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Welcome!

PLU believes individual and team leadership, along with a strong commitment to community service, are key elements of a successful college career. Student organizations make an invaluable difference in our community and help address student concerns and respond to areas of interest.  Leadership in student organizations is a tremendous experience for individual students and working teams.

You will see the following symbols throughout this manual. Campus Ministry Council recognized groups, School of Business organizations, club sports and hall councils are recognized student groups who have standards above and beyond those in place for general organizations.  These symbols indicate when there are more specific guidelines that apply to groups that are recognized by another campus area in addition to SIL. 

Club Recognition Process

Registered clubs can reserve and use PLU facilities for meetings and activities, advertise, request funding from the Appropriations Board (facilitiated by the Fininacial Director for ASPLU), The Clubs and Organizations Advisory Board and other on-campus sources and participate in leadership opportunities for club members.

Petition for Formal Recognition

Students wanting to form a new organization should meet with a Student Involvement and Leadership (SIL) staff member.  In addition to submitting a constitution, leadership roster, and advisor signature, petitioners must show there is sufficient student interest to sustain the organization by submitting a list of charter members with their signatures.  The Petition for Formal Recognition is available in SIL, or online at www.plu.edu/~sil.  Clubs may hold organizational interest meetings with the approval of SIL.  Any club organizing an event, fundraising, advertising on-campus or otherwise conducting business before recognition jeopardizes the recognition process!

Clubs that have been inactive for more than two academic years (four successive semesters)

become defunct and must re-petition for formal recognition (see below).

Annual Registration Process

Recognized clubs must submit an annual registration form each May. It is required that a registration form for the new year be completed at the end of the current academic year and be filed in the Student Involvement and Leadership Office no later than May 18th. The club president is responsible for updating SIL of any changes that occur during the academic year.

The Annual Registration Form  can be secured in the Student Involvement and Leadership Office, or online at www.plu.edu/~sil. 


Advisors

Only full-time PLU faculty, staff or administrators may serve as advisors.  The responsibilities of the Advisor include:

· Being knowledgable of the guidelines and procedures for student organizations and insuring that student leaders of the organization are also informed of these policies.

· Serving as a liason between the club and the University.

· Providing guideance and leadership.

· Offering assistance in developing and overseeing the club budget.

· Periodically attending club meetings

· Monitoring club travel

Inactive and Defunct Clubs

There are three club statuses:  Active, Inactive and Defunct.

Active clubs have a current registration form on file in SIL and are recognized by the university.

Inactive clubs have not completed an annual registration form within the past two academic years (four successive semesters).  Inactive clubs are not entitled to the benefits of recognition, but may become active by submitting an Annual Registration Form.

Defunct clubs have been inactive for more than two academic years.  SIL retains information on defunct clubs in an archive.  Students wishing to reactivate a defunct club, or a club closely related to one that has been recognized previously, may access this archival information by meeting with an SIL staff member.  Defunct clubs must petition for recognition; petitioners may utilize the archival constitution.

Note:  Unless otherwise requested, SIL will give names, emails, and phone numbers of officers in response to internal inquiries about a club.  

Administrative Support

Club Mailboxes

Every recognized student organization has a mailbox, located in SIL or the office indicated below.  All official correspondence to your organization will be sent to this address – make sure your leadership checks it regularly!  Announcements of upcoming events, monthly account statements and registration information will be distributed to club mailboxes regularly!


Club email Accounts & Websites

Your club will benefit from having an e-mail account.  To be eligible, the club must be registered through the Student Involvement and Leadership Office, with current officers listed. The Departmental/Organizational Account Request is available online at www.plu.edu/~sil.

Student clubs may also have a webpage hosted on PLU’s website.  You will need to complete the Departmental/Organizational Account Request noted above. (Handout located in the back of this packet.)

PLU websites expire! All club email inquires and password resets can be directed to the CATS Helpdesk at ext. 7525.

Photocopying

Copy cards can be secured through the library to be used for small jobs.  For larger jobs, fill out a University Printing Services print request form (available at www.plu.edu/~ucom/printing-publications/forms) and charge the copying fee to your club's account.  Quick copy jobs usually take one day, and offset printing requires 1-2 weeks.  

Office Supplies

Your PLU Account Number can be used to purchase supplies through Corporate Express.  Please contact SIL to order office supplies online.  Corporate Express usually ships within 24 hours.  You can also charge directly to your club account for supplies from the PLU Bookstore.

Club Archives and Storage Lockers

SIL maintains a binder for every recognized club.  You are encouraged to forward minutes, advertisements and event evaluations to SIL who will file them in these binders to help future leaders.  

Limited locker storage is available to assist with the annual transition process. This includes space for notebooks, computer discs and office supplies.  Storage for larger display items and major event paraphenalia is limited.  See a member of the SIL team for more information.

Funding Sources

Recognized organizations can obtain funds in three primary ways:  ASPLU Appropriations Board; Fundraising; and Dues.  Additionally, the Student Life Council has allocated funds to support travel.  Details on each of these funding options are listed below.  

ASPLU Appropriations

Funding may be available to your club through the Appropriations Board (ASPLU).  Your club must be registered and in good standing with the university.  Contact their office (x7480) for further information and the petition process.

Student Life Council Funding Request

The Student Life Division will support student travel to conferences and events away from the campus.  Their support can only be a portion of the total cost, and the sponsoring organization must submit a written plan that specifies how participation in the event/conference will benefit the PLU community.  Generally, funding will only be awarded if a program or event will be held on-campus following the travel.


The Student Life Council Funding Request is available online at www.plu.edu/~sil.

Fundraising

Contact the Student Involvement and Leadership Office (x7195) for in-depth information on fundraising procedures and ideas.  You must complete a Fundraising Planning Form and receive written approval before conducting any fundraising activity.  This form is available in SIL, or on the SIL webpage. Funds must be deposited into the club account within 48 hours of receipt.  Clubs that do not deposit funds in this timely manner risk being placed on inactive status.


Business Etiquette

· Many people form their first impression of PLU through their interactions with current students, and they look closely at student leaders to assess the quality of our programs.  Whether your club is planning an in-house or external event; and whether you are involved in on-site visits or telephone communications, it is important to clearly communicate your interests and needs.  

· Make sure that you note the name, address, and phone number of your contact person for future communication.

· It’s wise to support verbal communication with written documentation, so that you may review and confirm what you discussed.  E-mail follow-up is appropriate if your contact person provides an electronic address.

· Send a thank you note to the company representative after the event.  Don’t forget to thank your team members…you all make it all happen!!!!

· Make copies of the event planning and event outcomes to place in your master files for future reference by other club leaders.  Be sure to include any company representative’s name and address.


Using the PLU Logo

If your organization is planning to sell any materials (clothing, gadgets, supplies, calendars, etc.) which displays the PLU logo, you must secure approval through the Bookstore Manager (x7665).  DO NOT PROCEED WITHOUT PERMISSION!.  

Money Matters

Club Accounts

Each registered student club has been assigned an on-campus account.  Under no circumstances may student organizations open off-campus accounts.  

Your club records should include your account number and account history. Every student organization has a six-digit fund account number.  When processing transactions, you will need to provide a four digit extension that details the transaction.  

Record Keeping

Club funds are university resources and are therefore subject to standards and potential audits by external agencies.  Receipts for all purchases must be maintained by your club treasurer or designee.  All funds your organization raises must be deposited into your club account on the business day after they are raised;  save all Business Office deposit slips.
Account Balances

Club officers are responsible for maintaining a positive balance in their fund.  Each month, a summary statement taken from Banner accounts will be provided by SIL to each club.  It is imperative that you reconcile your expenses and deposits on this account each month, so as to assure accuracy in the university and club records.  This process emphasizes the need for your club to retain budget records on all activity so that you have a backup of detail from which to compare. 

Deficit Accounts

Clubs that have overdrawn their account will be notified in writing by SIL.  Upon notification, club leaders have a specified time to submit a plan for making-up the deficit.  If the club does not attain a positive balance within one semester of when the notice of deficit is given, the club will become inactive. 

Making Deposits
SIL or the Business Office will provide you with deposit slips.  You can deposit any income at the Business Office window.  The four-digit extension for account income is 5706.  Make sure you retain copies of all deposit slips for your records!!!

Types of Withdrawals
 Reimbursements Under $50

If a club officer pays for goods related to a club function or need, an original receipt must be attached to a Reimbursement Request Form (see Appendix A) and presented to your advisor for reimbursement approval.  If the reimbursement is less than $50, the approved form can be presented to the cashier at the Business Office window for immediate reimbursement.  The Reimbursement Request is available in SIL, or on the SIL webpage.

Reimbursements Over $50

If the reimbursement exceeds $50.00, the university will not give you cash on the spot, but will require a check request form to be attached (see Appendix A).  This may and can take up to two weeks’ time.  If you want the check mailed to your home, provide the Business Office with a stamped envelope.  Otherwise, leave your phone number so that they can call you once the check has been issued and can be picked up.
Purchase Orders

To purchase most goods and supplies outside of the university for which you want to be billed, you must complete a requisition form listing your club’s on-campus account number.  If you order your material, CONFIRMATION ONLY must be indicated on the requisition form so as to alert the Business Office that the purchase has been initiated.  Otherwise, the Business Office will process the order for you.  Once the invoice has been received, it must be checked for accuracy, signed by the club officer and advisor, and brought to the Business Office with a copy of the requisition for final approval of payment. 

If you are purchasing goods at the PLU Bookstore, you must have your account number readily available so that they can charge your account.  Keep a copy of the receipt as it will appear on your Banner detail account.  

Check Requests

Check request forms are available in SIL or online.  Complete the request, attach supporting material, get approval from your advisor and forward the request to the Business Office.  Retain a copy for your records. Please note, checks are only processed once a week.  Approved requests must be in the Business Office no later than a Monday for check issuance on Friday.  

Cash Advance

Rather than using your own money for club purchases, you are entitled to request a cash advance for up to $50 from the Business Office.  The cash advance form must be approved by your advisor before presenting it to the cashier in the Business Office.

Once you have purchased the items you need, copies of the receipts and any money that is left must be taken to the Business Office for reconciling against the cash advance.  Unreconciled advances will be debited from your student account.  Don’t forget to retain copies for your records.  

Travel

The university allows $.38 per mile reimbursement for travel on official club business.  You must complete an Auto Mileage Form and submit it to your advisor for approval.  The amount will then be paid out of your club account and appear as an expense on your Banner activity report.  See travel section for more details!

Club Travel

Insurance
When travelling on PLU business (this includes club travel!) and using your personal vehicle, your personal insurance will be primary.  Anyone driving to or from a club-sponsored event should be aware of this policy.

Itinerary
When traveling for club or organization purposes, your organization must submit a travel itinerary to your advisor and SIL.  This itinerary should include:  

· Name of person/people travelling

· Drivers and trip leaders (one per vehicle)

· Contact information for trip planner (email, phone(s))

· Address of destination(s)

· Purpose of trip

· Date and time of departure from campus

· Date and time of return to campus

· Estimated time of arrival at destination

· Estimated time of departure from destination

Use of PLU Vehicles
Campus Safety in Harstad Hall is responsible for scheduling vehicles.  Student organization officers are entitled to use a PLU vehicle if the club is currently active.  Any driver must obtain driver certification from Campus Safety. Vehicle expenses will be charged against your PLU club account.  Please see the Driving Safety Manual at www.plu.edu/campussafety/plu-drivers/driving-safety.html.

Advertising

Approved Types of Solicitation, Advertisement, and Promotions for Student Organizations on 

Campus: 

1. Use of Residence Hall Mailboxes: The use of residence hall mailboxes by student organizations is permitted with the approval of the respective Resident Director. United States mail addressed to individual students, regardless of its nature is approved for distribution. 

2. Room-to-Room Contact: Room-to-room student contact by student organizations is permitted for purposes of program promotion or election campaigning. Which includes placing promotional materials under the doors of individual residents. This type of contact is subject to the approval of the Residential Life Office (who will consult with both Residence Hall Association and the Resident Directors). 

3. Campus Bulletin Boards: 

a. Commercial advertising signs are not permitted except when sponsored by a university department (e.g., the bookstore, athletic department), ASPLU, or Residence Hall Association, or when the Residential Life and/or Student Involvement & Leadership determine they are in the general interest of the university community. 

b. Except for the residence hall bulletin boards, all university bulletin boards are classified as either general or reserved. Only "general" university bulletin boards may be used for commercial advertising purposes. These boards are located in the Columbia Center, Eastvold Auditorium, Hauge Administration Building, Ingram Hall, Memorial Gymnasium, Mortvedt Library, Olson Auditorium, University Center and Xavier Hall. All materials posted on boards must be approved for posting and be stamped accordingly or they will be removed. Approval for general bulletin boards may be obtained in the ASPLU Office, and in the Residential Life office for residence halls. Posters will be removed within 24 hours of the event

c. Students who wish to advertise personal goods (such as books or bunk beds) or services (such as rides or typing) may use residence hall bulletin boards with the approval of the Resident Director. 

d. To maintain the beauty of campus, no promotional materials may be affixed to trees, shrubbery, light standards, benches, sculptures, signs, vehicles, trash receptacles, fire hydrants, flag poles, or exteriors of buildings. 

4. Chalk Drawing: Advertising with chalk must be approved by Student Involvement and Leadership in the University Center. The specific wording must be presented for approval. All chalk advertising must be erased within 24 hours of the event. 


Making Your Organization Strong

Adapted from The Catch and Release Peer Education Program Eric Davidson, M.A. and Kari Kuka, M.S.

The Four R’s

Recruitment

Retention

Recognition

Releasing

Why people join groups:

Meet other people

Have fun

Explore new interests

Form new relationships

Build leadership skills

Be part of a group/team

Improve the campus community

For recognition

For power

For experience on a resume

And many more…

Why people leave groups (or hang around but don’t do anything):

Not fun

Dislike the style of the leader

Don’t like other people in the group

Turned off by the way the leaders interact

Takes too much time

No recognition for efforts

Poor delegation of tasks (feel like I’m not needed)

No opportunities to try new things

Ideas are squelched

Not encouraged to contribute in a meaningful way

Recruitment

Create a Recruitment Plan

Sample Recruitment Events
Create a Recruitment Plan for your club:

Designate a person to coordinate this effort
Realize that this is an ongoing effort throughout the year

Give the person a budget and financial support

Solicit ideas from the general membership on ways to attract members and call attention to your group

Remind the group that it's everyone's responsibility to recruit and retain people

Recognize your campus "Leadership Contact Network”

Come up with a creative theme or logo to use for membership campaign

Point out incentives to joining.

Have a mentor program for incoming members

Sample Recruitment Events:

Recruitment ads through newspapers and radio
Posting of general meeting times in public locations

Have meetings in public locations, encourage drop-ins

Have a leadership retreat/attend leadership workshops

Have a reception honoring new members

Have drawings for door prizes at meetings

Have award ceremonies and holiday parties

Retention

Retention Ideas

Motivation Ideas
Retention Ideas:  Catching a member is one thing, getting them involved is another

Keep track of membership

Follow up immediately with people who have expressed interest in your 

Keep your organization visible to the public 

Develop a brochure 


For new members, develop a packet

Stress that they are becoming apart of a national organization, if applicable

VIP Programs- rewards for participation

Motivating Students:

Recognize members for good grades
Declare an appreciation day

Nominate your group for awards

Print up member business cards

Sponsor "random acts of fun" events

H AVE FUN!
Recognition

Four Components of Recognition 
Acknowledgment

Attention

Feedback

Praise

(adapted from David Emmons, Southwest Missouri State University)
Acknowledgment

1.  _________________________________________________________________________________

2.  _________________________________________________________________________________

3.  _________________________________________________________________________________

Attention

1.  _________________________________________________________________________________

2.  _________________________________________________________________________________

3.  _________________________________________________________________________________

Feedback

1.  _________________________________________________________________________________

2.  _________________________________________________________________________________

3.  _________________________________________________________________________________

Praise
1.  _________________________________________________________________________________

2.  _________________________________________________________________________________

3. ____________________________________________________________________

Releasing

Importance of Leadership Transition

Methods of Transition

Questions for Current Leaders

How to Prepare fir Future Transitions
Why Leadership Transition is Important “Passing the Gavel”

New leaders will not have to reinvent the wheel

Organization will be able to start the new year with momentum

New leaders will have knowledge and training leading to increased confidence and group growth

Outgoing leaders will feel a sense of closure

Different Methods of Transition

The Clean Sweep *** Catch as You Can *** The Inside Shuffle *** The Fish Bowl *** Top of the Line

The Clean Sweep

New leaders start completely from scratch

Everything old is thrown out

Traditions, long term goals, rules are thrown out

Starting from ground zero

Catch as You Can

Old officer dumps everything on new officer

No communication about expectations of position occurs

No training by former leader

New leader left in the dark about the future and functions of the group and its leadership positions

The Inside Shuffle

Old & new leader meet to discuss duties and responsibilities of the office

Other positions do the same

Group of old and new leaders never meet to discuss how positions interact

New leaders never meet to begin teambuilding process, leader training, goal setting, etc.

The Fish Bowl

Old leader and new leader sit in middle of a circle, allowing other new and old leaders to listen to information being passed along

All leaders hear and understand responsibilities of the particular position

All leaders discuss responsibilities of all positions and how they interact after each position has been in the middle

Top of the Line 

Extended retreat

Planned by older leaders, but allows new leaders time to work together to begin building their team concept and goals

Look at organization’s past history, goals, projects and activities

Discuss leadership roles and responsibilities

Develop goals and action plan for coming year.

Questions to ask current leader

What did you like best about your job?

What did you like the least?

What was the most difficult decision that you made?

What could you have done to make the experience better?

Obstacles to performing my job effectively were….

How to Prepare for Future Leader Transitions

This begins now and continues even after you leave your position

Look and develop future leaders

Write it all down

Start recording duties, ideas, successes, hints

Organize and file 

Help develop other leaders

Pacific Lutheran University

Computing and Telecommunication Services

Departmental/Organizational ePass Account Request & Renewal Form

In order to process your request for a new Departmental or Organization account or renewal of an existing account please provide the following information.  Since this form requires signatures, you may send it to us by fax (536-5099) or through campus mail.  Important:  Plan ahead!  Processing these accounts takes longer than individual accounts.  Accounts will generally be processed on the Friday after this form is received.  You will be notified when your username/password account is ready to be picked up.
	Today's Date


	

	Person Requesting the Account


	

	Individual Picking up the Account 


	

	ID # of Person Picking up Account


	

	Phone Number of Person Picking up Account
	

	Department


	

	Club Name (if applicable)


	

	Contact Person #1


	

	Contact Person #2


	

	Preferred Account Username

(8 characters or less)
	

	Required:  Club Advisor or Dept. Head 
  (PLEASE PRINT)
	

	Required:  Club Advisor or 
  Department Head Signature
	


CATS OFFICE USE ONLY:

Date Completed


Staff Initials


Computing and Telecommunication Services

Pacific Lutheran University

User Services

Club, Organization and Departmental Web Page Creation:

If you have one of the accounts mentioned above and wish to create a web page for the account, you'll need to follow these procedures.  

Once you have your username and password for accessing the account, perform the following steps:

1. Activate your account and agree to the PLU Computer Use Policy.  

2. Go to the Online Services Web page at: http://www.plu.edu/online/home.shtml
3. Click on the following link and enter the department username and password, provided to you:
"Web Page Registration: Create, Remove, Check Status", found under "Computing and Telecommunications"

4. Follow the instructions.

If you have questions, contact Computing and Telecommunication Services at ext. 7525 or send e-mail to comptelc@plu.edu.
Managing Your Account

PLU Clubs & Organizations
Student Involvement & Leadership
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Club Accounts

Each registered student club has been assigned an on-campus account.  Under no circumstances may student organizations open off-campus accounts.  

Your club records should include your account number and account history. Every student organization has a six-digit fund account number.  When processing transactions, you will need to provide a four digit extension that details the transaction. 

 

Record Keeping

Club funds are university resources and are therefore subject to standards and potential audits by external agencies.  Receipts for all purchases must be maintained by your club treasurer or designee.  All funds your organization raises must be deposited into your club account on the business day after they are raised; save all Business Office deposit slips.
Account Balances
Club officers are responsible for maintaining a positive balance in their fund.  Each month, a summary statement taken from Banner accounts will be provided by SIL to each club.  It is imperative that you reconcile your expenses and deposits on this account each month, so as to assure accuracy in the university and club records.  This process emphasizes the need for your club to retain budget records on all activity so that you have a backup of detail from which to compare. 

Deficit Accounts

Your club will be notified in writing by SIL if your account becomes overdrawn.  Upon notification, your club leaders will have a specified amount of time to submit a plan for making-up the deficit.  If your club does not attain a positive balance within one semester of when the notice of deficit is given, the club will become inactive. 

Account Maintenance Forms

You may download all forms related to account maintenance from the SIL webpage, www.plu.edu/~sil including:

· Fundraising Planning Form

· Student Life Council Funding Request

· Cash Reimbursement Form

· Check Request Form

· Business Office Deposit Slip
Reimbursements and Other Monetary Transactions

Reimbursements Under $50

If a club officer pays for goods related to a club function or need, an original receipt must be attached to a Cash Reimbursement Form and presented to your advisor for reimbursement approval.  If the reimbursement is less than $50, the approved form can be presented to the cashier at the Business Office window for immediate reimbursement. 

Reimbursements Over $50

If the reimbursement exceeds $50.00, the university will not give you cash on the spot, but will require a check request form to be attached.  This may and can take up to two weeks’ time.  If you want the check mailed to your home, provide the Business Office with a stamped envelope.  Otherwise, leave your phone number so that they can call you once the check has been issued and can be picked up. 

Credit Card Purchases

To purchase goods and supplies from outside of the University SIL offers Clubs and Organizations the option of having an SIL staff member purchase the goods on the office credit card.  The expense will then be transferred to the club or organization account.  Please check out this option before utilizing other sources!

Purchase Orders

To purchase most goods and supplies outside of the university for which you want to be billed, you must complete a requisition form listing your club’s on-campus account number.  If you order your material, CONFIRMATION ONLY must be indicated on the requisition form so as to alert the Business Office that the purchase has been initiated.  Otherwise, the Business Office will process the order for you.  Once the invoice has been received, it must be checked for accuracy, signed by the club officer and advisor, and brought to the Business Office with a copy of the requisition for final approval of payment. 

If you are purchasing goods at the PLU Bookstore, you must have your account number readily available so that they can charge your account.  Keep a copy of the receipt as it will appear on your Banner detail account.  

Check Requests

Check request forms are available in SIL or online.  Complete the request, attach supporting material, get approval from your advisor and forward the request to the Business Office.  Retain a copy for your records. Please note, checks are only processed once a week.  Approved requests must be in the Business Office no later than a Monday for check issuance on Friday.  

Cash Advance

Rather than using your own money for club purchases, you are entitled to request a cash advance for up to $50 from the Business Office.  The cash advance form must be approved by your advisor before presenting it to the cashier in the Business Office.

Once you have purchased the items you need, copies of the receipts and any money that is left must be taken to the Business Office for reconciling against the cash advance within 5 days of the cash advance request.  Unreconciled advances will be debited from your student account.  Don’t forget to retain copies for your records.  

Travel

The university allows $.31 per mile reimbursement for travel on official club business.  You must complete an Auto Mileage Form and submit it to your advisor for approval.  The amount will then be paid out of your club account and appear as an expense on your Banner activity report.  

Making Deposits

SIL or the Business Office will provide you with deposit slips.  You can deposit any income at the Business Office window.  The four-digit extension for account income is 5706.  Make sure you retain copies of all deposit slips for your records!


Funding Sources

Recognized organizations can obtain funds in three primary ways: Fundraising; Appropriations Board; and Dues.  Additionally, the Student Life Council has allocated funds to support travel.  Details on each of these funding options are listed below.  

Fundraising

Contact the Student Involvement and Leadership Office, (x7195) for in-depth information on fundraising procedures and ideas.  You must complete a Fundraising Planning Form and receive written approval before conducting any fundraising activity. Funds must be deposited into the club account within 48 hours of receipt.  Clubs that do not deposit funds in this timely manner risk being placed on inactive status.

Appropriations
Funding may be available to your club through the Appropriations Board.  Your club must be registered and in good standing with the university.  Contact their office (x7480) for further information and the petition process.

Student Life Council Funding Request

The Student Life Division will support student travel to conferences and events away from the campus.  Their support can only be a portion of the total cost, and the sponsoring organization must submit a written plan that specifies how participation in the event/conference will benefit the PLU community.  Generally, funding will only be awarded if a program or event will be held on-campus following the travel.

Most common four digit transaction extensions for Clubs and Organizations:


7102 Office/General Supplies


7141 Photocopying


7144 Postage/Mailing


7133 On Campus Meeting & Event Expenses (Dining Services, Media)


7143 Advertising and Public Relations (Impact)


All Expense Transactions for Club and Organizations should follow this example: 


Fund number-6323-transaction extension-61


8200xx-6323-xxxx-61








Web pages must clearly reflect the nature of the religious group that maintains that web page.  Show pictures and graphics that authentically reflect your ministry.





All contact persons for your ministry, by phone or email, must be the student leadership of your club or organization.  It cannot be a non-PLU person.  Non-PLU resource people can be listed as long as they are identified by title, position, association and/or affiliation.  For example, InterVarsity resource people can be listed on the web page as long as they are identified, as staff people of InterVarsity and the student leaders of InterVarsity are the initial contact people.





Petition for formal Recognition:  Religious groups must be approved by the Campus Ministry Council (CMC).  After completing the Petition for Formal Recognition and receiving approval from SIL, leaders of the proposed club should meet with the Campus Pastors and begin the CMC recognition process.  Once the CMC has recognized the club, the CMC chair will notify SIL that the group can be recognized as a student organization.  Final approval is granted by CMC.





Annual Registration is done through the Campus Ministry Office.

















All Income Transactions should follow this example:


Fund Number-6323-5706-00


8200xx-6323-5706-00





(   The School of Business has specific etiquette expectations. See Appendix D.


 Before working with local churches, check in with the University Pastors.








( School of Business Clubs have additional funding sources available.  See Appendix C for details.





( The Residence Hall Association has some funds available to assist Hall Councils.  See the RHA President for details.








( School of Business Clubs have a mailbox in the  Dean’s Office, Admin 227.  SIL will not maintain mailboxes for School of Business clubs and will forward information appropriately.





( Residence Hall Governments have a mailbox in Residential Life, Harstad 109.  SIL will not maintain mailboxes for Residence Hall Governments and will forward information  appropriately.





 Religious organizations have mailboxes located in the Campus Ministry Office.  SIL will not maintain mailboxes for Religious Organizations and will forward information appropriately.





Diversity related clubs have mailboxes in the Diversity Center.








 Off Campus speakers must be identified as to title and association or affiliation on all campus advertisements.  For example, if the Catholic Student Ministries are having a visiting priest lead a mass, the advertisement must say “Father John Smith, St. Peter’s Roman Catholic Church”  (If you want more examples see the Campus Ministry Office chapel schedule which identifies all speakers by their title and association.)  Off-campus speakers may only be invited per the provisions in the university’s Speaker Policy and the guidelines set forth in the Campus Ministry Council Constitution.





The words or title, “Campus Ministry” or “Campus Ministries” or “Campus Pastor” cannot be used on any advertisement or event unless approved by the University Pastors.  Those designations are for the exclusive use the Campus Ministry Office and the Campus Pastors of Pacific Lutheran University














	Campus Ministry Council 


 (	School of Business


(	Residence Hall Government














