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Student Union Building 1109 A
Resource Packet for FAC Groups

Requirements and Tips for Your Organization’s Success
Mission Statement

The Truman State University Funds Allotment Council is dedicated to the intellectual and social development of students and to enhancing their entertainment opportunities. The Council expresses this commitment through the financial support of activities that are organized and sponsored by chartered student organizations. The council will strive to fund a variety of activities sponsored by a variety of organizations that will provide potential benefit to all members of the Student Association and the larger University Community. In order to accomplish its mission, the council will attempt to balance the many needs and desires that are inherent in a liberal arts and sciences learning community and provide a slate of activities that furthers the mission of Truman State University.
Read This First
Congratulations on being chosen to receive funding from the Funds Allotment Council. This packet is designed to make the funding process as seamless as possible. 

Having received funding, your organization will be assigned an FAC representative whose purpose is to assist you in anyway and help assure your event is a success. This person will be your best resource throughout the process and it is VITAL that you maintain close contact with them. You will find a form titled “Contact Information” enclosed which will assure you have all the resources to do so. 

The FAC office is located in room 1109 A in the Student Union Building. This office should become familiar to you as you will be meeting with your representative often during his/her office hours. 

FAC’s expectations include but are not limited to:

· Full use of the allotted funds on the part of your organization

· Planning well in advance
· Ample publicity for your group’s event
· Strict coherence to the guidelines set by the Council
· Professional and responsible behavior

· A complete event evaluation after your event has taken place

Within this packet you will find the following documents:

· Contact information form

· Event planning timelines
· Funded organization guidelines

· Publicity/contract information
· Evaluations

· Other resources and forms
General Event Timeline and Checklist

Immediately do the following:

_____ Set a date for the event

_____ If necessary, reserve an appropriate room for the event

_____ Inform your FAC representative of the time, date, and location of the event
_____ Determine if your FAC event will require a University contract
Do the following as soon as possible (at least 6 weeks prior to the event):
_____ If applicable, complete the artist inquiry guide and submit to your FAC Liaison.  The CSI program advisor will complete the contract process from here.  (Remember: NO contracts should be signed by anyone at Truman [obviously including yourself] other than the CSI Staff)
Do the following within the first 2 weeks of next semester:

_____ Design poster or other publicity, receive approval from the CSI Office, and submit design proof to Printing Services (Printing Services can also assist in the design process and remember the FAC logo MUST be present on all publicity for the funded event)
Do the following at least 5 weeks prior to the event:

_____ Ensure you have completed the artist inquiry guide and the FAC contract process is underway. 
Do the following at least 3 weeks prior to the event:

_____ Turn in all other requisition forms needed for your event
Do the following at least 2 weeks prior to your event:
_____ Publicize your event (only after contracts are signed and finalized)

Do immediately after your event:

_____ Complete an Event Evaluation Form online
Personalized Timeline
This should be developed between you and your FAC representative as a guidline
· Your event is occurring on: ___/___/___

· Your room should be reserved by: ___/___/___

· Your artist inquiry guide should be finished and turned into your FAC Liaison by: ___/___/___

· Your poster should be designed by: ___/___/___

· Your posters should be printed by: ___/___/___

· Your posters should be posted by: ___/___/___

· Your requisitions (request for funds forms) should be completed and submitted to the FAC office by: (separate dates are offered because some funds may be required before others)


___/___/___ for: 

___/___/___ for:

___/___/___ for:

___/___/___ for:


___/___/___ for:

· Your event evaluation should be submitted to the FAC office by: ___/___/___

FAC Funded Organization Guidelines
The following are guidelines to be followed by any and all organizations that receive funding from the Funds Allotment Council.  These guidelines are derived from the FAC Bylaws and/or Student Code of Conduct.

Misrepresentation of Organization:

· Any organization that fraudulently claims to be chartered when applying for funding will be denied the right to apply for funding for two funding periods.

· Any organization that fraudulently claims to have approval for an event from his/her advisor will be denied the right to apply for funding for a period determined by the council.

· Student organizations or groups are prohibited from the unauthorized use of the University’s name, abbreviation, trademarks or wordmarks, including the Bulldog, logo, or other graphic identity symbols.

· The phrases “Truman,” “TSU,” “Truman State,” or “Truman State University” (or some form thereof) cannot precede the title of the organization or group.
Breach of Contract:

· Any organization that fails to meet the terms of a contract as agreed upon by the contracting agency and the organization shall be denied the right to apply for funding for two funding periods.

· Any organization that fraudulently signs a contract by forging a signature or otherwise falsifies information in the contract shall be denied the right to apply for funding for up to four funding periods.

· Any organization that fraudulently represents the University by attempting to enter into contractual agreements on behalf of the University shall be denied the right to apply for funding for up to four funding periods.  All Organizational Activities Funds must be dispersed with proper University authority.

· Any organization that has agreed to host an event and subsequently chooses not to produce that event shall be denied the right to apply for funding for two funding periods.  This does not include cancellations that are beyond the control of the organization, as determined by the Funds Allotment Council.
Compliance with the Directions or Requests of University Officials:

· Student organization officers, leaders, and spokespersons shall comply with all directions or requests of (a) University officials or (b) law enforcement officers, etc. in a timely manner.

· Student organization members shall comply with all directions or request of (a) University officials or (b) law enforcement officers, etc. in a timely manner.

Alcohol and Drug Related Misconduct:
· The unlawful (a) manufacture, (b) possession, (c) use, (d) sale, (e) distribution of narcotic or other controlled substances, (f) drug paraphernalia, and/or (g) other chemicals is prohibited.  Each organization shall take necessary steps to see that this regulation is not violated at functions it sponsors.

Restricting Access to an Event:
· Any organization that denies access to any member of the student body when hosting an event shall be denied the right to apply for funding for up to four funding periods.  This excludes those instances where the exclusion or removal of an individual is necessary for the enjoyment of the other patrons or in those instances where further admission will present a hazard.  If the exclusion or removal of an individual is necessary (due to misconduct), please contact the Department of Public Safety to do so.

Advertising:
· Origination or circulation of any advertising media that contains matter that violates or is contrary to the policies of the University, Student Organization Recognition Agreement, Center for Student Involvement, Department of Residential Living, Student Recreation Center, Student Union, and/or federal, state or local law is prohibited.

· Origination or circulation of any advertising media containing (a) false information, (b) misleading information, (c) obscene language, (d) blatantly offensive material, (e) the promotion of alcohol consumption, or (f) illegal activities/behavior is prohibited.

Adequate Publicity:
· Any organization that fails to adequately publicize an event to the extent that attendance is limited shall be denied the right to apply for funding for two funding periods.  Inadequate publicity may be defined as insufficient, late, or as otherwise determined by the Council.

Fundraising:
· All student organizations shall conduct any solicitation and fundraising activities in a manner that does not violate or is contrary to the policies of the University or its Center of Student Involvement, Department of Residential Living, Student Recreation Center, Student Union, and/or federal, state, or local law.

· Fundraising that promotes the self sustainment of the organization is highly encouraged by FAC

Other Misconduct:
· Social Host. It is the responsibility of any student organization who hosts a visitor or guest on campus, at a University sponsored event/activity, or student organization sponsored event/activity to insure that the guest knows and adheres to the Student Conduct Code. In instances where guests violate rules or codes, the student organization host will be held responsible.  Student organizations are responsible for all that occurs within facilities they have reserved for use on campus, own or rent off campus. Whether a visitor is a student, non-student, or non-identified guest the student organization host will be held responsible for violations of the Student Conduct Code.  Responsibility under these rules may occur even if the host organizations’ officers are not a participant in the activity or have left the visitor(s) alone.

Violations:
· All sanctions imposed by the Council shall require a 6/9 vote of the Council.
· The Council may, at any time, recommend that a student or member of an organization be charged with a violation of the student Conduct Code through a 6/9 vote of the Council.
Contract Information

Keep the FAC Liaison and FAC Advisor up-to-date regarding and events/speakers/concerts etc. that are being considered
Contracts need to be issued for anyone coming to the university to perform any service, even if they are not receiving payment
When dealing with large acts (event/speaker/concert), an agent representing the university will be used.

Organization members may talk to agents about prices and dates as long as both parties understand it is a simple information inquiry, not a verbal contract.
· Formal bids must be offered by the Program Coordinator of Student 
 
 
   Involvement for large-scale concerts, speakers, and other events.

Organization members may not enter into a verbal or written contractual agreement on behalf of the organization and/or Truman State University. The following employees have authorization to do so:
· Program Coordinator of Student Involvement (for contracts under $5000)
· Dean of Students

· University Controller (contracts over $5000)

Organization members can and should be listed as contact people on the contract, but should never be listed as the purchaser, producer, etc. (the person who signs the contract).

· Contracts are signed “Coordinator of CSI for Truman State University”

In general, the Student Involvement and Accounts Payable offices prefer to receive a check request or Purchase Order at least three weeks prior to the event date in order to process a check or purchase order requesting funds for a signed contract (Note: we cannot reimburse honorariums due to Federal income tax regulations).

Contracts must be initiated and submitted to the Center for Student Involvement at least 6 weeks prior to the event date in order for them to be completed and signed by all parties no later than one week before the event date.  You need to include proof that you have reserved a room for the event.  Also you need to include a completed W-9 form.

A 2% Missouri Performance Tax must be applied to all performances.  This will be waived for educational speakers and Missouri residents. 

Event Information Form

Organization Representatives should work with their assigned FAC liaison to submit this form to the Program Advisor in advance of their event.  Submit this form along with any contracts/documents you have received from the Agency.
	Organization Information

	Organization Name: 

	Organization Contact Name:

	Contact Email:                                                          

	Contact Phone Number:

	FAC Liaison Name:

	FAC Liaison Contact Information: 

	Agency Information

Please include the information with whoever you have been in contact with the  booking of your event.

	Agency Name:

	Agency Representative Name:

	Email: 

	Phone Number:
	Fax Number:

	Event Information

Please answer this information to the best of our abilities.  

	Event Name:

	Description (Speaker, Comedian, Performer, etc.):

	Date/Possible Dates: 1)                                   2)                                               3)

	Location:
	Start Time:

	Estimated Attendance:
	Length of Program:

	Contract Information

	Breakdown of FAC Allotted Funds (i.e. publicity, fees, ect.): 



	Amount of Funds covered by FAC 
Please list the amount that will be covered by FAC below: 

a. Honorarium:

b. Air Travel:                                                      Ground Transportation: 

c. Lodging: 

	Arrangements: 
a. Have any travel arrangements been made (air, car rental, train, etc.)?
b. Have any hotel arrangements been made (# of rooms, # of nights, etc.)?
Who will be responsible for making these arrangements (please circle)?    Truman       Agency/Artist

	Has the agency sent a contract (please circle)?
Yes
No

a. If yes, please submit to the Program Advisor along with this form. [NOTE: Only professional staff members can initiate and sign contracts on behalf of the University.]
b. If no, the Program Advisor will request one on behalf of the student organization.


Publication Information

Truman State University Posting Policies:
Anything publicized on the university campus must follow the guidelines established in this policy. Advertising of events at Truman State University is limited to chartered/registered student organizations and university divisions, departments, and offices that are conducting university business. the only exception to this policy is the advertising of events (generally charitable in nature) that are sponsored by not-for-profit organizations/agencies within the community of kirksville. 
Public Posting Areas:

· Open for use by the general university population
· Examples include classrooms, bulleting boards, and lounges

· Subject to the posting rules and regulations

Private Posting Areas:

· Offices occupied by faculty or staff, departments, organizations, or divisions

· Residential buildings

· Subject to the discretion of the occupant to post material of a personably relevant nature to the university and its activities

Posting:

· The name of the chartered organization, university division, department, or office must appear on the posted material as the designated sponsor
· There will be a limit on all announcements to one poster/flyer copy per event per bulleting board
· Student candidates campaigning for an office or position on campus will be limited to one poster per candidate/campaign per bulletin board
· Electioneering by posting for off-campus positions unrelated to University-sponsored programs or organizations will not be allowed  
· Material may be posted only on bulletin boards.  Posted material may not be attached to windows, doors, walls, floors, trees, or any other part of the University grounds
· No posting on car windows on campus property
· It is recommended that posted material not be excessively large in proportion to the board on which it is placed in order to make room for other notices
· Posted material advertising non‑University-sponsored events must be of general interest to the University community and sponsored by a not‑for‑profit organization. Commercial posting is not permitted on campus
· A commercial organization may have its logo displayed on posted material only if it is working with a chartered group to sponsor a function or a fundraiser that benefits the University organization.  Organizations can contact the Center for Student Involvement (CSI) located in the main level of the Student Union for more information regarding fundraisers
· Posters should be attached with tacks whenever possible.  Staples and tape are not recommended, as they are difficult to remove.  Under no circumstances should duct tape or other highly adhesive tape be used
· Chartered student organizations, divisions, departments, or offices must submit one copy of the material to the Center for Student Involvement (CSI) and have all materials stamped for approval before posting
· Materials promoting the consumption of alcohol, tobacco, or any illegal substance may not be posted on campus.  Profanity, obscenity, and the promotion of illegal acts are also prohibited
· It is recommended that an organization that has posted material be responsible for removing said material within 48 hours after the publicized event in order to make room for other promotional materials
· Chartered organizations should only remove their own material from bulletin boards
· The University reserves the right to remove any form of posted material, and in particular, any material that does not comply with this policy
Publication Information Continued

FAC recommendations and guidelines:

· ALL posters must either say Funds Allotment Council or have the FAC logo on them. The sponsoring organization’s logo or name and the CSI logo must also be present.
· All posters must be approved before being printed and displayed on campus. Poster approval is done by the CSI office or FAC advisor.
· START EARLY! This process takes some time and should be started well in advance of the event (refer to the timeline). All publicity must be posted no later than 2 weeks prior to the event.
· Fill out a publication work order form (example provided in packet) as soon as you know the specific information pertaining to your event. The publications office is located in Kirk 210.
· DO NOT publicize events prior to the finalization of the contract.
· Tips for dealing with the publications office:

+ Contact them immediately after a date, time, and location are set.

+ Be VERY specific and make sure you give them correct information.

+ Check the proof for errors or mistakes.
+ Ensure that the cost of your posters does not exceed the amount allotted to you by FAC.

+ Publications will charge FAC directly for the cost of the posters.
The Ways to Publicize are Endless….

· Make Posters 

· The publications office is located in KB 210. The staff can help you design a poster about your upcoming event, games, or tryouts. From there Publications will send your design to Printing Services for printing. Be sure to stay within your designated publicity limit if allotted money from FAC for publicity. Posters for events sponsored by FAC MUST have the FAC and CSI logo on them. 
· Truview/Truman Today Announcement

· Forms are available on the ITS website of through the Public Relations office in MC 101. This will allow information about your event to show up on student’s Truview homepages and be printed in the weekly Truman Today. 
· Master Calendar Event

· Submit your event and all of the details to be listed on the master calendar that is shown on the Truman.edu homepage. You can do this by going to calendar.truman.edu and clicking the “Submit an Event” link. 
· Easels in the Student Union Building, Residence Halls, & Academic Buildings 

· Reservation forms for SUB easels are available at the SUB Office.  For additional easel information, check the respective building website.  
· Hang Banner by Library
· Banners must be approved by the CSI.  Banner supplies (40 feet of rope and a flat, twin sheet) may be purchased at the CSI or from any outside source.  All banners must display the full name of the organization.  
· Chalking in Classrooms

· Include the organization name and all pertinent information about the event in the upper corner of the classroom chalkboard. 
· Outdoor Chalking 

· Chalk on major sidewalks around campus with all the details of your event.  Do not chalk on vertical surfaces, bricks, and areas that are not exposed to rain.  
· Table Tents in Dining Halls, Mainstreet Market, and SUB HUB
· Reservations for dining hall table tents and all guidelines can be found in the Sodexho office in the SUB office. Reservation and guidelines for Mainstreet Market and the SUB HUB table tents can be found at the SUB office. Table tents can go up for up to 5 days at a time. Reservations fill up quickly so make these far in advance!

· Facebook

· Make a Facebook event to give all of your friends the details. Encourage others in your organization to invite people to the event as well.
· Banner on Main truman.edu homepage

· Ask publications to make a version of your poster design that is capable of being put on the Truman homepage. They will make this and send it to Tim Barkus, the campus photographer, who will apply it to the homepage.

· Digital Signage

· Ask publications to make a version of your poster that is capable of being put up as digital signage on the TV screens in the SUB. Reservations for digital signage are available in the SUB office. 

· Index
· Ads are available for sale through the Index. 
· Ceiling Tiles in Mainstreet.

· The tiles cost $10 each and can be reserved/paid for in the CSI.

Funds Allotment Council

Application Evaluation

Advertising

Where did you learn about the possibility for FAC funding?  

How adequate was the advertising for FAC funding?  What could FAC have done to better advertise the availability of funds?

The Application

Did you find any aspects of the application itself to be confusing?

Were you able to obtain help from FAC members on the application if you needed it?

Did you utilize the information provided on the first two pages of the application? Did you find it helpful? Any other information you wish would have been included?

How much time did you put into researching your event in order to fill out the application?

What are the strengths and weaknesses of the application process?  What do you feel should have been left out/added to the application process?

Informational Meeting

Were you (or a member of your organization involved in the application process) present at the informational meeting held at the beginning of the semester?  If yes, was the information presented at the info meeting helpful in the application process?

Is there anything that was not presented at the info meeting that you would have found helpful filling out your application?

Your FAC Hearing

Did you feel that you were able to “present your case” at your FAC hearing?

Do you feel that you received a fair hearing?

Do you feel that FAC offered advice during your hearing that helped you in planning for your event and/or making changes to your application?

Are there any parts of the application process that seemed unclear? 

Do you have any other comments and suggestions for FAC about the application process?

Please rate the overall application process:

(poor) 1

2

3

4

5 (excellent)
Contact Information
FAC contact
Full name of your FAC representative: 

______________________________________________________________________________

E-mail address: 

______________________________________________________________________________

Primary Phone #: 

______________________________________________________________________________

FAC office hours: 

______________________________________________________________________________

Additional contact information or preferences:

______________________________________________________________________________

…………………………………………………………………………………………………………………………………………………....

Organizational contact

Organization’s name:

______________________________________________________________________________

Organizational contact’s full name:

______________________________________________________________________________

Proposed event (general description):

______________________________________________________________________________

E-mail address:

______________________________________________________________________________

Primary phone #:

______________________________________________________________________________

Additional contact or preferences:

______________________________________________________________________________
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