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10:30 am Checkin

11:00 am Welcome & Introductions

11:15 am Campus LifePolicies

11:30 am Graham CentelRoom Reservations

Event Planning

12:00 pm Lunch

Registration Status Check
12:45 pm Energizer
1:00 pm CSO Points System

Point Submission Process

2:00 pm A&S Policies
Finance Code
CSO Basic Funding and Special Allocations
How to View ASBO Account Balances
How to File for Funds
How to Request for Travel
How to Request for Special Allocations
Fundraising Opportunities

3:30 pm Announcements
Conclusion
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Dear Organization President

August 202009

DearOrganization President,

On behalf of the Council for Student Organizations, we welcome you to the@0academic year! We
are delighted to have you here and we congratulate you on achieving what may prove to be the most
demanding and rewarding experie of your collegiate career; becoming the president of your
organization.

You have been elected by the members of your organization into a position that is critical in fulfilling its

mission. As the president, you play an instrumental and active riblinwour organization. You

represent the great honor and commitment required to steer the future of your organization. It is the

president that is responsible for every event and activity associated with the organization and it is the

president thattheeemb er s wi I I | ook wup to in helping them ca

It is imperative that a president openly communicates with the organization members and other officers,

as well as other organizations, governing councils, advisors, univeifiifgils, and/or the national

headquarters to ensure the organization is on a road towards success. An important way to guarantee that

this direction is successful is to become as knowledgeable as possible and to stay informed on where to
goinsearchfoanswer s. The goal of developing this CSO Pr
resource full of information to help answer your questions. This manual will also serve as a guide,

pointing you to the proper sources for help. On the following pageaswijbfind information regarding

campus contacts, important forms, CSO points and funding information, and other information pertinent

to our organizations.

As always, the Council for Student Organizations Executive BoaedStudent Organization Resoer

Center (SORCand the Office of Campus Life rises at the opportunity to assist you as your organization
sets on its journey to success. We hope that you will find this manual beneficial in supporting your daily
responsibilities as an organizationgickent. You are an integral part of the Council for Student

Organization and we are eager to assist your organization achieve its goals. As your Council, we are here
to serve you. Please do not hesitate to contact us if you have any questions or cleetéres;to stop

by the CSO office in GC 2300 or call at (305) 32285

We thank you for your dedication to your organization and we wish you the best in your endeavors to
lead your organization to excellence.

Sincerely,
Trang Van Ayana Wilson
President, Council faBtudent Organizations Advisor, Council for Student Organizations

Council for Student Organizatiods
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CSO Executive BoardContact Information

POSITION NAME EMAIL
President Trang Van tvan001@fiu.edu
Vice-President RozinaParbtani rparb001 @fiu.edu
Secretary Jamie Isaac Jisaa002 @fiu.edu
Treasurer Abdel Perera apere096 @fiu.edu
Integrated Marketing & , :
Communications Director Drialys Leal dleal002 @fiu.edu
Events Director Kantica Arora karor001@fiu.edu
Scholarship & L_eadershlp Dianne Barrett dbarr010@fiu.edu
Development Director
Advisor Ayana Wilson iwilson@fiu.edu

The CSO Executive Board officers will hold office hours in the CSO Oftsxe 2300 during
the academic school year. The hours of our availability will be accessible on the CSO website,
www.fiu.edu/~csp under the tab AContact Us, 0 and on o

Please feel free to stop by our officeridg these hours, emaisofiu@gmail.comor call (305)
3482285 for any assistance.

Council for Student Organizatios
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Student Organization Resource Center (SORC) Office

The SORC Office is a small yet very helpful resource, ¢etthe needs of stuate
clubsbrganizationsSORC isavailable to the members of ALL registered student clubs and
organizations under CSO.

SORC student workers are very knowledgeable about CSO related information and are available
to assist organizations. The office postsamant information on all CSO related meetings,

points, registration requirements and events throughout the semester.

Please feel free to come chemkt the SORC officelocated in GC 2302 (next to Campus Life)

PH: (305)348 1069
Email: sorcfiu@gmail.com

Services of the SORC office include:

Computer use

Freeprinting (15page allowance per day)

Cabinet storage spafieimited space, Please ask if interested)
Scanning

Button making

Bulletin space

Andmuch more!

Supplies in the SORC office include:

Assortment of Colored paper
Banner paper

Markers

Packaging tape

Paper cutter

Carrying carts

Buzzers for trivia games
Cooler for drinks

Council for Student Organizatios
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Department of Campus Life Contacts

Department of Campus Life
Office: Graham Center, GC 2240
Office Phone: 305482138

Fax: 305348-3823

Website: http://fiu.edu/~camplife

Primary Staff Contacts:
Ayana Wilson, Assistant Director, Campus Life
e Directly advises the Council for Student Organizations, the Graduaterstud
Association, the Student Organization Resource Center office, and generally supports all
student organizations.
e Contact: iwilson@fiu.edu

Eric Arneson, Director of Campus Life
e Contact:earneson@fiu.edu

Student Organization Support Services:
Student Organization Resource Cerit&C 2302

e Student worker Alex Salinas

e Contact: sorcfiu@gmail.com
(305)3481069

Campus Life Publications:
Ronnie Mittleman
Office: GC 2246
Email: Ronnie.Mittleman@fiu.edu

Deon Butler
Office: GC 2243
Email: Deon.Butler @fiu.edu

Danny Plana
Office: GC 2243
Email: dplana@fiu.edu

Council for Student OrganizatiofTs
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University Resources

Student Government Association, SGA
GC 211
Phone: (305) 342121
Email: sga@fiu.edu
Website:http://www.fiu.edu/~sga

Activities & Services (A&S) Business
Office

GC 2201

Phone: (305) 343077

Website: http://www.fiu.edu/~asbo

Center for Leadership and Service
GC 242
Phone: (305) 348995
Email: cls@fiu.edu
Website: http://www.fiu.edu/~cls

Multicultural Programs and Services
GC 265
Phone: (305) 342436
Email: sssp@fiu.edu
Website: http://www.fiu.edu/~mpas/

Career Services Office
GC 230
Phone: 805) 3482423
Email: career@fiu.edu
Website: http://www.fiu.edu/~career

Graham Center (GC) Main Office (GC
1215)

Phone: (305) 342297

Email: Guc@fiu.edu

Website: http://guc.fiu.edu/

Student Programming Council, SPC
GC 2304
Phone(305) 3483068

Email: spc@fiu.edu
Website: http://www.fiu.edu/~spc

Graduate Student's Association, GSA
GC 2303
Phone: (305) 348112
Email: gsa@fiu.edu

Website: www.fiu.edu/~gsa

Panther Rage
GC 211D
Phone: (305) 348906
Website: www.fiu.edu/~rage

Student Alumni Association, SAA
Phone: 1800-FIU-ALUM
Email: alumni@fiu.edu
http://www.fiualumni.com/saa.htm

Learning Center
GL 120
Phone: (3053482180
http://learningcenter.fiu.edu/

University Health Services
Phone: (305) 342401
Email: dollinge@fiu.edu
Website: http://www.fiu.edu/~health

Victim Advocacy Center
Phone: §o5) 3483000
Email: advocacy@fiu.edu
Website: http://vac.fiu.edu/

Counseling and Psychological Services
Phone: (305) 342434
http://www.fiu.edu/~psychser/

Womends Center

GC 2200

Phone: (305) 343506

Email: http://women.fiu.edu/

Website:women@fiu.edu

Council for Student Organizatios
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Student Conduct and Conflict Resolution
Phone: (305) 343939
Email: mcgeek@fiu.edu
http://www.fiu.edu/~sccr/

Public Safety
Phone(305) 3485911
http://www.fiu.edu/~univpol/

Recreation Center and Services
Phone:(305) 3482575
Email: camprec@fiu.edu
http://www.fiu.edu/~camprec

Disability Resource Center
Phone(305) 3483532
Email: drcupgl@fiu.edu
Website: http://drc.fiu.edu

CS !f

Environmental Health and Safety
Phone: (305) 342621
Email: ehs@fiu.edu
Website: http://www.fiu.edu/~ehs

The Beacon
Phone: (305) 342709
Email: Beaconrecruit@yahoo.com
http://www.beaconnewspaper.com

Campus Life- Biscayne Bay Campus
Phone: (305) 91:8804
Email: bbcclo @fiu.edu
http://wuc.fiu.edu/Default.aspx

Wolfe University Center

Phone: (305) 91:8800
Website: http://wuc.fiu.edu/

Council for Student Organizatio®s
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CSO Calendar of Events Fall 2009

DATE EVENT TIME LOCATION
Thursday, August 20 President s 11:00am4:00pm GL 100
Wednesday, August 26 Week of Welcome Carnival 12:00pm2:00pm GC Lawn

Wednesday, August 26

Organization Registration

6:00pm

GC 2302, 2240

Ends!
Tuesday, September 1 Fall Club Fair 10:00am3:00pm Graham Center (GC)
Pit
Wednesday, September 2 | Fall Club Fair 10:00am3:00pm Graham Center (GC)
Pit
Thursday, September 3 Fall Club Fair 10:00am3:00pm Graham Center (GC)

Pit

Monday, September 14 Meet & Greet 3:00pm5:00pm TBA
Septembell BA Points System Workshop | TBA TBA
September TBA Funding Workshop TBA TBA
Tuesday, September 22 CSO General Meeting 1 | 3:00pm5:00pm GC 140
Tuesday, October 20 CSO General Meeting 2 | 3:00pm5:00pm GC 140
Tuesday, November 17 CSO General Meeting 3 | 3:00pm5:00pm GC 150
November TBA CSO Day of Service TBA TBA
Tuesday, December 8 CSO General Meeting 4 | 3:00pm5:00pm GC 140
Friday, December 11 Last Day to Use Funds 5:00pm GC 2210

CSO Fall 2009 Important Deadlines

DEADLINE

DUE DATE

Fall Organization Registration Deadline

August 26, 2009 at 6:00pm

September Points

September 25. 2009 at 6:00pm

Commencement Book Names (Honor Societies only)

September 25, 2009 at 6:00pm

Stole & Medallion (Honor Societies only)

October 16, 2009 at 6:00pm

October Points

October 30, 2009 at 6:00pm

November Pints

November 27, 2009 at 6:00pm

December Points

December 11, 2009 at 6:00pm

Last Day to Use CSO Funds

December 11, 2009 at 5:00pm

Council for Student Organizatiord
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Other Important Campus Events

ENGAGE Series Workshops

Friday, September 18
12:30pm1:30pm, Panther Suite

Friday, September 35
12:30pm1:30pm, Panther Suite

Friday, October 9
12:30pm1:30pm, Panther Suite

Friday, October 16
12:30pm1:30pm, Panther Suite

Friday, October 30
12:30pm1:30pm,Panther Suite

Friday, November 6
12:30pm1:30pm, Panther Suite

Wednesday, November 18
5:30pm6:30pm, Panther Suite

***The topics and speakers of the workshops will be announced in September.

MPAS Workshops

See flyer provide

CAREER SERVICES

Career Fair
Tuesday September 22009
3:00-7:00pm GC Ballrooms

Graduate School Fair
Tuesday Octobez0, 2009
11:00pm3:00pm GC First Floor Table

STUDENT PROGRAMMING COUNCIL (SPQ

Comedy Show Hasan Minhaj
Wednesday, Augst 26, 2009
6pm, GC Ballroomgdoors open at 5:30pm)

Hypnotist - Sailesh
Thursday, August 27, 2009
9pm, GC Ballroomgdoors open at 8:30pm)

Movie- Up
Friday, August 28, 5pnii 7pm GC 140
Friday, August 28, 8pnii 10pm GC 140

Movie i Gran Torino
Friday, September 15pmi 7pm, GC 140
Friday, September 18pmi 10pm, GC 140

Movie T Angels and Demons
Friday, September 18pmi 7pm, GC 140
Friday, September 18pmi 11pm, GC 140

Movie T Taking of Pehlam
Friday, October 2, 5pfiipm, GC 140
Friday, October 2, 8prilpm, GC 140

Council for Student Organizatiod®


https://fiu-csm.symplicity.com/events/register.php?eid=FALL09CF&cck=1&au=&ck=
https://fiu-csm.symplicity.com/events/register.php?eid=FALL09CF&cck=1&au=&ck=

Movie i Slumdog Millionaire
Friday, October 9, 5pa7pm, GC 140
Friday, October 9, 8psilpm, GC 140

Movie i Motorcycle Diaries
Friday, October 16, 5pivipm, GC 140
Friday, October 16, 8pthlpm, GC 140

Movie 1 Transformers, Revenge of the
Fallen

Friday, October 23, 5pivipm, GC 140
Friday, October 23, 8prilpm, GC 140

ATHLETICS

Movie T Harry Potter & The Half-Blood
Prince

Friday, November 6, S5pifipm, GC 140

Friday, November 6, 8prhlpm, GC 140

Movie T Bruno
Friday, November 20, 5pmpm, GC 140
Friday, November 20, 8pthlpm, GC 140

Movie T Hangover
Friday, December 4, 5pitpm, GC 140
Friday, December 4, 8pihilpm, GC 140

Football Games
SaturdaySeptembed 2
Football@ Alabama, 7:0(.m.

SaturdaySeptembefl9
Football@ Rutgers,TBA

SaturdaySeptembeR6
Footballvs. Toledo,7:00 p.m.

SaturdayOctober03
Football@ ULM, TBA

STUDENT ALUMNI ASSOCIATION

SaturdayOctoberl?7
Footballvs. Troy, 7:00 p.m.

SaturdayOctober24
Football@ Arkansas State[ BA

SaturdayOctober31
Footballvs. LouisianalLafayette12:00 p.m.

SaturdayNovemberQ7
Football@ Middle Tennessed,BA

Trail of the Torch
Thursday, August 272009
7:00 PM- 9:00 PM FIU Housing Quad at MMC

HOMECOMING

Ghost Tours

WedesdayOctober 282009

8:00 PM- 11:00 PM FIU Housing Quad in
MMC

See Flyer provided

See Campus Life Calendar for more events!

Council for Student Organizatiol8
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CSO Points System

The CSO Point System was established to ensure that registered organizations remain active and
visible on campus. Clubs must obtaimaimum of 10 pointsto be eligible for Basic Funding.
(For special caseplease contache CSOVice PresidentNo recanition will be given to events that do

not fall under any of these categories withoptiar consultation by the CSO Executive Board).

1.CSO General Meeting (CSO Executive Board & Organization Representative§rganization Reps. will meet
with the CSO Egcutive Board at the monthySO general meetings. An organization representative must sit in
assigned seat through the meeting in order to receive the ({dqibtper meeting/ max 4 pts.)

2.0rganization Monthly Report
Organizationsnust hold at least one of theiwn general meetinggper month and submit th@rganization
Monthly Report, a form that includes the organizationds expe
mont hés meeting minutes at nianthlgReportéhd attachkesl migsutebtmi t t he O
receive the poin{1pt. per report/ max 4 pts.)

3.Special Projects
Special projects should help each organization further its mission and/or gain visibility on c@ngauszations
must complete the event and ofsvertised it to all of the FIU community. Please submit the CSO Points Report
Form to receive the pointlpt. per project/max 3 pts.)

4.CSO Club Fair Involvement/VVolunteering
Organizations that get involved in the CSO Club Fair committees, partigipgtecial events held during the
fair, or volunteer to help the CSO Executive Board, can receive a point. Point opportunities for club fair will be
announced ahead of time. (Ex. Volunteering teugebr clearup). (1 pt. per activity/max 2 points) (At least 3
members must participate)

5.Community Service Project
Clubs are responsible for completiogmmunity service project€ommunity service is defined as services
volunteered by individuals or awganization to benefit a community or its institutioBemmunity service
projects must promote FIU and the organization in a positivdaneficial manner. Organizations must first
register its service project with ti@enter for Leadership & ServicéGLS) using the Community Service Project
Registration Form to have it approved. Once the project is approved and completed, turn in all proper
documentation to CLS in order to receive point. Please see the Community Service Project Guide for all proper
procedures(l pt. per activity/max. 3 pts.)

6.Philanthropy Project
Clubs are responsible for completing philanthropy projects. Philanthropy is defined as an active effort to promote
human welfare. These projects must promote FIU and the organizatioositigepand beneficial manner.
Organizations must first register its philanthropy project withGaeter for Leadership & ServicéSLS) using
the Community Service Project Registration Form to have it approved. Once the project is approved and
completedturn in all proper documentation to CLS in order to receive point. Please see the Community Service
Project Guide for all proper procedur€k.pt. per activity/max. 3 pts.)

7.Leadership/Professional Development

Council for Student Organizatiol$s
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a. Organizations are responsible for attendirgnts that promoteeadership Development These include,
but are not limited to, ENGAGE workshops hostedrhg Center for Leadership & Services (CB8Y the
leadership seminars hostedMulticultural Programs and Servic€dBMPAS) If you participaten the
workshops held by CLS and/or MPAS, please make sure to sign in to receive point. If you participate in
another leadership development event held by another department/organization, please submit event through
the CSO Points Report Form in order toaige point(1pt. per activity/ max 3 pts.) (At least 3 members
must participate)

b. Organizations are responsible for attendingfessional Developmenevents. These include, but are not
limited to, activities held by the Career Services Office or otha@fepsional development experiences that
may be specific to your type of organization (Ex. Career Fair, Business Etiquette Dinner). For professional
development events, please submit a CSO Points Report Form to receive th@moipér activity/ max 3
pts.) (At least 3 members must participate)

8. Website Development
Each organization must have an updated ICS student website at the beginning of each semester and update it
mont hly. Organizations must update the fANewsO0 sectio
the ICS website at the end of the md@nth p o i n t(¥pt. meenzowmtH/ max 4 pt.)

9. FIU Spirit
Organizations should suppdftU eventssuch as athletic games, Homecoming, Student Programming Council
(SPC),Panther RageStudent Alumni Association (SAA), Student Government Associatiod\)Sdhd FIU
Fine Arts sponsored events. Organizations can attend such evestgaritla CSO Points Report Form in
order to receive the pointlpt. per activity/ max 8pts.) (At least 3 members must participate)

10. Social
Organizations can host sociafeats for their general membership. These can include, but are not limited to,
welcome back events, holiday festivities, @idhe-semester events. Please submit a CSO Points Report Form
in order to receive the poir(tl pt. per activities/max 2 pts.) (Aleast 3 members must participatg

11. Conference/Lecture
Organizations can attend conferences and/or special lectures held by verifiable organizations and FIU
departments. Please submit a CSO Points Report Form in order to receive th@ poimter adivity/max 4
pts.) (At least 3 members must participate)

12. CSO Favorites
CSO Favorites are special events picked by the CSO Executive Board in order to encouralydinter
networking. Selected events and guidelines will be announced to organizBtease submit a CSO Points
Report Form in order to receive the poif@pt. per event/ max 4 pts.) (At least 3 members must participate)

13. Collaboration
Organizations that team up with another organization to host an event can receive an extra dwmikinfp
together and promoting intetub relations. Organizations cannot receive more than 1 pt. for collaborating with
the same organization in other events; they must team up with a different organization in anothgr jetvent.
per collaboration per organization/ max. 2 pts.)

14. Floating Points
Through floating points, clubs can receive points in categories that have already been m#qut.quer
activity/max. 7 pts)

Total Possible Points = b

Council for Student Organizatioll$
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Minimum Point Requirements to be Eligible for BasicFunding

Organizations must earn at least one point in each of the following categories:

(1) CSO General Meeting

(1) Organization Monthly Report

(1) Special Project

(1) Website Development

Six (6) other points must come from the categories listed above or below:
FIU Spirit

Community Service Project or Philanthropy Project
Leadership/Professional Development

Social

CSO Favorite

FIU Conference/Lecture

CSO Fair Involvement/Volunteering

Collaboration

MINIMUM TOTAL POINTS REQUIRED: 10

In order to beeligible for Basic Funding in the following semester:
1. Organizations must earn at least one (1) point in each of the four required categories listed in
the table above.
2. Organizations must earn a minimum of ten (10) total points.

Please note that satigfigj the CSO Points System will provide an organization with funds. It will not
affect an organizationébés registration status.

All CSO Point Report Forms and Organization Monthly Report Forms for ®hetd within the
month prior to the points deadline for that month mustuiemitted by ®0pm on the last Friday of
the month.

All CSO Point Report Forms and Organization Monthly Report Forms for events held within the
month but on the day of the deid or after the last Friday of that month mussbbmitted by
6:00pm on the last Friday of the next month.

For example, if the last Friday of March is thd'2the report forms for events held on Marct 27
28" 29" 30", or 3F' must be turned iby the April points submission deadline.

All report formswill be closedafter 800pm of the points deadlirs® that no more submissions for
that month will be acceptetlO EXCEPTIONS! Points will NOT be counted retroactively.

Pl ease r lRdnts SubmissiontGluigelinddiow t o Submi t Pointsdo docum

procedureso submit pointsand accepted prodbr events in each different point category.
The accumulation of additional points gives an organization the privilege of requadditignal

funding through Special Allocations. Please Special Allocations Guidelinesand use the Special
Allocations Request Form.

Council for Student Organizatiols
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Point Submission GuidelinesHow to Submit Points

Points for CSO General Meeting

In order to receive points for tl&SO General Meetinghe CSO Representative must sit in the
seat assigned to his/her organization through the entire meeting. The CSO Vice President will go
around and take attendance according to the assigned seating.

***QrganizationsDO NOT have to suinit a Points Report Form for CSO General Meetings.

Points for Organization Monthly Report
(For your Organizationds Gener al Meet i

Please note that organizations must hold at least ONE (1) general meeting per month. In order to
receive a point for #ngeneral meeting, you must submit @mwganization Monthly Reporand
attach the meeting minutes.

In order to receive a point for ti@ganization Monthly Report point category, organizations
must follow the following procedures:

Log into OrgSync acamt and enter the CSO Portal.
Click on fiForms, o which is found under th
Open theDrganization Monthly Reporform and complete form with the following:
a. Name of organization
b. Li st of organizationds monthly activit
c. Li st of omantalypexperditure® n 6 s
4. Attach organizationds monthly gener al me e

5. Click ¢ Finish.

wn e

***Remember that thé@rganization Monthly Reportwill NOT be accepted without meeting
minutes.

Council for Student Organizatiol8
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Points for Special Project

A Special Projects any project or event held/hosted by your organization and serves to promote
the purpose and mission of your organization. It must be open and advertised to all of the FIU
community. Any project/event that your organization hosts and relates to yaunorgz at i on o s
mission/purpose can be a Special Project. Examples include, but not limited to:

e A cultural organization may host an event
traditions.

e A medical organization may host a CPR training session.

e Afimclubmay host a movie night and discuss th

e A service organization may lobby to raise awareness about a specific issue of interest.

e A political organization may host a debate about current political issue.

e A law organization may hostraock trial.

¢ An academic organization may host a networking event with faculty within their specific

academic field to help members succeed in the field.

In order to receive points f@pecial Projectorganizations must submitRoints Report Form
Instructions on how to submit a Points Report Form may be found at the end of this
document.

*** Please remember that organizations must earn at least ONE (1) point in the Special
Project category in order to be eligible for funding.If your organization has fliculty in
planning a Special Project, please contact the CSO Executive Board for help and suggestions.

Points for Website Development

New

2

Organi zations are required to update the

In order to receive points faWebsiteDevelopment

1. The ANewsoOoO section of the organizationbds O
point submission deadline.

2. At the end of the point submission deadline for that month, the CSO Integrated
Communicatonend Mar keting Director will check t
organization and provide a report to the CSO Vice president.

3. Upon receiving the report, points will be allocated.

*** Pl ease note that CSO will only aotpentsk t he
Any ot her sections will not be checked by CSO
leaders to update thedrgSyncportal.

***QrganizationsDO NOT have to submit a Points Report form for Website Development.

Council for Student Organizatioll®
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Points for Community Service and/or Philanthropy Projects

A Community Service Projetd service volunteered by students to benefit a community or its
institution. Examples includdut not limited to

e Cleaning up a beach through an environmental agency

e Feeding the homelesisrough a community agency

A PhilanthropyProjectis an active effort by the organization to promote human welfare.
Examples includehut not limited to
e Raising money for a specific cause, i.e. ill children, research for a health condition
e Creating andmeading awareness about an issue or cause, i.e. HIV/AIDS, domestic
violence

In order to receive points f&@ommunity Service and/or Philanthropy Projeasganizations
must follow the procedures below:

BEFORE the Community Service or Philanthropy Project:
1. Download theCommunity Service Registration Forwhich can be found on:

a. CSOOrgSyncPortdlCl i ck AFor mso under the AMedi
APoI

b. CSOWebsite www.fiu.edu/~csd Clickto downl oad in t he
sectionundet h e 1OF ot ranbs.

2. Completely fill out the form with the appropriate information. (Please note that students
may not service as fAAgency Contactso on

3. Turn in the completed form to ti@@ener for Leadership & Servic€CLS) office located
in GC 242 (FIUUP Campus).
4. The CLS staff will contact the organization representatives (specified on the form) via
email with one of the following decisions:
a. The project is APPROVED and will need documeptatipon completion of the
project.
b. The project is NOT APPROVED,; please revise your project aistibbenit the
registration form.
c. The registration form is INCORRECT/INCOMPLETE; details will be specified.

AFTER the Community Service or Philanthropy Project:
1. Organizations must submit documentation to CLS for the community service and/or
philanthropy event. Documentation includes one of the following:
a. An original signin sheet
b. A group photo
c. A letter from the agency (on letterhead) stating the details of thiese
completed

d An email from the community agencyods

service completed
2. All documentation must be submitted into CLS in GC 242 by tHeo8@ach month in
order to receive points from CSO.
3. The CLS staff willprovide the CSO Vice President with a list of completed community
service projects for each month. Upon receiving that list, points will be allocated.
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Points for CSO Club Fair Involvement/Volunteering

CSO Club Fair Involvememhay include activities or gags held during the club fair. For

example, an organization may receive a point by participating in a banner contest. Involvement
opportunities will be announced each semester before the club fair and will be chosen by the
CSO Executive Board.

CSO Club Fai Volunteeringincludes organization members volunteering their time and help to
the CSO Executive Board to carry out the club fair. This includes help setting up, cleaning up,
promoting, serving food, and etc. Volunteering instructions will be annouaoédsemester
before the club fair.

In order to receive points f@SO Club Fair Volunteering and/or Involvemeoitganizations
must follow procedures indicated by the CS@@&ard at the beginning of each semester.

***Qrganization DOES NOT have to submia Points Report Form for CSO Club Fair
Volunteering/Involvement.

***Please note that organizations will not earn points for having a table during the club fair.

Points for Leadership/Professional Development

A Leadership Developmegtent helps pronte leadership. It can be hosted by the organization,
or members may attend a leadership event hosted by another organization/council/ department.
Examples include, but not limited to:

o ENGAGEMPAS workshops (these have its own point submission process sietovn)

e Leadership lectures/conferenc&€ganization retreats

A Professional Developmegrtenthelps promote professional development. It may be
experiences that may be specific to your type of organization. It can be hosted by an
organization, omembers may attend a professional event hosted by another
organization/council/department. Examples include, but not limited to:
e Career fairs
e Resume workshops
e Mock interviews
e Event with advisors/faculty/professors/professionals from a specific fieldidy $o
provide help to students interested in succeeding in that particular field of study (i.e. A
medical organization may bring in a doctor to advise students on the application process
for medical school and share his/her experience in medical school.)

In order to receive points forlaeadership/Professional Developmewrent, organizations must
submit aPoints Report Form

Instructions on how to submit a Points Report Form may be found at the end of this
document.
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Points for ENGAGE and/or MPAS Workshops

ENGAGEand/orMPASworkshops fall under the Leadership Development point category. These
events are held specifically by the CLS and MPAS offices.

In order to receive points fENGAGEandMPASWorkshops
1. Students must sigim their name and ganization name at the workshop. Please note that
astudent can sign in for only ONE organization at each workshop.
2. Students must remain throughout the entire workshop (any student leaving early will be
removed from the attendance sigrsheet).
3. The CLSMPAS staff will provide the CSO Vice President with a copy of the-8ign
sheet for each workshop. Upon receiving that list, points will be allocated.

***Remember that this arrangement was made with the CLS and MPAS offices only. This
means that sigin sheets will not be provided to the CSO Vice President for workshops held by
other organizations/departments.

**To receive a point for a workshop held by any another organization/department, stundshts
submit aPoints Report Fornas they would for anytber event.

Points for FIU Spirit

Examples ofIU Spirit events include, but not limited to:
Athletic games

Homecoming events

SPC Comedy shows, Movie nights, concerts
SGA forums, lectures

In order to receive points férilU Spirit, organizations must submitRoints Report Form
Instructions on how to submit a Points Report Form may be found at the end of this
document.

Points for Social

Examples oBocialevents include, but not limited to:
e A meetandgreet between organizators | eader s and member s
¢ A holiday festivity
e Endof-Year banquet

In order to receive points f@ocialevents, organizations must submRaints Report Form
Instructions on how to submit a Points Report Form may be found at the end of this
document.
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Points for Conference/Lecture

Examples ofConferences/Lecturesclude, but not limited to:

e Conferences held by the organizationds nat

e Lectures/conferences hosted at FIU, other schools, verifiable organizations

In order to receive points fa@onference/Lectureorganizations must submitPaints Report
Form.

Instructions on how to submit a Points Report Form may be found at the end of this
document.

Points for CSO Favorites

A CSO Favorite is any event chosen by the CSO Executive BoardExEoaitive Board will
choose two events per month as their favorite and encourage council officers and members to
attend and promote intetub networking. These events will be announced each month.

In order to receive points f@@SO Favorite organizatios must submit &oints Report Form
Instructions on how to submit a Points Report Form may be found at the end of this
document.

Points for Collaboration

Organizations are highly encouraged to team up with another organization, council, department,
and other verifiable organizations to host an event.

In order to receive points fa@ollaboration organizations must indicate the

organization/council/ depament they collaborated with on tR®ints Report Fornthat they
submit for the event.

Floating Points

Floating Pointsare awarded when organizations have reached the maximum number of points in
a point category. They will be done automatically as degdions submit their Point Report

Forms. The CSO Vice President will move a point over to the Floating Points category if a
particular category has reached its maximum limit of points.

***QrganizationsDO NOT have to submit a Points Report Form for RlogiPoints.
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How to submit a Points Report Form

Please follow the following instructions to submiPaints Report Form

Log into OrgSync account and enter the CSO Portal.
Click on AForms, o which is found under th
Open thePoints Report Brm and complete the form with the required information.
Select the appropriate point category.
Complete the event information (Name, Date, Time, Location, Purpose of Event)
Upload at least ONE (1) picture of the eventMake sure the picture includes at
least three (3) members of your organization.
¢ Please Note: If you do not have a picture of the event, you will not receive
credit unless you can provide other sufficient proof of your attendance at an
event. A flyer for the event is not sufficient proof alone.
7. You may also upload up to two additioqadtures, flyers, ticket stubs, and/or sign
sheets.

8. click ¢ Finish,

oA LNE
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Community Service Project Registration Form(Sample)

Group or Organization Name:

Type of Organization (please chemthe): CSO Greek Life Other
Student Contact: E-mail:

Telephone: Home ( ) Work ( ) Cell ( )
Address;

Community Service Project:

Agency partnerig with:

AgencyContact Person: Telephone: ( )

Email:

Address:

Project Description:

Project Date & Time: Hours: Total Partigpants:

Donations (please specify dollar amount and/or items):

Publ i sh on Ro &aegdarg Ye€ o mia_n Numlyerof volunteers needed:

Please return this formttach sstudent sigfin sheet & any other documents from the service

organizatiorto the Center for Leadership & Service (CLS) before the last day of every month. If you

wish to have your project advertised oneRoaryébés C
Thursday of any week; the calendar will be sent out on a Monday.

FLORIDA
ACTION DATE INITIALS
F I U INTERNATIONAL
UNIVERSITY Form Received:
CENTER FOR LEADERSHIP & SERVICE Approved:
GC 242- (305) 3{86995-_ Fax: (305) 3486991 Socumentation:
www.fiu.edu/~clso cls@fiu.edu
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CSOTypes of Funding
There are two types of funding that organizations may be eligibleyfeatisfying the CSO

Points System:

1. Basic Funding
2. SpecialAllocations

CSO Basic Funding

For Returning Organizations
Basic Fundingin the amount of $500, is awarded to all returning student organizations that have
fulfill edthe following requirements:
e Earn a minimum of ten (10) point®m the previous semester
e Earn at least one (1) point in the required point categories (CSO General Meeting,
Organization Monthly Report, Special Project, Website Developnfremt) the previous
semester
o Complete the registration process each sentestening in all required form
Attendt he Pr esi dent 6s Orientation each semest

Please note:
¢ If a returningorganization did not satisfy the Points Sysiarthe previous semester
they will not receive funds.
¢ If an organization does not complete the registration process and wenkedbgifunds
according to the points system, their funds will be placed on hold until all forms are
submitted.

For New Organizations
Basic Funding, in the amount of $150, is awarded to all new organizations for the semester they

begin as a new organizar.

Please note:
¢ Inthe following semester, the new organization can be eligible for $500 if they satisfy the
Points System

¢ If the new organization does not satisfy the Points System, they will not receive funds in
the following semester.

When an organization is awarded Basid-unding, those funds are place into your
organi zationds A&S account for wuse.
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CSO Special Allocations

Special Allocations are the additional funds that an organization may request if it needs more funding from CSO to
carry out the dhegacumuatianiofgoibtsgivesvaa orgasization the privilege of
requesting additional funding as diapéd by theCSO Points Tier Systenbelow. (This is based on the

points earned in the previous semester).

e Returning organizations thaave earned the amountmdintsin the previous semester, steown
in the tier systenmhave the opportunity to requebetamount giverlhe request cannot exceed
the amount listed.

¢ New organizations do not have points when they stitiey can request the maximum of
$2,000.

In order to use the Special Allocations an organization is eligible for, itsnbstit a complked Special
Allocations Request Form to the CSO Executive Board for revidsast 3weeks prior to the event for
which the allocation is being requested for.

\
30+ Point
A $2000

2529 Pointsh
$1500

20-24 PointsA
$1000

15-19 PointsA $750

10-14 PointsA $500

Points earned, Amount that can be \
requested
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How to View ASBO AccountBalances

The A&S Business Office (ASBO) provides all students organizations under CSO with an
accounting program, which allows student | ead
and available balances. You may access your accounts to view balances arall vegfiests

made by your organization.

In order to access your ASBO account, please follow these steps:

1. Go towww.fiu.edu/~asho

2.Click on ANAAccountso on the left hand si de
3. Enter the following:

a. Userrame- csoboard

b. Password cso

4. Select the ternduly 2009- June 2010and c¢l i ck ASubmit. o

5. Once |l ogged in, click the |link ABal ances
Student Organizations. 0

6. Scroll through the r eponceanddetail$aofthel your or

requests made by your organization.

You may also find the following downloadable forms when logged into the ABSO account:
e File for Funds
e Travel Request Packet
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How to File for Funds

All File for Funds must be submitted10 days priorto the date of the event/meeting, or the time the
tangible goods are needed?lease make sure to plan in a timely manner to ensure that your request is
processed in time.

1. Check or gani z at bakancé te vednBtisatorganzatianunas tsufficient funds.
I f necessary, pl e asveto ViewABBO Atcaunt Bdlaacedd ofcourmemad r €fi
information. s

2. Download and Print thEile for Fundsform from the ASBO websiteyww.fiu.edu/~asbpthe
CSO websitewww.fiu.edu/~cspor the CSADrgSyncPortal.

3. Fill out theFile for Fundsform completely, making sure to attach the following:

a. Flyer for the event/meeting(can be an email, a Facebook announcement, or any other
form of media)
i. Flyers/ announcements must state
i. Fl yers/ announcements must state
b. Signin sheet of the event/meetinglist of student names, Panther IDs, emails)
c. Quotes/invoices from the vendo(if necessary, please verify with the A&S Office that
the vendor is an FIU vendor)
d. Food menu(if ordering food)

unded

A F
ARnOpen t

4. Obtaintheor gani z at i signabuse onaleeRilé fer #undsform.

5. Submit signedrile for Fundsform with attachments to th€ampus Life Office in GC 2240to
obtain the Campus Life Advisor Signature. Allow 3 days for the signature.

6. Pick up the signed form from Campus Life and turn in to the A&S (Activity & Services)
Business Office (ASBO) located in GC 2201.

7. Allow 10 business days for the A&S Business Office to procesBitdor Funds Depending on
the purchase, the procedures will differ.

8 Follow up with the A&S Business Office by chec
1), calling the ASB(305-348-3077), or in person at GC 2201 to ensure the request was
processed.

9. Upon the completion of the service or purchasguest a receipt/invoicefrom the vendor and
take it promptly to the A&S Business Office within 5 to 7 days.
If a receipt/invoie cannot be obtained within 5 to 7 days after the event/meeting, please inform
the A&S Office.
This is needed so that the Universityds paymen
completed the vendor will not be paid. If this requirement is nomet, the organizations
account will be placed on hold until the receipts are turned in to the ASBO.
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File for Funds Form (Sample)

Activity & Service Business (iffice * FIUT Unirersity Park = GC 2301 = 305- 348-3077 = FAX 305-348-8001

ORCGANIZATION/DEPARTMENT:
STUDENT RESPFONSIBLE: Mame: Pancher 10
Email: Phcne # (H) (T

STATEMENT: I will be pesponsible for che timdy submission of an original invoice in order fior the University co issue
payment to this vendor. Failure to provide this iovwice prior to the eod of the semeter, may cavse a hold o be placed
o your FIU sudest moords. Items and’er services purchased wich Activity & Service funds can't be used for
fundraisiag or for profi.

Sipnature

Beneficis) vo FIL: {must complere form and arach Ayer announcing event w FIL soudent bedy)

Purpease of Pequese Meering Conference Lecru e Ciher
Amounr Bequested: § Dhare of Exent

Drerall of Purchase(s): (quotesfimodces muse be provided)

VENDOR INFORMATTON:

1. Wendor (puete Must be Incladed wich File for Funds 2. Vendor Inveice is Required for Payment

endar Mame: Address:

Phone # File:

Mease Check the Following:

Fegular Purchase Crrder (5.7 working days) FPre-Payment Bequired {3 weeks pricr to event)

Awthorized Signatures: _EF =
= =

Advisor (Prine & Signacure) s Fhone s : .

Campus Life Advisor: (Print 2 Signairs] Dure Phone s I :

Compreoller: (Print & Sipnamrs) Dhaes Phone s

Pevised - Masch 20059
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How to Request Travel

All Travel Request forms must be submitted3 weeks priorto the date of the travel. Remember that
depending on the nature of the trip, advance registrations and flight/hotel reservations need to be
arranged and paid with ample time.Please make sure to plan in a timely manner to ensure that your
request is praessed in time.

1.

10.

11.

Check organizationds ABSO account balance to v
I f necessary, p | e asveto Vieav IASBO Atccaount Bdlaacedd ofcourmemad r €
information.

Download and Print th&ravel Request Pack&irms from the ASBO website,
www.fiu.edu/~asbpthe CSO websiteyww.fiu.edu/~cspor the CSQDrgSyncPortal.

Fill out the forms completely. Make sure to fill OTH theTravel Request/File for Funds
form and theRelease Form
a. Release Form(s) are required for each student traveling.
b. The organizationébés advisor must be one of t

Attach the following documents along with the fillécavel Request/File for Funderm and
Release forifs) into a packet:

a. Alist of participant® only students with valid Panther IDs

b. An agenda/itinerary of the conference/seminar/event

c. Arregistration form of the conference/seminar/event

Obtain the organi zat iTawl®RequestiFileifosFumderra.i gnat ur e on

Submit the signed forms in a packet with all attachments to the Campus Life Office in GC 2240
to obtain the Campus Life Advisor Signature. Allow 3 days for the sigmatur

Pick up the signed packet from Campus Life and turn in to the A&S (Activity & Services)
Business Office (ASBO) located in GC 2201.

Allow 10 business days for the A&S Business Office to process the travel request forms.
Depending on the purchase, thregedures will differ.

Follow up with the A&S Business Office by chec
1), calling the ASBO (30848-3077), or in person at GC 2201 to ensure request was processed.

During the travel, please make sure to keep ateceipts/invoices.

Upon the completion of the travel, turn in all receipts/invoices to the A&S Business Office within

5to 7 days.

If a receipt/invoice cannot be obtained within 5 to 7 days after the travel, please inform the A&S

Office.

Thisisneedd so that the Universityds payment proce:
completed the vendor will not be paid. If this requirement is not met, the organizations

account will be placed on hold until the receipts are turned in to the ASBO.
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Travel RequestForm (Sample)

Ak 5 Bosiness Office * FIU Universicy Parlc = GC 22301 = 385- 348-3077 » FAX 305-348-6001

ORGANIZATION/DEPARTMENT:

Purpose of Bequese  ___Conference Warkshop Cocher

Traveler's Mame: Panther ID#:

Phane #: (H) (W) (Cell) (Email):
Address:

City: Scate: Zipe

Student's Sipnatare

Cificial Mame of Evenr:

EEDEFII: Lo} I:I'IE' SH.DE"

Place/Destination:

Depamure Dhare/ Time: Artival Date/Time:
Made of Transparmtion:

Air Fare: $ Car Renml § Lodging $
Mumber of Students Taveling; Registration Fee $
Chther:

Awthorized Signatures:

Advisor-Frint Jipnaurs'Dace Phons =

Campus Life Adwisar-Prine Signarure'Diars Phone =

Revired - fanasry 2008
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Release Form(Sample)

AFPLICATION FOR PERMISSTON TO FARTIPATE IN A REGISTERED
ORGANIZATION'S TRIF AND RELEASE AND INDEMNITY AGREEMENT

[, the undersigned, as @ member of i hereby agree
and promise the following for and in consideration of my being allowed o parizcipate in
a ip o 1o b held im fromm

i amdd all achiwities relaled
thesetn.

[ have volanieered o travel 1o for the [urprses af
parbicrpaimg 1o [ opdesstaid that il may be pecesiasy Lo

travel by public andfor privete transpormation; fe stay i pablic andfor private lodging; and
te dine at public and’ar privaie facilitics.

[ agree and scknowledpe thet pamicipation in this trip and its related sctivities is
of my own free will. While I realize that [ may participate in certain activities, Which
are desagned 1o promole and emhance he omage and repulatsn of the SeEe of Flonda
University Syatem, FIU and most especially  the |
ncknowledge that T am acting neither as an employes nor agent of the State of Florida, the
Board ol Trustees, FIU or any of their respective officers, employess, or agenis.

I agree and acknowledge that I am nof entitled to reimbursement of expenses
meurred by me duning the trip from the Stale of Florsds, the Board of Trestees, FIL ar
from any of their respective officess, emplovecs, or agents. 1 understand thar 1 am
respansible for the payment of those expenses,

[ apree and acknowledge that I will have time for, and may engage in personal
nctivities nnrelated to the purpose of the trip whils 1 am in
Such activitees wall be 21l my sole responsabality and ngk.

[ furiher acknowledpe that that in the course of the perfoomance of any of the
activelses whach 1 kave voluntanly assumed 1o peclarm durmng ihe trp, | expose mysell o
risks, known and unknown, of propemy damage or loas, a8 well ae personal inpory that
cold be painful, permanertly disfiguring or debilitating and fatal. T fully asseme these
sk, which may include, bul are nod limited Lo air iravel within a foreign country.

I, FOR MYSELF, MY HEIRS, EXECUTORS, ADMINISTRATORS AND
ASSIGNS AGEEE TO RELEASE, WAIVE, DISCHARGE, AND KEELINCQUISH AND
TO INDEMNIFY AND HOLD HARMLESS THE STATE OF FLORIDA, THE
BOARD OF TRUSTEES, FLORIDA INTERNATIONAL UNVIERSITY, AND THEIR
EESPECTIVE OFPFICERS, EMPLOYEES, AND  AGENTS, FROM MY
PARTICIFATION IN THE TRIF AND ITS RELATED ACTIVITIES OR FROM
PERSONAL UNRELATED ACTIVITIES WHETHER THE SAME SHOULD ARISE
BY REASON OF MEGLIGENCE OF ANYONE OROANLEING OR FARTICIPATING
IN THE TRIF OR OTHEERWISE., AND AGREE THAT UNDER NO
CIRCUMSTANCES WILL 1 OR ANYONE CLAIMING THROUGH ME,
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FREOSECUTE OR PRESENT ANY CLAIME FOR PERSCNAL OF BODILY INIURY
PROPERTY DAMAGE OR LOSS, OR WRONGFUL DEATH AGAINST THE STATE

F FLORIDA, THE BOARD OF TRUSTEES, FLORIDA INTERNMATIONAL
UNTVERSITY, OR THEIR RESPFECTIVE OFFICERS, EMPLOYEES, OR AGENTS,

[ understand that FIU does not in any manner serve as principal, agent, or pariner
of any travel agent, commercipd carmier, or lodging establishment which may provide
services ar accommodations o the pasticipant in this 1=1p.

[, for myself and any others claiming through me, accept full responsibility for
salely and expenses amd asgume e complele nsk of any injury W mysell or oy property
which may arige out of or in the course of my participation in this trip.

I acknowledge that | have read this document carefully, undersiand its terms and
requircments, fully agree to all conditions contained herein and voluntarily sign this
document aml participate in this trip.

WITHESS

Sipnature Date

(MName)

(Address)

(Coly, Siate, and Faph

Signature — Parent/CGuardian
[Bequired il ander 18 years ol age)
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How to RequestSpecial Allocations

All Special Allocation Request forms must be submitte@ weeks priorto the date of the event.
Remember that depending on the nature of the event, arrangements must be made to pay with
ample time. Please make sure to plan in a timely manner to ensure that your request is processed in time.

1. Check or gani z a ttbaancé ® veAlBtBaOorganizationthas sufficient funds and
determine whether or not the organization needs a Special Allockiti@tessary, please refer to
t he do tlowteMetv ABBO AccountBalances f or mor e i nformati on.

2. Download and Printhe Special Allocation®kequesEorm from the CSO website,
www.fiu.edu/~cspor the CSADrgSyncPortal.

3. Filloutt he organizati onds SeciohAr mati on and contact

4. Select the type of request your organizajitans to use the Special Allocation funds for in
Section B.

5. If you are requesting funds for an Event, please comgletéon C
If you are requesting funds for Travel and/or a Conference, please coBpdtien D
Remember to answer all the questiomnon aseparate sheet of papeand attach all
documents required.

6. Obtain the organi zaSedtiankdés advi sor signature in

7. Submit the signed form in a packet with all attachments to the CSO Executive Board in GC 2300.
Forms submitted will be reviewed thie next CSO Executive Board meeting from the date of
submission.

8. The CSO Treasurer will notify the organization if there is information missing in the
request, if the Special Allocation request is awarded and the amount awarded, or if the
Special Allocation Request is deniedlhe CSO Teasurer will also notify A&S of i additional
funds to be allocated to your organization.

9. If funds are awarded, please follow proper procedures to turnhilafior Fundsand/orTravel
Requestsorms to A&S Business Office. Allow 10 business days for the A&S Business Office to
procesgheforms Depending on the purchase, the procedures will differ.

10. Upon the completion of the event or travel, turn in all receipts to the A&S Business Office within
5to 7 days.
If a receipt/invoice cannot be obtained within 5 to 7 days after the treake inform the A&S
Office.
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Special Allocations Request Forn{Sample)

Council for Student Organizations
Florida International University
GC 2300 A2 Z 8®dd@grdal.@ndwww.fiu.edu/~cso

Instruction s for submitting a request:

1. Request must be submitt8dveeksprior to event to the CSO Office (GC 2300).

2. Form must beeompleted and all documents attachedj turred tothe CSO Office.

3. Once form igeviewed, you will be notified by the CSO Treasurer.

4. If funds are awarded, please follow proper procedures for File for Funds and/or Travel
Request with the A&S Business Office (GC 2201) to use the funds.

Section A: ORGANIZATION INFORMATION
Name of Orgnization:

Officer Name/Title:

Contact Number: Email:

Section B: TYPE OF REQUEST

Please select what the funds frorBpecial Allocationwill be used for:
[] Event Request [] Travel / Conference Request

If you have selecteBvent Proposal, pleasgroceed to Section C and E
If you have selectedravel/Conference Request, please proceed to Section D and E.

Section C: EVENTINFORMATION

Event Name:

Date of Event: Event Time:

Event Location:

What is the total estimated cost?

Amount Requested from CSO:

Council for Student Organizatiod§
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1. Answer the following questions on a SEPARATEheet of paper and attach to this form.

a.

b.

C.

d.
e.
f

Describe the event/travel/conference and its benefits to the members of your
organization and the student body of FIU.

Explain the organizatias goals and expectations of the event.

Specify any other sources of fund. Include any other fundraising completed by
your organization for the event.

Explain how are you advertising and promoting the event.

The expected number of students attending the event.

Provide a detailed budget of the event.

2. ATTACH the following information/supporting documents to this form:

a.

b.

All invoices/quotes/estimates of the items for which the funds are being requested for.
(Example: If food is being ordered and funds requested will be used to pay for the
food, please attach an invoice from testaurant for the food and/or menu).
Flyer/Announcement of the event.

SECTION D: TRAVEL/CONFERENCE INFORMATION

Name of Conference/Event:
Travel/Conference Dates:

Travel/Conference Location:

# of FIU Students Attending: Previously Attended? Yes [ ]| No

What is the total estimated cost?

Amount Requested from CSO:

1. Answer the following questions ora SEPARATE sheet of paper and attach to this form.

a.

b.
C.

d.

Describe the travel/conference and its benefits to the members of your organization
and the student body of FIU.

Explain the organizatids goals and expectations of the travel/conference.

Specify any othlr sources of funding. Include any other fundraising completed by
your organization for the travel/conference.

Provide a detailed budget of the travel/conference.

2. ATTACH the following information/supporting documents to this form:

a.

b.
C.

All invoices/quotes/estimates of the items for which the funds are being requested for.
(Example: If funds are being used to pay for airfare, go to online sites (i.e.
expedia.com, Travelocity.com, etc) and print the cost of whatitte fiill be, or get

an nvoice/quotdrom a travel agency.

Agenda for the travel/conference.

A list of the students with Panther IDs that are attending the conference or traveling.
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Section E: SIGNATURES

(Both signatures arREQUIRED)

l, (E-Board Menber) have read and completed this special

aIIocatlon request form and included all necessary supplemental materials as indicated above and
have read and fully understand Florida I ntern
(if applicable) on (Date).

(E-board MembefSignature)

l, (Advisor Name)have read and completed this special
allocation request form and included all necessary supplemental materials as iraboatednd

have read and fully understand Florida I ntern
(if applicable) on (Date)
(AdvisorSignature)

kkkkkkkkkkkkkkkkkkkkkhkkhkkkhkkkkkkkkhkkhkkhkkhkkhkkkhkkkkkkkkkkkkkx kkkkkkkkkkkkkkkkkkkkx

For CSO Official Use Only

Received on: by:

Reviewed on:

Decision: [_]Approved Amount Approved $
[_INot Approved
[]Pending

CSO Advisor CSO Treasurer

Contactedrganizatioron:

Comments:
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A&S Business Office Policies Statements of Requirements

File for Funds:

In order to comply with the University Controllers Office and the Purchasing Department, the A&S Business

Offices requires 7 to 10 working days to process the File for Funds form request. Requests for Purchase Orders need
the following:

File for Funds form completed with appropriate signatures

e Quotes needed from vendor (menu needed if ordering food)

e List of paricipantsi only students with valid panther ID

e Vendor will need to be an FIU vendor

Travel Request:
For request involving travel the A&S Business Office also requires 7 to 10 working days to process the Travel

Request form. Remember, depending omtiterre of the trip, advance registration and flight registration need to be
arranged and paid with ample tiln@lease plan accordingly. Requests for Travel need the following:

e Travel for Funds form completed with appropriate signatures

e Release Forms for dastudent traveling

e List of participantd only students with valid panther ID

e Agenda for the conference/seminar

e Registration form for conference/seminar
Once a purchase order is issued, it must be used as authorized. Forms are available at the A&®Bigsin@€>
2201, and on the A&S Websiteww.fiu.edu/~asbo

Vendor Commitment:

It is important to prepare a File for Funds requests as soon as a commitment is made with the vendor (i.e. date is
set). Keep in mind thesvendors not currently showing as valid in the Purchasing system will need to fax the vendor
related forms to 30848 3600. Vendors can find these forms at:

http://finance.fiu.edu/purchasing/forchéml Purchase orders will not be generated unless the vendor is validated in
the university system.

Vendor Agreements:

Vendors providing professional services must be in compliance with FIU rules and regulations by providing a copy
of their Certificateof Insurance. The proof of insurance must be presented by the vendor in order to release the
University from any liability. Vendors must meet the insurance requirements to receive business from the
University.

Finding the Request Process:

Once the eventikes place, the student responsible for the request must submit the final invoice and receipts in order
to finalize the process of payment. The vendor will not be paid until the final invoice has been received at the A&S
Business Office. Final invoices aneeded in order tdose outhe purchase order. Failure to provide this invoice

may cause a hold to be placed on your FIU student record.

Other Information:
e For account budget, balance and detail expenditures, log in to the ASBO website underéacmmints
memorandum for instructions.
e Planning is needed in order to spend funds wisely and with benefits to all FIU students
e Use of A&S funds must be in accordance to state funds.
e FIU does not pay sales tax. You may request a taxempt form from the A&S BusinessOffice. This
form must be submitted to the vendor each time a purchase is transacted
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Finance Code

A&S Funds may not be allocated or expended for:

Any fund-raising entities, except for student government sponsored events.
Per Diem expenses for anlb or organization.
Monetary prizes, except for student government sponsored events.
Support or in behalf of any political campaign.
e Political campaigns shall lkefinedas any person or panyngfor any position inStudent
Government Election®\ny campus ElectigrLocal ElectionsState Elections, and/or
National Elections
5. Alcoholic beverages or product with alcohol content and any related items or services such as bar
tending both on and off campus.
6. Tobacco, firearms, and any form of illegal dregsontraband.
7. Subsidize membership dues of any organization.
e Example: An organization cannot use A&S funds to pay its fee to national headquarters.
8. Personal gifts and personal use items (must be for the official uses by the organization).
e Ask yourself:Who is going to keep the item?
9. Decorative items for offices.
10. Tips/Gratuities Insurancdi.e. for airfare)
e Organizations may tip only up to 15%
11. Food is not recommended for executive board meetings, or any meeting or event with an expected
attendance of fewehan 10 students.
12. Items or services that largely benefit community programs instead of the FIU community.
Contributions/donations to community programs.
13. Gift cards, raffle tickets, and prizes (iPods, radio, etc.)
e If your organization does want to bpyizes for an event, you may purchase merchandise
from the FIU Bookstore
14. Support of religious group or religious functions.
15. Rental of or expenditures towards functions hosted in private residences.
16. Admission to FIU students funded for events in whole grairt with A&S funds except in the case of
SGA sponsored concerns.
e This means you cannot charge an admissions fee to your event if you are using A&S funds to
fund your event.
e You cannot use the funds to pay for admission to other events/places urdkgsstto the
organizationébés mission/purpose (i.e. admissi

HwnhPE
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Event Planning & Room Reservation Guide

Depending on the type of event youbre plannin
sound companies, rentampanies, and other services. It is important to understand that

students cannot sign contracts or official university agreement$-or information regarding

legal documents, performance agreements, etc. please contact the Department of Campus Life,

GC 2240 3053482138.

FACILITIES MANAGEMENT REQUESTS/GUIDELINES i Contact: Georgina Gonzalez

Due to the large number of University Events that the Facilities Management Department is
being asked to provide support to, and in order to be able to respondiiessgmal manner to
these requests, a minimumfotir (4) weeks advance notice for events where attendance is
anticipated to exceed 500 persons will be mandatory, and minimum of two (2) weeks advance
notice for smaller events will be mandatoiry order br our Department to make the necessary
arrangements to service the different requéssilities will not be able to respond to requests

for assistance where appropriate advance notice has not been provided

1. Allrequests to the Facilities Management Bgment for assistance with University
events should be faxed 89534846150r emailed to:gonzalg@fiu.edwlearly
indicating date, time, location, equipment and support needs for the event.

2. A simple floor plan diagram should be provided.

3. The requester should be present at the time affsé&b assure that it is sptoperly

ENVIRONMENTAL HEALTH & SAFETY REQUIREMENTS i Contact: AlexFalls

When planning an event there are always risks irathlWake sure that your organization is
prepared for the hidden troubles. Ensure that you have considered the following item regarding
safety at your event:

A Have you identified and evaluated the hazards and loss histories associated with the
project/activity?

A Have you developed written procedures which serve to eliminate, mitigate or control the

hazards you identified?

Have you been appropriately train@edsafely manage the project or activity?

Have you assured that all employees, graduate assistants, students and others involved or

impacted by this project or activity are provided initial and periodic notification and

training?

A Have you determined theeed to secure specific insurances, waivers or releases for your
project or activity?

A Have you determined the need to secure permits or licenses for planned activities related
to your project?

A Have you prepared an Emergency Action Plan?

A Is your progam, project or activity in compliance with University Safety Policy #15.8?

> >
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IF AN EVENT IS TAKING PLACE IN AN OUTSIDE LOCATION OF THE UNIVERSITY

GROUNDS, PLEASE FOLLOW THESE PROCEDURES:

1.
2.
3.

Conceive Project / Activity
Obtain preliminary approval for project/activity from area Vice President
Conduct preliminary hazard evaluatidsge Event Loss Control Planning Checklist
http://www.fiu.edu/~ehs/risk_management/pdf/checklis).gtHS form.
a) If project/activity is classified as moderate or high risk proceed to step 4
b) If project/activity is classified as low risk skip to step
Submit project/activity plan and completed checklist to EH&S Director (Régls) for
review: a) Include all contracts, agreement and requisitions for

services related to project/activity

b) Include floor plans and setup / layout diagraamg all signatures!
Note: Allow at least 5 working days for review.
When reserving the Betty Chapman Plaza, or the lawn space in front of the GC
Ballrooms, an additional space reservation request must be made with the GC Main
office. Note: The provogtignature must be obtained last! All other outside space
reservations are done through Facilities (Georgina)

RESERVATION OF SPACE (GRAHAM CENTER) i Contact: Naomi Hutchinson

A

A

> >

Reservations for facilities in the Graham Center are centralized at the Grahtan Cen
Office, GC 1215, and are granted on a fastne, firstserved basis.

Reservations for student organizations must be made bybaaid member of the
organization.

All events must be reserved through the assistance of a GC Main Office event
coordinate and must be completed with all required signatures (including Campus Life)
prior to event being approved.

Reservations for facilities and outdoor locations outside of the Graham Center must be
done through the respective facility manager or Facilitieedgament.

Advertisement of events cannot be done until all required approvals are received (GC
office, Public Safety, Academic Affairs, etc.) All advertisements must adhere to the
Graham Center's posting policy.

The Graham Center has stnigi soliciting rules. Please make sure to reserve tables,
easels, windows, or additional promotional spaces for advertising purposes. More
information available through the GC Main office staff.

More detailed information is available l&tp://guc.fiu.edu/

Note: Some rooms require additional fees not covered by Student Government
Association. Event type is also a factor in facilities rental cost.
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Quick Reference Guide to ReservingSpace on @mpus

Meeting Rooms

GC Scheduling

GC MainOffice
Adela/Vanessa/Naomi/Pam
3053482297

Need Equipment?

GC Main Office can help for all medwithin the Graham Center

3053482297. For equipment outside GC, contact Georgina Gonzalez from Facilities
Managemengonzalg@fiu.edu You may also call Maggie Brey at 305 348 4600.

Media Equipment Services
Supports all media services for FIU; not including the Graham Center
Contact: 30583482815

Athletic Facilities/Recreation Services Reservations
Contact: Andy Black

3053480086

blacka@fiu.edu

OtherSpace available for reserving:
Gym
2 aerobic rooms
Rec fields
Pool
Tennis Courts

Other Venues:

Golden Panther Arena

FIU Stadium- Contact: (305)342756
Pines Center

EngineeringCenter
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Campus Life Student OrganizationPolicies

Recognition Guidelines and Standards
For the Modesto A. Maidique Campus

Updated: August 10, 2009

Purpose:

Florida International University (FIU or the University) encourages its students to be active
members in clubs and organizations as a way of complementing the knowledge they gain in the
classroom. Additionally the Modesto A. Maidique Campus Office of Campus Life (MMC
Campus Life) believes that one of the most effective ways for students to enghage i

University experience is through student organizations. Participation in clubs and organizations
provides a variety of opportunities for students to network, develop leadership skills, and to
pursue social, recreational and career interests.cipatton in these organizations allows

students a way to successfully develop critical thinking, ethical/moral development,
communication, diversity, interpersonal skills, leadership, independence, civic engagement,
event management/program developmerd, feetal responsibility.

University Organizations:

FIU and the Division of Student Affairs has given the MMC Campus Life the authority to
establish these policies and procedures governing all councils, clubs and organizations that wish
to be considered Regnized Student Organizations (see section titled Student Organizations
below for definitions) at MMC FIU.

The MMC Campus Life along with the MMC Student Government Association (SGA) provide
the official advisement and recognition for all MMC Governamgl Standing Councils, and their
respective organizations.

The MMC Governing Councils are empowered by MMC SGA to providetdalay oversight
for their student organizations, recognition and allocation of funds. MMC Governing Councils
include:

e Council br Student Organizations (CSQyhich governs all clubs and organizations
such as, but not limited to, academic, art, business, cultural/social, engineering,
health/wellness, honors, graduate students, law, political, religious/spiritual and
service.

e Multi-Faith Council which governs religious groups on campus.

e Residence Hall Associatipwhich governs th residence hall councils for MM&
Biscayne Bay Campus (BBC) campuses.
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The MMC Standing Councils are empowered by SGA to provide programming fontstade
FIU. The MMC Standing Councils include:

Graduate Student Association

Homecoming

Black Student Union

Panther Rage*

« Student Programming Council*

* Denotes that these groups have a respective standing council at BBC.

All MMC Governing Councils and MMC Standing Councils must abide by the policies outlined
in this document and any applicable law.

The Role of MMC Campus Life:
MMC Campus Life is committed to providing support and assistance to all Recognized Student
Organizations. Thenission of MMC Campus Life is:

The Department of Campus Life aspires to engage students in holistic learning by instilling
diversity, leadership and personal development through its programs and services. By educating
and mentoring studesit Campus Life seeks to provide our students an opportunity to make
meaningful connections and become leaders in a global community.

MMC Campus Life is located in the Graham Center 2240. The phone number3482%38.

Below is a list of the staff ithe office.
e Director of Campus Life
e Associate Director, Campus Life/Homecoming Advisor/Advisor for Sorority and
Fraternity Life
e Assistant Director, Campus Life/SGA Advisor
Assistant Director, Campus Life/CSO/GSA Advisor
e Coordinator, Campus Life/SP&dvisor

Student Organizations:

A student organization at the MMC is an association created by FIU students for any educational
purpose that supports the mission and goals of the University set forth by the FIU mission and
vision. The studerdrganizations serve as a medium for student development, focused on the
areas outlined under the section titled Purpose

Any student group wishing to take advantage of the privileges granted by MMC FIU must
register with the MMC Campus Life. (See secsititied Registration Process and Campus
Privileges below for details.) There are many kinds of student groups. Only those which have
been recognized are considered Student Organizations and which are eligible to receive the
benefits offered by FIU. Soarof the Student Organizations include:

Council for Student Organizatiod8
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New Student Organizationslhese are new groups seeking recognition for the first time.

Re Established Student OrganizatioriBhese are groups which had previously been
recognized but allowed their recognitito lapse for at least one semester without completing the
annual registration process.

Established Student OrganizatioriBhese organizations are intended to promote growth
and unity, recognizing the contributions that the established student otgansizaing to the
University. Healthy established student organizations actively recruit new members and seek to
ensure that the organization outlasts the individuals who founded it. Such growth and expansion
not only benefit the student organization blso the individual members with the organization.
These organizations register on an annual basis and have not allowed their registration to lapse.

Fraternities and SororitiesThe Office of Sorority and Fraternity Life recognizes social
sororities n conjunction with the Interfraternity CoundtanHellenic Council, National Pan
Hellenic Council or the Multicultural Greek Council. Most social sororities and fraternities are
single sex organizations. While social sororities and fraternities maliswoiminate on the
basis of age, color, creed, and handicap, inters/national origin, race, religion or sexual
orientation, FIU policy and Title IX permit their selection of members on the basis of sex.

Honor Societies These groups should encouragd &onor superior scholarship, service
and leadership achievement. It is strongly recommended that societies are affiliated with a
national sanctioning organization, such as the Association for Honor Societies, or that they have
been approved and sponsiwy a FIU academic department or college.

Service Organizations These groups should compl ement
research, teaching and service. Groups should work with the Center for Leadership and Service
(CLS) in order to find projectand to register service hours. Service Organizations will be asked
to provide official documentation for all service projects performed throughout the year.

Political Student OrganizationsTo be considered Political Student Organizations, the
political groups must be recognized through the registration process. The registration process is
slightly different for this group because their existence is solely for the duration of a political
campaign. These groups are created for the purpose of supmaritigates who are seeking
elected office in the areas of federal, state and local. Political Student Organizations are only
allowed for the duration of the campaign. TWBIC Campus Life will deactivate Privileges
given to the Political Student Organimat immediately following the election. This definition
excludes groups that are political in nature but do not support one specific candidates election
(e.g., College Republicans, College Democrats).

Registration for Recognition:

Registration is a mea by which student organizations obtain Campus Privileges when specific
requirements are met. Recognition does not imply either University approval or disapproval of
the student organizationds pur poseureméntsnct i on
must be met in order to obtain Campus Privileges. Each organization must register annually to
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maintain recognition and attendant Campus Privileges. The annual registration period begins at
the end of the spring semester, continues throughuthener and concludes during the
beginning of the fall semester on a date determined by MMC Campus Life and CSO.

If a student organization registers and is recognized for the spring semester, the recognition
period runs from the first day of student oregmn for spring semester through the last day of
the last summer term for that year. Any recognition expires on the last day of the last summer
term unless the student organizatiosfiles for the fall semester. If recognition expires, all
Campus Priviégges are forfeited. This may include, but is not limited to, cancellation of
reservations in the Graham Center and loss of funding from the MMC CSO.

The Registration Process:

All student organization wishing to be recognized must meet the minimum megui® for the
composition of the student organization (see subsection titled Student Organization
Composition), submit the completed annual registration paperwork within the due date
established by MMC Campus Life, and be recognized by MMC Campus Lifielsi@ CSO.
Annual registration paperwork includes, but is not limited to, organization name, statement of
purpose, name and contact information for the above listed positions. All Recognized Student
Organizations must also maintain a current roster of mesttheough thédrgSyncclub
management system. Student Organization Presidents must also attend Orientation for student
organizations. All Student Organizations must adhere to the Student Code of Conduct (see
section titled Responsibilities below) and bggble law.

The annual registration process is slightly different for New Student Organization, Re
Established Student Organizations, and Political Student Organizations. New-and Re
Established Student Organizations must complete a New Student Organization Registrati
Form along with atten@rgSynctraining if the group does not have a member that has been
previously trained. This group must also complete all other registration requirements. Political
Student Organizations must complete registration as outlined adbhbde® not need to provide a
constitution.

Student Organization Composition To be recognized, any type of Student Organization (e.g.,
New, ReEstablished, or Established) must have the following:

1. At least ten (10) members

2. A president, treasureard CSO representative (@f whom must be MMC FIU students by
taking at least fifty percent (50%) of credits at MMC). (See subsection titled Student Leader
for requirements for the role.)

3. An approved constitution (which must not be more than four (4syadrfor an Established

Student Organization)

Bylaws with a provision relating to FIU Hazing Policy (see Student Code of Conduct 6(i))

A full-time staff/faculty advisor from MMC

Fifty-one percent (51%) of membership for the organization must be stfidentdhe MMC

campus

o gk
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Student Leader

All students holding leadership positions within the MMC Campus Life mestt the
requirements of the MMCampus Life. Student leaders are those students holding executive
board/cabinet positions within SGA and arytlee governing or standing councils as well as all
councils recognized by the Office of Sorority and Fraternity Life. These requirements are also
apply to any student organization presidents.

Each semester, all student leaders must maintain 9 cred# fundergraduate) or 6 credit hours
(graduate) at FIU. All student leaders must maintain a cumulative GPA of 2.5. Any student
leaders earning a 22049 GPA will immediately be placed on probation. The student must meet
with their MMC Campus Life adva to develop an academic plan for that semester to bring
their GPA to the appropriate level. All student leaders that fall below a 2.0 GPA will be
immediately removed from their leadership position.

Campus Privileges

Campus Privileges include thellbwing unless a recognized student organization is granted
fewer privileges:

Privileges Available to All Recognized Student Organizations Unless Otherwise Noted Below
A Use of the University facilities (e.g., Graham Center, certain academic buildings,
grounds, services)Note that some of these facilities may have fees for use. Ability to
reserve space and tables on campus
A Opportunity to apply for University funding through the MMC CSKote that New and
ReEstablished Student Organizations are alleddss funds until they have been
recognized for more thasemester (See subsection below titled Funding.)
Use of resources provided by MMC Campus Life
Inclusion in University publications and directories
Participation in the otfine club management progra@rgSync
Hosting of a web page throu@rgSyncand/or University server and having an
organization email address
On-campus advertising
Participation in MMC student organization fairs
e Opportunities to padicipate in ongoing leadership development programming

Notethat Political Student Organizations may only use University facilities described in the first
bullet because of their limited duration. Further, Unregistered Student Groups that have
provided the required information described below may only use University facilities outlined in
the first bullet above.
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Funding

Each year CSO receives funding from the MMC SGA. The CSO, in addition to recognition,
provides this funding for allocations to Remized Student Organizations. The CSO maintains

a points system to determine funding allocated for each Recognized Student Organization. CSO
established the point system and maintains all records. However, all Recognized Student
Organizations must subia budget each semester to the CSO to be considered for and maintain
their funding level. New Student Organizations aneER&ablished Student Organizations
receiveset amount obasicfunding for the first semester. Throughout the semester, they can

earn points towards future funding. Funding is allocated on a sertestemester basis. For
example, funding for an Established Student Organization returning in the one semester is based
on the points achieved in the previous semester.

Please note
Fall funding willNOT carry over to the Spring semestédditionally,Sgring funding willNOT
carry over to the following Fall because of the requirement to annually register for recognition.

All Recognized Student Organizations seeking funding are required to comply with applicable
deadlines determined by the Activities & Services Business Office to be considered for funding
for that fiscal year. The CSO maintains all information and recegirding the points system.

The A & S Business Office provides support for Recognized Student Organizations in all
paperwork processing including, but not limited to, Files for Funds and travel funding. All
policies and procedures of the A & S Businesgeffmust be followed in order for Recognized
Student Organizations to use their SGA funding. The policies can be found on the Campus Life
website atvww.fiu.edu/~camplifeor on the A & S Business Office (ASBO) hate at
www.fiu.edu/~asbo

Unregistered Student Groups

Unregistered Student Groups are those who have not been granted recognition after having gone
through the registration process or have not undertaken thgnrgon registration process. FIU
acknowledges, but does not support or endorse, Unregistered Student Groups. FIU recognizes
the right of students to associate in order to express commonly shared viewpoints. Some student
groups may desire this level dhssification because of the minimal amount of requirements.

Unregistered Student Groups must still abide by the policies of FIU (see more detail below in the
section titled Responsibilities) and applicable law. To have the ability to use Univacslityel

(as described in the first bullet in the Campus Privileges above), an Unregistered Student Group
must provide the MMC Campus Life and CSO with the organization name, statement of purpose,
the name of a student member serving as the contact pargbname of a fulime staff/faculty
advisor. Each year, an Unregistered Student Group must provide this information to the MMC
Office of Campus Life by the due date established by MMC Campus Life.
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Responsibilities

With the granting of benefits or privileges, there come attendant responsibilities. The same is
true for Recognized Student Organizations and Unregistered Student Groups. For some
Recognized Student Organizations to continue to operate at the FIU, ukeghide by the

policies of their national organization. For example, the Office of Sorority and Fraternity Life
require that they adhere to the policies and regulations of their Inter/National office, the Office of
Sorority and Fraternity Life as welsdheir governing council in order to remain a recognized
group in good standing with the University.

All Recognized Student Organizations and Unregistered Student Groups must also abide by
applicable law as well as obey and ensure that their membershabEIU Student Code of
Standards (the Code). While it is important to abide by all the standards included in the Code,

there are some that apply more particularly to Recognized Student Organizations and
Unregistered Student Groups. These include:

Alcohol (Code 6(a))

Drugs (6(d))

Hazing (6(i))

Sexual Misconduct (6(n))

Weapons, Firearms, Explosives (6(s))

On-Campus Housing (University Housing and Greek Houiség)ditional Offenses
(6(1))

I Student and Greek Organizations/Clubs Additional Offenses (6(u))

—( — — — — —(

Failure to comply may result in discipline as described in the Code and sanctions, such as loss of
Privileges.
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