
Statement of Involvement
As a student progresses through their college careers, they participate in a variety of

experiences in and out of the classroom. Experts have consistently estimated that 70%
of a student's time is spent in activities outside the classroom. This involvement includes

work, independent study, intercollegiate and intramural athletics, student clubs and
organizations, study abroad, and living-learning programs.
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Aside from the super vis ion
exercised through the Office of
S t uden t  A f fa i r s  ove r  t he
Residence Hall Association, the
Student Activities Association,
t h e  S t u d e n t  G o ve r n m e n t
Association, and certain other
social and cultural activities
conducted on the campus of
S t e p h e n  F.  A u s t i n  S t a t e
Un i ve r s i t y,  t he  Un i ve r s i t y
recognizes registered student
organizations as independent
e n t i t i e s  a nd  a s s ume s  n o
responsibility for their programs
o r  a c t i v i t i e s .  S o m e
o rgan i za t i o n s ,  i f  c l o s e l y
connected with the activities of
academic departments of the
institution may, in some cases,
rece i ve  spec ia l  he lp  and
s u p e r v i s i o n  f r o m  t h o s e
departments.

 University employees should
not serve as officers within a
student organization, other than
fulfilling the role of advisor. No
employee of the University has
the authority to open a bank
account in the name of or for
the benefi t  of  any student
organization nor should any
employee be included as an
allowable signatory on any off-
campus bank account of any
student organization.

Wh i l e  Leve l  Two  s t uden t
organizations may use the name
of the University as a part of
their name, the name of the
Un i ve r s i t y,  i n c l ud i ng  any
abbreviations, may not be used
within the name or description
of  any off-campus banking
account established and/or

maintained by any student
organization.

Responsibil ity for any views
expressed in a meet ing or
a c t i v i t y  o f  a  s t u d e n t
organization is solely that of
the individuals concerned and
the University is not to be held
to approve or disapprove such
views, whatever their nature.
T h e  U n i ve r s i t y  i s  t o  b e
concerned exclusively with the
discharge of  its educational
obligation and to facilitate free
discussion of all points of view
to the extent constitutionally
guaranteed.

Student Activities advances the mission of
Stephen F. Austin State University and the
Office of Student Affairs by encouraging
student involvement in the university community.
 These opportunities for involvement are
purposefully designed to improve the quality
of community life and promote the
development of responsible citizens and
leaders.

Our Mission

Relationship Between The University And Student Organizations
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L ev e l s  a n d  C l a s s i f i c a t i o n  o f
Re g i s t e r e d  S t u d e n t  O r g a n i z a t i o n s

Upon completion of the registration requirements and approval by the Director of Student Activities, all
student organizations will be classified in one of the following levels and categories.

Level I:

Any new organization that is less
than a year old or any organization
not wishing to upgrade to a Level II
organization.

Level I privileges and responsibilities
are minimal.

 Level II:

Organizations in existence for more
than twelve consecutive months and
that choose to complete the paper
work to upgrade to a Level II
organization.

Level II privileges and responsibilities
are substantial.

Level III:

Organizations that have been
designated by the University
President as being part of the
University.  Only three exist:  Student
Government Association, Student
Activities Association and Residence
Hall Association.

Depending on the scope and mission of the organization:

Academic & Professional organizations help students pursue interests and career
development related to an academic major.

Cultural  organizations share heritage and ethnicity through a
wide range of activities including festivals, concerts,
and lectures while promoting diversity on campus.

Religious   organizations focus on opportunities for spiritual
growth and social interaction.

Service  organizations provide service-learning opportunities
within the local community, advocate particular social
issues, and strive to educate the community.

 Sorority & Fraternity Life organizations provide life-long opportunities for
leadership, service, academic achievement, and social
involvement.

Special Interest  organizations include political groups, book clubs,
animation societies and much more.

Sports Clubs organizations help students pursue interests in a
specific sport, and often compete with clubs from
other universities.

C l a s s i f i c a t i o n s

L ev e l s
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· Eligibility to use University facilities for meetings
as established by University policy.

· Eligibility to promote those activities on campus.

· Eligibility to participate in Freshman Convocation
and other organization fairs sponsored by
Student Activities.

· Eligibility to receive reduced advertising rates
in the Graphic Shop for black and white standard
copies.

· Eligibility to distribute literature, flyers, posters,
banners, and organizational material according
to the university policy.

· Eligibility to receive assistance and advisement
from Student Activities.

· Eligibility to receive awards and honors presented
to University organizations and members.

· Eligibility to be listed in University and Student
Activities publications, including the Student
Organization Guide located on the web.

· Eligibility to participate in University events such
as Welcome Week, Homecoming, etc.

· Eligibility for advisors to receive training and
consultation from the Student Activities.

· Eligibility to have a student organization mailbox
in the Student Organization center.

· Eligibility to apply for funding from the Student
Organization Relief Fund (SORF) through Student
Activities according to established policies and
procedures.

· Eligibility to apply for funding from the Unused
Funds Pool (UFP) through the Student Activities
according to established policies and procedures.

· Eligibility to use free fax service for official
organizational business

· Eligibility to use the name of the University
and/or its symbols as a part of the name of the
organization.

· Eligibility for priority service from the OSA
Graphics Shop for printing and design work.

· Eligibility to use free ticket sales service from
the SFA Ticket Office.

· Eligibility to apply for office and storage space
in the Student Organization Center

B e n e f i t s  a n d  P r i v i l e g e s  o f
Re g i s t e r e d  S t u d e n t  O r g a n i z a t i o n s

Pr iv i l e ges  fo r
Leve l  I  &  I I  O r gan iza t ions

P r iv i l e ges  fo r
Leve l  I I  O r gan iza t ions

ONLY
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Re s p o n s i b i l i t i e s  o f
Re g i s t e r e d  S t u d e n t  O r g a n i z a t i o n s

L e v e l  I  O r g a n i z a t i o n s

Leve l  I I  O r gan iza t ions
· Must register annually with the Student Activities during the

month of September.

· Must respond to University requests in a timely manner.

· Must file a constitution with the Student Activities and report
any constitutional changes as they occur.

· Must have organizational officers who are SFA students enrolled
for 6hrs or more and in good standing with SFA.

· Must have an organization advisor who is full-time SFA faculty
or administrative staff.

· Must remain current on all University accounts.

· Must ensure that all of its meetings and activities are accessible
to people with disabilities.

· Must attend a Basic Training session each Fall Semester to
receive an Organization Handbook and updated information
important to student organizations.

· Organizational membership must be comprised of at least
75% enrolled SFA students.

· Officers and advisors must sign they have read an anti-hazing
agreement annually

.· May have no minors in organization activities unless they are
full time SFA students.

· Must provide proof of affiliation with parent organization as
requested by Student Activities.

· · May not use the name of the University as part of its
organization’s name or on the organizations bank account

· May not have an on campus advisor as a signature on the
organization bank account

· Must adhere to all University Policies and Procedures, purchasing
regulations and the internal operating procedures of the
department of which they are affiliated.

· Must register annually with the Student Activities during
the month of September.  Must register with the Student
Activities in January.

· Must respond to University requests in a timely manner.

· Must file a constitution with the Student Activities annually
and report any constitutional changes as they occur.

· Must have organizational officers who are SFA students
enrolled for 6hrs or more and in good standing with
SFA.

· Enrolled SFA students comprised the organization’s
membership.

· Must have an organization advisor who is full-time SFA
faculty or administrative staff.

· May use the name of the University or any University
symbols as a part of the name of the organization but
may not use the name of the university in its bank account.

· Must remain current on all University accounts.

· Must ensure that all of its meetings and activities are
accessible to people with disabilities.

· Must have successfully completed 12 months as a Level
I organization

· Must attend a Basic Training session each Fall Semester
to receive an Organization Handbook, updated
information important to student organizations, and
SORF applications.

· Officers and advisors must sign they have read an anti-
hazing agreement annually.

· Must provide proof of affiliation with parent organization
as requested by Student Activities.

· May have no minors in organization activities unless they
are full time SFA students.

· May not use the name of the University on the
organizations bank account

· May not have an on campus advisor as a signature on
the organization bank account

· Must adhere to all University Policies and Procedures,
purchasing regulations and the internal operating
procedures of the department of which they are
affiliated.
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A student enrolling in the University assumes an obligation to
conduct him/herself in a manner compatible with the University's
function as an educational institution. To fulfill its functions of
imparting and gaining knowledge, the University retains the
power to maintain order within the University and to exclude
those who are disruptive of the educational process. This code
shall apply to any and all land owned or leased by the University
as well as to any location where a student is engaged in an
officially recognized University activity. Examples of such
coverage include, but are not limited to University teams traveling
to events off campus, classes attending field trips, distance
learning and satellite locations, clinical settings necessary for
academic programs, experimental stations, farms, Pineywoods
Conservation Center and the University Observatory.

Misconduct for which students and student organizations are
subject to discipline falls into the categories below. Where such
conduct also violates federal, state or local law, the student or
student organization may be brought before the appropriate
criminal and/or civil magistrate for adjudication while at the
same time be subject to the disciplinary proceedings of the
University. University proceedings may precede any actions
taken by off-campus authorities. The determinations and any
sanctions resulting from University disciplinary proceedings will
be independent of any off-campus adjudication. The following
list of possible acts is either prohibited by federal, state, or
municipal law or by University rules or regulations.

1.   Hazing

Stephen F. Austin State University is unequivocally opposed
to any activity by an organization or individual(s) within
the organization that is herein defined as hazing. Hazing
is defined as any intentional, knowing or reckless act
occurring on or off campus by one person alone or acting
with others, that endangers the mental or physical health
or safety of a currently-enrolled or prospective student for
the purpose of new member intake, being initiated into,
affiliating with, holding office in, or maintaining membership
in that organization.

Hazing acts include but are not limited to:
a. any type of physical brutality such as whipping, beating,

striking, branding,  electronic shocking, placing a
harmful substance on the body, or similar activity;

b. any type of physical activity such as sleep deprivation,
exposure to the elements, confinement in a small space,
calisthenics or other activity that subjects the student to
an unreasonable risk of harm or that adversely affects
the mental or physical health or safety of the student;

c. any activity involving consumption of a food, liquid,
alcoholic beverage, liquor, drug or substance which
subjects the student to unreasonable risk of harm or that
adversely affects the mental health of the student;

d. any activity that intimidates or threatens the student
with ostracism, that subjects the student to extreme
mental stress, shame or humiliation or that adversely
affects the mental health or dignity of the student or
discourages the student from entering or remaining
registered at the institution, or that may reasonably be
expected to cause a student to leave the organization
or the institution rather than to submit to the acts described
in this policy;

e. any activity that induces, causes, or requires the student
to perform a duty or task, which involves a violation of
the Penal Code.

Any organization and/or any individual involved in any
hazing activity will be subject to both University disciplinary
sanctions and criminal prosecution. An offense is committed
by (a) engaging in hazing; (b) soliciting, encouraging, aiding
or directing another engaging in hazing; (c) intentionally,
recklessly, or knowingly permitting hazing to occur, or (d)
having first-hand knowledge that a specific hazing incident
is being planned or has occurred and failing to report said
knowledge in writing to the Judicial Officer.
It is not a defense to prosecution of an offense that the
person against whom the hazing was directed consented
to or acquiesced in the hazing activity.

Individual penalties relative to criminal prosecution range
from a fine of 2,000 and 180 days in jail for failure to
report a hazing incident to a fine of $10,000 and two
years in jail for an incident which causes the death of a
student. Further, an organization may be penalized with a
fine up to $10,000 or double the expenses due to the
injury, damages or loss.

Penalties relative to University sanctions range from probation
to expulsion for any individual committing an offense.
Student organizations committing an offense may be placed
on University probation and are subject to withdrawal of
University recognition.

Sanctioned Student Organizations
In compliance with state law, any student organization found
responsible of hazing through regular University disciplinary
procedures will be listed for three (3) years in any University
publication containing the hazing policy. The three-year
publication will begin as soon as an organization’'92s name
can be placed in the first available publication containing
the policy. A date in parenthesis following an
organization’'92s name will indicate the last year the
organization’'92s name will be included.

2. Illegal Drugs

It is the policy of Stephen F. Austin State University that any
unlawful manufacture, possession, use or delivery of any
controlled substance or illegal drug is strictly prohibited.
Moreover, it is the policy of the State of Texas and of this
University that this institution will be as free of illegal drugs
as it can possibly be. Therefore, in accordance with state
law and University policy, any student who is determined,

Student Conduct Code
SFA Policy #D-34.1
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through the regular disciplinary procedures of the University,
to have violated this policy will be suspended from the
University for no more than two years and no less than the
remainder of the current semester. At the discretion of the
Vice President for University Affairs, a student suspended
under this policy may, under certain conditions, remain enrolled
at the University on disciplinary probation for the remainder
of the current or subsequent semester, pending in position of
a suspension at a later date.

3. Committing any criminal offense or other unlawful act under
any federal, state, or municipal law, including, but not limited
to: a. arson; b. robbery; c. burglary; d. theft; e. disruptive
activity; f. forgery; g. gambling; h. disorderly conduct; i.
trespassing; j. possession of stolen property; k. unlawful use,
possession, or storage of firearms or unlawful weapons on
University property;
Entering or remaining on campus after withdrawal of consent
to remain on campus; m. refusing to leave a University
building closed to the public; n. possession of drug
paraphernalia.

4. Unauthorized use, possession, or storage of explosives or
ammunition on University property

5. Causing physical or psychological harm, or causing reasonable
apprehension of physical harm, to any person on University
property or at University-sponsored activities. This includes,
but is not limited to, phone harassment, verbal or written
threats, and physical and sexual assaults.

6. Making or causing any false report, warning, or threat of
fire, explosion, or other emergency on University property
or at University-sponsored activities.

7. Interfering with fire, police or emergency service. This also
includes failure to evacuate University facilities or willfully
disregarding any emergency or fire alarm signal.

8. Misusing or damaging fire or safety equipment on University
property.

9. Interfering with normal University or University-sponsored
activities, including, but not limited to, studying, teaching,
research, and University administration. Disruptions in
classrooms or other instructional areas will be seen as
interference with a University activity.

10. Violating the terms of any disciplinary sanction imposed in
accordance with these policies.

11. Furnishing false information to the University.
12. Giving false testimony or other fraudulent evidence at any

University disciplinary proceeding.

13. Unauthorized alteration or use of any University documents
or records.

14. Failing to comply with the directions of a University official,
including University police officers and residence hall staff,
acting in the performance of their duties.

15. Violating any University policy, rule, or regulation. Such
policies, rules, and regulations may include, but not be limited
to, the residence hall contract, as well as those policies, rules,
and regulations relating to the use of University facilities,
handbills and petitions, solicitation, signs, guest speakers, and
parades and demonstrations.

16. Interfering with the freedom of expression of others on

University property or at University-sponsored activities.

17. Advocating, orally or in writing, the conscious and deliberate
violation of any federal, state, or local law. For the purposes
of this section, "advocacy" means preparing the group
addressed for imminent action and steeling it to such action,
as opposed to the abstract espousal of the moral propriety
of a course of action.

18. Damaging, defacing, or destroying the property of others
on University property or at University-sponsored activities.

19. Damaging, defacing, or destroying University property,
including, but not limited to, buildings, statues, monuments,
library and teaching materials, memorials, trees, shrubs,
grasses, and flowers.

20. Wrongful utilization of university goods, services or information
including, but not limited to, unauthorized possession or use
of University keys, security codes, long distance phone access
codes or calling cards, cable service and sale or use of
University property for personal gain.

21. Improper use of student identification card (Policy F-27, ).
This includes allowing use of card by another to obtain services
such as, but not limited to meals, event admission, and library
services.

22. Unauthorized or illegal use of alcoholic beverages (Policy D-
19, ) or products on University property or at University-
sponsored activities, including, but not limited to, intercollegiate
and intramural athletic events on University grounds and
academic and administrative buildings. Housing policies
dictate use of alcohol in residence halls and on-campus
apartments.

Hazing
Treat it like the crime it is.

Pick up the phone...make the call.
SFA

Judicial Office
 468-2703

or
University Police

468-2608
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23. Unauthorized use, possession, or storage of fireworks on
University property.

24. Unauthorized throwing of any object in or from a University
facility.

25. Littering on University property or at University-sponsored
activities.

26. Unauthorized use of University computing equipment, services
or facilities. Such unauthorized usage may include, but not
limited to, improperly accessing or altering academic or
administrative records, and/or information contained in an
instructional or research account, harassment through e-mail,
possession of unauthorized passwords, destruction of hardware
or software, unauthorized copying of software, activities
related to personal for-profit ventures unrelated to the
educational mission of the University or illegal activities such
as copyright infringement (Policy D-42, ) resulting form
unauthorized file sharing.

27. The unauthorized use of the emergency exit doors of the
University shuttle buses. (Use is authorized in an emergency
endangering the life and safety of passengers and driver).

28. Sexual harassment by a student of any member of the

University community as delineated in Human Resources under
"Discrimination Complaints/Sexual Harassment" (Policy E-46,
) and "Discipline and Discharge" (Policy E-11, ) of the SFA
Policy and Procedures section of the SFA Web pages.

29. Selling or distributing course lecture notes, handouts, readers
or other information provided by an instructor, or using them
for any commercial purpose without the express permission
of the instructor.

30. Violating any rule, regulation, or law for which the University
could be penalized including but not limited to fire, safety,
or environmental codes.

31. Disrupting the normal University community living environment
to the extent that the rights and/or safety of others are
denied.

Definitions:  External bank account is an account serviced by a
private bank and not SFASU

All student organizations with external bank accounts shall
comply with the Student Organization Formation and Recognition
Policy (F-14).

It is recommended that each organization maintaining an external
account with any type of financial institution shall conform to
the following provisions:

1. Register the name and account number of external bank
accounts with Student Activities or Intramural Office.

2. Obtain and maintain a taxpayer identification number for
the organization.

3. Ensure that the name on the bank account and check stock
does not contain Stephen F. Austin State University, SFASU,
SFA or other variation that would imply Stephen F. Austin
State University has any control over the bank account.

4. For non-tax-exempt organizations using an external bank
account, establish only a single demand-deposit (i.e., checking)
account.

5. For tax-exempt organizations, limit external bank accounts
to two demand-deposit (i.e., checking) accounts at a single
financial institution, one exclusively for membership dues
transactions, if appropriate; the second for receipt of gifts
and non-membership related transactions.  Savings, money
market or equivalent accounts in the same institution are
permissible so long as:  (a) the principal is not put at risk

(e.g., an account must be insured); and (b) the funds are not
invested for a fixed duration that would interfere with
meeting the transfer requirements.

6. Donated funds to organizations with external bank accounts
approved by the controller, must be processed by the
University or the SFASU Foundation according to the provisions
of the donor and in accordance with the University Gift
Reporting Policy (C-15).

7. Maintain a written record of authorized check signers.  Such
authorizations should be approved by the organization and
the support groups governing board (if any); any changes
to the list of authorized signers should be made on a timely
basis.  At no time should an SFA employee be listed as a
signer.

8. Bank statements should be sent by the bank to an identified
individual who is not an authorized check signer or who
does not prepare checks for signature, and who is responsible
for promptly reconciling the account each month.

9. Assure that the monthly bank reconciliation is reviewed on
a timely basis by an individual who accepts ultimate
responsibility for the organization’s funds.

10. Establish written cash receipting and depositing procedures.

11. Require two signatures on all checks .

12. Insure that any debit cards provided by the bank are in
the name of the organization and not an individual.

SFA Student  Organization  Money
Handling Procedures
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The following are suggested student organization leader
responsibi l i t ies by semester. Each organization has
different needs, so a more complete l ist should be
developed by your organization.

Fall Responsibili t ies
1. Complete the fal l  2006 Student Organization

Registration Form and turn in by September 22, 2006
to Student Activit ies.

2. Attend one BASIC Training.  This is where
you wil l  receive updated information as well
as this year’s SORF application.

4. Schedule meeting times and locations. If  you
are going to meet in the Birdwell Bui lding
remember to reserve your room through Kay
at 468-1018, or in the UC, Carol at 468-
3400.

5. Conduct a general meeting/open house to
invite membership.

6. Plan activit ies to help your members get
acquainted with each other. “Icebreakers” are
always helpful at the first few meetings. Visit Student
Activities to get suggestions for icebreaker activities.

7. Put together materials for each member
including your group’s const i tut ion; a membership
l ist;  a l ist of  goals and objectives; and a calendar
of  meeting t imes and locations, plus set dates for
projects or special events.

8. Update officer information with Student
Activit ies as c hanges occur throughout the year.

9. Must provide verif ication of  your
organization’s national, state or regional
affi l iat ion, if applicable.

Spring Responsibili t ies
1. Level I I  organizations turn in the spring 2007

Student Organization Registration Form by February
16, 2007.  Level I  organizations update officer
information if  officers changed since September 22,
2006.

2. Review your goals and objectives.

3. Schedule meeting times and locations. If  you
are going to meet in the Birdwell Bui lding
remember to reserve your room through Kay
at 468-1018, or in the UC, Carol at 468-
3400.

4. Update your constitution and by-laws.  Bring
a copy to Student Activities.  It must have the date
and be signed by the president and at least one
advisor.

5. Prepare for officer election/selection early.
 Submit the new officer information to  Student
Activit ies immediately after elect ions.

6. Write an annual report summarizing the group’s
activit ies, successes and failures. Make
recommendations for upcoming year.  This is very
useful for the new leadership and it provides historical
information for the fi les.

7. Consider nominating advisor, student leaders,
organizations or events for a Student Affairs’
Award.  The annual awards banquet is in Apri l .

8. Schedule regular meetings with the other
officers and the advisor.

9. Check on the status of your bank or University
accounts. University SORF accounts must be
applied for each fall .  More information is
available at the fal l  BASIC Training.

10. Check on the group’s f inancial status. Does the
group need to plan any fundraising activities?  Start
planning now.

New Officer Responsibili t ies
1. Review organizational fi les and information

with outgoing officers.  Ask them for the
fi les!

2. Locate al l  membership records/rosters and
discuss them with the outgoing officers so
you wil l  be able to complete you SORF
application quickly, yet thoroughly, in the
fall .

3. Have a meeting with your advisor and other
new officers to talk about what direct ion
you would l ike the organization to move in.

4. Hold a goal sett ing session for next year
with the entire group.

6. GET A SUMMER AND FALL ADDRESS AND
PHONE LIST OF ALL MEMBERS. I t  is very
difficult to get star ted in the fal l  when you
do not know how to contact your members.

Summer Responsibili t ies
1. Write e-mails to the officers and members to keep

them updated.

2. Organize your f i les and discard any
unneeded materials.

3. Prepare and organize for ear ly fall events.

4. Update officers’ information with Student Activities .

Student Organization  Leadership Calendar
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The Student Organization Center (SOC),
currently located in the Birdwell Building, is
an area in which registered student
organizations (RSO) are encouraged to
conduct business, share ideas and
information, and to utilize each other for
collaboration opportunities. The SOC is
equipped with conveniences such as storage
areas, mailboxes, phones, computers, printers
and a lounge area.  It is staffed by Student
Activities personnel who have a strong
programming history. Though designed to
aid with professional dealings of
organizations, the SOC is an area that
attracts all students to interact in a manner
that promotes cooperation, collaboration,
and learning outside of the classroom.

If you have any questions or concerns
regarding the SOC please contact the
Student Activities in Birdwell Room 124 or
at 468-3703. Please ask for:
SOC Graduate Assistant
Night Supervisor (after 5pm&on weekends)
Administrative Assistant,
Assistant Director (SAA Advisor)
Director  (Greek Life)

Conduct Expectations

All visitors to the SOC are expected to
conduct themselves in a professional manner
that fosters a sense of community, tolerance,
and respect for each other, ideas, and the
space itself.  While in the SOC, organizations
are encouraged to work through any
differences that may occur between them.
If the problem continues, please notify the
director’s office for mediation.

Profane, objectionable, and offensive
language, behavior or media will not be
tolerated; if repeated problems exist,
individuals and organizations may be
referred to the Judicial Office for possible
discipline and sanctions.

General SOC Policies

The following are policies for the SOC:

lEach visitor or organization using the
SOC is expected to leave the space as
they found it:  clean, organized, and free
from debris.
lRespect other organizations by not removing

furniture from their respective areas.

lThe SOC is in compliance with all codes
set forth by the fire department and the
Americans with Disabilities Act. In order
to ensure compliance, please return
furniture to its original position after use.

lIf a problem arises regarding the facility
or if University services are needed (i.e.
repairs, equipment, locks, etc.) you should
notify the Student Activities personnel.

lStudent Activities is not responsible for
things stored in the SOC.

lDiscipline for violations of SOC policies
will be enforced by the Director and if
warranted, will be referred to the proper
authority.

lPolicies not explicitly addressed in this
document are covered by the Student
Code of Conduct.

Organizational Business

Where to go to do the following:

Fax Machine
Faxes may be sent at the Graphic Shop,
in the Birdwell Building.
Local charges:  $1

 Long distance charge:  $2
 International charge:  $5

Copier
Available in the Graphic Shop

Recycling Center
Paper products, only
Available in Birdwell Room 107

Computers
lAvailable in Birdwell Building room 106

and 107
lComputers should be logged off after

use.  If nobody is waiting to use it; turn
off the computer when you are through.
lNothing is to be installed or removed

from any computer in the SOC except by
Student Activities Director or their
designate.
lNothing is to be saved to the SOC

commputers.
lAny type of music file, including MP3s,

WMAs, and other music formats, are
strictly prohibited from being placed on
SOC computers.
lPrinting in the SOC is a privilege and

should not be abused. It is acceptable to
print two copies of the same document
or documents fewer than ten pages. If
more that two copies need to be made,
take an original form to the Graphic Shop
for additional printings.

All University computer policies
outlined in the Student Code are applicable
to the SOC. By using the SOC computers,
users are agreeing to these rules, as well
as those defined by Information Technology.

Non-employees are not authorized
to remove paper from the printer or the
copier; doing so may be considered theft
of University property.
Mail Information

Registered student organizations are
provided with organizational mailboxes. A
representative from each organization should
check this mailbox weekly. Any mail sent to
an organization that cannot fit in the
mailboxes, will be placed in Room 124.
Who ever picks up the over-sized mail will
have to sign for it.

The proper mailing address for the SOC is:

Student Organization Center
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Storage Area Usage Policies

There are storage cabinets located in the
SOC that can be used by student
organizations for materials that are
frequently used. These cabinets can be
locked.  Storage space should remain closed
at all times. Any items that cannot fit into
the general storage files can be placed in
the designated storage cabinet. The SOC
is not responsible for materials lost or stolen.

The following indicates the things that can
and cannot be stored in the SOC storage
area.

1. Perishable and non perishable food
items will not be stored in the area.
Powdered drink mixes will be allowed
if unopened.

2. Any posters dated older than two years
cannot be stored.

3. Disposable food serving items (plates,
napkins, silverware, cups, etc.)

4. All material and items must be clearly
labeled with the organization’s name.

5. Any items with glass or mirrors with them
or on them must be bubble wrapped
or boxed with the word “fragile” on
them.

6. No plant or animal items will be stored.

7. Any items that cannot fit on a storage
shelf.

8. Inventory must be completed each
semester by November 1st and March
1st.

All policies are subject to change.  Permission
to overturn any of these policies and
procedures will be granted by the Director
of Student Activities or the graduate
assistant responsible for the space.

Student Organization Office Space
Application

Please note: Completion of this application
does not guarantee office space. Student
organizations are limited to one office
space.

Office space in the Student Activities area
is considered to be a privilege, not a right.
Every fall semester preceding the beginning
of a new academic year, space is assigned
for the forthcoming year.  A Student
Organization Office Space Allocation
Committee(SOOSAC) appointed by the
Director of Student Activities has been
delegated the responsibility of reviewing
applications and allocating designated
spaces.  This committee will be made up of
student leaders, faculty and staff.

Student organizations are encouraged to
complete each section of the application
as thoroughly as possible to help SOOSAC
determine the specific needs of each
applicant. Do not exaggerate numbers or
details since evidence of misstatements will
exclude an application from consideration.
Please type or neatly print each application.

Applying student organizations must be a
currently registered Level II group and not
on probation by the University. The
organization must br  on financial good
standing with the University community.
Questions about student organization status
may be directed to Student Activities at
468-3703.

SooSac will use the following criteria to
award space:

1. Evidence of significant student
participation and membership in the
organization;

2. Reason for desired office space;

3. Mission and purpose of the organization;

4. Detailed list of goals and activities;

5. Potential impact on student life;

6. The collaborative nature of the group;

7. Has the organization had space before
and used it regularly

8. First to request the space or timeliness
of application

 Space allocation is not an exact process.
SOOSAC will select organizations that fulfill
all of the above criteria, and will seek to
select organizations that together offer a
good mix of offerings (e.g. large and small,
different goals and purposes, different
types of organizations).

Please return the completed application in
person to the facility in which office space
is being requested no later than 10/13/06.

The following timeline will be followed for
2006 allocations:

09/01/06 Office space applications will
be available in Student
Activities.

10/13/06 Applications are due by
5:00pm at Student Activities.

03/09/07 Allocation decisions will be
posted in Student Activities.

03/27/07 Written appeals are due by
5:00pm at Student Activities.

03/29/07 Appeals will be heard by the

SooSac

04/06/07 Final Office allocation lists will
be posted in the respective
facility.

04/??/07 Offices will be available for
move in once building is
operational.

Any student organizations allocated office
space are expected to use its office space:

to help reach organizational goals,

hold at least five office hours a week,
and

contribute to a sense of community
among other student organization
offices within the respective facility.

Any student organizations not meeting these
expectations       is subject to review and
possible expulsion from the office    space.

Appeals Process

If not allocated office space, a student
organization may appeal the decision to
SOOSAC.  Grounds for appeal shall be
limited to non-allocation of office space by
a student organization that believes it
otherwise properly followed office space
allocation procedures.

An appeal must be submitted in writing,
with the president, chairperson or
equivalent’s signature to Student Activities
by 3/27/07. There is no formal format for
the appeal, but the appealing organization
should explain why they believe they should
be granted an appeal. Appeals will be
reviewed within five business days by an
Appeals Committee.

Formal appeal hearings will be scheduled
as required. Groups will be notified of the
time and location. The organization
requesting the appeal can bring no more
than three members to the appeal hearing.
Only oral presentations with a typed
supplement will be considered at the
hearing. The Appeals Committee shall notify
the organization of their decision regarding
the appeal no later than five business days
after the conclusion of the appeals hearings.
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Student Organization Office Space Application
Please print.

Organization: _________________________________________________________

Leader: _________________________________________________________

Address: _________________________________________________________

Cell: _________________________ E-mail: _______________________________

Advisor: _________________________________ Campus Phone: ______________________

Cell: _________________________ E-mail: _______________________________

Please type the answers to  the following questions on a separate sheet of paper, attach your answers to
this application, and return both to Student Activities, Birdwell room 124. For questions, call (939) 468-3703.

1. State why your organization needs office space.

2. Describe how your organization will use the office space.

3. List the number of active members in your organization and describe your current or planned involvement
in the campus community.

4. Indicate if your organization is willing to share office space with another student organization.

I have read and understand the policies and procedures regarding student organization office space as
described in “The RSO Handbook”, the guidebook for registered student organizations at Stephen F. Austin
State University. I certify that the information provided with this application is accurate to the best of my
knowledge.

President Signature Date Advisor Signature Date
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How to Write a
Constitution

This outline is provided as a framework to
create a Constitution. Stephen F. Austin Policy
requires that all organizations have a current
constitution filed in Student Activities. Several
of the items in the following outline may or
may not be appropriate for your organization
and may be included or eliminated as
appropriate. Several items may be combined
(e.g., "Meetings", "quorum" and
"Parliamentary Procedure" may be included
under one heading such as "Operating
Procedure").

Use whatever format or wording that works
for the organization. Feel free to consult with
the staff at Student Activities. After
completing your work, date the constitution,
make a copy of it for your files, and be sure
to submit a copy to Student Activities. All
constitutions must be typed.

It is recommended that certain information
be present in an organization's Constitution
in order for the organization to function
efficiently and to protect the rights of all
members. Suggested statements appear in
parentheses.

Article  1 Name

1.1 "The name of this organization shall
be ...".

Article  2 Statement of purpose

2.1 "The purpose of this organization
shall be..."). The statement of
purpose can be one sentence or
several paragraphs.

Article  3 Membership

3.1 Who is eligible for membership?

3.2 Will there be different categories
of membership?

3.3 What are the rights of the different
members?
How may a member be removed?

Article  4 Officers

4.1 Who are the officers and who may
qualify for each office?

4.2 What are the duties of each officer?

4.3 What procedure is to be followed
in the event of a vacancy?

4.4 How may an officer be removed?

Article  5 Elections

5.1 How are nominations to be made?

5.2 Who is eligible to run for an office?

5.3 How is an election to be determined?

5.4 By what means and how far in
advance will nominations and/or
elections be announced and/or
members notified?

Article  6 Finances

6.1 The University name or description
name may not be used within the
bank account name.

6.2 Who ever is responsible for
maintaining the checkbook should
not be a signer on the checking
account.

6.3 Will dues be required and if so,
how much, how often, and to whom
are they paid?

6.4 Who is responsible for collection
and disbursement of funds?

6.5 Who can sign on checks.

 * NOTE:  Advisors who are
employees of SFASU shall not be a
signature on the organization’s bank
account.

6.6 All checks must have two signatures
in order to be cashable

6.7 Who may authorize expenditures?

Article  7 Meetings

7.1 How often will meetings be held?

7.2 How will members be notified of
such meetings?

7.3 How will organizational decisions
be made?

7.4 Who is eligible to vote at meetings?

7.5 What constitutes a quorum at
meetings (or elections)? [a quorum
is the absolute number of members
or the percentage of members,
usually voting members, required
to be in attendance (or to vote in
order to conduct business]

Article  8 Parliamentary Procedure

8.1 What reference will be used in
parliamentary instances not covered
by the Constitution or Bylaws (e.g.,
Robert's Rules of Order)?

Article  9 Advisor

9.1 What is her/his role in the
organization?
How is she/he selected and
removed?

* NOTE:  Advisors who are
employees of SFASU shall not be a
signature on the organization’s bank
account.

Article  10 Affiliations

10.1 What is the affiliation, if any, with
local, state, national or international
organizations and what is the
relationship of the organization to
the affiliate?

Article  11 Amendments to the
Constitution and Bylaws

11.1 By what procedure will amendments
be proposed, discussed, etc.?
How will such an amendment
be incorporated into the
Constitution?  (If by vote, by
what majority?)

Article  12 Ratification

12.1 By what process will the Constitution
go into effect?
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What does the law permit?

The Charitable Raffle Enabling Act, effective
January 1, 1990, permits "qualified
organizations" to hold up to two raffles per
calendar year, with certain specified
restrictions.

What is a "qualified organization"?

In general, a qualified organization is:

An association organized primarily for
religious purposes that has been in
existence in Texas for at least 10 years;

A volunteer emergency medical service
that does not pay its members other
than nominal compensation;

A volunteer fire department that
operates fire fighting equipment and
does not pay its members other than
nominal compensation; or

A nonprofit organization that has
existed for at least three preceding
years and is exempt from federal
income tax under Section 501(c),
Internal Revenue Code; does not
distribute any of its income to its
members, officers or governing body;
does not devote a substantial part of
its activities to attempting to influence
legislation; and does not participate
in any political campaign.

The language of the law is very technical.
If you are considering holding a raffle to
benefit an organization, you should check
the statute to be sure you qualify.

What prizes may be offered?

An organization may offer any prize
except money. If the raffle organizers
offer a prize which they have
purchased or have given other
consideration for, the value of the prize
may not exceed $50,000, unless the
prize is a residential dwelling, in which
case the value may not exceed
$250,000. There is no value limit on
prizes donated to the organization.
Texas lottery tickets may be purchased
and offered as prizes, even though the
tickets' payoff may exceed $50,000.
The organization must have each raffle
prize in its possession or ownership, or
must post a bond for the full amount
of the value of the prize with the county
clerk of the county where the raffle
will be held.

Is an organization required to register with
the State before conducting a raffle?

No.

What are the restrictions on how the raffle
may be conducted?

A qualified organization may hold only
two raffles per year and only one
raffle at a time.

Raffle tickets may not be advertised
state wide or through paid
advertisements. Each raffle ticket must
state the name or address of the
organization holding the raffle, or (if
no organization address) the address
of an officer of the organization, the
price of the ticket, a general description
of each prize to be awarded that has
a value of over $10, and the date on
which the raffle prize or prizes will be
awarded.

A prize may not be money, which is
defined as coins, paper currency, or a
negotiable instrument that represents
and is readily convertible to coins or
paper currency.

Only members of the organization or
persons authorized by the organization,
or student organizations recognized
by institutions of higher education selling
on behalf of the institution, may sell
tickets.

No one may be compensated directly
or indirectly for organizing or
conducting a raffle, or for selling raffle
tickets.

How may the proceeds from ticket sales be
used?

Proceeds from ticket sales must be used
only for the charitable purposes of the
qualified rganization.

Are there any penalties for conducting or
participating in an unauthorized raffle?

Yes. Only raffles held according to
the terms of the Raffle Enabling Act
are authorized raffles. An
unauthorized raffle is considered
gambling under the Texas Penal Code.
Conducting such a raffle is a Class A
misdemeanor. Participating in an
unauthorized raffle is a Class C
misdemeanor.

What law enforcement authorities may stop
an unauthorized raffle?

A county attorney, district attorney or
the attorney general may bring an
action in state court to stop a violation
or potential violation of the Charitable
Raffle Enabling Act.

Where can I get more information on the
requirements for holding a raffle?

The law is Chapter 2002,
Occupations Code, Texas
Codes Annotated. If you have
specific questions about the law,
you should consult your attorney.

Contact Information
By Us Mail:

Office of the Attorney General
Consumer protection Division/010

P.O. Box 12548
Austin, TX 78711-2548

By Telephone
Main agency switchboard

512/463-2100

R

R

R

R

R

R

R

R

R

R

Charitable Raffles
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1. Trademarks and service marks may be any work,
name, symbol, or device, or any combination
thereof adopted and used by the University in the
sale or advertising of goods or services to identify
and distinguish such goods and services from those
sold by others.

2. Trade names include any names used to identify
Stephen F. Austin State University and its services.

3. The President or his designee shall be responsible
for protection and licensure of trademarks, service
marks, and trade names used by or related to
Stephen F. Austin State University.

4. No licenses shall be granted to commercial entities
for use of trademarks or service marks in connection
with commercial services or stationery, alcoholic
beverages, inherently dangerous products, products
of obscene or disparaging characteristics, health
related products, products classified as staple
foods, meats, and natural agricultural products,
and any other uses which in the opinion of the

President or his designee would degrade the
reputation or goodwill of the University.

How to register your design or artwork
when it contains an SFA trade mark.

Have the artwork drawn up the way you would like
it to appear on your print job.

Complete the “Art Work Approval” form  and turn it
in to the Licensing Coordinator for approval.

Licensing Coordinator
SFA Station Box 13010

Nacogdoches, TX 75962

Voice:  468-3501     Fax:  468-7029

Once it is approved, take the artwork and a copy of
the approval form to the company you have chosen
to reproduce the product.

SFA Trade Mark Usage
SFA Pollicy:  Intellectual Property   D-20

Trademarks, Service Marks and Trade Names

16



Signs and Exhibits        D-31

I. Introduction
Stephen F. Austin State University reaffirms its commitment to
the freedoms of speech and expression by establishing this
policy. Individuals have the right to attempt to attract the
attention of others, and corresponding rights to hear the speech
of others when they choose to listen, and to ignore the speech
of others when they choose not to listen.  This policy outlines
the rules that govern the use of signs and exhibits to attract
the attention of others.
Students, faculty, and staff are free to express their views,
individually or in organized groups by sign or exhibit, on any
topic, in all parts of the campus. Persons not affiliated with
the university are free to express their views by sign or exhibit
in areas designated for that purpose.  These postings and
exhibits are subject only to rules necessary to preserve the
equal rights of others and the functions of the University.
Teaching, research, and other official functions of the
University shall have priority.

II.   Definitions
1.  “Student” shall mean any person registered for academic

credit at the university.
2. “Faculty” and “Staff” shall mean any person employed by

the university.
3. “Official organization” shall mean any organization

recognized by the university.
4. A "Sign" means any method of displaying a visual message

to others, except transferring possession of a copy of the
message will be considered distribution of literature and
not a sign.

5. A “banner” is a sign hung from a structure, or between two
buildings, structures, or poles.  A banner posted as part of
a manned exhibit may be considered to be a “sign”.

6. A “kiosk” is an outdoor structure designated by the University
for the posting of signs.

III.   Applicability
The rules articulated in this policy apply to all students, faculty,
staff and their official organizations, as well as all other
persons and groups. Due to practical administrative realities,
this policy does not apply to the university and its agents,
servants, or employees, acting in the course and scope of their
employment. This exception also includes official activities of
the SFASU Alumni Association and SFASU Foundation.

IV. Signs
A student, faculty member, staff member or their official
organization may display a sign by holding it, carrying it; by
displaying it at a table, or by posting it on a kiosk, bulletin
board, or at another designated location. Signs may not be
posted in any other location.

A. Posting Signs on Kiosks
1. Only students, faculty, staff and their official organizations

may post signs on kiosks.  No advance permission is required.
2. Students and employees posting signs as individuals may

not post any sign advertising goods or services for sale
except at locations designated for that purpose (see
Solicitation on Campus D-33).

3. Due to space considerations, no sign posted on a kiosk may

be larger than 11 inches by 17 inches.
4. Each sign posted on a kiosk must identify the student, employee

or organization that posted the sign by using the full name
of the individual or organization.  Each sign must state the
date the sign was posted or the date of the event being
advertised.

5. Students, faculty, staff and their official organizations must
take care to use the names and marks of the University on
postings only in ways that are allowable and never in a
way that would give the impression an event was sponsored
by the University if that is not the case.

6. Signs may not be posted more than fourteen days before
the date of the event they advertise.

7. The person or organization that posts a sign on a kiosk must
remove that sign no later than fourteen days after it was
posted, or twenty-four hours after the event it advertised
has concluded, whichever is earlier.

8. No sign may be posted on a kiosk over another properly
posted sign.

9. No person or organization may post more than two of the
same signs on any one kiosk at the same time.

10. A list of all officially designated kiosks and of locations
where students, faculty and staff may post signs advertising
goods or services for sale will be available in the Student
Activities office and on their website.

B. Signs in Other Designated Locations

Each academic or administrative unit of the University may
authorize the posting of signs in spaces that unit occupies and
controls.

The use of posting space controlled by academic or
administrative units may be limited to official statements or
business of the unit, or to certain subject matters of interest
within the unit, or to signs posted by persons or organizations
affiliated with the unit.

C. Removal of Signs
The executive director of student affairs, or their designee,
may remove any sign that violates any of the rules outlined
in this policy, or any sign that meets the legal standards below:

1. A sign may be removed if it contains expressions that
are an incitement to imminent lawlessness. Such removals
may be conducted only with the advice of the General
Counsel and approval of the Vice President for University
Affairs. Careful consideration must be given to the actual
circumstances surrounding such expression, and removal
can only occur if it appears that such provocation causes
an immediate likelihood of violence or illegal acts. Advocacy
of lawlessness is insufficient, and the speech must be directed
to inciting or producing imminent lawless action and likely
to incite or produce such action.

2. A sign may be removed if it contains "fighting words"
expressions. Such removals may be conducted only with
the advice of the General Counsel and approval of the
Vice President for University Affairs. "Fighting words" are
similar to expressions of imminent lawlessness, except they
are addressed to individuals on a personal scale. Only
those "fighting words" that pose an immediate likelihood
to provoke the average person to retaliation and
thereby cause a breach of the peace should be considered
under this exception. Again, careful consideration must be
given to the actual circumstances surrounding such expression.

3. Signs may be removed if they contain obscenity. Such removals

University Policies
Note:  These policies are available on-line at www.sfasu.edu and are subject to change without notice.

Please check the on-line site for the most upto date information about SFA policies
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may be conducted only with the advice of the General
Counsel and approval of the Vice President for University
Affairs.  In determining what constitutes obscene material, a
three-part test applies:
a. The average person applying contemporary community

standards would find that the work taken as a whole,
appeals to the prurient interest;

b. The work depicts or describes in a patently offensive way,
sexual conduct specifically defined by the applicable
state law; and

c. The work, taken as a whole, lacks serious literary, artistic,
political, or scientific value.

V. Banners
Banners may be posted and displayed only by academic

or administrative departments of the university.

VI. Exhibits

A. Tables
Students, employees and their official organizations may set
up tables from which to display literature and disseminate
information, subject to this policy.
1. Locations

Students, employees and their official organizations may
set up tables in any outdoor location on the campus and
in any indoor location subject to the rules governing the
building housing this location.
Persons not affiliated with the University may set up tables
in designated locations outdoors on campus and in indoor
locations subject to the rules governing the building housing
this location.

2.  Table Permits
Tables may not be set up without a permit.  Reservations
for space must be made at least twenty-four (24) hours
in advance using the Grounds Reservation Form.  This
form is available in the Student Activities office and on
the Student Activities website. This process allows the
University the opportunity to provide orderly scheduling
of areas that may become crowded.

3.  Restrictions
Tables cannot disrupt university functions and/or interfere
with vehicular and pedestrian traffic.

Use of amplified sound at tables is governed by the policy
“Use of Amplified Sound on Campus Grounds D-21”.

Tables may not be set up on the lower level of the Stephen
F. Austin statute plaza.

Tables may only be set up inside any building with
permission from the academic or administrative unit that
controls the space, or from the faculty member or staff
member who controls the space at a particular time.

Academic or administrative units may specify additional
rules be restricting tables to reasonable locations in spaces
occupied by that unit.

Each table must have a sign or literature that identifies
the student, faculty, staff or organization sponsoring the
table.

Any person or organization sponsoring a table shall remove
litter from the area around the table.

Students, faculty, staff and their official organizations may
supply their own tables. In addition, the office of student
activities maintains a supply of tables that may be reserved
and checked out for use on campus.

Assembly and Demonstrations D-23

I. Introduction

Stephen F. Austin State University reaffirms its commitment to the
freedoms of speech, expression and assembly by establishing this
policy.  Individuals have the right to assemble, to speak, and to
attempt to attract the attention of others, and corresponding rights
to hear the speech of others when they choose to listen, and to
ignore the speech of others when they choose not to listen.

The rules articulated in this policy apply to all students, faculty,
staff, and their official organizations, as well as all other persons
and groups. Due to practical administrative realities, this policy
does not apply to University agents and employees when they are
acting in the course and scope of their agency or employment. This
exception also includes the official activities of the SFASU Alumni
Association and the SFASU Foundation.

Students, faculty, and staff are free to express their views, individually
or in organized groups, orally, by sign or exhibit, on any topic, in
all parts of the campus.  Persons not affiliated with the university
are free to express their views orally, by sign or exhibit, on any
topic in areas designated for that purpose. These expressions are
subject only to rules necessary to preserve the equal rights of
others and the functions of the University. Teaching, research, and
other official functions of the University shall have priority in
allocating the use of space on campus.

II.   Definitions

1. “Student” shall mean any person registered for academic
credit at the university.

2. “Faculty” and “Staff” shall mean any person employed by
the university.

3. “Official organization” shall mean any organization recognized
by the university

III.  Rules

These rules shall govern the conduct of all assemblies and
demonstrations on University property or at University-sponsored
events.

1. Assemblies and demonstrations must be conducted in compliance
with these rules and all other applicable University policy and
must not:
A. result in a breach of peace or violation of law;
B. negatively impact the security, health and safety of persons

and/or property on campus.
C. interfere with the free and unimpeded flow of pedestrian

and vehicular traffic on campus or the entry or exit to
University buildings.

D. materially disrupt or interfere with the normal activities of
the University.

E. negatively impact the beauty of the University’s grounds,
buildings, and facilities.

F. create unnecessary costs and waste of university resources.
2. No person conducting or participating in an assembly or

demonstration on University property or at University-sponsored
events may advocate the deliberate violation of the law. For
the purposes of this section, "advocacy" means preparing
the group addressed for imminent action and steeling it to such
action, as opposed to the abstract espousal of the moral
propriety of a course of action.

3. Students, faculty, staff, and their official organizations, may
assemble and/or demonstrate anywhere on university grounds
between the hours of 8:00 a.m. and 7:00 p.m., Monday through
Saturday as long as the assembly and/or 
demonstration adheres to the provisions of Item 1 and a properly
Grounds Reservation Form has been approved.

18



4. All other persons and groups may assemble and demonstrate
in designated areas between the hours of 8:00 a.m. and 7:00
p.m., Monday through Saturday as long as the assembly and/or
demonstration adheres to the provisions of Item 1 and a
properly submitted Grounds Reservation Form has been
approved.

5. Requests to reserve campus grounds for an assembly and/or
demonstration must be made in writing using a Grounds
Reservation Form.  This form is available in the Student Activities
office and on the Student Activities website.  The completed
form must be submitted to the Student Activities office and
approval must be received at least forty-eight (48) hours in
advance of the activity. This advance notice allows the University
the opportunity to avoid the problem of simultaneous and/or
competing assemblies or demonstrations and to arrange for
adequate security. The Grounds Reservation Form requires the
applicant to provide his/her name, address, and phone number.
The application must be signed and dated by the applicant.

Solicitation On Campus D-33
Definitions
1. Solicitation means the sale or offer for sale of any property or

service, whether for immediate or future delivery, and the
receipt of or request for any gift or contribution. However, this
term does not apply to an appointment between a student or
employee, and another person (solicitor), if the appointment
does not interfere with or disturb the normal activities of the
student or employee, or the University.

2. Campus shall mean all real property over which the University
has possession and control by law.

3. University group shall mean a recognized student, faculty, or
staff organization.

4. Outside group shall mean any organization or group that is
not included within the term "University group."

5. University agent shall mean a person acting in the course and
scope of his/her employment on behalf of an academic college,
department, or program, or a University council, committee, or
auxiliary enterprise.

6. University function shall mean any activity directly sponsored
by the University.

7. University department shall mean any academic or administrative
department of the University.

Application
1. University functions shall be governed by other policy.
2. Religious groups not affiliated with the University shall be

governed by the section on Religious Groups of this policy.
3. Offers to buy complimentary copies of textbooks are specifically

prohibited anywhere on the campus or in any building.
Time, Place, And Manner Regulations
1. No solicitation shall be conducted in any building or structure on

the campus. However, the following activities shall not be deemed
to be solicitations prohibited by this section:
a. From the day the Residence Halls open through the first day

of classes each semester, the sale or offer for sale of any
newspaper in an area designated by the appropriate University
official.

b. The sale or offer for sale of any newspaper, magazine, or
other publication by means of a vending machine in an area
designated in advance by the appropriate University official.

c. The sale or offer for sale of any food or drink item by means
of a vending machine in an area designated in advance by
the appropriate University official.

d. The sale or offer for sale of any publication of the University
or of any book or other printed material to be used in the
regular academic work of the University.

e. The operation by the University or its subcontractor of any
bookstore, specialty store, laundry service, cafeteria, University
Center, or other service facility maintained for the convenience
of the students, faculty, and staff.

f. The sale or offer for sale by the University or its sub-contractor
of food and drink items, programs, and tickets at athletic
contests.

g. The collection of membership fees or dues by a University
group.

h. The collection of admission fees for the exhibition of movies
or other programs that are sponsored by the University, or a
University group, and are scheduled in accordance with the
Use of University Facilities policy.

i. The posting of ads and for sale notices in newspapers or on
bulletin boards designated for such purposes by the appropriate
University official, provided that such ads and notices posted
on bulletin boards conform to the University Signs policy.

j. University recognized groups conducting fund raising activities
approved by the appropriate University official. The University
requires that only members of the group approved to conduct
fundraising may solicit directly. Non-members may not be used
to solicit on behalf of the organization.

k. other solicitation activities as approved by the appropriate
University official.

2. No solicitation shall be conducted on the grounds, sidewalks, and
streets of the campus except by:
a. a University agent; or
b. a University group.

3. Only University departments and the SFA Alumni Association
may be approved to solicit as agents of a commercial organization.

4. Solicitation conducted on the campus must not:
a. disturb or interfere with the regular academic or institutional

programs of the University.
b. interfere with the free and unimpeded flow of pedestrian
   and vehicular traffic on the sidewalks and streets and at places

of entry and exit to University buildings; or
c. harass or intimidate the person or persons being solicited.

5. If an individual or group violates the provisions of this policy,
the appropriate University official, with the approval of the vice
president to whom he/she reports, may prohibit the offender
from engaging in any solicitation on the University campus for
a specified period of time not to exceed one (1) year. In the
case of a repeated violation of these rules, the following sanctions
shall apply:
a. the appropriate University official with the approval of the

vice president to whom he/she reports, may suspend or cancel
the recognition status of an offending student organization.

b. the appropriate University official, with the approval of the
vice president to whom he/she reports, may suspend the use
of University facilities by an offender in accordance with the
Penalty and Hearing section of the Use of University Facilities
policy;

c. the University may prosecute an offender for trespass in
accordance with Chapter 51 of the Texas Education Code.

Procedures for Conducting Raffles on Campus
1. University groups authorized to conduct raffles under the

Charitable Raffle Enabling Act (Art. 179 F, Vernon's Texas Civil
Statutes) may conduct raffles on campus.

2. All proceeds from the sale of tickets must be spent for the
charitable purposes of the organization.

3. The qualified University group is limited to two (2) raffles per
calendar year (January 1 - December 31) and may not conduct
more than one (1) raffle at a time. This will be monitored by the
Office of Student Activities.

4. The sponsoring University group may not promote the raffle
through television, radio, newspaper, or other medium of mass
communication by the use of paid advertising, or promote or
advertise statewide. The tickets  for the raffle may not be sold
or offered for sale statewide.
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5. The University group conducting the raffle may not compensate
a person directly or indirectly for organizing or conducting a
raffle or for selling or offering to sell tickets to the raffle. Persons
who are not members of the University group may not sell or
offer tickets to the raffle.

6. The University group conducting the raffle must have the prize
in its possession or post bond for the full amount of the money
value of such prize before raffle tickets are sold. The prize
awarded at a raffle may not be money and the value of the
prize may not exceed $25,000. The following must be printed
on each raffle ticket sold or offered for sale:

a. The name of the University group conducting the raffle and the
address of the organization or of a named officer of the
organization;

b. the price of the ticket; and
c. a general description of each prize that has a value of more

than $10 and is to be awarded in the raffle.
Financial Policies of Student Organizations
1. The Executive Director of Student Affairs may request a financial

statement of any student organization at any time. The requirements
of the financial statement shall be established by the Executive
Director of Student Affairs.

2. Any registered student organization failing to comply with the
provisions of this section may be subjected to sanctions provided
by the Time, Place, and Manner Regulations section.

Additional Rules
In addition to these rules, solicitation conducted in:
a. residence halls must comply with the rules governing residence
halls;
b. the University Center must comply with the rules governing the
University Center; and
c. academic buildings must comply with the rules governing academic
buildings

Use of University Facilities                               B-1
All Stephen F. Austin State University buildings, facilities, equipment,
and grounds shall be used only in the pursuit of the stated objectives
of the University -- academic, cultural, and public service. Groups
not affiliated with the University may be granted use of University
facilities according to the general policies provided herein and an
agreement to adhere to the specific rules and procedures governing
the use of the individual facilities.
It is the responsibility of the user to become acquainted with and
abide by these specific rules.

Definitions:
1. "Student" means a person who is currently enrolled for academic

instruction or research at the University.
2. "Campus" shall mean all real property over which the University

has possession and control by law.
3. "University group" shall mean a registered student organization,

other student group, or faculty and staff group. No group shall
be considered a University group if it includes a person who is
not a student, faculty member, or employee of the University
unless that person is a member of the immediate family of a
student, faculty member, or employee of the University.

4. "Outside group" shall mean any organization or group that is
not included within the term "University group."
5. "Sponsoring organization" shall mean a University group that
vouches for an outside group's use of University facility.

6. "University official" means a person charged with the responsibility
for supervising the use of a University facility.

7. "University agency" shall mean an academic school, department,
or program, or a University council, committee or auxiliary
enterprise.

Priorities and Limitations for Use of University Facilities
1. Mission of the University

Nothing contained in this policy shall be construed to prohibit or
hinder operation of the University in fulfilling its mission as a
public institution of higher education. All activities associated with
that mission shall have priority in the use of the University's
facilities.

2. Individuals
Individuals engaged in the educational mission of the University
shall have the right to use the University's facilities in accordance
with federal, state, and local laws, as well as the rules and
regulations of the University.
As a general rule, priority for the use of the University's facilities
shall go first to the students and second to the faculty and staff.
However, exceptions to this rule may be made in certain instances
by the University administration.
Immediate family members of students, faculty, and staff may
be granted limited use of University facilities through established
programs designed to promote the enrichment of campus life
and to enhance the living-learning environment of the University.

3. Groups
a. Only organized groups (no individuals) sponsored by a University

agency conducting an activity that is within its established role
and scope may be allowed the use of University facilities.

b. However, outside groups without a sponsor may be permitted
to use the facilities of the University Center, subject to all other
appropriate guidelines contained in this policy.

Reservations
1. Application
a. Application for use of University facilities by University agencies

shall be made to the appropriate University official as follows:
Facility Appropriate University Official

Classroom, auditorium, office space and off-campus facilities---
by Dean of School having jurisdiction over that space
University Center---Director, Auxiliary Services
Residence Halls---Director, Housing
Library Carrels and Seminar Rooms---Director, University Libraries
University Coliseum and Stadium--Associate Athletic Director for
Internal Affairs
Health and Physical Education Complex and Tennis Courts---
Chairman, Department of Kinesiology
Other Outside Recreational Areas---Director, Intramurals
Other Outside Areas of the Campus---Director of Student Activities

b. Application for use of University facilities by outside groups shall
be made to the Vice President for Business Affairs, except for
the coliseum, stadium, and University Center, which shall be made
to the individual indicated above.

2. Additional Procedure
In addition to this policy, the University may establish procedures
for reservation and use of each University facility. The University
official responsible for each facility may be contacted regarding
the policies for that facility.

3. Identification of Sponsor
The user may not assign or delegate any control or responsibility
to any other user or co-sponsor, agent, or third party without
prior written approval of the appropriate University official. All
users or co-sponsors of an event must be clearly identified prior
to confirmation of a reservation. Reservations for presenting one
event may not be used for presenting a different event without
written approval by the

 appropriate University official.
4. Assignment of Reservations

No reservation may be assigned in who or in part. The current
fee schedule will be available from the appropriate University
official. Fees for outside groups are established at rates which
will, at a minimum, ensure recovery of that part of the operating
cost of the facility that is attributable directly or indirectly to
such use by an outside group.
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5. Deposit
An advance deposit (specified in the fee
schedule) may be required for reservations
for an event conducted by an outside
group.

6. Bond and insurance
Outside groups who use a University
facility may be required to provide a
contract performance bond. They may be
required to provide liability insurance
covering injury to persons, including those
resulting in death, and property damage
insurance, including damage to the
University facility, in amounts and under
policies satisfactory to the Vice President
for Business Affairs. Copies of such policies
shall be furnished to the Vice President
for Business Affairs no later than thirty
(30) days prior to the event and in all
cases prior to announcement of the event.

Facilities cost
1. University agency/groups

Excess income over expenses, including
the fee for use of the facility derived from
  an event sponsored by a University
agency/group, may be retained
by the University agency/group to
further its activities and programs.
Excess expenses over income of an
event shall be absorbed by the
sponsoring University agency/group.
Additional cost of maintenance, including
standbys, custodial and utilities will be
considered an expense of the event.

2. Outside group
If an outside group (other than a public
entity or athletic coaches summer camps)
using a University facility charges those
attending an event any admission or
registration fee, or accepts donations from
those in attendance, a complete accounting
of all funds collected and of the actual
cost of the event shall be submitted to the
Vice President for Business Affairs within
(30) days after the event. If the funds
collected exceed the actual cost of the
event, the user is required to remit such
excess funds to Stephen F. Austin State
University as an additional charge for use
of the facility. The University reserves the
right to audit all records pertaining to
income and expenses, to prescribe methods
of collection, and to participate in audits
of funds at the point of receipt. Additional
cost of maintenance, including standbys,
custodial and utilities will be considered
an expense of the event.

3. Payment for damages
All users and sponsors shall be responsible
for payment for damages to the University
facility, its fixtures, and equipment, whether
caused by the user or its patrons, ordinary
wear and tear excepted.

4. Broadcast and recording rights
The University reserves all rights and
privileges for radio and television
broadcasts, whether live or transcribed
for delayed transmission, and all visual
or audio recordings originating from the

University facility. Should the University
grant to the user such privilege, the
University has the right to require advance
payment of any estimated related costs
to the University, such as installation of
equipment. Such permission must be
granted in writing by the University
President in advance of broadcast or
recording.

Policies for Outside Users
Any proposed use of the University facility
must be appropriate and suited to the
size, structure, purpose and operating
costs of the facility. For outside groups,
there must be good reason to expect that
a proposed event will require features
unique to the facility or which are
otherwise unavailable in the community.
All proposed events must be conducted
in accord with applicable state and
federal laws and regulations, as well as
the rules, regulations and policies of the
University Board of Regents. Users must
demonstrate to the satisfaction of the
appropriate University official that they
have the staff, experience, contracting
authority, financial status and other
qualifications necessary for carrying out
the proposed events in a satisfactory
manner.

1. Review of contracts
All contracts related to the presentation
of an event, including contracts between
user and performers, speakers, sub-
contractors, managers, and others, are
subject to review and approval by the
General Counsel and the appropriate
Vice President.

2. Hazards
If the University, in its sole discretion,
determines that a proposed event poses
a potential hazard to public safety, the
event may be canceled or denied. No
user may install or operate any equipment,
fixture or device, nor operate or permit
to be operated any engine, motor or other
machinery, or use gas, electricity or
flammable substances in the facility except
with prior written approval of the
appropriate University official, under such
conditions and restrictions as the University
official may specify. All electrical
connections must be made by University
personnel under direction of the staff of
the appropriate University official and
all house equipment must be operated
by University personnel. No equipment,
device or fixture may be used which, in
the opinion of the University official,
endangers the structural integrity of the
facility.

3. Conflict with University activities
An event shall not be permitted for any
purpose which, although in accord with
the general purposes of the University, is
of such character or occurs at such
circumstances that they are likely to
interfere or cause major conflict with any
University activity, program or event, or

are inimical to the interests of the
University.

4. Management functions
Management functions are retained by
the University and may be delegated to
users or others only with the written
permission of the appropriate Vice
President. The functions include, but are
not limited to, the following:
All facets of ticketing and ticket policies,
including scaling, acquisition, distribution,
and sale.
All matters of staffing, crowd control,
technical arrangements, promotions, and
advertising.

5. Concessions and catering
Use of the University facility does not
carry the right for the user to control
concessions. Sale and distribution of food,
beverages, souvenirs, or other concession
items are reserved to the University or its
concessionaires.

6. Signs and displays
No signs, messages or other materials
may be posted, displayed, distributed or
announced in, on or adjacent to, the
University facility by user or sponsor
without prior written approval of the
University official. Such materials may not
be fastened to any part of the facility
except in spaces provided for this purpose
and may not be permitted to interfere
with crowd movement and safety.

7. Religious organizations
A religious organization applying for use
of a facility must submit written evidence
to the appropriate University official from
the Internal Revenue Service that
organization has been granted an
exemption from taxation under Section
501(c)(3) of Title 26 of the United States
code (Internal Revenue Code), and shall
be permitted to use the facility no more
than one (1) time during a calendar year.

8. Political organizations
A political organization applying for use
of the facility must present written
evidence to the appropriate University
official that the organization had
candidates for either national, state, district
or local offices listed on the ballot at the
last general election, and shall be
permitted to use the facility no more than
one (1) time during a calendar year.

9. Individual candidates for political office
Individual political candidates and their
election organizations are not permitted
to reserve a University facility. However,
if a candidate is invited by a University
group, then he or she may appear in the
facility, provided that the group extending
the invitation is responsible for reserving
the facility and meeting all costs related
to the event.

10. Advertising
All news releases, handbills, advertisements,
television and radio announcements or
other media utilized to inform the public
of a non University event to be held in a
University facility must carry a disclaimer,21



Goals, statements of what one hopes to
accomplish, are the means  to an end. An
organization that does not have a clear
understanding of what it wants to achieve in
a given time is like a ship without a rudder,
at the mercy of the elements and likely to
flounder in the first storm it meets. Goals
provide purposes and direction. Without them,
because of turnovers, short-term membership
and lack of effective transition programs for
officers, organizations may spend half the
year wandering aimlessly without any
activities. Goals are broad statements of
desired results;  objectives are specific
statements of actions which are measurable
that  will lead to the accomplishment of the
goals.
Kinds of Goals

Traditional goals: are usually on going
but need to be evaluated for updating.

Problem-solving goals: 
work toward improvement of the
organization based  upon the need for
change because of problems.

Innovative goals:
new ideas provided by new members.

Developmental goals:
members can learn and grow from because
of their involvement in the organization.
Goals need to be attainable, understandable
by all members involved, believable,
motivating, progressive and valuable to the
group.  The success of a goal depends on
three things: in-depth planning of the goal,
members’ commitment and dedication to
achieving the goal, and the reality of
attaining the goal.

Being an Effective Leader
How To Set Goals
The organization needs to brainstorm and
discuss the list of intended goals. All members
need to understand and “buy into” the goal.

The goal needs to be a broad general
statement of purpose.
Objectives
Objectives are specific statements of results
that equal the broad goal statement.  The
number of objectives will depend upon the
complexity and generality of the goal
statement. Objectives need to be measurable
and statements of results, not action.  Each
objective should include a target date for
completion.
Evaluation
The goal setting process is not finished until
it has been properly evaluated.  When the
goal has been completed, evaluate it to see
what worked, and  what didn’t, why it didn’t
work, and what you have learned from the
experience.
Motivating volunteers

When you want obedience-retain full
responsibility.
When you want cooperation-share
responsibility.
When you want initiative-delegate the
major share.

1. Be tough - but not disliked.
2. Be people conscious.
3. Be sensitive to their image of you.
4. Be sensitive to their needs.
5. Be a model leader and a model person.
Be an Effective Motivator
1. Be enthusiastic.
2. Be sensitive to the needs, wants, wishes,

and expectations of your volunteers.
3. Be there. Keep in contact, spend the time,

and be present when appropriate and
desirable.

4. Discover and realize your unique
personality: its strengths, its weaknesses,

its successes, and its limitations. Work
towards being happy with yourself, self-
motivated, self-disciplined, self-aware,
and  self-fulfilled.

5. When you get bored, or develop new
interests - move on. Let others enjoy the
benefits of leadership.

 Delegation
What delegation is not?
1. Dishing out work in an indiscriminate fashion.
2. Assigning tasks that you either do
    not have time for or do not want
    to do.
3. Merely a question of balancing the

workload between members of your
organization or committee.

Barriers to Successful Delegation
You may be reluctant to delegate a task for
a number of reasons. The following are some
of the more common:
1. Delegated work will be done poorly and

you will be blamed.
2. Time will be lost and you could do it more

quickly yourself.
3. Because you have idea how the task can

be done, let them try their own idea it
may be better than yours or do it yourself.

4. Your committee members will do, and be
seen doing your job.

5.  Spending time explaining to someone
else how to perform a task takes up
valuable time.

6. Nobody else can do it as well as you can.
7. There is literally nobody to which the task

may be delegated.
8. You feel you need to be involved to be

close to what is happening on your
committee.

Goal Setting

approved by the General Counsel, to
the effect that use of Stephen F. Austin
State University facilities does not imply
endorsement of the event or the
sponsoring organization by the University.

Penalty and Hearing
1. Suspension

If a user or sponsor violates the provisions
of this policy, or the laws regulating the
use of state property, the appropriate
University official with the approval of
the Vice President to whom he/she
reports may suspend the use of University
facilities, or certain University facilities,
by the user or sponsor for a specified
period of time not to exceed one (1)
year. Suspension shall mean that
reservation requests by the user or
sponsor shall be denied by the University
during the specified period of time.

2. Notice of Suspension
   When a University official suspends a

user or sponsor from the use of University
facilities, the official shall notify in writing,
the user or sponsor, and the vice president
who has responsibility for space
assignment, of the suspension.  The written
notice shall containall the following:

a. that the user or sponsor may not use
University facilities, or certain designated
University facilities, for a specified period
of time, not to exceed one (1) year from
receipt of the notice;

b. the name and title of the University
official imposing the suspension, along
with an address where the University
official may be contacted during regular
working hours;

c. a brief statement of the acts or omissions
resulting in the suspension; and

d. notification that the suspended user or
sponsor is entitled to a hearing on the
suspension.

3. Request for Hearing
a. A suspended user or sponsor may submit

a written request for a hearing on the
suspension to the appropriate University
official within fourteen (14) days from
the date of receipt by the user or sponsor
of the notice of suspension. The University
official shall grant a hearing not later
than seven (7) days from the date of the
request and shall immediately mail
written notice of the time, place, and
date of the hearing to the person.

b. The hearing shall be held before a
discipline committee reviewing the
suspension in question.
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You have heard the phrase “(s)he is a natural born leader.” Leaders
are  not born with their abilities to lead. Leadership skills can be
developed  by any person willing to listen and learn. Following
are some helpful hints for those organization leaders who wish to
be more effective.  After reviewing these materials, if you are
interested in having a workshop presented on any of these or
other areas of leadership development, call Director of Student
Activities 468-3703 or come by the Birdwell Building 126. We
will be happy to help.

Ideas for Effective Leadership

1. Lead by good example.

2. Establish high standards for your organization.
3. Realize that each member of your organization is a unique

individual  and treat her/him accordingly; let them know they
are important.

4. Listen carefully; hear what others say; solicit suggestions for
improvement.

5.  Empower members; ask them to direct their own projects.
6. Delegate then follow-up. Trust people.
7. Suggest or request rather than command.
8. Exhibit faith in members; let them know you expect their best

efforts.
9. Praise good performance.
10. Use criticism constructively and privately; get the entire story

before  reprimanding.
11. Share the credit.
12. Do not be afraid to say, “I don’t know;” seek help when

appropriate.
13. Be considerate.
14. Be fair and consistent; keep your commitments and promises.

Time Tips

1. Make a daily “To Do” list in priority order.
2. Plan before beginning. Establish deadlines.
3. Give yourself rewards for meeting your deadlines.
4. Work in a quiet area; unplug phones.
5. Delegate “busy work” if possible.
6. Develop a daily routine.
7. Set your watch a few minutes fast.

8. Do not overeat, especially at lunch, or you may feel sluggish.
9. Learn polite ways to say “No” (for example, “can we discuss

this a little later?” or “thanks for stopping by, but I’ve got to
get back to this project.”)

10. Schedule flexible time into your day for crises.
11. Write it down so you don’t forget.
12. Keep your work area organized neatly.
13. Know your high-energy times and use them for high priorities.
14. Ask for agendas in advance of meetings you attend and use

agendas in meetings you set.
15. Do not work when you are exhausted.
16. Be aware of policies, procedures and resources so you don’t

waste time waiting for someone to “get back to you.”
17. Keep a calendar handy at all times.
18. Keep a time log and identify your own time wasters.
19. Do not procrastinate.

Running Effective Meetings

1. One of the most important elements of being a good leader
is the  ability to run an effective meeting. Your organization
will find it difficult to retain members if the meetings are too
long, boring, disorganized or ineffective. The following list
of ideas may help you have more productive meetings.

2. Use Robert Rules of Order for parliamentary procedure.
3. Keep meetings short and to the point—an hour or less.
4. Let people know in advance what the meeting is about.
5. Start on time; do not bring latecomers up-to-date

during the meeting - brief them afterward.
6. Keep the tone of the meeting positive.
7. Limit opening remarks; get right to business.
8. Direct the meeting; if possible do not take sides.
9. Encourage everyone to contribute.

10. Exercise enough control to keep the group functioning as a
unit.

11. End senseless debate. Don’'t let it drag on.

12. Always have a written agenda. Put time limits on items.

Being an Good Leader
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Taking minutes is a necessity of many organizational
gatherings. It is a final accurate record of what transpired
at a meeting. It does not have to be a difficult task.
The following article addresses some basic items to
remember when taking minutes at a meeting.  The
meeting needs to be organized.  If a meeting is not
structured or if it is disorganized, chances are the minutes
will reflect this.
 
n Make sure that the Chairperson holding the meeting

understands the fundamentals of what must occur.
This will be the first step in the whole process running
smoothly.

n The minutes-taker should not be a participant in the
 meeting. In order to allow for the minutes-taker to
pay the best attention possible, he or she should
not be a participant in the meeting—only the taker
of the minutes. Their sole responsibility should be
that of taking the minutes.

n The minutes-taker should sit as close as possible to
the  Chairperson. Having the minutes-taker sit close
by the  Chairperson will make it easier for that
person to clarify  any points that might have been
made.

n The minutes-taker should have a list of all attendees
at the meeting and a copy of the Agenda. The
minutes taker should have a complete list of all
attendees of the meeting. If this is not possible,
before the meeting begins, pass around a piece
of paper for everyone to print his or her name on.
For the record, it should be noted if any of the
attendees arrives late or leaves ear ly.

n Have an agenda for the meeting ready and a copy
of the minutes for the last meeting. The minutes-
taker should have at his or her disposal the agenda
for the meeting and a copy of the minutes for the
last meeting. All background information pertaining
to the meeting  should also be provided to the
minutes-taker. They  may need to refer back to this
information during the  meeting. The whole process
can flow much more smoothly if the minutes-taker
has some knowledge of the subjects to be discussed.

n The minutes should reflect the name of the association
meeting, the location, date and time of the meeting
as well. An example of this would be; MINUTES
OF THE MEETING OF ABC Organization, January
1, 2006, UC Lumberjack Room, SFASU at 7:00 pm..

n Do not deviate from the agenda. It is best to stick
to the agenda as much as possible in order to keep
all information on record. Do not allow any business
to be discussed that is not on the agenda. This will
make for mass confusion.

n Use a tape recorder as a backup. In case the
minutes taker becomes distracted and misses
something at the meeting, having a tape recording
of the meeting can be of great value. It can be
replayed for the vital  information that might have
been overlooked.

n Record motions properly. A motion is a formal
suggestion made by an attendee at the meeting
that has been seconded by another attendee, and
then passed by a vote. The minutes-taker may need
to restate a motion after a lengthy discussion. It is
therefore very important to record these motions
exactly as they have been stated. An example of
how to document a motion is as follows: Moved,
seconded, and carried that all members of the
Board will receive a three percent cost of living
raise. Be sure to list the names of all attendees
making and seconding any motions.

n Record every action taken. The minutes-taker should
record every action taken, whether they seem trivial
or not. If there are any questions regarding
importance, the minutes-taker should speak to the
Chairperson as soon as possible after the meeting.

n After the meeting has finished, the minutes must
then be transcribed into the style that was previously
followed. This should be done as soon as possible.
There are three basic styles for minutes. It is best
to keep the minutes in the same style as they were
recorded in the previous months meeting. The
following styles for minutes are:

 a. Report – this is a full record of all discussions
 that includes the names of all speakers, movers
and  seconds of any motions, written in a
narrative style.

 b.Minutes of Narration – these include some of
the discussions that took place and important
details. This style of minutes is considered a
legal document.

 c. Minutes of Resolution – these are limited to the
recording of the actual words of all resolutions
that were passed. Movers and seconds are not
recorded. Each resolution that is made
commences RESOLVED THAT. This style of
minutes is also considered a legal document.

n One final time would be to read the book on Robert’s
Rules of Order. This is an excellent tool to assist
anyone taking minutes. It will help to familiarize
you with the format for making, seconding and
amending motions. Minutes-taking is a necessity for
formal meetings, yet it doesn’t have to be difficult.
Use the tips listed above the next time you or
someone else needs to take the minutes at a meeting.
Good luck! Taking Meeting Minutes

Taking Good Meeting Minutes
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1. School Pride noisemakers
2. Game Face tattoos
3. Garage/Rummage Sales
4. Car Hop At Sonic
5. Car Washes
6. College Care Packages
7. Picnic Basket Auctions (just the

baskets and its contents)
8. Sports Clinics
9. Live Auctions
10. Book Fairs
11. Glamor Pictures
12. Silent Auctions
13. Haunted House
14. Cookbook sales (recipes given by

organization members)
15. University Discount Cards
16. Flower Sales for the holidays
17. Entertainment Books
18. Karaoke Competitions
19. Flag Football Competitions
20. Lip Sync Contests
21. Game Shows
22. Jail-n-Bail
23. Ultimate Frisbee Tournament
24. Murder Mystery Evening
25. T-shirt Sales
26. Babysitting
27. Work at Alumni/faculty/staff homes
28. Balloon Sales
29. Button Sales
30. Bumper sticker sales
31. Carnivals
32. Student/Faculty Talent Show
33. Art Show
34. Birthday cake delivery program
35. Tournaments

Money Making  Ideas

1. Delegation involves an element of risk.

2. The willingness to delegate is a mark of
leadership.

3. Effective delegation is essential for the growth
and development of each member.

4. Delegating may well create new or better ideas
about how solutions can be achieved.

5. Delegate tasks that stretch your member abilities
and provide challenges.

6. Be prepared to do yourself what you would ask
others to do.

7. Avoid deadly De-motivators.
a. Never belittle a volunteer.
b. Never criticize volunteers in front of others.
c. Never fail to give volunteers your unqualified

attention.
d. Never let volunteers think you are primarily

concerned about your own interests.
e. Never play favorites.
f. Never fail to help volunteers grow.
g. Never be insensitive to small things.
h. Never “show up” volunteers.
i. Never lower your personal standards.
j. Never vacillate in making a decision.

8. Retain and utilize “Motivators”
a. Know your standards. Communicate them.
b. Be aware of your biases and prejudices towards

others.
c. Let volunteers know where they stand.
d. Give praise when it is appropriate.
e. Care about your volunteers. Offer assistance.

9. Keep volunteers informed of changes, crises,
and general information

a. Go out of your way to help.
b. Build independence.
c. Be a model. Exhibit personal diligence.
d. Be tactful (considerate, courteous, polite).
e. Be willing to learn from others.

10. Maintain flexibility.

11. Demonstrate confidence.

Effective Delegation
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1. Format

Correct formatting is important because it conveys the necessary
information in a readable, accessible and professional manner.
Basic formatting should include a simple and easily recognizable
format, and a clear presentation. The following is a checklist
for standard press release format.
 standard title: FOR IMMEDIATE RELEASE.

R Contact Information: (for example)
The Tiddle Winks Club,
SFA Box 13029,
Nacogdoches, TX
Contact: Jane Advocate, (936) 555-5555, 
tiddlewinks@yahoo.com

R subject title should be succinct and informative, conveying
the topic matter while intriguing the reader.

R body should present the most important information,
including who, what, where, when and why, in the first
sentences of the releases body, emphasizing why the
event is newsworthy. Follow with supporting background
information and details. Some suggest a quote from
an involved activist to add credibility and depth to the
release.

R Conclusion should offer who is representing this
message. For example what does your organization
stands for? The last part of the Press Release should
include your contact information, for example: For further
information about the Event, visit the The Tiddle Winks
Club’s website at tiddlewinks@yahoo.com or call (936)
555-5555.

End the release with a ### sign to indicate the end of the document
Always remember to:
RDouble space.
RUse black ink.
RUse white paper.
RProofread for grammar and spelling.
RKeep the press release to under one page.

2. Style

Press release writing should be easy to read and engaging. It
should also remain reportorial, and not opinionated. In order to
make the release readable for the recipient and even publishable,
a journalistic style of clear, direct and concise statements is most
effective. An engaging style makes the news clear in the beginning,
followed by some supporting details, and leaves the reader's
interest piqued to learn more about the event, the organization,
or the topic. Finally, a good release focuses on the human interest
of the story without passing judgements or making opinions.

3. Distribution

Distributing the press release to the right reporters, editors and
broadcasters is the next important step. The target audience and
the appropriateness of the media are the most important
considerations in determining the target media. Radio stations,
television, weeklies, and dailies all carry local news. The internet
is another resource, for posting on a website, a discussion board,
or an internet publishing company. After the selection of media
outlets has been narrowed to those your audience might be exposed
to, research who at those outlets is likely to read and cover your

story. Some guidelines:
Send releases to the reporter(s) most likely to use the information.
Ask for recipients' preferred method of delivery, but when in doubt,
use mail by post.
Refrain from sending mass emails, instead directly addressing them
to the recipient.
4. Timing

Timing the press release for optimal effectiveness is the final step.
Timing should consider both the media reporters and the target
audience. Find out from the media source or preferably your chosen
recipient what their cutoff time is, but some general timing
considerations follow:

R Radio cutoff is generally up to an hour before
"drive time."

R Television cutoff is generally up to 2 hours before
newscasts.

R Weeklies' cutoff is generally up to 2 days prior to
printing.

Dailies' cutoff is generally up to three hours prior to printing, but
stories are generated between 48 and 24 hours to publication.
Monthlies generally plan two
 or more months in advance.

For feature length attention, considerably more time is
needed for a story to be developed.  Publications usually
cater to people's desire to hear good news in the morning
and the beginning of the week, placing bad news at the
end of the day or week.  If the timing does not work the
first time, resend the release as a "re-release."

Jane Advocate, (936) 555-5555
tiddlewinks@yahoo.com
Number of Words # 67

Tiddlie Winks Tourney
March 24 - 29, 2006

The tiddlie Winks Club at SFA is
sponsoringxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxx

To register call xxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Advance tickets on sale xxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

For more information callxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxx

###

How to Produce a Press Release






