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Creating Your Own Student Organization
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Student Association Recognition Procedure Checklist
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Responsibilities & Requirements

Constitution, Mission Statement & Bylaws

/ 1 D 2 iR 6 : 12 1
, a7 / /1 / 2 / / All documents
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Changes in Officers
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Updating Information

> .,/ , 1 y ) /1 1
1 1 /1 /  / 1 * 9 6 , ,
9 - , ) / 1 1
* / 6 / ) 2 / 1 1 )
, / 17 7/ Failure to update officer forms will result in
suspension.

Changes in Organization’s Name
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Greek Organizations Requesting Recognition
* / E 6 / , 1 >/ first
) from an appropriate Greek Council.

New Member Education Program (Greek Organizations)
>/ , / 21 6 6
y s 2 11 /




Meetings
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Organization Constitutions

MODEL CONSTITUTION or BYLAWS
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CONSTITUTION (or BYLAWS) OF...
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Article I — Name
41 , 1 1 GGGGGGGGGGGGGE2 1 , , GGGGGGGGGGGGGGGE
i+ / 1/ s A
Article II — Purpose
41 , 1 1
i+ / / !/ / , 1 , 1 A
Article III — Membership
* H L / ] -
i+ / 1/ 1/ , 1 1 1 /1, 41
1/ E.*/ )2 2/ 41/ / 1 , 11
2 2 2 2 /1) / /
9 , / 6 2 1
* / D 7 / 1 1 1 ’ A
= ) 1 20 1 ¢ -) /i
i+ / 1 6 1 /1 / /) 1
2/ > 1 / / 21
2 2 / / /) A
# 41 , 1 /



o /

[EEN

/1

Article IV — Officers and Committees
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Article V — Meetings
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Article VII — Advisor
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Funding



You must receive a receipt when your organization turns in a budget request.

(**Note** The office manager or S.A. Treasurer will issue O 1 1) 1
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Who is Eligible For Funding?

e O religious >,
e O 1 ' 1 political parties 1 1/ ,
/ / / >,
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Budget Rules
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Student organizations that violate this budget guide will have their
S.A. accounts frozen until the matter is resolved.
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Preparing Your Annual Budget

1 2nd Monday of October between the hours of 8:00am and 3:30pm
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, 1 / , 1/ / 4 A
Turn your budget request in to one of the following:
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You will receive receipt for turning in your budget request. (The S.A. will also keep a copy for our
records)
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TO BE ACCEPTED, ALL BUDGETS MUST BE PRODUCED USING MICROSOFT EXCEL!
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Policies to be aware of

University Audit Policy
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Conference Policy
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Equipment Policy

1) 6 t, 6 /1 /) , 11
, 1 (i 1 QA O 1 + -)
16 /1 1 /) 1/
41 /) , 8 / 1) 1 6
1 * /N 1
$ / 2 6 , / 1
/ ) K% * 6 /1 Purchase Order Requisition {
33/ 1 O+—*// 7 1 O+—. / )/
7 $ 9 1 2 ) 1) /1 1/ ) K %%
9 / 1 /1 1 /1 1 .
(6 :
Contract Policy
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Supplemental Funding
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Fundraising
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All generated income shall be considered activity fee money, if the organization is funded
wholly or in part by the S.A and deposited in the organization’s cost center.
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**NOTE** It is very important that your organization practices fiscal responsibility. Having a
positive balance is not always a good thing, and having a deficit is very bad. It is best that the
organization plans well and try to end up as “close to zero as possible.



Campus Security Fund
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Key Points to Remember:
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Other Useful Info and Tips

When an SA recognized but not funded group
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b 1 b
, / /
Unpaid Bills
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, 1 1, 1
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1 9
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+, 1 // 1 1
1 6 1
+ 1 9 // 2 1/1
) 1
+l ) ”/ /
41 , 2, 2 ,
) ll/ / 1
+ 1 i 1 ,
1 9 * / 1

>/

) ) /1 ) 2 /1 )
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P 41 1 ) / /
P > / / 1
, 2/ 1/
P O ) /
/ 1 ,

All individuals or organizations who owe money to the university for over 120 days will be

placed on the HOT LIST and held liable for all expenses or debts incurred.

All individuals that are placed on the hot List will be restricted from holding, Co-sponsoring,

and hosting any event.

F1 / / 2 ) )
1 ) 1 +,
6 2 + , 1
* 1 1 , ,
’ / 2 1 / ’
B / , /1 1
6 2 /
F1 1% /
, 2 /1 2 1
1 /
DOCUMENT, DOCUMENT, DOCUMENT!!!!!!
* / 1 1 1
/ 41 1 1 =
Contact Information

S.A. Treasurer- (815) 753-0486 Office
Office: CLB 180H

S.A. Accountant - (815) 753-5204 Office
Office: CLB 190

1)
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Making Reservations

Hallway Tables:
n , : ; 4 )
/1 27 2 F 1 5
(6 $ + 7 /11 D2 # & @ /1 A
$ 1 588 8 ) ) 8, § 91
E ) 1, % 41 6
# 0+ 1 / ) 2 , 1/ /1
NOTE:
~1/1 6 5 working days ,
~Nothing is confirmed 1 *) D 1 6 ,
~ See attached form for more details.
Rooms:
) VA 2/ C ) 27 1% 2=/" 2
() F 1, 5
" P41 3% P 5%%
$ %% P %%
F 21 %% P %%
D 1
(6 ., C C ) $ +7 11 B # & 0
/1 A $ 1 58 8 ) ) 8, § 91
C , %
# 0+ 1 / ) 2 , 1/ /1
NOTE:
~( 6 5 working days 1 y )
~* 6 10 working days 1 ;)
R. 1/ 6 6  your organizations cost center number
or account number . 1) 1 1 )

~ See attached form for more details.

Smart Classrooms:

/ 1) ) 6 ) , > 6
, / 1, 5

(6 , C C ) $ 2 7/ 1 6 : : )
6 $  / F 7 70 We? # & 0 /1A
15 8 Y) 8 8 91




: : D *//
/) 2, *// /)
& D) 6 17 / ,
+) ) 1 7)) : , 1 / 41 ) 2
) O i1 , 1 A
, 1 / 1 , , 1 7/ , 1 /1
1 2/ / 1 , 1) 1 1 /
> , 6 1 /
NOTE:
R C 6 5 working days 1 )
~* 6 10 working days 1 )
R- , 5%Y%
Outdoor Facilities:
" B 21 F ./ ) ) $
1 5
v (6 , $/ $ +7 ,, /1 8?7 # & 0
/1 A 1 588 § ) ) 8, § 91
E ) 1, %
# 0+ 1 / ) 2 , 1/ /1
O 415
R $/ 6 ,  April 1 — October 31 only
R(CE6 3 weeks 1 , )
R* , / 1 = BF~ : 0] 5%Y%
R. 1/ ) , Ot—, / 6  your group’s cost center
number or account number . 1) 1 1
)
~ See attached form for more details.
Tables in MLLK Commons:
> / , /1 ) . 1 = B
1 1 ,* 1 1/ 0] 1
/1 1 1/1
, 1. 7)
4 : " B 2/ (6 $ %8
t+7 11/ 1 6 , 41 C ) : E o/
6 * 6 1 6
41 A I , 1 /7 E o/ 6
1 / 1, : )/ : 1 1 1 1 )
1 : /1 6 1/ / 41 6 1
1 / , 1) )/ 1



9 / ), /1 1 ) 1

/1 : : 1
41 / / 1 9/

Common Reservation Questions

Q What about reserving rooms at Holmes Student Center?
A. / E Wl 0?7 #O?88A,

Q. Can we reserve ANY room on campus?

A, * 1) ,
C _C ) $ 28 /1 A41 C )
// 6 8 )

an we reserve 2 tables in DuSable, (or Wirtz or Cole)?
2 / ) 1 1

Q.C

A. O

Q. Where do we get our cost center number or account number?

A. $ 1 21 *// 0] 1 *//
1 **//

Q Can we use Campus Life Building Room 1007?
A, 6 , 1 2 /1/ 1
7 / ] / +, 1 ) 2 1 6

/1
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Hallway Requisition Form
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Hallway Requisition Form
t) ) 1 7) : 2 ( %

Organization

Date(s) Needed (must be at least 5 working days from date submitted)

Building Requested (DuSable, Wirtz, and/or Cole)

Start Time [End Time

Applicant’s Name \Applicant’s Phone (local preferred)

Nature of Event (if selling items, specifically list them)

Where items were purchased:

Name Address

Reason for sale

*) 21 7
+) ) L 1 7) 7
RULES AND REGULATIONS:
) 9 )
) 2 /1 1
0 1 )/ /1 0,
9 / 1 A O / ) ., 1 )/
1 1
# 41 ([ N 1 must be from the department or SA recognized organization listed above
Space may not be used to “front” an outside commercial vendor (commercial vendors cannot sell the
product).
& . !/ / &31 ) /
CANNOT CHANGE SALEITEMS 1 / / o/
! /1 ) $ 9 /7 o/
? * , / /1 0 !/, /A v
> /D 7
- / ?# & 1 /1 1 0A
cleleeieieicieieleieleieie]eleieieleieleieieieleieleieieieieleieieieleieleieieieieleieleieleieieieieleieleieleieleeleieieleieleielelele;
1 / -
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Request for Room Reservations
Student Involvement and Leadership Development
Campus Life Building, Room 150

Organization ‘

IApplicant’s Name ‘ }Applicant’s Phone (ocal preferred)
Date(s) Requested |

Start Time ‘ End Time ‘

Building Requested (Cole, DuSable, Faraday Hall, McMurray, Reavis, or Wirtz) |

Room Requested ‘

Purpose For Room ‘

Number of People Expected

Equipment or Technical Services Needed []Yes [ 1 No

Description of Equipment or Technical Services Needed \

Organization’s Account Number \

) 1 7) /1 , 1/
1, b
= 1 141 35& P %%
$ %% P 5%%
%% P 5%%
i, /1 11 2 /) ) >
6 , / ( / , 0o >
1
C 6 1 )
* 6 s 1 Yy 4
+) ) 1 7) ( ) 1 11 6
/ 1 > 1 / /

***PLEASE NOTE: THIS IS ONLY A REQUEST.***

Organizations are responsible for leaving rooms in their original set up before leaving their meetings.

* /D 7

Smart rooms and smart room technology can be scheduled with an account number and memo
from advisor stating his/her attendance at the meeting.

/
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Guidelines for Use of General Purpose Smart Classrooms

By Formal SA Recognized Student Organizations

* 6 )
/ 41 / / /1
1 1/ / 1 1
1 ) / * / 1
/ .1 1 ) 1 * 7 /7 ., (
/1 1 =/.) « /. 41 )y /
>/ D 1 )
t) ) 1 7) >
* D) 6 17 /
£) ) 1 7) * 1 /
/ ¢/ 11 D oA 1 ) 1 ) 0D
, 1 A :
/ 1 , .1/ 1N 1
/ 1 1) 1 1 /
41 ) / 1 , 6 1
D/ / )
', / 6 )1 / 1 6
) 1 1 81 1
9 / 1 , /1 6 41 D
/1 C) / 1 1
1 6
41 , /
1/ , , / 41 /
1 1/ / , 6 .1 6
/ , 11 ,./7 t) )
7) 2 >
* 1 21 )1 8
) 1 1 ) p1 A
) 1 , 6 -,/ . N
599 * 6 2
9 1 1 /1 6 / )
21 / 1 1 o1
1 Yy 2 29 )y / )
11 1 1) / / ., /1

/

- 1=/ .y , C /. 27) ,*/ /L * #
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D
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1 1
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) 1
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1
// , 41
1 // /) ,
LF , 1
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1) 1L
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, )/ ) 2 9 /
w1 /1 0O=>41 .*1
/ D1) ¢ 1
) 1/ / ) , 1
1 // , )/ 41 1) /
P1 1/ /
1 //
1/ , , /
y 1) 1 1 1 // P
/11 / 1
/ , 1 / 1
1 6 , 1/ Nn 1 )/ 1
1) ) 1 / + 1 6
1) 1 1 /1 1
) 1 / 1, / 1 )/ )
1 1 /
// < 1 , 1
/) 41 8/
// /) 0O 4 *,
/) , 0 / @,/
1 1 D // ) 2
2 +71 /1/ 1 1
6 , 1
1, - 1 // /)
Y/ [/, 1 21,
L1/ 1) 1 1
o/ 1, /! /
1
/ 5> /5
|:
« -
)/
3 ? #3#3

Request for Outdoor Facilities

/1 )/ ) 11 ¢



REQUEST FOR OUTDOOR FACILITIES (April 1 through October 31 only)
O+— +) ) L 1 7)
) 2 %

Location Requested
(MLK Commons, East Lagoon, West Lagoon,
Oderkirk Property, and/or West Central Park)

Date of Event

Setup Time Tear Down Time

Name of Organization

Name of Applicant Phone

Name of Faculty Advisor Phone

University Account Number (required for department services)

Purpose of Event

/ 6 /D WA 1 [] Electricity
6 There may be charges for ] 4 1/
these services (/1 / 1 A5 []
L] 4 /1 / )/
] 10 /,A
* 1) 03$+(1 fa large fire built outdoors, as for signaling or in celebration ) ,
1 ) ; Yes/No
o1 , , 1 , 7B 1 %W 1&* 2
1) * 1 ) 2, 1 ) 1,7
t) ) 1.7) 1)
> /D 7
GGGGGGGGEEGGEEGEEEEEEGEEEEEEGEEEEEEEEEEEEEEEEEEEEEE cleleicieleieicicieicieleieiecieleielelele;
$/7  *) 7
Please read reverse side for procedures for reserving outdoor facilities.
" # $% &
o/
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Northern Illinois University
Student Involvement and Leadership Development

PROCEDURES FOR STUDENT ORGANIZATIONS
FOR OUTDOOR FACILITIES

c6 $/ 1 +7C ) 1 f#h 1
1 )  RESERVATIONS FOR OUTDOOR FACILITIES ARE MADE FROM APRIL 1
THROUGH OCTOBER 31 ONLY . ) . /2, )
) 6 )y ,/ / 6 2, /1 6
/ 6 21,/ ] ) @, 6 A / (6
/1 1/1 1 ) 0 2E 2/ 14/1 /
Y/ A , .1 ) 41, / 0 %A
1)
o ,/ 17/ , ) t) ) 1
7) 2 &1 ., 1) / :
g - )y 1 1 $
59%%
A / / ¢/ 11 ) @ 2 2/ /A
1 2 . 1) / /
4 .,/ , ! , 1 ) /1 21 1 5
* / 1 / , / /
* / 1 / ) 1)
/ / 1 / 1 , 1)
L1 / ) o1 1)
O, 1-) /1, / ) ,
/
41 - ) ./ , . /) 1 1
A /017, C/ 8
+) ) 1 7) 6 1/ / =) /
/ 7 1) /171 1, 2, / )/

FAILURE TO ADHERE TO THIS POLICY MAY RESULT IN
THE LOSS OF PRIVILEGES AND/OR SERVICES

#%



Holmes Student Center Student Event Rules

6 1 , B A
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HSC Large Room Request Form
0 2 C 2 2( / L7) A

THIS IS NOT AN OFFICIAL CONTRACT

Organization Name Account # Today’s Date
Contact Name Contact Phone # Contact E-Mail
Event Name Preferred Date(s)

Time(s) Needed Preferred Date(s)

Room to be booked. (Room requests cannot be guaranteed).

Nature of Event (Circle One) Est. Attendance

Formal Dance Fashion show

Informal dance Comedy show Are you advertising off campus?

Musical performance Talent Show

Lockout (Huskies Den) Step Show > 0]

Other

STEP 11. Advisory Approval STEP III. Student Involvement & Leadership
Approval

Advisor approval signature SILD Office approval signature

STEP 1V. Ticket Sales Approval
Are you charging admission? > 0]

Will tickets be sold and wristbands issued by CAB Box Office at this event? Yes  No

(If no, group must meet with Norm Jenkins, Assistant Director of HSC to discuss ticket sales & wristband
usage for event.)

[ ] s o o AE 1 L/ 10 S



STEP V. Audio Visual & Music Approval

e F / 1 ) ; Yes No

e F1 ) /1 01 ¢/ L A, )
HSC EPS (Event Production Services)  Other

e F 6 1 1 ; Yes No
t, 2 / 5

cicleieicleieicieieicleieicleieicleiciclclcielcleieicleielcleieicleieicleieicieiciciecleieclcleiclclcielcleielelele
GGGGGGGGGGGGEGGGEEGEEEGEEGEEEEEGEEEEEGEEEEEEEEEEEEEGEEGEEGEE
GGGGGGGGGGGGEGGGEEGGEEEGEEGEEGEEGEEEEEGEEEEEEEEEEEEEEEEGEEGEEE

AV Needs:

1 7 [ 1=/ [ 1=7 [ *=anl_]

Note: all events using amplified sound must be coordinated with HSC Audio Visual Department at
least 2 weeks prior to event. Call HSC AV @ 753-1387

STEP V. Police Approval

Police Comments

This request WILL BE CANCELLED ON
if you do not complete all steps and
return this form to the Holmes Student Center General

Office a minimum of three weeks prior to the event.

NOTE: This process will take 4-6 weeks to complete.

H
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HSC Student Meeting Room Food Options

Monday thru Friday 7:00 AM - 5:00 PM

Monday thru Friday after 5:00 PM & on weekends in the following rooms only:

° /
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. %%
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Options (only for students)
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Introduction
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Resources available to advisors and student organizations:
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How the Advisor can assist the organization:
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e Maintenance functions:
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e Group growth function:
41 ) / ) 1 w!)
/17) 1/ 5 /1
, 12/ /1 1,/ 1 / ,
/77 ) , M
C ) 1)
, ! 2 )

e Program content function:
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e Networking Opportunities:
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Responsibilities to the Student Organization:

e The advisor should assist the group in developing realistic goals for the academic year.

41 / 1 / ) , 1 ) )
41 ) /) 2 )/ / !/ / / /
e The advisor should be aware of all plans and activities of the group and inform the
group that institutional policies may affect these plans. 41 ) 1 1 1
o/ 1 / 21 1 / 21 1 9 2
1 /1 , , /1 2 ) 2 9/ /
e The advisor should discourage dominance of the group by any one individual and
should encourage quieter students to take initiative. | / 1 1
, 1 / 41 / 1
/ 1 ) 41 ) /1 ) / /17 /
11 1 1
e The advisor may need to refer students to counseling. + ) 2 / 1
1 7 21 ) / 1 41
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e The advisor should provide continuity within the group and should be familiar with the
group's history and constitution. * 1 ) 11
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e The advisor should offer ideas for projects and events. 41 ) , 181
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Responsibilities to Individual Group Members:

e The advisor should help the students find a balance between their academics and their
co-curricular activities. , 1) 1 / “ 1/ 1
" ) 9 1 ) 1 /1/ 41 ) 1 6
1/ /

® The advisor should encourage each individual to participate in and plan group events.

, 1/ , W) / ,
/ ) 1) 8 1 /
1 ) , 1 ) )
e The advisor should encourage students to accept responsibility for specific roles within
the group. 41 ) 1 1 1 1 / ,1 $ o/
/ 2 /1 1 , ) // ,
1 /,/

Responsibilities to the University:

® The advisor should work with the group, but not direct its activities. > 1 1 1
) / 21 ) 1 11
1 1 * 21 )
1 , / 1) // 41

® QOccasionally, an advisor can help an organization during an emergency. > 1 11
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Jeanne Clery Disclosure of Campus Security Policy and Campus
Crime Statistics Act

41 Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act?
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Northern Illinois University On-Campus Social Event Policy
& Standard Operating Procedures
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Policy and Procedures for Addressing Violations Committed by
University Registered and/or Recognized Student Organizations
including Greek Letter Organizations
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Definition of an Organization’s Activity and when the Organization
is Considered Responsible
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Greek Affairs Social Events Policy and Procedures
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Greek Life Event Registration Form
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Names of Sober Monitors (at least 1 executive board member is required to be the non-
drinking representative for the event, please designate with an asterisk below):
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Rules and Regulations for Greek Row Security Task Force
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Parks and Outdoor Recreation Facilities Policy

Student Policies
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Policies for Non-Student Organizations
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FAILURE TO ADHERE TO THIS POLICY WILL RESULT IN THE LOSS OF
PRIVILEGES AND/OR SERVICES



READING DAY FACILITY USE POLICY
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Campus Life Building
Banner Policy
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Hanging of Banners
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Poster Policy and Chalk Policy
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indiscriminately leaving approved poster(s) on
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or flyer approval. * ) 1
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e If for any reason poster privileges have been lost or revoked, this also applies to the
organization’s privilege to chalk sidewalks, use display cases, etc.
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e Other ways of informing the student body and exercising free speech without posting:.

Free speech area (MLK Mall Area)

Reserve hallway space in classroom buildings and Holmes Student Center
Electronic message board
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Display Window Rules
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attaching materials to windows or to the window casing. A $10 charge will be
assessed to organizations that use a tape other than masking!!!

7 2 , 1 , 2 1 , 1



?28&



Display Case Policy

/ . /1 1 /
/ / /1
41 , / )
41 1 1 8 1 1 1
) 1 / )
) ) L 1 / /
41 / : < 2) <
* ./ /1 0 /, /A ) .
* 1 / b ) , 1
) / 2 1/1 ) ) 1/1 2
)
/ / y / ,1 1
+) ) 1 7) 1/ |
41 / 1 / ,
1 1 /1 / , 1 /
1 , /1 ) t) ) 1
7 ) ’ 2 ] 1 ] )
1 // 1 41 9 , 9 :
GGGGGGEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE dededddddddddddede
7
dedddddddddddddddddddddddddddddddee dedddddddddddddddddddddddddddddddedee
7 8 (6 4 7

GGGGGGGGGGEEEGEEGGGGGEEEEEEEEGGGGGEEEEEEEEGGEGEEEEEEEEGGGGEEEEEEEEGGGEEEEEEEEEEGGEE
, (6 .1

GGGGGGGGGGGEGGGEGGEEGGEEEGGEEGGEEGEEEEGEEEEEEEEEEEGEEEEGEEEEEEEEEEEEEEEEEEEGEEEGGEE
t) ) 1.7) * )

GGGGGGGGGGGEGGEGEGEGEEEEGEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE



Holmes Student Center

Table Tent Policy
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Holmes Student Center Hallway Posting
“All Campus” Activities
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Holmes Student Center

Art Display Policy
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Policy Statement:
Solicitation — Free Speech Area
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Vehicle on Mall Policy
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Student Involvement and Leadership Development
Guidelines for the Preparation and Handling of Food
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Raffle Tickets Policy
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Rules and Regulations
Governing Commercial Advertising/Sponsorships
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Bonfire Policy
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Fireworks
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Bomb Threat Recommendations
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