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se sections are from the Student Handbook and were approved by the
Student Policy and Appellate Board.


Linda Edson
After all changes are made to the document and you are ready to go to print, right click in the table of contents gray area and select Update Field. It may prompt you to Update page numbers or entire field, select entire field.


Important note ahout Bronco E-mail:

Starting this year, all correspondence from Student Activities & the Student Organizations Of-
fice will be sent exclusively to Bronco E-mail accounts. If you do not check your Bronco E-mail
regularly, you should forward it to an account you do check. Itis simple to do, here is how:

. From the BroncoWeb homepage, click on Log In To BroncoMail

. Type in your Username and Password

. Click on the Options box in the middle of the help box and the exit box.
. Click on Mailbox Management

. Forward new messages by typing in your forwarding address in the Forward to: box
. SAVE your changes

N O v W N =

. Remember to redo this process if your change e-mails.




The Source for
Organization Recognition

Student Organizations
Categories
Academic/Professional

These organizations provide opportunities for
members to discuss and share information on aca-
demic disciplines and careers and to network with
professionals in the field.

These organizations may be recognized for a one-
time event or single purpose of supporting or op-
posing a candidate or issue on a ballot measure in
any special or regular ASBSU election. The ASBSU
Judiciary, through its own procedures, is authorized
to grant this temporary recognition.

Cultural/Ethnic

These organizations promote a sense of community,
solidarity, and support for students through various
means and seek to enlighten and enrich individuals
with certain aspects of their individual or collective
cultures.

Greek

These organizations are primarily social in nature,
are represented by Greek letters, and are exclusive
to one gender. Affiliation with a national organiza-
tion is not required.

Honor Societies

These organizations require a minimum GPA of 3.0
or higher for membership and may be related to a
specific academic discipline. They usually accept
members through invitation only. Service may be a
requisite for continued membership.

Religious

These organizations provide instruction and/or
spiritual guidance for members. They encourage
expression and fellowship and need not be affiliated
with an established denomination.

Special Interest

These organizations provide opportunities for
members to meet, educate and share in a common
interest. Organizations may also provide service to
the University and/or the community.

Club Sports

These organizations promote and develop interest
in a particular sport or physical activity. A club may
be recreational, instructional, competitive, or may
be involved in any combination of these elements.

University Housing

These organizations provide governance, social and
recreational activities for students who live in Uni-
versity-owned housing.

Advisory Boards

These boards provide guidance and feedback on
programs, budgetary oversight, and recommend
policies for departments or groups.

Campus Boards

These are student-operated boards that receive a
dedicated fee and are not specific to one depart-
ment or area.

*Note, these category definitions are subject to
change. Check with the Student Organizations Of-
fice at 426-5951 for the most current list.

Recognition Policies and
Procedures

This section is designed to make the recognition
process for groups as painless as possible. For clari-
fication of this process and most current policies
and procedures, contact the Assistant Director, Stu-
dent Activities, 426-5951.

For the purpose of this policy, the following defini-
tions are provided:
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University - Boise State University

ASBSU - Associated Students of Boise State Univer-
sity, student government

Fee-paying - Student paying (individually or by
scholarship) all required University fees listed in the
Schedule of Fees

Organization Defined
1. Any group of students living or acting to-
gether, electing officers and/or assessing
dues or fees for their mutual benefit is an
organization.

2. The President or primary officer for an or-
ganization must be a fee-paying student at
this University.

3. All voting members and remaining officers
must be fee-paying students at this Univer-
sity.

4. The University through the ASBSU Judiciary
must officially recognize all groups of stu-
dents fitting the definition of on organiza-
tion.

Recognition Agreement”

Recognition of an organization extends to them the
privilege of identification with the University and the
use of institutional facilities. The organization
agrees to accept those regulations and policies nec-
essary for the protection of the University’s essen-
tial functions, for equal sharing of time and space,
and to assure the reasonable health and safety of
the community.

Recognition of organizations does not mean that
the University supports or adheres to the views held
or to positions taken by such organizations. Re-
sponsibility for any actions which violate federal,
state or local laws must be assumed by the organi-
zation itself.

Temporary Recognition for New Organizations’
Temporary recognition status is assigned to new
organizations upon completing an “Intent to Organ-
ize Card” with a Student Activities staff member.
Temporary recognition is for the purpose of orga-
nizing as a student organization, recruiting mem-
bers, developing a University-affiliated constitution,
completing University requirements for gaining offi-
cial recognition, and holding elections.

Privileges for Temporary Recognized

Organizations
These privileges last for exactly two months from
the date an organization is registered, or until the

Friday before finals in May, whichever comes first.
These privileges are only for getting organized, re-
cruiting members, creating a constitution and hold-
ing elections.

e Use of rooms in the Student Union three
times, if available

e Use of Marketing Booths in the Student Un-
ion 15 times, if available

e 100 free photocopies at Campus Copy in the
Student Union

e Use of the poster distribution system (see
Source 2)

e Use of the Poster Island (see Source 2)
e Use of the Banner Wire (see Source 2)

e Use of table tents in the Student Union (see
Source 2)

e Use of University Relations to issue a press
release (see Source 2)

This is the extent of privileges for temporary or-
ganizations. Temporary clubs may not: host events;
use the name “Boise State University”; fundraise; use
University vehicles, use ASBSU services, use bulk
mail permits, advertise as a Boise State organization
or solicit money.

Recognition Steps for New Organizations®

University students interested in organizing a new
organization shall:

1. Set an appointment to meet with a Student
Activities staff member to review the recog-
nition process. At least one individual at-
tending this meeting must be a University
student currently enrolled for 3 or more
credits. A student ID number will be re-
quested at the time the appointment is
scheduled.

2. Complete an “Intent to Organize Card” at the
initial meeting with the Student Activities
staff member. The card requests the names,
addresses (mail and e-mail) and phone
numbers of the students organizing the or-
ganization as well as the potential name of
the organization.

3. Obtain from the Student Activities staff
member a “Temporary Organization Privi-
leges Card,” which is necessary to access fa-
cilities and promotional services.

4, Reserve rooms in the Student Union, or
other campus facilities, for a Constitution
Development Meeting, an Informa-
tional/Organizational Meeting and an Elec-
tion Meeting. Coordinate meeting times so a
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Student Activities staff member can attend
and facilitate the Constitution Development
Meeting.

5. Advertise and promote the organization and
all its meetings throughout campus in an ef-
fort to recruit new members.
6. Complete the Constitution Development
process and have the membership vote to
approve the constitution. Ensure that the or-
ganization’s constitution meets the Univer-
sity’s Constitutional Requirements listed later
in this section. The organization is encour-
aged to write bylaws for the organization’s _
specific rules of procedure. il el )
7. oubmit two copies of the propesed constitu-  aonstitutional Requirements for all Student
8. Complete an “Organization Officer Card” Organizations
listing the organization’s officers and advi- At least eleven articles are necessary in a new or
sor, their addresses and telephone numbers current constitution in order to be recognized and
and submit it to the Student Activities Of- ~ to maintain recognition.
fice. 1. Name. The name by which the organization
9. File a copy of the constitution or comparable will be known.
information of the parent organization with 2. Statement of Purpose. The statement of
the Student Activities Office (if the organiza- purpose for the organization.
tion is afflllatgd with a community, state, 3. Affiliation.
reg.lonél or natlona.l or_gamza.tlon). a. Affiliation with Boise State University
10. Mal_n'Fa_m communication W|_th the Stud.ent clearly stated—what does that affiliation
Actlwtles.staff men_nber until t_h(_e organiza- mean? What are the obligations and re-
tion receives a notice that official recogni- sponsibilities?
tion has been granted. (The Student Activi- ) L
ties staff member will review the officer card b. Th's organization shall operate accord-
and the Boise State and parent organization ing to the most current regulations and
constitutions for compliance with all Univer- policies of the Idaho State Board of Edu-
sity requirements. When all requirements cfatlon, Boise State Ur]lverSIty, the, ASS_O'
have been met, a Student Activities staff aated_ Stqdents of_BO|se Stgte Unlv_er5|ty
member will recommend to the ASBSU Judi- Constitution, and in compliance with all
ciary that the organization be granted offi- local, state, and federal laws regardless
cial recognition. During the summer months of contradictory material that may be in
when the ASBSU Judiciary is not in session, this document.
the organization will be granted official rec- c. Affiliation with a community, state, re-
ognition pending Judiciary approval.) gional or national organization (if appli-
cable).
See Appendix 1: Chart of Recognition Process for 4. Nondiscrimination Statement. It is the pol-
New Organizations icy of the Umversny ot to discriminate
unlawfully against any individual on the ba-
sis of age, race, color, religion, gender, na-
tional origin, ancestry, disability, sexual ori-
entation, veteran status, or political affilia-
tion (gender excludes organizations which
have been determined exempt according to
federal law). The University requires each
organization to submit a copy of the char-
ter, constitution and bylaws of the parent
organization where applicable. This is nec-
http://union.boisestate.edu (208) 426-5951 The Source 1: Organization Recognition 3



"Source

essary to determine whether discrimination
for the aforementioned reasons is encour-
aged on any level.

Membership. At least 51% of the total mem-
bership must be fee-paying University stu-
dents, carry a minimum of 3 credit hours,
and reflect minimum University academic
requirements.

Voter eligibility: all voting members must be
fee-paying University students and carry a
minimum of 3 credit hours.

Meetings. Organizations shall indicate what
is necessary to achieve a quorum, the nec-
essary voting percentages to conduct busi-
ness, and the frequency of meetings.

Officers. State how these officers are se-
lected and replaced, the qualifications for
office, officer duties, method of electing of-
ficers, specific time of elections, type of
vote, term limits, and methods for filling va-
cancies.

The minimum University requirements for
the President or primary officer for an or-
ganization must be:

a. Enrollment as a full fee-paying student
(at least 8 credits) by the tenth day of
each semester and continuation as a full
fee-paying student throughout the aca-
demic term. A graduate student may be
enrolled as a fee-paying student (at least
3 credits) by the tenth day of each se-
mester and continuation as a fee-paying
graduate student throughout the aca-
demic term for a recognized student or-
ganization that in name, purpose and/or
membership serves graduate students.

b. Maintenance of a cumulative GPA of
2.00 or better.

The minimum University requirements for all
remaining organization officers must be:

a. Enrolled as a fee-paying student (at least
3 credits) by the tenth day of each se-
mester and continuation as a fee-paying
student throughout the academic term.

b. Maintenance of a cumulative GPA of
2.00 or better.

Advisor. The organization is required to
have an advisor. The organization is encour-
aged to use the University faculty and staff.
Explain the duties and role of the advisor
within the organization and the University.

Removal of Officers and Members.
Grounds for removal shall be spelled out.

Process for providing adequate notice of
charges, opportunity for a fair hearing and
the right of appeal. The form of vote shall
also be indicated.

10. Sources of Financial Support.

11. Constitutional Revision. Any changes in a
group’s constitution require the approval of
the ASBSU Judiciary. The steps for approval
are the same as those for new organiza-
tions.

Help Finding an Advisor

The Student Organizations Office maintains a list of
potential advisors (faculty and staff) who have indi-
cated they are interested in advising an organiza-
tion. If you need help finding an advisor, indicate
this during your initial meeting with the Assistant
Director, Student Activities who will e-mail the po-
tential advisors, provide them contact information
and a description of your organization.

Organizational representatives’ responsibility:
PROMPTLY contact all potential advisors that are
provided to you. Meet with the potential advisors
and get to know them. Invite one or two (co-
advisors are acceptable) to be the advisor(s). Con-
tact the others, thank them for their interest and let
them know someone else was selected.

Organizations’

The privileges of Official Recognition status will con-
tinue when organizations fulfill all the following
conditions:

1. Complete an “Organization Officer Card”
within four weeks at the beginning of each
fall semester and within 10 days of any elec-
tion.

2. At least one student officer for the organiza-
tion, listed on the “Organization Officer
Card,” attends the mandatory Getting
Organized Meeting scheduled each fall
semester.

3. Collect mail at least once a week from the
organization’s mailbox in the Student Activi-
ties Office.

4. Maintain a positive balance in the organiza-
tion’s financial account.

5. Abide by the minimum Eligibility Require-
ments for Extracurricular Activities for offi-
cers and abide by enrollment standards for
organization membership (at least 51% of
the total membership must be fee-paying
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students at Boise State University carrying a
minimum of 3 credit hours).

6. Abide by the organization’s constitution and
stated purpose.

7. When requested to do so by the ASBSU Judi-
ciary, the organization must amend its con-
stitution to reflect current University policies
and local, state and federal laws.

8. When the constitution is revised, submit
three copies of the revised constitution to
the Student Activities Office for review and
approval by the ASBSU Judiciary.

9. Abide by Boise State University policies, and
local, state and federal laws.

Amending Constitutions

Occasionally, existing student organizations are in-
terested in updating their constitutions. As changes
are being discussed, an officer is advised to pick up
a sample constitution from the Student Activities
Office. If further clarification is needed, an organiza-
tion representative can meet with the Assistant Di-
rector, Student Activities for assistance.

See Appendix 2: Chart of Process for Existing
Groups to Amend Constitutions

Summary of Services for
Recognized Student
Organizations

ONLY organizations who have ASBSU Judiciary rec-
ognition have these privileges:

Meetings and Events

Free use of Student Union meeting and con-
ference rooms, academic space, and reserv-
able public space throughout campus when
available. Student organizations can also
create series reservations for their regular
meetings.

The right to apply for student organization
office space in the Student Union.

The right to sponsor speakers and events on
campus.

Free parking for event participants.
Access to Select-A-Seat.

Financial Support

The right to request annual funding from
ASBSU to help finance organization activi-
ties. (This does not apply to Club Sports or
Religious organizations)

Use of ASBSU telephones for long-distance
calls, mail services, and photocopier at a re-
duced rate.

Use of the University’s bulk mail permit for
authorized organization mailings billed to
organization’s account.

Use of the University Print Shop and Campus
Copy for organization printing billed to the
organization’s account.

Sales tax exemption for organizational pur-
chases.

Cash boxes.
The right to solicit monies on campus.

Use of University vehicle rentals for author-
ized organization trips and conferences.

Marketing and Promotion
Use of Boise State University Relations Office for
assistance with:

Press releases.
Public service announcements (PSASs).

Messages on the University’s electronic
message board on Broadway Avenue.

http://union.boisestate.edu (208) 426-5951
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The right to advertise as a Boise State stu-
dent organization.

The right to promote the organization and
its activities on campus.

Use of campus outdoor kiosks to display
announcements.

Consultation with the lawyer retained by AS-
BSU (during the academic year).

Representation of the organization’s con-
cerns to the ASBSU.

Hosting of the organization’s website on the
Boise State server.

Eligibility for awards and recognitions issued
by ASBSU, Student Activities Office or Boise
State.

Limited 24-hour access for organization of-
ficers to the Student Union through the Stu-
dent Activities entrance.

The process of withdrawing an organiza-
tion's official recognition begins when it has
ceased to function as evidenced by any of
the following:

a. Notice of dissolution from officer and/or
advisor.

b. Failure to hold any meetings over a
twelve-month period.

c. Failure to submit a current roster of offi-
cers within four weeks of the beginning
of each fall semester or within 10 days
of an election.

Failure to have a student officer attend
the mandatory Getting Organized Meet-
ing held during each fall semester.

e. Failure to correct a negative balance in
the organization’s ASBSU account within
two months’ time.

f. Failure to abide by the minimum Eligibil-
ity Requirements for Extracurricular Ac-
tivities for officers or enrollment stan-
dards membership.

g. Failure to regularly pick up mail from
the organization’s Student Activities
mailbox during the academic year.

h. Failure to comply with ASBSU Judiciary’s
written request to amend the organiza-
tion’s constitution within two months’
time.

Either the Vice President for Student Affairs
or the ASBSU Judiciary may withdraw an or-
ganization’s official recognition whenever
the above conditions occur or the rules and
policies of the ASBSU and/or the University
are violated.

Prior to withdrawal of recognition, the group
will be warned, given the opportunity to
take corrective steps and be allowed to
speak in their behalf before the ASBSU Judi-
ciary.

See The Source Section 7 for information about

University Eligibility Requirements for
Extracurricular Activities
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Appendix 1: Chart of Recognition Process for New Organizations

Set an appointment with the
Assistant Director, Student
Activities to review process

v

Meet with Assistant Director,
Student Activities, or other
staff

v

if applicable

If applicable, reserve rooms
in the Student Union for:

e  Constitutional
development meeting

e Informational /
organizational meeting

e  Election meeting

e  Here is where you write
your constitution

v

Request or down load a
national constitution

Elect Officers

(Around the
same time)

Have members
approve
constitution
by a vote

+ 7

v

Submit one electronic & 2 paper copies
of constitution, complete officer card

Student Organizations
Office

v

Assistant Director, Student
Activities

reviews constitution =

I
I
I
[}
I
[}
[}
[}
[}
|
and national constitution (if any) to the !
I
I
[}
I
[}
[}
[}
[}
[}
[}
1

papaau sabuey) J|

+ If no changes needed

Once the constitution is perfected, and
a complete officer card is submitted
(and a national constitution is on file, if
applicable) ASBSU Judiciary will
consider recognizing the organization.

v

Official Recognition Granted by ASBSU Judiciary
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Anpendix 2: Chart of Process for Existing Groups to Amend
cﬂllSlilllliOIIS (including name changes)

Pick up sample
constitution from the
Student Organizations

Office, or download on line
at: union.boisestate.edu

Meet w/Assistant Director, pick either
Student Activities to < option >
review sample constitution

Review sample
constitution on your own

Set up constitutional
development meeting if
desired

Revise constitution on
your own

Have members approve

> constitution by a vote <

v

Submit one electronic and 2
copies of constitution to the
»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»» Student Organizations Office

If no Meet with Assistant
changes If r!vised Director, Student Activities
constitution needs”™"" P to review constitution
further changes (if clarification needed)

Revised Constitution
...................................... > forwarded to ASBSU
Judiciary

Revised Constitution Approved by ASBSU Judiciary

8 http://union.boisestate.edu (208) 426-5951 The Source 1: Organization Recognition
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A new Officer Card must be submitted within the first four (4) weeks of each Fall Semester
and within ten (10) days of any officer election. Signatures are required for all officers and advisors, as this
card is also used as a signature card for the ASBSU Business Office to verify financial signing authority. The
information listed on this card is used to verify current officers. Only student officers listed on this card are
allowed to reserve Boise State facilities in the name of the organization. If you have more than one advisor or
coach, you must submit a “Secondary Advisor Card”. All information on this card is available to the pub-
lic. When club information is requested, officer and advisor/coach names & phone numbers are given as
contacts. This information is also distributed to campus departments. Please do not include a work phone
number if you do not wish to be contacted there. Contact information will also be posted on the Student
Organization website.

FPleasze Nota:

= Anew Officar Card must be submitted within the first four (4} weaks of each Fall Semester
and within ten {1407 days of any officer elaction.

»  Signatures are required for all officers and advisors, as this card is also used as a signature card
for the ABBSU Business Cifice to verfy financial signing authority.

»  The informalion listed an this card is uscd 1o verily current aofficers,

+  Cnly student officers listed on this card are allowad to reserve Boize State faciitios in lha name of the
organizatian.

# IFyau have more than onc advison or coach, you must submit a *Sccondary Advisor Card”,
«  All information on this card is available to the public. Whan club infermation is reguested, officer and
advisorooach names & phane numbars are given as contacts. This information is alse distributed to campus

deparments. Please do not include a work phona number if you do net wish 1o be santacted thars,

+  Contact infamnation will alzo be posted an the Student Organization websils.

Bu;s:a State Univeraity i
Recognized Student Organization Officer Cardj _’-Ub

T PLEASE TYPE OR PRINT LEGIALY!! **

2004 7 2005

Organization's Cfficial Bolse Stals Marne:

Organizalion's Nickname:

Organization's Chapter Mame (F applizahis)

Curren! Mumber of Mambers: Blucanls FaoulyiStaf Cammunity

Offige Addross (if any) - Office Phone (i any}

Crganization Web Pags Acdress rat national)

Matianal ¢ Lecal Afiliation Web Page Address

= Ofier Lise Ly ™"

Please Retum to;  Studeat Crganizations Office Reseee date: !
(27 oz, Sludent Lrion, aboes Studant Achvitiss! Data Frimy
wrmal o 180 Universily Drive Boise, 10 B37E51335 Cornpletes Jabe 7 ! Slalr

Fle

. : ’
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Creanizaticn Name:
BRIMARY ADVISOR

Eenise: Stat Linivarsity regizters advisors as “sutharized voluntesre.* Individusis whi ane working within the course and ecope of thes sulies hs
an swhisnr e aosch, are covarsd by the Universilty's Botzined Risk Fund. By aigoiig Lis Tunn, 1hi: advisortosch shpulstes that bafshs s
famillar with e muleals in The Sourcadt, Aowear Fandbiook and The Scumedd Shencls! Micrration and agrees o advise this Boiss See
stidant argEaizatan.

Advisor Marme -
Campus or Mailing Address_ Harme Phone
Kail Stap or CibySialeZip ) Gzl Pliee
E-rmzd Address ) Wark Phone
'_5-9'; T wes
OFFICER INFORMATION ("**Dia_not include yourswos pheae aumbe: © o donot wish i oe celed at wok™ )

Signatures are required for all officers, as this card is a1s0 used as a signature card for the ASBSU Business Office.

President or Primary Officer Title:

Name__ -  Gwdenti&
Carnpus or Mailing Addresa_ ) _ Home Phons
Mail Stop or Ciky # State S Tip - ~ Cell Frnne
Bronaohlail Addross ) (Trail.besestate Ay Vork Phone
’F"‘f aTewds
Vica President or Other Officer Title:
Name__ - - Student IDs
Campus ! Mailing Address Home Fhone _
Mail Stop or City £ State § Fip - Cell Praneg
groncedzil Addross ) @mail.bolseskle edy Work Phone -
*_5‘9:,' o T -
Secratary or Other Officer Title;
Nana _ Student e
Carmopus ! Mailing Addreas Home Fhone
Mail Stopor Gity £ Slate / Zip ) Cell Phane
Brongohail Address rall boisesigle. cdo Waork Phone
*_.;l:f waTewss -
Treavsurer or Financlal Officer Title:
Narme - Stedertie
Campus ! Mailing Sddrass ] ~ Home Phone
Mzl Btop or City ! State [ 7ip ) Call Phoan
Broncobdal Addross Emzilboisesiale ey Wark Phona _
"‘Fs'f T et
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Appendix 4: Secondary Advisor Gard

Creanization Name: e Hesd_ 1

SECONDARY ADVISORS

Eoisa Stete University registers advisons as “suthorized voluntssra.” Indivieuaks who ase working within the courss and scopa of thair
duties &3 an adviscr or coach, are covered by the Universiy's Retained Bsk Fund, By skaning this form, the adwiaorizozch stipulates
That heatsihee s T e with the materals in The Sourse 78 Advisor Niandbook and Tha Source #4 Fingnsial nfermanion and agrees o
advisethis Boise State etudent arganizaticn.

Advisor Mame

Campus or Mailing Address Home Phane

Mzl Slop or CityS3tatelZip - Cell Phone _

E-mail Address ) Wark Phone B
’5'&”' naTente

— =
T lf

Advisor Mame

Campus or Mailing Address Home Phane

il Slop or Gty StateZin Gell Phone

E-mail Address - Viork Phone
’5‘4"’ maTeuses

Advisor Mama

Campus or Malling Address ) ) Home Phane

Pl Stop ar Cily!StatelZ o o Call Fhone

E-mail Address . Werk Phone -
’“5‘4" naTetes

Advizor Mama
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All Source Index

Listed below are all the subjects of each Source (Sections 1-5) listed in alphabetical order, along with each
section and page number, for your reference.

Topic Source Page
Absence Policy, Official ... Section 4 15
Academic Department Sponsorship of Events ..., Section 4 5
Account Structure EXample ... Section 4 25
Accounts in Deficit (Student Organizations) ... Section 4 11
AdVETrTiSING. ..o Section 2 & Section3 1& 8
Advisors of the Year Past Winners...........cccoovvvvisinnninensincs Section 5 11
AdViSOry BOards..........coocoeivoeeeeeeceeeeceeeee e Section 1 1
Alcohol at Organization ACTIVIties. ... Section 3 & 4 10& 7
Amending Student Organizations Constitutions..........ccoccoeveveeieieienenee. Section 1 5
ASBSU Accounts (OVEIVIEW) ... Section 4 7
ASBSU Accounts (Spending Money) ... Section 4 11
ASBSU Budget FOrmM.........cocooeviveieeeeeeeeeeeeee e Section 4 26
ASBSU Budget Procedures for New Student Organizations............c.cccec....... Section 4 8
ASBSU Budget Process for Current (Not New) Student Organizations................ Section 4 8
ASBSU Financial Advisory Board Hearing...........cccocovenninciniincnen. Section 4 9
ASBSU Grant Fund Use for Current Student Organizations.........ccccocceveuue. Section 4 9
ASBSU Hall of Fame Awards..........cccocvninineneneeeeeeen. Section 5 11
ASBSU Helpful Hints for Completing Your Budget...........cccccooovnrunnn. Section 4 9
ASBSU Internal Requisition FOrm........c.ccccoeveiniinniinceneencrnennn. Section 4 35
ASBSU Operating and Matching Fund Accounts...........ccococovireinineenn. Section 4 7
ASBSU Prohibited EXPenses..........cccoovnnnineneineinesereseeee. Section 4 9
ASBSU Required Community Service Projects..........cccooenvnininineenes Section 4 10
Associated Students of Boise State University (ASBSU) .........cccccccovvunenene. Section 2 15
Attorney (Free Service from ASBSU)........ccccovumimnerncneinirecneenes Section 2 8
Audio/Visual (AV) Support (Student Union) ..o Section 3 12
Audio/Visual Equipment Outside the Student Union..........ccccoeoevvinvncnnce. Section 3 15
Audio/Visual Services Itemized Price List (Student Union) ...........cccceeceeue. Section 3 23
Banner Wire Spaces (Student Union) ..., Section 1 1
BOOK Sales......oo e Section 3 & 4 148&5
Campus Boards (ASBSU, SPB, VSB) .....ccccoovimrrennnenees Section 1 1
Campus Sign SROP.......coooiriieee e Section 2 3
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CaSh BOXES......oiieiiieeece et Section 4 22

Cash Donations/Non-Profit Status..........ccccoeeenrreninecneeeens Section 4 3
Catering Exemption Request FOrM.........coooinreninnencenenceene Section 2 23
Catering for Meetings and Events, ARAMARK ...........cccccovveimrniiniineinnns Section 2 19
Catering MeNU........ccccvnnnnicceeeeee s Section 2 18
Community Service RequUirements...........ccoveeinceeniceneneennee Section 4 9
Constitutional Requirements for all Student Organizations...........ccccccccoeu.... Section 1 3
Contract Procedure..........cocoineieeeeee e Section 4 20
CoNtracts LimitS. ..o Section 4 21
CONTFACTS e Section 4 19
Cultural Center (OVervieW).........cooveuveeeieineieeeieiecesieeeeeeeeeees Section 2 13
Date Auction (Why not to do ONe) ... Section 4 5
David S. Taylor Service to Students Award...........c.cccccoeenvivneinernernenen. Section 5 11
Decorations, Signs, and Banners...........ccnnenennn. Section 3 12
Delegation........c..ccoceuiveieiiiieceee e Section 5 6
Depositing Organization MONeY.........cccocovennccninienenceneniennes Section 4 1
Derecognized Student Organization ACCOUNTS.........cccccocunriverirerirerienens Section 4 11
Direct Solicitation Guidelines...........cccooovvnnrnenrneencreene Section 3 22
Disability EGIQUETTE.......ocovieee e Section 5 9
EleCtion ProCess.......coonnininiineeeee e Section 5 8
Event Co-Sponsorship with a Non-Boise State Agency..........cccoccoveu. Section 3 13
Event Guidelines for the Student Union and Special Events Center.................... Section 3 11
Event Planning......c..ccoocoeevieieiiicieeeeeeee e Section 3 1
Event Promotion.........ccoooceiiicniccncccncceccee Section 3 6
Event Scheduling on Boise State Facilities and Grounds..............ccccco...... Section 3 16
EVENT SECUNITY ..o Section 3 13
Facilities use by Non-University Groups.........cccoccoeoeeeininieninnenen. Section 3 16
Facilities use by University Co-Sponsored Groups.......ccccoeveveeireeneennes Section 3 16
Fax Machine Service (ASBSU) ... Section 2 8
Fifteen passenger van Warning.........ccoovnnrneecnenennees Section 4 14
FiSCAl YEAN ... Section 4 1
Food & Awards FOrmM.......cccoovnninnenenneneeseeese s Section 4 23
Food and Beverage Service............ccooermrinerineinerneerennns Section 3 12
Food at Organization Meetings.........cccccocvvvnrernerrnenererenereneennn. Section 2 17
Fundraising (Procedures) ........ccovnnineinineneseeeeees Section 4 2
Fundraising Scheduling and Approval Form...........ccccccoennininn, Section 4 2&36
Games Center (Student Union) ..., Section 2 & 3 13& 14
Handling Internal DiSpUtes..........ccccooininccineireenecseenene Section 5 9
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Help Finding an AdViSOr ... Section 1
[Ce Breakers. ... Section 5
Independent Contractor Status FOrmM........coooevinininincininenenene. Section 4
Individual Insurance Coverage.........cooceeveneieersensisisieieeeees Section 3
Information Desk and Ticket Office (Student Union) .........cccccccovcvncnene. Section 2
INSUTrANCe AQENCIES......c.cuvveeieciiiiree e Section 3
Insurance for Events Hosted Off Campus........ccccccooorrininininininnenes Section 3
Insurance for Events Hosted On Campus.........ccccoevveinrnsininerneins Section 3
Insurance/Security Considerations...........cccoeeoevneineeneineenennnn. Section 3
Leadership Library (Student ACtiVities) .........ccocoemrrnirecncrernnnnn. Section 2
Licensing for Products Using Boise State Names, Marks and Symbols................ Section 4
Long Distance Telephone (ASBSU) ... Section 2
Long-Term Key Check Out........ccc.ccooviiinincincineneerecies Section 2
Mailboxes (Student Union & Campus ReC) ... Section 2
Maintaining Recognition for Current Organizations...........cccccoeveueuenne. Section 1
Marketing Booths (Student Union) ... Section 2
Media INterview TiPS......coveereeesee e Section 3
Networking (Event Promotion).........cccccocvennerncccneieneneenes Section 3
New Organization Recognition Steps.........cccovnnnencnnencnienn. Section 1
News Release EXamples......cccenineeseeceeecees Section 2
Non-Cash DONatioNs.........c.coccviiiinrieriesessese e Section 4
Notary Public (ASBSU) ... Section 2
Off-Campus Bank ACCOUNTS........cccoourruierrieieeeee e Section 4
Office Supplies Purchases...........cccccooveineinceinsneens Section 4
OFfice SUPPOIt ... Section 2
Officer TranSitioNs........cccoovveiinrecneee e Section 5
Open Spaces Allowable ACTIVIties. ..., Section 3
Open Spaces POlICY......ccoeeee s Section 3
Organization Complex Key POliCy ..., Section 2
Organization Fairs..........coccceeeeeeens Section 2
Other FUNAraiSing......c.cocoevvinrineseeeeeeee s Section 4
Outdoor Kiosk (General INfo)........cccccovvrrininrinisees Section 2
Outdoor Kiosk POIICY........cccoocniiiiinrenecsceeceeennne Section 3
Outstanding Student Organization AWards.............c.ccoeoveerreencireennene. Section 5
Parliamentary Procedure Principles.........cccooinnninnnnnne. Section 5
Photocopying (ASBSU) ... Section 2
Planning Effective Meetings.........cccoovirinninciecneecreese Section 5
Postage/Mail Services (ASBSU) ... Section 2
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Poster Distribution System (Information Desk) ... Section 2 1
Poster IS1and........cccviiniee s Section 2 3
Posters and FIYers.......c.cooovnininninrcrecee s Section 3 7
Press Release - News Services........oonneeneneineeeienen. Section 3 8
Print Shop and Campus Copy (Student Union) Charge Policy..........ccccoveuuc.n. Section 4 23
Printing and Graphics Services........cconnnencnenreene Section 2 3
Private Security/Escort Services for events.........ccoccoeevevrinisieinnenns Section 3 9
Procrastination, how to avoid...........ccoovnnninrncnceeece Section 5 7
Programs and Services of the SUB............cccccoovnimrnninninncincines Section 2 12
Prohibited EXPeNnSes.........cooviiiiiniieeneieseeceneeeieeeies Section 4 9
Promotion BasSiCs........ccoviirieniicncceesreeeeeeee Section 3 6
Public Demonstration/Rally/March..........ccoccooiiivrnieeee. Section 3 9
Publicity (outside of the University) ..., Section 3 8
Publicity (within the University) ..., Section 3 7
Purchase Order NUMDbEers........cooovrininininee e, Section 4 12
RAFFI@S ... Section 4 5
Recognition Agreement...........cccoccenccnicinicnnccncceeeene Section 1 2
Recognition Policies and Procedures...........ccccoovenenniniirncncinnnene. Section 5 2
Recruiting and Retaining Members...........cocooovnnnnnncne. Section 5 2
Religious Groups FUNding........ccccocooevnicncsceseeen Section 4 1
Reservations and Catering Charges..........ccccoocoviveineineinerneninnnes Section 4 23
Retreat RESOUICES.........ccooieiinicccre e Section 2 9
Safe Driving PractiCes........cocoooreieieieeees s Section 4 14
SAIES TaAX i Section 4 24
Same Day Loaner Key Checkout and Return Procedure (Student Union) ............... Section 2 11
Sample Meeting Agenda.........c.coocvenrncinineineneneeseeeeis Section 5 4
Service Saturdays (Volunteer Services Board) ..o, Section 4 10
Services for Recognized Student Organizations.............ccccccoeceenireineennns Section 1 5
Soliciting on CampPuUS..........ccccoviineiererereeee e Section 4 6
Special Event Center Information...........cccoevencnincnineecneens Section 3 14 & 25
Standards and Responsibilities............coccooiniercninnnn Section 2 2
Statement of Services Rendered FOrm..........cccooovvvnrnsininnincrnins Section 4 20
Student Activities Office (Overview) ... Section 2 13
Student Organization Complex (OVerview) .........ccovnneenereeneene. Section 2 9
Student Organization Money QUEeSEIONS............cccveverneierineierireienins Section 4 1
Student Organization of the Year Past Winners..........cccccoocvevvrveininninnns Section 5 12
Student Organizations Categories...........nrernneenernenonn. Section 1 1
Student Organizations OffiCe.........ccovvnnnnens Section 2 13
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Student Programs Board (SPB) ..., Section 2 15

Student Union Building Maps........cccocvninnincnineecreenene. Section 3 28
Student Union ServiCes........coornnininenenneneseeseeseeseeeene Section 2 12
Table and Chairs Outside the Student Union..........ccccocvevevivevevcnenn. Section 3 15
Table Tent Promotions (Student Union) ..., Section 2 1
Temporary Recognition for New Organizations...........ccccecvevvcniveeneenn. Section 1

Temporary Recognized Organizations Privileges.........cccccccoeovririninn. Section 1

Third Party SOlICITation........ccccocvviiinnreceeees Section 3 14
Third Party Vendor POlICY........cocoeiininrieeeseein Section 4 5
Travel AdVanCe..........ooooeeeeeeeeeee e Section 4 17
Travel EXpectations. ... Section 4 13
Travel Expenses Summary FOrm........cocoooinnnneneencens Section 4 18
Travel OVErVIEW. ... Section 4 13
Travel Regulations, Policies, and Guidelines............ccccoooeninininiinns Section 4 17
Travel Request and Authorization FOrm..........cccooeiininnine. Section 4 16 & 37
Travel Request Checklist. ..., Section 4 16
University Conference Services Office........cccooviniininncinnins Section 2 & 3 11&14
University Relations - News Services..........covnncninncncinnnene. Section 2 4
University Vehicles..........coooeeen, Section 4 18
Volunteer Services Board (VSB) ..o Section 2 16
Ways to Improve Your Organization............ccccocvcvcvcncincivcincicnnen. Section 5

Web Site Policy for Student Organizations on Boise State's Server................... Section 2 4
Withdrawal of Recognition of Organizations..........cccccocveviveveirrinrine. Section 1 6
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