and
purposes of the organization.

i. Typically, SAC will look more seriously at assisting with registration fees for travel over other
related travel expenses.

j.  Student funded social functions MUST be open to all students of the University. Banquets
and receptions may not be held to this stipulation as long as it can be shown that the event is
specifically related to events that fulfill the organization goals and purposes.

k. Organizations being granted special and collaborative funding MUST process all purchases
and payments through the Office of Student Involvement accountant using established
University policies for making purchases and payments.

ANNUAL BUDGETS FOR STUDENT ORGANIZATIONS

Student Organizations wishing to obtain an annual operating budget from the University must submit a
budget request each Spring semester. Details for this process will be announced by the Office of Student
Involvement, and the approval process will be handled under the guidance of the Dean of Students.

Annual Student Organization Budget Process

(1) Annual budget process

Student organizations requesting funds from the student general fee must follow the annual
budget process as defined by the Office of Dean of Students. If approved, the budget request
then goes to the Student General Fee Committee. This committee enables students to make
recommendations to the Vice President for Student Affairs about the allocation of student general
fees. Increases or decreases in student general fees shall be recommended by the Student
General Fee Committee and sent to the Student Senate for approval. The Student Senate may
amend the student general fee committee’s recommendations and by majority vote submit its
amended recommendations to the Vice President for Student Affairs. The Vice President for
Student Affairs may amend the Student Senate recommendations and make his or her own
amended recommendations to the President of the University who shall have final authorization
for setting the student general fees to be forwarded to the Board of Trustees for appropriate
action.

(2) The University has adopted the following guidelines for considering and acting on student
organization requests for funding:

(a) Student organization requests for money derived from student general fees should be used

chiefly to support activities, items and services which benefit registered students. Student
organizations requesting funding may be required to provide evidence of student
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membership. Such evidence of student membership shall be provided to the Office of Dean
of Students in the form of a complete list of the names of members. The Office of Dean of
Students may check the list with the student records office and will report these findings to
the Student Activities Committee.

(b) The general fee portion of the University general fund, including any unappropriated general
fee reserve, shall be used to support activities, items and services which benefit the enrolled
students, student organizations, and departments designated by the University. Payment
from the general fee of operating or capital expenses directly related to regular instructional
(both credit and non-credit) and research functions, classes, and projects from the general
fee is prohibited. Special non-credit instruction or research performed by faculty, staff or
students on behalf of the students shall be eligible for funding. Such funds are not to be
expended for those capital improvements which ordinarily might be provided for in a
University capital improvements budget or account.

Those activities, items and services by which students are provided useful information,
entertainment or an opportunity for personal development shall be considered beneficial.
Recognized student organizations shall provide all necessary documentation as designated
by the Office of Dean of Students for the preparation of annual line item budgets. This budget
documentation should include the following:

(i) Detailed actual revenue and expense reports for the previous fiscal year.

(i) A detailed request for the upcoming fiscal year, including projected revenue and
expenses.

(iii) Information representing current program fund levels, reserve(s) levels at the end of the
previous fiscal year, and projected fund reserve levels at the end of the current and next
fiscal year.

Requests for special funding by registered student organizations or by groups or individuals
on behalf of students will be considered by the appropriate University officials only when
accompanied by a financial summary and documentation which indicates specifically how the
intended use of such funding will benefit the students.

(c) Groups or organizations which seek student general fee should contact the Office of Dean of
Students for detailed information on the format of funding requests and guidelines for
constructing a budget proposal.

(3) Organizations and groups which are funded on the basis of the student general fee committee
recommendations are required to conform to University regulations relating to the expenditure of
funds and the keeping of receipts and records. Detailed information is available from the Office of
Dean of Students.
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Budget Coding

Those organizations receiving funding from the University have budgets, which are divided into sub-
accounts. These sub-accounts have number references called sub-account codes, which indicate the
purposes for the funds. Student organization leaders should be somewhat familiar with these codes,
simply to increase their understanding of the budgeting process. The following are explanations of the
more popular sub-accounts.

Sub Account

Description

61308 STUDENT WAGES (secretarial wages for student organization offices in Student Union)
61904 STIPENDS (compensation for approved student leaders, ie Stu Gov, BSU, LSU - Pres, VP, )
71113 HONORARIA (monetary payments to speakers, entertainers, DJ's, etc)

63150 FRINGES PD TO GOV

(1.9% of student wages & stipend accounts)

72102 OFFICE SUPPLIES (basic office necessities - paper clips, pens, tape etc for stu. Org. offices within SU)
72302 OFC. EQUIP. REPAIRS (repairs of University owned office equipment - typewriter, fax machines)
72103 EQUIPMENT RENTALS (golf cart rentals, 2 way radios, etc)
72104 COMPUTER SUPPL (computer paper, printer cartridges, etc for University owned computers)
72105 FILMS,SLIDES, RECO (purchase film, processing costs etc)
72202 OFFICE EQUIPMENT (typewriters, calculators, etc that cost under $5,000)
72203 COMPUTER EQUIP. (computers, printers, etc that cost under $5,000)
72303 COMP SOFT. MAINT (computer, software upgrades etc for University owned computers)
72999 OTHER SUPPLIES (any supply not listed above )
73203 STU TRAVEL,CONFERENC. (national/regional conferences, hotel, transportation, registration fees.)
73402 ENTERTAINMENT (food, decorations, gifts for speakers, etc for events held on campus)
73403 AWARDS & BANQUETS (plagues, trophies, etc for events held on campus)
74102 SUBSCRIPTIONS (magazines specific to your organization)
74103 DUES (national or regional dues)

(printing thru an outside vendor as approved by UT Office of Marketing &
74104 PRINTING- Outside UT Communications)
74105 PRINTING, Stationery, etc (design & printing thru UT print shop, letterhead, envelopes, etc)
74106 PHOTOCOPIES (flyers, letters etc thru UT services, Print Shop, Rocket Copy)
74107 ADVERTISING (advertising in newspapers and radio)
74202 TELEPHONE- Equip/Install (telephone installation and monthly fee for each extension in Stu Union)
74203 TELEPH.LONG DIST. (all long distance calls for phones in stu org offices)
74204 TELEPH.MEAS.SERVC. (all local calls-Toledo area- phones in stu org offices .08 cents per call)
74302 POSTAGE (mailing letters off campus)
74303 FREIGHT (UPS, Fed EX, packages, etc)
75202 ROOM / FACILITIES RENTALS (charge for room/facility rentals, such as the Rec Center)
77102 INSURANCE (premiums for equipment in organization's office)
76102 FEES (fee payments for student leaders rec'v full scholarships)
76104 BOOKS (payment for books for students rec'v full scholarships)

Budget Transfers

Each organization is responsible for keeping the expenditures of each line item within the budget amount.
Occasionally, a transfer from one line is necessary to balance another. Transfers should be discussed
with the Office of Dean of Students Accountant. If the transfers can be justified, the appropriate changes
will be made.

Transfers can be made only at designated times through the budget year. Budget transfers normally
occur only at the beginning of each semester.
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Budget Printout

Each semester, organizations that have an individual budget account number will receive a computer
budget printout for the preceding semester. These should be carefully checked to see if the figures
correspond to your records. If you have any trouble reading the computer printout or have any questions
regarding your account, you should contact the Dean of Students Office accountant immediately. He or
she will assist you in any way to clear any problems affecting your individual budgets so an up-to-date
balance is always available.
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BUDGET GUIDELINES & POLICIES

Student organizations have a great deal of independence in the disbursement of University funds once they
are allocated to the organization. All relevant federal, state, and local regulations, which pertain to student
organization budgets, must be followed. Funds from the General Fee must observe regulations, policies, and
guidelines established by the Student Activities Committee. These funds will be set up in a University budget
account for your organization. The following guidelines explain the disbursement of student organization
funds provided by the General Fee.

#1 RULE: ASK BEFORE YOU SPEND!

Whether you need to purchase snacks for an organization meeting or you are contracting a nationally known
speaker, it is vital that you work well in advance to arrange ways to pay for event/meeting expenses.

If you have any questions regarding your organizational budget, please contact
the Office of Student Involvement:

ANTHONY D. KAPP

Office of Student Involvement
419.530.5324 office
anthony.kapp@utoledo.edu

GENI HOFBAUER

Accountant

419-530-4471 office
genevieve.hofbauer@utoledo.edu

USING YOUR FUNDS

The Office of Student Involvement and DOS Accountant will help you determine the best way to pay for
your organizational activities if you are utilizing University funds.

e Contact the Office of Student Involvement or DOS Accountant minimally 14 days
prior to your event to make arrangements for needed payments.

e Contact the Office of Student Involvement minimally 5 weeks prior to your event to
make arrangements for payments when a performance or rental contract is
involved.

e If you spend your own money before speaking with the Office of Student
Involvement, you will not be reimbursed.

Typical forms of payment include:

Purchases less than $1,000...

1. Using a University P-Card (available on a first come-first serve basis) to go to a store
Please call during business hours a day or two before you need to P-Card to make arrangements.
Please note that University purchasing cards are the responsibility of the employee whose name is on
the card. Card holders may deny permission for another person to use their issued P-Card at any time.
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2. Paying a vendor directly using the University P-Card
Please work with the office to make arrangements ONE (1) week in advance of payment date

3. Paying the vendor/agent (for performances or rental) with a check on the day of the event
Work with the Office of Student Involvement FIVE (5) weeks in advance

Purchases of $1,000 or more...

1. Paying a vendor with a purchase order for goods or services provided.
Please work with the office to make arrangements at least fourteen (14) days in advance

Giving the stock humber, description and unit cost to the DOS Accountant starts a purchase order. It
takes anywhere from one (1) to two(2) weeks to process a purchase order plus whatever delivery time
it takes from the vendor. Once items ordered through a purchase order are received, the organization
must inform the DOS Accountant that the order is complete.

If there are problems with items received on a purchase order (e.g., wrong item/broken items, etc.),
contact the DOS Accountant. She will work with the Purchasing Department to get these items
exchanged. Do not call the company directly. This leads to future complications (duplicate billing, etc.)

2. Paying the vendor/agent (for performances or rental) with a check on the day of the event
Work with the Office of Student Involvement FIVE (5) weeks in advance

UNIVERSITY BUDGET POLICIES & SPENDING GUIDELINES

The following highlights some of the information necessary to conduct business at the University.
Student organizations are provided this information in an effort to create a greater understanding of
University processes. Recognized student organizations are expected to operate within these protocols.

a. Student organizations are granted funding for a purpose or purposes specified by their funding
requests. Any substantial deviation in expenditure desires, from the purpose(s) for which the funds
are granted, will not be approved.

b. Approval from the Dean of Students Office accountant is required in advance for student
organizations seeking to purchase equipment, supplies, trophies, or other products or services from
off-campus vendors. An approved requisition or purchase order is required. Failure to observe these
procedures will result in the member of the student organization being held personally liable for the
expense.

c. Supplies, products, or services available through University channels must be obtained in this
manner. Requisitions for off-campus vendors will not be honored if the product or service is available
through the University or University channels. Purchases from off-campus vendors are only permitted
if granted in advance.

d. Reimbursements to members of an organization will not be processed unless the appropriate
documentation is included (e.g., original itemized receipts, bills) and a written statement as to why the
purchases could not be obtained directly from a vendor.

e. An individual representing an organization, which incurs a debt for the organization without following
proper procedures, will be held personally liable for the amount of the debt.

f.  Organizations that exceed their allocated funds by incurring an overall deficit may expect that an

amount equal to the deficit will be deducted from the following fiscal year’s allocation and deposited
into the Student Activities Reserve. Additionally, those organizations with income accounts that fail to
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reach their projected income figure or fail to equal projected income through a combination of lapsed
funds and actual income, may expect that the difference will be deposited in the Student Activities
Reserve.

g. Sales Tax: The University is sales tax exempt. The University will not reimburse the sales tax amount
for items purchased from an outside vendor.

h. Alcohol purchases are not permitted.

i. No student, group of students, or student organization may represent the University without proper
authorization.

j- Inany fiscal year, no requisitions will be processed after the 15" week of spring semester.

Approval of Expenditures and Forfeiture of Funds

When approval is required, the source of the approval is the Dean of Students or his/her designee. The
Dean may, at his/her discretion, defer a decision to the Student Activities Committee (SAC). The Dean
also has the authority to recommend that the Student Activities Committee review the budgetary activities
of any funded student organization. Substantial violation of these guidelines or of any other University
budgetary regulations by a funded student organization may be cause for SAC to order the forfeiture of
the funds remaining in that organizations’ budget. The amount forfeited will be deposited into the Student
Activities Reserve.

Cash Handling

If any organization wants to keep money in a safe overnight, this service is available. Monies must be
checked and counted by the Student Union Building Manager (after 5:00 p.m.) or the accountant (before
5:00 p.m.) and picked up before noon on the following workday.

Charitable Contributions
Expenditures from funded student organization budgets may not be made to charitable organization or
any other not formally a part of the University unless it is for rendered services or products.

Donations

Student organizations wishing to obtain donations of any kind from commercial vendors or other sources,
including Dining and Hospitality Services, should work with the Office of Student Involvement to ensure
requests are not being made from organizations or businesses with previous sponsorship agreements
with the University.

Entertainment and Social Activities

Any activity or program funded from entertainment accounts is intended to benefit all students at the
University. Therefore, it is expected that the event will be held on the UT campus. Allocation into this
account does not allow a student organization license to entertain its members.

a. Parties. Funded student organization parties or similar social functions are expected that revenue
will be generated to offset costs.

b. Receptions. Expenditures for receptions and refreshments will be evaluated according to the
individual program as itemized in the budget requests.

c. Banquets. If off-campus purchases are necessary, requisitions for them must be approved in

advance, or payment will not be permitted. Alcoholic beverages may not be purchased with funds
granted by the University to student organizations.
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d. Catering. If charges are $500 or over for catering, the on campus food service provider requests the
right to bid on services. If under $500, you may have another company cater, but the organization will
be responsible for clean up of food service.

Food Service
A requisition must be presented to food service at the time of ordering such service. Work with the Office
of Dean of Students to obtain a requisition.

Fundraising & Solicitation

SOLICITATION

1. There shall be no solicitation on campus by non-University organizations or individuals, except for the
maintenance and continuation of University business.

2. Registered student organizations may be permitted to solicit funds for their own group or for non-
University charitable organizations only in accordance with the rules governing University registered
student organizations as follows:

a. All on or off-campus solicitation activities shall be registered and approved in advance by the
Office of Student Involvement. Student organizations do this by indicating the nature of the
fundraising event when they make their room reservation.

b. All charities shall be required to certify their tax-exempt status.

c. All solicitation activities shall comply with this and all other relevant University policies and
local, State and Federal laws.

d. Solicitation activity in residence halls shall be restricted to residence hall groups (hall
governments, individual floors, designated committees) and may be conducted only in
common areas in each residence hall and in areas in the dining halls approved for activities,
programs and meetings. Solicitation door to-door, in dining rooms during meal hours, or in
shack bars is prohibited.

3. All proceeds of solicitations by organizations receiving University financial support shall be promptly
deposited in the appropriate University account. If the organization has no University account a copy
of the deposit slip to the bank on record must be turned in within one week of the activity.

4. The Office of Student Involvement may prohibit the scheduling of concurrent solicitation activities.
Such limitations shall be based upon the maintenance or order in the activities and prevention of
conflicts between organizations that seek to solicit simultaneously for worthy causes.

FUNDRAISING ACTIVITIES

Those organizations funded by the University must deposit all proceeds from such activities into their
University accounts. An organization that does not have a University account must deposit monies raised
into an account which is in the organization's name at a financial institution (bank, credit union, etc.).

Organizations planning a fundraising activity must complete the Fundraiser/Solicitation Form in the Office
of Student Involvement and receive full approval before conducting the activity. The form is available
online at www.utoledo.edu/studentaffairs/stuorgs.
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BAKE SALES

If recognized student organizations want to hold a bake sale, all sanitation guidelines and health
regulations must be followed completely. Additional requirements are as follows:

a. Baked goods must be individually wrapped and labeled. ltems such as pies and cakes must
be covered with a lid or plastic wrap.

b. No liquid refreshments may be sold; this includes coffee, tea, etc.
c. No electrical appliances such as warmers may be used.

The sale area must be kept in an orderly appearance throughout the sale period and must be restored to
its normal appearance immediately following the bake sale.

Honoraria and Personal Service Payments

1. Payments are processed on a requisition form, with all substantiating documents such as contracts,
etc. If the payment is to an individual, his or her Social Security number must be provided; if to a
partnership, corporation, or agency, the appropriate federal identification number must be provided on
a W-9 form taxpayer identification number and certification form. If a person who received a payment
for personal services also is to be reimbursed for expenses, it will be necessary to process two forms:
a requisition for the fee and a travel voucher for the reimbursement expenses.

Sufficient lead-time is necessary if a performer is to be paid at the time of the performance. A contract
and a W-9 form should be secured at least five (5) weeks prior to the event and approved by the
appropriate University officials or director. These forms may be obtained from the Office of Dean of
Students.

Please note: Accounts Payable will mail payment directly to the performer.

2. Some payments to non-University personnel for personal services rendered are processed through the
Payroll Office, even though such persons are not University employees, because of the various
reporting and withholding requirements of federal, state, and city tax regulations. This applies to
payments regardless of amount and regardless of the source of the funds to the University. It should
be made clear to all concerned that the fact the payment is being made by a payroll check does not
make the recipient a University employee, nor in any way alters whatever “independent contractor”
status the recipient might have in his or dealings with the University. This method of payment has
been adopted solely to comply with the tax regulatory demands made on the University and the
payroll procedure provides the best means of meeting these requirements. The University cannot be
bound by any clause in any contract, which states that no deduction of any kind may be made from
the recipient’s payment.

Income Accounts

Student organizations with income accounts may not deposit income from any source into expenditure
accounts, not may they deposit income from any source into restricted accounts outside or outside
accounts. Any organization that receives funding must present to the Student Activities Committee a
record of all other income received, whether from University or other sources. Failure to do so will result in
the forfeiture of funding.

Political Activities
Funded student organizations may not expend any of its funds for any political purpose or in the support
of any political candidates or issues whether federal, state, local, or University level.
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Printing / Photocopying

Recognized student organization MUST use one of the printing options below, and must consult with the
Office of Student Involvement before placing orders. Printing from outside vendors is not permitted when
using University funds or student organization funds in a University account. Funded student
organizations who contract to have printing done by an outside printer without prior approval will be
personally liable for the bill.

MARKETING MATERIALS TEMPLATES

To help you promote your on-campus events and activities, the Office of Marketing and Communications
has developed some design templates for you to use. The templates (for simple brochures, newsletters,
flyers, etc.) feature the UT, UT Medical Center and UT Athletics (Rockets) logos and work only in
Microsoft Publisher.

To access the templates, log onto the myUT portal and visit the "Home" tab, where you'll find the
Marketing Toolbox channel. There, you can read the templates manual (also available at
http://monitor.utoledo.edu/depts/mktandcom/pdf/stylequide.pdf) (which explains how to use the templates
and get them printed), and you can download the templates you need. They're easy to use — just fill in
the information you need in the spaces provided. Then, follow the template manual instructions to get
your pieces printed.

For more complicated pieces that require design work, photography or those that are distributed to the
off-campus communities, contact the Office of Marketing and Communications at 419-530-2002 for
assistance.

Organizations who receive University funds must work closely with the Office of Student Involvement, and
the DOS Accountant to obtain approval before printing materials. This will ensure that the proper budget
account is charged, and will prevent organization members from having to cover unexpected costs out-of-
pocket.

If your organization does not receive University funds, printing of the templates can be paid for with cash
or check.

ROCKET COPY
Student Union, 2™ Floor
419-530-4606
rocketcopy@utoledo.edu

Rocket Copy services included copies, faxing, laminating, stamps, banners, information, lost and found,
as well as balloons and gift items for all occasions. Rocket Copy delivers balloons and gift items on
campus.

Student Organizations can establish an account at Rocket Copy by working with the Office of Student
Involvement to identify the key representatives of the organization allowed to make copies at Rocket
Copy. Rocket Copy also accepts payment in the form of cash, Rocket Card, check, MC and Visa.

PRINTING SERVICES

Westwood Annex

Mail Stop 212

419-530-7351

419-530-3718 Fax

Hours: Monday-Friday, 8 a.m.—5 p.m.

Print services offers a full range of printing, duplicating, copying and finishing services. Printing services
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include prints with two colors of ink on a variety of paper sizes, colors, and weights. Finishing services of
folding, perforating, cutting and hole punching, with spiral or vello bindings, in addition to stapling are
available.

The University Print Shop will provide quality and timely printing, photocopy and other related services in
support of University business.

To place an order through Printing Services, please work with the Office of Student Involvement, Student
Union Room 3504, to ensure proper funding and place the order.

Printing Purchase Policy, Printing Estimates, and Production Requirements

In order to avoid any misunderstanding, please be informed of the following University policy and
procedure for the purchase of student organization printing: “Requests for the purchase of printed
material must be directed to Printing Services, who will discuss the proposed purchase with the
requester. Printing Services will obtain quotations and initiate a purchase requisition to be processed n
accordance with standard University purchase or procedure.”

Secretaries

All part-time secretaries must be currently enrolled students at the University, either part-time or full-time.
Any requests to hire a student worker for your organization must be approved by the Office of
Dean of Students. A written request, complete with job descriptions and hours of employment,
must be submitted to the Office of Dean of Students prior to hiring.

A secretary’s duties should include: answering the telephone, filing, answering inquiries, typing, etc. They
should be hired for a specific time period, usually the peak periods of the office. A secretary should not do
personal typing for staff members.

Since the Dean of Students or his or her designee must sign all time cards and requests for employment,
the hiring of a secretary may include an interview by the Dean or his or her staff.

All positions must be posted in the Career Development Office at least five working days prior to filling the
position. Before a person is officially on the payroll, the non-academic personnel action forms must be
completed. These forms can be picked up in the Office of Dean of Students, Student Union Room 2509.

Speakers, Facilitators, Workshop Leaders

No speaker, facilitator, workshop leader, or other program presenter who is a member of The University
of Toledo faculty, staff, or administration may receive payment for participation in an event sponsored by
a student organization. Approval for expenditure of student organization funds will not be granted for
speakers who are engaged to participate in college commencement activities.

v' Contracts for speakers/artists are processed in the Office of Student Involvement (Student Union
Room 3504).

v' At least five (5) weeks is needed to process and contract.

v" No student is allowed to sign contracts where University funds are to be used.

Student Organization Contract Process:

The following steps must be completed within the designated time period in order to receive permission to
sponsor an artist/speaker at The University of Toledo. Failure to complete the process, within the
designated time, may result in the Office of Student Involvement not approving the event and the event
not taking place.

No contact with an artist/speaker may occur without the permission of the Dean of Students. If a Student

Organization contracts an artist/speaker without the permission of the Dean or his/her designee, the
organization or individual may be held personally responsible for costs associated with the event.
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University Contracts will be processed through the Office of Student Involvement. The University of
Toledo reserves the right to deny performance contracts that do not originate from the University.
Therefore, contracts from the artist/speaker will be mailed or faxed to the Office of Student Involvement
staff to be transferred into a standard University format, returned to the artists/speaker for signature, and
then forwarded to the Vice President for Student Affairs and, as necessary, University Legal Counsel for
appropriate signature. Once approved and signed, the Office of Dean of Students will process the
contract and arrange for payment.

No student organization or organization representative is to take contracts to University offices. This
process must be performed by the staff of the Office of Dean of Students.

The Office of Student Involvement will assist the student organization in determining all costs related to
the event. These costs may include:

Airline/Travel/Transportation (car to and from airport)
Hotel
Food/Catering
Security
Rentals: Facilities
Technical equipment
Sound and lights
Generator
Miscellaneous: UT item for presenter/performer (T-shirt, sweatshirt, etc.)
Water for the stage area
Props or other performance items
Decorations
Dressing Room Requests

Some items that the artist/speaker requests may not be purchased with University budgets. Therefore,
such items would not be obtained and the artist/speaker would be notified. For more detailed information
regarding this process, please contact the Office of Dean of Students.

Student Organization Sponsored Trips

Student-sponsored spring and winter break trips and similar events by funded student organizations,
which sponsor trips, do so without the support or involvement of the University. Further, the University will
not be responsible for any action or omission by the sponsoring organization. The sponsoring
organization assumes full responsibility for such trips.

e A Travel Request form must be completed and each member traveling must complete a Liability
Release Form. Forms are available online at www.utoledo.edu/studentaffairs/stuorgs.

e Students renting vehicles for the purpose of travel must receive the proper training from the
Department of Safety and Health prior to travel.

Please connect with the Office of Student Involvement for more detail.

Stipend Checks

Stipend checks are issued on the same days that University employees are paid, which is every second
Friday. Therefore, the treasurer or person in charge of preparing the lists of persons to be paid is asked
to submit the roster to the Dean of Students Office accountant at least two and a half (2 ¥2) weeks prior to
the next pay period. This roster should include the correct spelling of the person’s named and address,
his or her Social Security number, position (title), and the amount of stipend to the paid. When more than
one person is to receive a stipend, the names must be listed alphabetically.

In addition, anyone being paid by stipend must fill out the appropriate tax forms and an I-9 form.
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Telephones

Each organization needs to evaluate its telephone needs periodically to determine if a less expensive
system could be used. Long distance calls are a problem for two reasons: 1) Often a letter can better
communicate a message and is much less expensive; and 2) If the telephones are not monitored, it is
possible for unauthorized personnel to make long distance calls. Finally, the phones should be used for
business calls only. Your organization will be charged $.08 for each local call made, and a monthly fee of
$6 per extension.

Wage Payments

Wages, stipends, etc., will be paid only to currently registered students. If an individual purposely accepts
such payments while not enrolled or after graduating or dropping from classes, he/she will be personally
liable for monies received.

This manual was updated on September 18, 2009. Some policies set forth in this manual have been
submitted for approval to the University Policy Committee but remain our standard operating procedures
at the time of printing. Contact the Office of Dean of Students for more information.
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