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Center for Student Involvement
Introduction

Welcome!

Thank you for utilizing the Center for Student Involvement (CSI) to get involved at Roosevelt University.  Student organizations are a great way to meet other students and to be a part of the university community.  The CSI is here to help with starting up and maintaining your student organization.  We also provide resources and workshops throughout the year to enhance your personal leadership and organizational skills. 
Please read this handbook to ensure that your organization meets all of the requirements necessary for a successful year.  Please feel free to contact us if you have any questions or if you need any assistance throughout the year.  Best wishes and enjoy your year!

Sincerely,

The Center for Student Involvement Staff

CHICAGO 




425 S. Wabash

Herman Crown Center 105

Chicago, IL 60605

312-341-2015

Policies and Procedures
Center for Student Involvement
Steps to Event Planning

1. Submit completed Space Reservation form to the CSI Office.

· Submit your form at LEAST 3 weeks prior to event

· Be sure to choose a room that will properly hold those attending
· Create a diagram of how you would like the room to be organized (If you do not include this, the room will not be set-up)
i. Must include desired location of chairs, tables, podium, etc.

· Don’t forget, when you are on campus, you may check the RU Intranet for space availability (except classrooms) 

· Have a back-up plan ready in case the room is not available
i. Space Reservations must be done through the CSI office.  Please do not contact anyone directly. (If you do, your student organization will not qualify for SAFAC funding and the CSI will not handle any details associated with your event, i.e. ETRC, set-up requests, etc.)

2. If funding is needed for your event, please fill out the Funding Proposal on the back of the Space Reservation Form.
i. This is required for catering orders, speaker fees, ETRC/AV equipment, marketing materials, etc.

ii. Catering and ETRC orders must be done through the CSI office.  Again, please do not contact anyone directly to place an order. (If done so, your student organization will not qualify for SAFAC funding!)

3. Follow the Marketing Policies and Procedures for effective ways to publicize your event.

i. Marketing tools include RU bulletin boards, online and paper calendar and the MyMail Broadcast

Center for Student Involvement
Guidelines for Reserving University Facilities

Registered student organizations may reserve University facilities by visiting the Center for Student Involvement. The following guidelines pertain to all registered student organizations planning to use University facilities for programs or events on either the Chicago or Schaumburg campus. The building hours for all facilities are as follows:

Auditorium Building (AUD)

Monday – Thursday 

7:30 AM to 10:30 PM

Friday



7:30 AM to 6:00 PM

Saturday


7:30 AM to 5:00 PM

Sunday



11:00AM to 5:00 PM

Herman Crown Center (HCC)

Monday – Friday


7:30 AM to 10:30 PM

Saturday


8:00 AM to 5:00 PM

Sunday



11:00AM to 5:00 PM

The connecting doors between the Auditorium Building and the Herman Crown Center are closed after 9:00 PM Monday through Thursday and whenever the Auditorium Building is closed. 

Albert A. Robin Campus

Monday – Friday 

7:30 AM to 10:00 PM

Saturday


8:00 AM to 5:00 PM

Sunday



9:00 AM to 5:00 PM

No student programs or events can be scheduled when the main building is officially closed for holidays, nor during semester breaks, commencement, or registration. Programs and events can only be planned when classes are in session, and limited events will take place during the summer. Also, University facilities are closed during all major holidays.

Student organizations may request to use facilities during open hours. When the building is closed, the following restrictions apply:

1. Activities can be scheduled Monday –Thursday until 10:30pm with no extra charge for security. However, if your event needs to extend beyond the designated time, there is a four-hour minimum for those events and organizations will be charged for extra security. Students need to contact the CSI for more detailed information.

2. All requests for extra security should be submitted to the Center for Student Involvement at least two weeks in advance of the event or program. 

3. Student organizations are not permitted to serve alcohol during any student program or event.  

If a student organization plans to have more than 50 people at an event, the organization will need to make security arrangements.

Center for Student Involvement
Marketing Policies and Procedures
1. Advertisements to be displayed on CSI bulletin boards must be submitted to the Center for Student Involvement. CSI employees are the only individuals allowed to hang up flyers. We will only accept publicity for Roosevelt University-sponsored events. 

2. The CSI can accept a maximum of twenty (20) copies of each item for display. Copies can be made in the CSI office during regular business hours only (If you come into the office less than 5 minutes before the office is to close, you may not be able to complete your copying). 
3. The Center for Student Involvement staff member will stamp all approved items. The flyers must be stamped by the CSI office and must not cover previously posted items. 

4. Flyers must have the date, time, and location, sponsor name, and contact information.  If the flyer does not have this information on it, the flyer will not be posted.

5. Approved items will be displayed every Friday. All advertisements must be turned in by 5:50 p.m. every Thursday, to be posted the next day.
6. Flyers are removed every two weeks. 

7. When posting flyers, there is a priority system.  First priority is the CSI and SPEED flyers.  Second priority is clubs and organizations.  Third priority is campus office announcements.

8. Due to limited board space, there is no guarantee that flyers will be posted on all boards. Full exposure for double sided or threefold brochures cannot be guaranteed. 

9. Materials may only be posted in designated areas and NEVER taped to walls.

10. The only non-Roosevelt flyers that may be posted are those for free events occurring in Chicago or the Northwest Suburbs (Schaumburg only) and volunteer information.

11. Posted items must be of a nonprofit nature.  Direct service items that might benefit the Roosevelt community will be dealt with on a case-by-case basis.
12. The CSI is not responsible for getting directional signs, materials, food, etc for an event that it is not sponsoring.  That is the responsibility of the office, club, or organization that is sponsoring the event.  
13. CSI Monthly Calendar- Events may be submitted to csi@roosevelt.edu by the 20th of each month to be included on the next month’s calendar. You must include: name of event, date, time, location, description, sponsoring organization, contact information, and if the event is free or ID is required.
14. CSI Online Calendar- Events may be submitted to csi@roosevelt.edu anytime of the month to be included on the CSO online calendar. You must include: name of event, date, time, location, description, sponsoring organization, contact information, and if the event is free or ID is required.

15. MyMail Broadcast: Events may be submitted to studentservices@mymail.roosevelt.edu every Wednesday by 5pm to be sent in that week’s MyMail broadcast. You must include: name of event, date, time, location, description, sponsoring organization, contact information, and if the event is free or ID is required.
Center for Student Involvement

Ordering Catering

1. The Center for Student Involvement orders all of its catering through Aramark. 
2. If you are a student organization funded through SAFAC, and your event is exclusively for students, Aramark will give you the food at a 40% reduction of price. 
3. Student Organizations must follow the Student Catering Guide (located in the CSI Office and on the CSI website). Special menu requests can be made on a case-by-case basis.
4. You may arrange to order catering by filling out a Funding Request Form and indicating exact amounts of all items you would like to order. 
5. All food orders are pick-up only through the campus Dining Center at the University Center, unless delivery is approved by SAFAC.  
a. If picking up your organization order, Dining Center property (cart, platters, serving utensils, etc.) must be returned within 24 hours. If all items are not returned, a hold will be placed on said students’ account. 
6. Food should be ordered through our catering partner, Aramark, however, RSO’s may purchase food from outside the university if all items total less than $100.00.  
Please note: Student Organizations must follow the Student Catering Guide and should not place orders from online menu or directly with Aramark staff.  

Funding Guidelines
ROOSEVELT UNIVERSITY

Center for Student Involvement
Steps to Apply for Funding from the Student Activity Fee Allocation Committee (SAFAC)
1. Attain Registered Student Organization (RSO) classification by properly registering your student organization with the Center for Student Involvement.
2. Complete the paperwork included in this manual and return it to the SAFAC mailbox in the Center for Student Involvement by the date indicated on page 12, “Important Dates.” Necessary paperwork includes a Funding Proposal for each event with an attached Program Description.  Funding request paperwork will not be accepted after the indicated due date.  
3. Contracts and invoices must be signed and approved by CSI professional staff prior to SAFAC funding request submission and approval.
4. The president and advisor of each organization must review and sign all funding request forms, contracts, and invoices.
5. Select a representative from the organization to attend the SAFAC meeting on the organization’s behalf. At the meeting, the representative should be prepared to discuss briefly the goals of the event, how it will be open to all RU students, and why the event should be sponsored using student funds.

6. Sign up for one meeting time for each event proposed by your organization on the SAFAC Meeting Sign-Up List located behind the front desk of the Center for Student Involvement.  

7. At the conclusion of the meeting, the SAFAC chair will instruct the representative what needs to take place next.  Within 24 hours of proposal, the RSO will be contacted by email of the SAFAC decision.  The funding decision will be sent by email to the president of the student organization.  It is required that all emails be sent to a MyMail account.

8. After an event, the RSO will be required to submit a program evaluation within two weeks of the event being completed.  This form must be completed in order to receive future funding.

ROOSEVELT UNIVERSITY

Center for Student Involvement
Funding Guidelines for Student Organizations 

(Revised January 26, 2009)

Section I:  General Funding Principles

1. The following acronyms will be used throughout this document: Registered Student Organizations (RSO), Roosevelt University (RU), Student Activity Fee Allocation Committee (SAFAC), and the Center for Student Involvement (CSI).
2. Decisions regarding funding approval will be made at the SAFAC Meetings.  

3. SAFAC suggests co-sponsorship, fundraising, corporate support, or other alternative sources for funding events.  

4. Funding may NOT be used to purchase and/or fund:


-Alcohol and/or other illegal or controlled substances  

-Items that advertise the organization such as organization shirts, banners, 

 gifts for organizational members, or items that are used to raise additional 

 funds for the organization itself


-Closed events that only allow attendance of only the organization’s 

       members


-Membership dues to other organizations or charitable causes


-Honorariums for RU faculty or staff members

-Fundraising materials, either for a charity organization or for the  

 organization itself

-Gifts for event speakers or presenters

5. To be eligible for funding, the organization must meet the RU non-discrimination clause.

6. All organizations planning to apply for funding must be fully registered with the Center for Student Involvement by the deadline set each semester and attend the Student Organization Round-Up in order to receive funding for said semester. 

7. RSO’s are responsible for monitoring their funding and for being cautious of overspending allocated funds. 

8. RSO’s should include all components and costs of an event into one funding proposal and one funding meeting. 
9. Once funding is allocated to an RSO, event or program details may not be changed. The total amount of funding allocated may not be increased after SAFAC has made a decision.
10. Students cannot make room reservations, catering orders, or any formal agreements regarding payment with vendors in the form of contracts, letters of intent, etc. Only the professional staff of the Center for Student Involvement has the authority to make reservations or any formal agreements regarding payment with outside vendors.
11. Any funding requiring invoices or contracts must be submitted and signed by the Director of the Center for Student Involvement before you can submit a funding proposal to SAFAC.
12. Artists and/or outside vendors must be paid with a university check, that will be paid on or after an event, or after goods are received.
13. Any violation of SAFAC guidelines may result in the loss of funding privileges for exactly one month.

14. SAFAC reserves the right to cancel funded events, if the organization hosting the event is found to be in violation of SAFAC guidelines.

Section II: Administration of SAFAC

1. SAFAC has limited funds for conferences and events.  Events that benefit the general RU population will be given priority.  

2. To be eligible for funding, all student organizations must be fully registered in the Center for Student Involvement and must provide a representative to be present at the Student Organization Round-Up at the beginning and/or end of each semester. Those organizations who are not registered by the deadline and have not attended the Student Organization Round Up will not be eligible for funding that semester.

3. All organizations are responsible for keeping a photocopy of their Funding Proposals and any other funding related information.

Section IV:  SAFAC Meetings

1. Chicago SAFAC meetings will take place every Tuesday from 3:00-5:00pm.

2. The meetings will serve as the basis for discussing programming only.  All questions regarding policies should be sent through email to safac-chi@roosevelt.edu and not brought up during weekly meetings.  Specific requests can be made to meet with SAFAC to address concerns.

3. To be eligible for funding, one RSO member must be present during the SAFAC meeting when funding is requested.  Organizations that are co-sponsoring an event, should have representatives of both organizations (two separate people) attend the funding meeting.
4. Each RSO will have a brief amount of time to present their proposal at the SAFAC meetings. 

5. Each RSO will be permitted to make two requests per SAFAC meeting.  Requests are handled on a first come, first serve basis. 
6. Within 24 hours of proposal, the RSO will be contacted by email of the SAFAC decision.

Section V:  Reimbursement

1. Funding received by a Registered Student Organization (RSO) is to be used for the original purpose for which it was requested. Funding does not roll over to a future event or in a future semester; consequently, all funding allocated for an event should be used.  

2. Students need to complete Check Requisition Forms for reimbursement accompanied by the original receipt or invoice. Check Requisition Forms are available in the Center for Student Involvement (CSI).

3. Reimbursement will not occur without prior approval from SAFAC. Intent to be reimbursed should be verbally expressed during the SAFAC meeting and approval for reimbursement will be listed in the decision email. 
4. Any funding requiring payment must have the invoices, receipts, or contracts submitted to the Director of the Center for Student Involvement four weeks in advance. Please refer to Section I: General Funding Principles, Number 10.

5. SAFAC will not reimburse funds spent without prior approval.

6. You will not be reimbursed for taxes. Be sure to obtain a Tax Exempt Form from the Center for Student Involvement prior to making purchases.

7. All requests for reimbursement MUST be completed and submitted to the Center for Student Involvement within one month (30 days) of the event date. 
Section VI:  Event Policies

1. Events cannot include an admission fee to Roosevelt students.

2. All programs and activities must be open to the entire student population and advertised as such, including all off-campus activities.

3. All activities funded by SAFAC must follow the RU Student Code of Conduct.

4. All promotional materials including flyers, posters, newspaper ads, table tents, etc. must be approved by the Center for Student Involvement before distribution.  Promotional materials most also include the Student Activity Fee logo provided by the SAFAC committee. 
5. Events that are approved to use student activity fee funds, must be adequately publicized to the student population. If the event is not publicized, SAFAC reserved the right to postpone said event until adequate marketing is distributed and displayed.
6. Generally, funding for off-campus events will be considered on a case by case basis.  Any event off-campus should not include a charged fee to Roosevelt student.  For conferences, refer to Section VII: Conferences and Travel.

7. Food should be ordered through our catering partner, Aramark, however, RSO’s may purchase food from outside the university if the items total less than $100.00.  Any food needed from off-campus will be approved on a case by case basis.

Section VII:  Conferences and Travel

1. A limited amount of funding is reserved for conference travel for Registered Student Organizations (RSO) interested in attending a conference for educational, professional, or leadership development.

2. In regards to conference travel, SAFAC will reimburse students for conference registration fees only. Organizations must provide a list of all conference attendees, which includes names and student ID numbers.  To be considered for conference funding, all requests must be submitted at least thirty business days in advance of the conference.

3. Students must provide proof of conference attendance. Proof could include (but is not limited to) conference name badge, conference attendee booklet, folder or binder, signed form from a conference chairperson, etc. If SAFAC approves conference registration fees, and a student does not attend the conference, said student must reimburse SAFAC for the full amount.

4. To be considered for conference funding, all requests must be submitted at least thirty business days in advance of the conference.

5. All copies of registration materials for groups and all attending members must be submitted to SAFAC within two weeks of the trip.   

6. Upon returning from any conferences or travel related events, the organization must present a program or presentation within one month on what was learned while on the trip.  The presentation should be advertised and open to the general RU population.  A member of SAFAC will attend the program.

7. SAFAC does not fund retreats/executive board development outings. 
8. The RU Student Code of Conduct applies to students traveling for conferences.
Section VIII:  Catering Information (Please refer to the Student Catering Guide)

1. All food should be ordered through Aramark, using the Student Catering Guide.  Any food needed from off-campus will be approved on a case by case basis.

2. All food orders are pick-up only through the campus Dining Center at the University Center, unless delivery is approved by SAFAC.
3. On orders over $300.00 that occur M- F from 8:00 am – 8:00 pm and Sat. and Sun. from 11:00 am – 8:00 pm, we can deliver and pick-up for free. On orders under $300.00 when delivery is requested, a $100.00 delivery fee will be charged to the student organization. 
4. If picking up an order, student organizations must specify the date and time of pick up and must be at the University Center within fifteen minutes of the specified time.
5. The person picking up the order will need to leave a Roosevelt or University Center ID with Center Dining supervisory personnel until all Center Dining property has been returned (IE-carts, non-disposable utensils, platters, etc.). All property must be returned within 24 hours after pick up. If materials are not returned, a hold will be placed on said students’ account.
Student Activity Fee Allocation Committee (SAFAC) 

Important Dates

(Revised January 26, 2009)
Funding Proposals can be submitted in advance of, but no later than, 

6pm on the Monday before the Funding meetings held on the following dates:

February 10, 2009
February 17, 2009
February 24, 2009
March 3, 2009
March 10, 2009
March 24, 2009
March 31, 2009
April 7, 2009
April 14, 2009
April 21, 2009
April 28, 2009
May 5, 2009

May 12, 2009

All Funding Proposals are due by 6:00pm each Monday!
Fundraising

Center for Student Involvement
Student Fundraising Guidelines

The Center for Student Involvement does not engage nor encourage 

commercial enterprises of any sort at Roosevelt University.

A registered or recognized student organization may temporarily engage in a commercial enterprise for the sole purpose of fundraising if it:

1. Displays signage identifying itself as the sponsoring organization

2. Has an organization member present at the station throughout the entire fundraising period

3. Completes a work schedule three days in advance of the fundraising period

Fundraising stations are limited to:

Chicago





Schaumburg

HCC Lobby




             Rotunda Lobby

Michigan Avenue Lobby




Student Center (atrium)

Congress/Fainman Lounge

HCC Lounge (if approved by Dining and Vending Services Manager)

Other areas (approved on a case-by-case basis)

Please Note:

Only one fundraiser can be in any of the above mentioned areas at the same time.

Only one fundraising event from among registered or recognized organizations is allowed per day.

All fundraising stations must be reserved through the Center for Student Involvement.

Homemade food/craft items are not allowed due to liability and any effects of the goods offered.

The following documentation is required one week in advance:

1. The Coordinator for Orientation & Student Organizations evaluates and approves a fundraising activity based on the guidelines set forth in this document.

2. Commercial food and other commercial items require:

A. Certificate of insurance from the participating company, indicating Roosevelt University has been added as an “additional insured” under the company’s liability insurance policy currently in effect in an amount not less than one million dollars.

B. A “hold harmless” clause in the contract between the student organization and the supplier, indicating the supplier accepts all product liability and will hold Roosevelt University harmless for all claims arising from the offering of the supplier’s products and services. Roosevelt University does not carry product insurance and therefore will not insure the risk of an organization’s fundraising.

C. An affidavit signed by two officers of the fundraising organization, thereby accepting personal liability for conduct of the activity and any effects of the goods offered.

Center for Student Involvement
Fundraising Planning Timeline

Getting Your Fundraiser Organized

Start early – 6-8 weeks in advance

· Select a chairperson for the fundraiser

· Hold a brainstorming session and involve all organization members in decision-making

· Set goals for the fundraiser

· Decide what type of fundraiser to do

Remember to consider these points:

· Skills and interests of organization members

· Enthusiasm of members and time commitments

· Cost of producing the fundraiser/profit margin

· Be sure to follow all university policies, as well as local, state and federal laws

· Involve all organization members in planning

· Volunteers are very important

Communicate clearly to motivate group members

· Is there fun in your Fundraiser?

· Did the volunteers help choose the activity?

· Does the fundraiser suit your organization?

· Is it well timed?

· What are the personal benefits? People support what they help to create.

Evaluate your fundraising activities

· Go through the receipts, deposit money immediately, and pay any bills accrued

· Send thank you notes to people who helped

· Examine what went well and what needs improvement

· Make successful fundraisers traditional

Other benefits of fundraising

· Development of a stronger, more cohesive organization, united by a clear sense of purpose and good fun

· Fundraising provides a means for developing leadership skills

· Increased PR for your organization

· Helps your organization to achieve its goals and gain a sense of accomplishment

Center for Student Involvement
Effective Fundraising

Developing an effective fundraising strategy allows student organizations to cover operating expenses, complete projects and programs, and create a small reserve or cushion for the future. Many student organizations find that the success of their fundraising may be attributed to six general principles:

Think Positively. As you plan for the year, think big; dream a little. Ask yourself, “If money were not an issue, what would the group do?” Use your imagination. It is generally easier to scale down your organization’s plans than to scale up in midyear; you can begin to assess the feasibility of these goals in light of resources. A dose of realism is necessary at this stage in your thinking, but be positive.

Establish Financial Goals. If you don’t know where you’re going, you’ll never know if you’ve arrived. Organizations must establish an annual budget. The development of a budget should follow, not precede the establishment of your organization’s positive, but realistic goals for the year – making the group’s plan fit the budget rather than making the budget fit the plan is a common error of student organizations. Once a budget of proposed expenses is developed, it must be reviewed against existing resources. The specified dollar figure beyond existing resources that will be required to operate and complete the group’s program for the year becomes the group’s fundraising target. If this target is too large, don’t panic; it is time to be both creative and realistic.

Develop Creative Fundraising Alternatives. Once you have established a financial target, identify all potential sources of funds and develop creative ways to tap these sources. Successful organizations utilize multiple approaches to fundraising. 

Establish a Fundraising Plan. Fundraising is like any other group project – it cannot happen successfully if left to chance. Successful fundraising requires careful planning. Answer the basic planning questions – Who? What? When? Where? As you creatively explore approaches to fundraising, it is important to balance the costs to the organization (required outlay of time and of human, material and existing financial resources) with the risks involved in fundraising (potential liability and the possible loss of resources or good will). If the risks are greater than what the group wishes to assume, it is time to go back and revise the organization’s overall goals for the year to reflect a reduced financial base. Remember, think positively and creatively. Once a financial plan is developed, write it down.

Follow University Procedures. Fundraising activities require prior university approval, particularly for sales and solicitation activity. Some activities are restricted or prohibited under the university policy or state law. You should be familiar with both the approval procedure and limitations before you undertake a fundraising activity. You can find more information about these topics in this manual.

Evaluate Fundraising Activities. In order to determine your level of success, maximize learning opportunities and advise future leaders of the organization, it is necessary to evaluate your fundraising activities. This evaluation should go beyond a simple comparison of the dollar goal with the amount raised. It should include a qualitative analysis and conclude with recommendations for future fundraising activities.
Leadership Opportunities

Center for Student Involvement
On-Campus Leadership Opportunities

R.E.V.E.A.L
Roosevelt Empowering Values, Excellence and Leadership

The LEAD Program (Leaders Evolving and Developing) is the leadership development workshop series coordinated by the Center for Student Involvement. The program is designed for students of all ages and experiences to enhance personal, professional and interpersonal skills. A variety of workshops, presentations and programs are offered throughout the year FREE for students. 
The Professional Leadership Development Certificate track applies leadership theory, principles and practice to leadership positions in a professional setting or for future employment endeavors. 
Requirements of completion: In order to receive a certificate of completion in a specific leadership track, students must attend 5 workshops during the semester that the topic is offered. Students may register for one, or both semesters and can receive up to 2 leadership certificates per academic year. For each semester completed, students will be honored at the Student Leadership Awards with a LEAD Certificate.
How to I enroll?

Stop by the CSI Office and fill out a registration from or you may enroll on line at www.roosevelt.edu/CSI/leadership.htm. 

What are the benefits?

· Understand your own leadership style 

· Enhance your life resume of experiences 

· Connect to a diverse group of people from a variety of backgrounds 

· Identify mentors within the Roosevelt Community 

· Engage in holistic and life-long learning opportunities 

· Foster your success within the classroom by engaging in leadership experiences 

Student Leadership Awards

Center for Student Involvement
Student Leadership Awards

Each year, the Center for Student Involvement coordinates the Student Leadership Awards ceremony to recognize outstanding students, student organizations and members of the campus community who significantly enhance learning outside the classroom.  You can play a vital role in thanking and acknowledging these leaders by submitting nominations for these awards.

The upcoming pages contain a summary of the awards, including the requirements for the award and any other related information.  All awards require a letter of recommendation and/or a listing of student involvement, so please review each award description and nomination form carefully for specific requirements.  Nomination forms are available in the Center for Student Involvement – HCC 105. Forms are also available on-line at www.roosevelt.edu/CSI, the Center for Student Involvement homepage. 

Forms may be returned to the Center for Student Involvement – HCC 105.  Awards will be presented at the Student Leadership Awards ceremony held in April.

If you have questions, please feel free to contact the CSI at 312-341-2015.  

Center for Student Involvement
Student Leadership Award Descriptions & Criteria for Selection
Rising Star Award

This award is for the student leader who has shown tremendous growth over the past academic year, and is an emerging leader in the Roosevelt University community.  The nominee should be an active member of at least one registered student organization, be respected by their peers, and should demonstrate leadership potential at the university.  A minimum of a 2.75 GPA is required for this nominee. (Created February 2007 by SLAC)

Make A Difference Award  

Awarded to up to one student at each campus who has committed their time, energy and resources to making a difference volunteering in the community.  Demonstrating their passion to serve others is an important quality this nominee should possess.  This nominee should have at least a 2.75 cumulative GPA.  Participating in one or more service-oriented activities that total at least 50 hours for the 2006-2007 academic year is required.  (Created February 2007 by SLAC)
Eleanor Roosevelt Social Justice Award  

Awarded to up to one student at each campus who has shown a concern for underrepresented groups, and has improved the lives of others with regard to social justice issues.  Students who endeavor to build upon and advance human relations concerning race, religion, sexual orientation, socioeconomic background, nationality, gender or any other area related to social justice should be nominated for this award.  Examples of programmatic efforts and outreach activities, as well as at least a 2.75 GPA are required for students to be nominated for this award. (Created February 2007 by SLAC)

Bronze “R” Society

Awarded to a maximum of two currently enrolled students from each registered student organization who have contributed to co-curricular life at Roosevelt University through their participation in the nominating organization.  Examples of how the student has contributed to the organization should be mentioned in the nomination, along with leadership behaviors which the student exemplifies through their role in the organization.  Nominees for the Bronze R Society must possess at least a 2.75 GPA.  Recipients must be students who have served the student organization during two consecutive semesters.  (Founded 1957; selection criteria amended by SAB, January 1994, updated February 2007 by SLAC)

Green Key Society

The Activities and Service Honorary Society of Roosevelt University

Green Key Society Membership is open to currently enrolled full- and part-time students, both undergraduate and graduate, who have shown outstanding dedication, leadership, involvement and contributions to co-curricular life at the University.  Nominees who have demonstrated a breadth of involvement in a variety of co-curricular activities through their college experience will be considered for induction into this society.  Suggested criteria include, but are not limited to:  service on a university committee, service in the role of an executive board member in a student organization, and service in the community.  To qualify, undergraduate students must have completed at least two semesters at Roosevelt, and graduate students must have completed at least one semester at Roosevelt.  Recipients must have at least a 2.75 GPA.  Each recipient will receive a certificate and a medallion to be worn at commencement. (Founded 1957; selection criteria amended by SAB, January 1994, updated February 2007 by SLAC)
Advisor of the Year Award

This award will be presented to an advisor at each campus who has contributed significant time, energy, and resources outside of her/his job at the university to a registered student organization.  This recipient should actively mentor the students within the organization, and be someone to whom the students look for support, direction, and effective representation of the university.  Through his/her work with the organization, this nominee should cultivate the leadership of the members.  (Created February 2007 by SLAC)
Student Organization of the Year Awardtc \l2 "Organization of the Year Award
This award recognizes outstanding contributions to the Roosevelt University community by a registered student organization from each campus. Student organizations will be reviewed on membership, recruitment, programming and service.  Organizations who have collaborated with other organizations, academic departments, or offices are prime candidates for this award.  Organizations nominated must have been registered and active for at least two consecutive semesters.  Organizations should include supporting documentation of the nomination such as pictures, flyers, program descriptions, and letters of support.  (Established by Co-Curricular Honors Selection Committee, October 1995, updated February 2007 by SLAC) 

Student Leader of the Year Award

This award is the highest honor given to a student leader at Roosevelt University.  Through their leadership skills and initiative, nominees have made a significant impact on the Roosevelt community throughout the past academic year.  Nominees will have influenced the development and mentoring of future leaders of Roosevelt.  He/she must have demonstrated examples of outstanding service to others and within the community.  Award recipients will be selected based on breadth and depth of involvement and leadership in co-curricular activities, including: membership and leadership of university-sponsored student organizations, leadership in an employment role on campus, service in the community, involvement in professional, academic, and leadership development experiences, and the overall impact on campus life and learning for students.  Recipients must have at least a 2.75 GPA.  Up to one student from each campus will be recognized for momentous achievement at Roosevelt University.  Each recipient will be presented an individual plaque, and her or his name will be placed on a plaque in the Office of Student Activities.  (Approved, Student Services Advisor Board, April 1977, updated February 2007 by SLAC)

Forms
ROOSEVELT UNIVERSITY

Center for Student Involvement
Student Organization Registration Form

Term: ___________
Please fill out as much as possible.

*Must be completed 
*Organization Name: _______________________________________________________________________________________

*Brief statement of purpose, which will be used in a listing of Roosevelt University student organizations:

Anticipated programs and activities:

*Is this organization affiliated with any national, state or local organizations?

No 
 
Yes 
 
If yes, what organization? 




_________________________

Contact information for affiliated organization: ________________________________________________________________________________

*Type of organization:


Academic/Honorary


Religious 



Special Interest 

Ethnic/Multicultural 


Publications/Media


Governing Body 


Fraternity/Sorority 


Social Action


Other: _______________________________________________________

Meeting information:




Day:







Time:


Location:


*President/leader contact information:                                          *Advisor contact information:                                           

Name: 






Name:                                          

Title:

Address:






Campus address:


Phone:




                           
Phone:

Email:



@mymail.roosevelt.edu         
Email:


I agree to have the above contact information published in Center for Student Involvement materials presented to the general Roosevelt community. The information will be specifically given to people inquiring about the above mentioned student organization, but may be given to other Roosevelt University students, faculty, staff or alumni.

*President/ leader signature: ________________________________________________________________________________

*Advisor signature: _______________________________________________________________________________________    

ROOSEVELT UNIVERSITY

Center for Student Involvement
Membership Registration Form

Term: ___________
Organization Name:















ROOSEVELT UNIVERSITY

Center for Student Involvement
Officer Registration Form

Term: ___________
Organization Name:












Faculty/Staff Advisor:




  
 Department:









For recognized organizations:


Programming Checklist

Space Reservation
​​___Develop program/event ideas

___Decide date and time

___Estimate realistic attendance

___Choose a room (have two alternatives)

___Fill in physical resources (Number of chairs, tables, podium, easels, trash cans, coat racks, stage, etc)

___Electronics needed (PA system, computer on wheels (COW), projector, etc.—FUNDING FOR EQUIPMENT MUST BE APPROVED BEFORE EVENT)

___Draw a diagram (If diagram is not included, room will be set-up as is)
Funding Proposal
___Catering from Aramark

___Follow Student Catering Guide


___Be sure your list is itemized 

___Designate person(s) to pick –up catering (if delivery is not approved)

___Choose Pick-up time (Dining Center property must be returned within 24 hours of event)
 
___Entertainment/ Speaker/Outside Vendors


___Signed Contract/Invoice Attached (Submit to CSI at least one month in advance. Signature is required before attending the SAFAC meeting)
___Co-Sponsors (if any)

___Co- Sponsor Contributions
___ETRC (Audio Visual Equipment)

___Electronics needed (PA system, computer on wheels (COW), projector, etc.)

___Budget Attached


___Budget must be itemized
Center for Student Involvement 

Space Reservation
Date of Submission:
Contact Information


Student Organization: ________________________________ Contact Person: __________________________________

Contact Phone Number: _______________________________ E-Mail Address:                            @mymail.roosevelt.edu
Event Information


Name of Event: __________________________________________________________________________________

Date & Time of Event: ________________________Expected Attendees: ___________________________________

Programs Description:________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________
Room Reservation


Room Desired: __________________________________________________________________________________

1st Alternate Room: _____________________________ 2nd Alternate Room: _________________________________

(Incase of Unavailability of Desired Room)

Time that the Room Must be Available: _________________ Time that the Event will End: _____________________

(Consider Time Required for Event Set-Up)                            (Consider Time Required for Event Clean-Up)

Physical Resources 

Indicate whether or not the event will require the following resources. If so, specify the quantity of each resource. (Please keep in mind the actual size and layout of room requested).



# of Chairs: 



# of Tables: 


# of Podiums:


# of Easels: 


# of Trash Cans: 


# of Coat Racks:



Stage: 




ETRC Requests (SAFAC Approval
Needed):

_______________________________

_______________________________

Student Activity Fee Allocation Committee (SAFAC)

SAFAC Funding Proposal

Organization: _______________________________________Date Submitted:__________________________________

Student Representative: _______________________________ E-Mail:                                           @mymail.roosevelt.edu
Name of Event: ____________________________________________________________________________________
Date & Time:  ______________________________________ Location: _______________________________________

Anticipated Attendance:  _____________________________ Anticipated Audience: _____________________________ Is this a Co-Sponsored Event? _____________________________ If so, with whom? ____________________________

Purpose of Event: ________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

Program Goals (minimum of three):_____________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________Funding Amount Requested: ________________________Estimated Amount of Funds from other Sources:___________

Other Sources of Funding:____________________________________________________________________________

List below the budget for the amount of funds you are requesting.  For example, if you are requesting $100, list how the $100 dollars will be spent.  Please be specific and attach itemized budget.

Item                                                                                                                                        Dollar Amount

____________________________________________________________      __________________________________

____________________________________________________________      __________________________________

____________________________________________________________      __________________________________

____________________________________________________________      __________________________________

____________________________________________________________      __________________________________

____________________________________________________________     ___________________________________

____________________________________________________________     ___________________________________

____________________________________________________________     ___________________________________

____________________________________________________________     ___________________________________











         Total: ______________________

	Date Received: 
	
	Date Reviewed :
	
	Date Notified:
	

	

	Total Requested:

	Total Allocated:
	Additional Comments:

	
	
	


Directions and funding proposal details can be found in the Student Organization Manual.  You are responsible for reading the directions and being aware of all terms.
Organization President Signature: ____________________________________________________

Organization Advisor Signature: ______________________________________________________

Student Activity Fee Allocation Committee (SAFAC)

Conference Travel Funding Request Form Cover Sheet 

Term: _______________________

(Revised January2009)
NOTE: Please attach copies of any supporting documentation such as registration in formation, price quotes, hotel quotes, etc.
Organization: ____________________________Number of Members Going On This Trip_____

Contact Person: _____________________________  Title: ______________________________

Phone_____________________ Email: ______________________________________________

What is the purpose of this trip?____________________________________________________

______________________________________________________________________________

What will your organization learn from this trip?_______________________________________

______________________________________________________________________________

Date/Time/Location for program after conference______________________________________










Amount Requested

Registration Costs (per person)





$ __________________
Total Budget Requested for Travel




$ __________________
Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








Name: ______________________________________


Phone: _____________________________________


Address: ____________________________________


City & Zip: __________________________________


E-Mail: _____________________________________


Student ID Number: ___________________________








President: _________________________________________	 	Phone: ____________________________





Address: _______________________________________	E-Mail: ___________________________________





City/State/Zip: _______________________________________________________________________________





Student ID Number: ___________________________________________________________________________





Vice- President: _________________________________________	 Phone: ____________________________





Address: _______________________________________	E-Mail: ___________________________________





City/State/Zip: _______________________________________________________________________________





Student ID Number: ___________________________________________________________________________





Treasurer: ______________________________________________	 Phone: ____________________________





Address: _______________________________________	E-Mail: ___________________________________





City/State/Zip: _______________________________________________________________________________





Student ID Number: ___________________________________________________________________________





Secretary: _________________________________________	_____ 	Phone: ____________________________





Address: _______________________________________	E-Mail: ___________________________________





City/State/Zip: _______________________________________________________________________________





Student ID Number: ___________________________________________________________________________





SPEED Activities Board Representative: _________________________________________________________	 	


Phone: ____________________________	E-Mail: _________________________________________________





Address: ____________________________________________________________________________________





City/State/Zip: ______________________________________	     Student ID Number: ______________________











For Center for Student Involvement Only:





Room Requested:            				Room Reserved:                        	





ETRC order placed:                             			Catering Order Placed (if applicable):		





Set-Up Request Sent to Physical Plant:			


 





In the space below, provide specific details regarding layout and arrangement of resources:


(For example, if the event requires chairs in rows, please specify how many rows are needed, which way chairs should face, where the podium should be located, etc.)  
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