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Starting a Student Organization 

Before you begin the process of forming a new student organization, we recommend that you research existing 

ones by using the Student Organization Directory. The Campus Involvement Center works with over 350 

registered student organizations, all of which have a wide variety of interests. You may find that there is a group 

on campus doing the sort of thing you want to do. As most registered student organizations are eager for new 

members, you might want to join them rather than forming your own group. If you are unable to identify an 

existing organization that is of interest to you, then we highly encourage you to start your own! 

 

To effectively organize your new group, consider the following questions: 

¶ What is the purpose of your organization? 

¶ What will be the goals of your organization? 

¶ How do you plan to accomplish these goals? 

¶ What is unique about your group? 

¶ Are there other students you know who would like to join? 

¶ What type of commitment will members need to make to the organization? 

¶ How will you identify and recruit members for the organization? 

¶ Do you know of an Ohio University faculty or staff member who would be interested in serving as an 

advisor for your group? 

¶ Will you be affiliated with a department/office on campus? 

Answering these questions will help prepare your group to begin the registration process. If your organization is 

unclear about any of these items or would like assistance, please contact the Campus Involvement Center at 

involvement@ohio.edu or stop by the center located in room 355 Baker University Center. 
 

 

Benefits of Being Registered 
 

The following is a list of benefits available to your organization when you register with the Campus 

Involvement Center: 

Advising: Assistance from the Campus Involvement Center and other relevant offices on campus. 

Banking: Free banking services through the Bursarôs Office in Chubb Hall including tax-exempt status (as 

part of Ohio University).  Contact Joyce Skinner, Student Organization Bursar, at 

skinnerj@ohio.edu or 740-593-4127 for assistance. 

Copier: Access to copier on 3
rd

 floor Baker University Center with reduced printing rate.  Contact Ann 

Addington, Campus Involvement Center, 355 Baker University Center, addingto@ohio.edu or 

593-4742 to request a copy code. 

Discounts: Discounts through Catering Services, Printing Resources, The Post, and All Campus Radio 

Network. 

Email:  Access to a University email address for your organization. 

Facilities: Access to Ohio University facilities and space for student organization activities, meetings, and 

events.  Contact Event Services, 350 Baker University Center, 740-593-4021, or visit their 

website. 

http://storg.admsrv.ohio.edu/storg/
mailto:involvement@ohio.edu
mailto:skinnerj@ohio.edu
mailto:addingto@ohio.edu
http://www.ohio.edu/center/index.cfm
http://www.ohio.edu/involvement
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Funding: Eligibility for funding through the Student Activities Commission (SAC) of Student Senate.  For 

more information visit the SAC website. 

Fundraising: Permission to conduct fundraising events on campus and/or using University facilities. 

Information:  Receive electronic announcements, which include useful and up-to-date information for 

registered student organizations. 

Leadership 

Opportunities:  Resources and training sessions for student leaders available through the Amanda J. Cunningham 

Leadership Center. 

 

Mailbox:  Access to a student organization mailbox in Baker University Center. 

 

Name:  Permission to use ñOhio Universityò in the student organization name. 

Office  

Space:  Eligibility to apply for an office space in Baker University Center.  Applications are accepted  

  during spring quarter for the upcoming year. 

 

Promotion: Access to free table space at the annual Student Involvement Fair, listing of student 

organizationôs name in official University publications and on the University website, permission 

to post events on the University Calendar of Events, and use of designated bulletin boards and 

brochure racks. 

Training:  Access to free membership and leadership training on various topics such as event planning and 

conflict mediation.  

Web page: Access to create an organization website linked to the University web page. For more                   

information visit the OIT website for instructions.  

   

Requirements of Registration 

Name of Organization 
It cannot duplicate that of an existing registered student organization or a University department. It cannot serve 

to misrepresent the nature or purpose of the organization. "Ohio University" may be used as part of the name in 

its title. This does not imply an endorsement by the University. Ohio University will not be responsible for the 

organizationôs unpaid bills, contracts, or other business transactions. 

 

Officers 

Each registered student organization is required to have at least two officers - a president/chair and a treasurer. 

Creating other officer positions is encouraged but not required. The president and treasurer must be currently 

enrolled students at Ohio University and have a minimum of a 2.0 cumulative grade point average. The 

president and treasurer may not be the same person. 

 

Advisor 

All registered student organizations are required to have an advisor. (See Advisor Guidelines). The University 

advisor must give written consent to advise your organization. 

 

http://www.ohio.edu/sac/
http://www.ohio.edu/calendar
http://www.ohio.edu/sorgs/index.cfm
http://www.ohio.edu/involvement
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Constitution and By-laws The constitution and by-laws must clearly describe the purpose and operating 

procedures of the group. These documents must be specific to the organization applying to register. 

Organizations with inter/national affiliation must submit a copy of the inter/national constitution or statement of 

purpose. 

 

Membership 

At least 50% plus 1 of the members of a student organization must be currently enrolled Ohio University 

students. Other members of the community and public are welcome to participate in student organizations 

providing they do not outnumber enrolled Ohio University students. Registered student organizations may not 

discriminate on the basis of race, national origin, color, religion, gender, age, sexual orientation, veteran status, 

and/or ability status. Under Title IX of the U.S. Education Act Amendment of 1972, certain exceptions may be 

granted for groups such as intercollegiate and intramural athletics, social fraternities and sororities, girl scouts, 

and boy scouts. If your organization does not adhere to the above policies, the organization will be asked to 

submit evidence that action has been or is being taken to remove restrictive membership provisions. Continued 

restriction of membership by constitutional requirements or other binding enactments contrary to University 

policy will result in the withdrawal of University registration of the organization. 

 

Officer Training 
After registering your student organization, the president of your organization must attend an Officer Training 

session in order to complete your registration as a student organization. Other members of your organization are 

welcome and encouraged to attend the orientation sessions as well. Trainings are scheduled on an on-going 

basis through the Campus Involvement Center.  In addition, the president and treasurer must also review a brief 

Power Point presentation on Blackboard and take a short quiz. 

 

Rights and Responsibilities 
 

The University is committed to the belief that you have the right and privilege to organize and participate in 

groups whose purposes center around the interests and goals of the individuals involved. Though student 

organizations are able to function on campus and do enhance campus life, neither Campus Involvement 

Center nor Ohio University assumes responsibility for your organization. Ohio University does not assume 

financial responsibility for your organization, nor extend insurance coverage to its members. 

 

A registered student organization is responsible for conducting its affairs in a responsible manner consistent 

with the policies and procedures of the University, the Ohio University Student Code of Conduct, and registered 

student organizations will be held accountable for the action and behavior of their members or guests at their 

functions. If your organization is suspended from Ohio University for any reason, it may not re-register under a 

different name with the intention of functioning in the capacity of the suspended group. 

 

It is the responsibility of the registered student organization members to familiarize themselves with the 

Guidelines & Policies Affecting Organizations. Officers should take responsibility to inform others in the 

organization about University policy affecting your group. Any change in officers, advisor, and/or constitution 

should be promptly submitted to Campus Involvement Center.  

  

  

http://www.ohio.edu/campuslife/forms/upload/Sample-Const-and-Bylaws-051308.pdf
http://www.ohio.edu/involvement
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Advisor Guidelines 

¶ An advisor must be a full-time or part-time member of the faculty, administration, or staff of the 

University 

¶ A graduate student may advise an organization only if done so as an assigned University job 

responsibility 

¶ Alumni/ae members of social Greek-letter fraternities and sororities who live in the Athens area may 

serve as advisors to these groups at the discretion of the Campus Involvement Center 

¶  The advisor must give prior approval for all financial transactions and off-campus activities. They may 

be required to co-sign for financial obligations assumed by the organization. The advisor may be held 

financially responsible if the organization defaults on financial obligations. Financial obligations are the 

responsibility of the individual incurring them or the student organization, and are not to be considered 

the obligation of Ohio University 

¶  An advisor may be required to sign legal documents in a transaction as the duly authorized 

representative of the organization. If the University judges that the advisor acted in good faith and 

within the scope of his/her authority, the University will represent the advisor and organization in 

resolving any claims of loss or damage arising from the transaction, therefore protecting the advisor 

from any liability. If the organization, its members, or advisor are found to have violated a University 

policy or procedure, the Office of Judiciaries will review the incident and take whatever action is 

appropriate 

Principles and Practices for an Effective Advisor: 

¶ Develop leaders by challenging students to strive for excellence 

¶  Encourage and assist the student organization in setting and reaching goals 

¶ Promote diversity within the organization and campus involvement 

¶ Establish a consistent working relationship with leaders and members 

¶  Coach officers in principles of good organizational and administrative skills 

¶ Provide continuity to the organizationôs policies, programs, and traditions 

¶ Advise the organizationôs officers on finances and review financial statements periodically 

¶ Facilitate officer transition and orientation of new officers 

  

http://www.ohio.edu/involvement
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Steps to Register or Re-Register a Student Organization 

Steps for Registering Your Student Organization 

 

1. Get Organized 

a.      Review the list of registered student organization at Ohio University to identify that no other     

         organization has the same purpose and/or name as your organization. 

b.      Secure a faculty, administrator, or staff member to serve as your advisor. 

c.      Have an election for the president and treasurer positions of your organization. 

d.      If your organization plans to have a website, identify a web maintainer.    

e.      Write a constitution to help provide clarity, fair and equal consideration, and continuity in the    

         regular operations of your organization. A sample constitution and by-laws can be accessed by   

         clicking here. 

2. Registration and Re-registration 

a.   Acknowledging the different purposes, programming levels, and financial obligations for 

student organizations, the Campus Involvement Center has developed a four-

tier categorization system to facilitate the training and support specific to the needs of various 

organizations. Organizations will be requested to select a tier that best describes their organization when 

completing the online registration form. These tiers and their characteristics are as follows: 

 

    Tier 1 Organizations 

1. Part of advisorôs main job responsibility is to advise the organization, and 

2. Organization receives annual SAC funding or other annual University funding (with the exception of 

social Greek organizations), and 

3. Meets minimum requirements to be a registered student organization 

Examples of Tier 1 Organizations include but are not limited to: Club Sports, Programming Boards (UPC, 

BSCPB, ISU, POWER/GAMMA, tRAC), Residence Hall Councils, Student Alumni Board, Social Greek 

Organizations and Councils, and Student Senate. 

    Tier 2 Organizations 

1. Has received quarterly SAC funding, engages in programming, and 

2. Meets minimum requirements to be a registered student organization 

    Tier 3 Organizations 

1. Has not received SAC funding, may or may not engage in programming, and  

2. Meets minimum requirements to be a registered student organization 

    Tier 4 Organization.      

1. Has not received SAC funding, does not engage in programming, and 

http://storg.admsrv.ohio.edu/storg/
http://www.ohio.edu/campuslife/forms/upload/Sample-Const-and-Bylaws-051308.pdf
http://www.ohio.edu/involvement
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2. Meets minimum requirements to be a registered student organization              

       The online registration form is used for both new and existing 

organizations.   Click  here to complete the form.  

 

b.   Upon the receipt of your online registration the Campus Involvement Center will open up a Blackboard 

site for your organization. You will be notified via email when your site is ready for you to use. 

Administrator rights will be given to your advisor, president, and treasurer of the organization, who in 

turn can share or delegate the administration rights to a member(s) of your organization. For social 

Greek organizations who have off campus advisors, administration rights will be assigned to the 

presidents. If needed, your advisor or person delegated to administer the site can obtain online training 

for using Blackboard at http://bbsupport.ohio.edu/ click on ñFaculty How To.ò 

c.  The following steps are mandatory to complete the registration process: 

1)     Agreement of Terms and Conditions 

a.     The Agreement must be signed by the Advisor and President and returned to the Campus 

Involvement Center, 355 Baker University Center 

2)    Constitution and Bylaws 

a.     An electronic version of your organization's constitution and bylaws must be emailed 

to the Campus Involvement Center at involvement@ohio.edu 

b.   It is recommended that the constitution and bylaws 

are posted on your organization's Blackboard site under the content or document area 

           i.    If your organization needs a template to create these,  click on Sample Constitution and  

Bylaws 

3)    Enroll members on Blackboard 

Registration Deadline 

Following the open registration/re-registration period which begins spring quarter for the following school year, 

all mandatory information steps must be completed by July 1.  Any organization that fails to meet the above 

stated requirements by July 1 will be removed from Blackboard and cease to be an existing registered 

organization. 

Student Organizations who register after July 1, will have 30 days after submission to comply with the 

requirements listed above. Failure to meet the above stated requirements will result in the organization being 

removed from Blackboard. 

 

  

http://www.ohio.edu/involvement/studentorganizations/reregisterstudentorgs.cfm
http://bbsupport.ohio.edu/
http://www.ohio.edu/campuslife/forms/upload/TermsConditionsAdvisorGuidelinesforhardcopy-3.pdf
mailto:involvement@ohio.edu
http://www.ohio.edu/campuslife/forms/upload/Sample-Const-and-Bylaws-051308.pdf
http://www.ohio.edu/campuslife/forms/upload/Sample-Const-and-Bylaws-051308.pdf
http://www.ohio.edu/involvement
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Change of Officer/Advisor 

If your organization is registered for the current year and there is a change of officer or advisor then your 

organization should submit a new re-registration form.  Under ñPreferenceò, select ñMy student organization is 

currently registered for (applicable year), but there has been a change of advisor and/or officer.ò Complete the 

form and submit it online. Anytime the advisor or treasurer changes you will need to update the account 

signature card with the Student Organization Bursar at Chubb Hall. 

 

Officer Transition Checklist  

A smooth transition is the responsibility of the outgoing and incoming members of an organization, providing 

training for new officers, closure for the outgoing leaders, and helps the organization maintain consistency 

from year to year.  

 

 Re-register your student organization with  the Campus Involvement Center.  

Re-registration should be completed by the end of Spring quarter. 

 Set up a meeting and/or plan a retreat.  

Donôt just drop off a binder and leave a note that says, ñGood luck!ò Make sure that the outgoing and incoming 

officers meet together ï uninterrupted ï for an hour or two (or as long as it takes to answer the questions). 

Retreats are a fun way to train new officers. Retreats held off-campus help facilitate good relationships and are 

a great way to avoid distractions or disturbances. Topics to consider on a retreat include: goal setting, idea 

brainstorming, group development, and direction of the organization. Make sure to plan some fun as well!  

 Share files related to your position and organization.  

What? You donôt keep any files? At least make notes on important projects or tasks that were completed. 

Written information is very helpful if the outgoing officer graduates or moves on to a different role on campus. 

Make sure the incoming officer has a copy of the following items:  

 

Å Copy of Constitution and By-laws  

Å Position description of officers and members  

Å List of committees and their description  

Å Member & officer contact list  

Å Contact information of important people/offices on campus  

Å List of basic annual procedures and/or calendar of annual events  

Å Web page and webmaster information. How do you maintain the site?  

Å Mission, philosophy, goals and/or purpose statement of organization  

Å Financial records  

Å Evaluations of previous and current projects  

Å Meeting minutes and agendas  

Å Any historical records of the organization  

 

 Review a calendar of the year.  

Take out a calendar of this school year and review it together. What were the busy times? What kinds of things 

should the new officer anticipate? You may not remember how crazy it was last fall, but looking at your 

calendar may jog your memory.  

 Make introductions to resources.  

http://www.ohio.edu/involvement
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Schedule time to walk around campus together so the outgoing officer can make introductions to the important 

people who can serve as resources to the incoming officers (Chubb Hall, Campus Involvement Center, Event 

Services, academic department, etc.) Make sure new officers meet with the organization advisor as well.  

 What can the Campus Involvement Center do for you?  

Talk together about the ways the organization has used the resources in the Campus Involvement Center this 

year. Some ideas to discuss:  

 

Å Officer Training sessions   

Å Student Involvement Fair  

Å Leadership Opportunities and training sessions 

ÅEvent and program planning   

 

 Review budgets and funding.  

What is the financial status of the organization?  

Where did the organization get money from this year?  

Did the organization apply for SAC funding and/or receive funding?  

Which fundraisers worked ï which didnôt?  

 Financial Responsibilities  

After new treasurers have registration, they should pick up a signature card in Chubb Hall to become authorized 

for the organization account. Make sure the student organization account book is turned into Chubb Hall by the 

end of Spring quarter.  

Keep all receipts, vouchers, and/or invoices.  

 Review past and future organization events.  

Which events were successful this year? Which should be continued?  

When should the planning start?  

Which events didnôt go well? Should they be revamped and tried again or just dropped?  

Were there any pitfalls or things that could have been improved?  

 Meetings & Organization.  

Where were meetings held? What worked? What didnôt?  

Has a summer contact list been created for the organization?  

What is a typical week like?  

What were the most and least challenging parts of responsibilities?  

 Recruitment activities.  

What recruitment activities were done? What worked? What didnôt work?  

Why did new members stick around? If they didnôt ï what made them leave?  

A great way to recruit new members is at the Student Involvement Fair during Opening Weekend. Register your 

organization for this event through the Campus Involvement Center during Spring quarter.  

 Next Step  

Work together to make a list of ñthings to doò for the incoming officer. Which items need their attention now? 

Make this list together so the outgoing officer can help with direction. Make sure to trade contact information so 

that the outgoing officer can be a resource in the year ahead!  

 

  

http://www.ohio.edu/involvement
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Guidelines and Policies for Student Organizations 

Student organizations are required to follow all policies and guidelines as set forth in this handbook .  Questions 

regarding any policies should be directed to the Campus Involvement Center, 355 Baker University Center, 

740-593-4025. 

Student Code of Conduct  

All student organizations must abide by the Ohio University Student Code of Conduct found at The Student 

Code of Conduct.  

Anti -Hazing  

Ohio University permits the autonomy of campus organizations within the constructs of the established rules 

and regulations as outlined in the Student Code of Conduct, the Student Handbook, and the Guidelines and 

Policies Affecting Organizations. Initiation into campus organizations and other activities undertaken by such 

organizations or individuals must be consistent with the stated purpose of the organization and the educational 

mission of Ohio University. Any activities that may be construed as hazing are specifically and unequivocally 

prohibited. 

 

The Student Code of Conduct defines hazing as a Code A Offense as stipulated under Section 6, Mental or 

Bodily Harm. Violation of a Code A offense may result in suspension or expulsion of the individuals or the 

organization from the University. When a campus organization and/or individual are found to be involved in a 

possible hazing activity, the University shall initiate disciplinary action. Such action will be conducted in 

compliance with proceedings as outlined in the Student Code of Conduct. Organizations and/or individuals 

found in violation of the Student Code of Conduct will be subject to the range of sanctions available to the 

University as outlined in the Student Code of Conduct. 

Anti -Hazing Policy 
 

Hazing is a broad term encompassing any action or activity which does not contribute to the positive development  

of a person who inflicts or intends to cause mental or bodily harm or anxieties; or which may demean, degrade, or 

disgrace any person.  If you have to ask if a particular activity or action is hazing, then it probably is. 
 

Ohio University, as an educational institution, has a special set of interests and purposes essential to its effective 

functioning.  These include:  

Á The opportunity for students to attain their educational objectives; 

Á The creation and maintenance of an intellectual and educational atmosphere throughout the university; and 

Á The protection of the health, safety, welfare, property, and human rights of all members of the university and 

 the safety and property of the university itself. 

 

Furthermore, Ohio University maintains the autonomy of campus organizations with the constructs of the rules and 

regulations established in the Student Code of Conduct and Guidelines and Policies Affecting Organizations within  

this document.  Initiation into campus organizations and other activities undertaken by such organizations or 

individuals must be consistent with the stated purposes of the organization ant the educational mission of Ohio 

University. 
 

The Student Code of Conduct  defines hazing as a Code A Offense as stipulated under Section 6, Mental or Bodily 

Harm. Section 6:  Mental or Bodily Harm - (a) intentionally inflicting mental or bodily harm upon any person; (b) 

http://www.ohiou.edu/studentaffairs/commexp/ce1.htm
http://www.ohiou.edu/studentaffairs/commexp/ce1.htm
http://www.ohiou.edu/studentaffairs/commexp/ce1.htm
http://www.ohiou.edu/studentaffairs/commexp/ce1.htm
http://www.ohiou.edu/studentaffairs/commexp/ce1.htm
http://www.ohio.edu/judiciaries/
http://www.ohio.edu/judiciaries/
http://www.ohio.edu/involvement
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taking any action for the purpose of inflicting any bodily harm; (c) taking any reckless, but not accidental, action from 

which mental or bodily harm could result to any person; (d) causing a person to believe that the offender may cause 

mental or bodily harm; (e) hazing. Violation of Code A Offenses may result in sanctions of suspension or expulsion of 

the individual or organization from the university. 

 

When a campus organization and/or individual are found to be involved in a possible hazing activity, the university 

shall initiate disciplinary action.  Such action shall be conducted in compliance with conduct proceedings as outlined in 

the Student Code of Conduct. Organizations and/or individuals found in violation of the Student Code of Conduct shall 

be subject to the range of sanctions available to the university as outlined in the Student Code of Conduct. 
 

Travel Guidelines 

Student organizations traveling to and from events off-campus are required to submit a Travel Itinerary and 

Roster (Appendix D) in one the following circumstances: 

1)     The travel distance is over 30 miles one way for day trips or 

2)    Travel requires more than one day of travel and overnight  

        accommodations, regardless of the distance traveled. 

A Waiver, Release and Indemnification Agreement (Appendix E) is also required for each participant. The 

Travel Itinerary and Roster and the Waiver, Release and Indemnification Agreement forms must be submitted 

to the Campus Involvement Center, 355 Baker University Center, within 24 Hours  of the travel date or by the 

Friday prior to weekend travel. It is mandatory that the form is signed by the advisor. 

Club sports who file travel forms with the Club Sports Office are exempt from this requirement. 

. 

Major Events Policy 

Ohio University may allow the production of events and activities (including popular concerts) by University 

departments, student organizations, and non-University affiliated users of University property, so long as these 

events meet the requirements described in related University policies, and have been reviewed and approved by 

the Major Events Committee. For a complete description of the policy, click here. 

 

If in doubt about whether a proposed event is subject to this policy, contact 

the Campus Involvement Center in 355 Baker University Center, 593-4025. 

 

To submit an event to the Major Events Committee for consideration, click here. 

 

Events Requiring Approval 
 

Alcohol Beverage Sale and/or Use 

All events held at Ohio University in which alcoholic beverages will be sold or distributed must comply with 

University policy requirements and must be approved in advance.  To obtain approval, complete the 

Application to Sell or Use Alcoholic Beverages at Ohio University form. Completed forms and/or questions 

about planning events within University guidelines should be addressed to Ohio University Event Services, 350 

Baker University Center, 593-4021. The sale of alcoholic beverages at outdoor public events is not permitted. 

 

http://www.ohio.edu/judiciaries/
http://www.ohio.edu/judiciaries/
http://www.ohio.edu/campuslife/sorgs/guidelines/upload/Travel-Itinerary-and-Roster.pdf
http://www.ohio.edu/campuslife/sorgs/guidelines/upload/Travel-Itinerary-and-Roster.pdf
http://www.ohio.edu/campuslife/sorgs/guidelines/upload/AAFORM-Waiver-Student-Domestic-Trip-120810.pdf
http://www.ohiou.edu/policy/01-030.html
http://campuslife.admsrv.ohio.edu/campuslife/forms/index.cfm?Function=MajEventApp
http://www.bakercenter.org/policies/alcohol/
http://www.ohio.edu/involvement
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Event sponsors are responsible for complying with the laws of the State of Ohio, ordinances of the City of 

Athens, regulations promulgated by the Board of Trustees, and provisions of the University policy on alcohol 

beverage sale and/or use.  For more information, see the complete University policy. 
 

Bonfires 
Due to a recent law enacted by the City of Athens, bonfires are no longer allowed on campus or within the city 

limits.  Approval for bonfires is no longer applicable. 
 

Commercial Events 

Any proposed commercial activities (such as vending) must be consistent with the policies and procedures of 

Ohio University Event Services.  To obtain approval for a commercial activity, contact Ohio University Event 

Services, 350 Baker University Center, 593-4021. 

Concerts 

Ohio University policy allows popular concerts to be held on campus as long as the concert meets the 

requirements of University policy and has been reviewed and approved in advance by the Major Events 

Committee. For a complete description of the policy, click here. To have a concert proposal considered by the 

Major Events Committee click here.  

 

Films 

Films may be shown on the University campus that generate funds or are free of charge. Should an organization 

want to show an X-rated or un-rated film, the organization must download and complete 

a Miscellaneous Event Registration form. The Student Organization Advisor and President's signature on this 

form indicates their understanding that the presentation of the particular film may violate local, state, or federal 

law relative to pandering obscenity (Pandering Obscenity-2907.32 of the Ohio Revised Code). 

 

Films on videotape and/or DVD that are rented from local video rental stores are for home use only. Public 

showing of tapes and/or DVDs rented in this manner violates copyright law and subjects the sponsoring 

organization to possible civil and/or criminal action. Fund raisers of this type are not permitted on campus. 

 

Contact the Campus Involvement Center in 355 Baker University Center, 593-4025 for information on 

purchasing the rights to show a film.  

 

Outdoor and Other Major Events 

Ohio University may allow the production of events and activities (including popular concerts) by University 

departments, student organizations, and non-University affiliated users of University property, so long as these 

events meet the requirements described in related University policies, and have been reviewed and approved by 

the Major Events Committee. For a complete description of the policy, click here. 

 

If in doubt about whether a proposed event is subject to this policy, contact the Director of the Campus 

Involvement Center, 355 Baker University Center, 593-4025. 

 

To submit an event for consideration, click on Major Event Application. 

 

Marches 

Marches need to be registered with the Campus Involvement Center by completing a Miscellaneous Event 

Registration Form. The purpose of registration is to insure that the march can be conducted in a manner that 

recognizes and supports individuals' First Amendment rights of expression, yet is safe and does not disrupt the 

functioning of the University. 

 

http://www.ohiou.edu/policy/24-001.html
http://www.ohio.edu/center/
http://www.ohio.edu/center/
http://www.ohiou.edu/policy/01-030.html
http://campuslife.admsrv.ohio.edu/campuslife/forms/index.cfm?Function=MajEventApp
http://www.ohio.edu/campuslife/sorgs/guidelines/upload/Miscellaneous-Event-Registration-2-2.doc
http://www.ohiou.edu/policy/01-030.html
http://campuslife.admsrv.ohio.edu/campuslife/forms/index.cfm?Function=MajEventApp.
http://www.ohio.edu/campuslife/sorgs/guidelines/upload/Miscellaneous-Event-Registration-2-3.doc
http://www.ohio.edu/campuslife/sorgs/guidelines/upload/Miscellaneous-Event-Registration-2-3.doc
http://www.ohio.edu/involvement
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In addition to University property, marches may be held in the Athens community. If an organization wants to 

march on a city street or sidewalk, a parade permit must be obtained from the Athens Police Department at: 

Athens Police Department 

Law Administration Building, College Street 

Athens, Ohio 45701 

(740) 592-3315 

 

Rallies and Demonstrations 
Rallies or demonstrations must be registered with the Campus Involvement Center by downloading and 

completing a Miscellaneous Event Registration form. The purpose of registration, is to insure that the rally or 

demonstration can be conducted in a manner that recognizes and supports individuals' First Amendment rights 

of expression yet is safe and does not disrupt the functioning of the University. The College Green usage policy 

is available on-line for organizations interested in using this space for rallies and demonstrations: 

http://www.ohiou.edu/policy/24-016.html. 

 

Fundraising Policy 

Student organizations are permitted to sponsor fund raising activities. Only recognized and registered student 

organizations may sponsor a fund raising activity on campus and/or using University resources. By holding a 

fund raising event, the organization assumes all responsibility and liability for the event. Fund raising activities 

must be consistent with the policies of Ohio University, and comply with all local, state, and federal laws and 

ordinances. The University's definition of an income-producing project is, "any project which produces income 

including that which involves the sale of tickets; any article of voluntary contribution." Income-producing 

projects include, but are not limited to, bake sales, movies, dances, raffles, contributions, and sale of foods, 

beverages, or snacks. Credit card application and promotion requests are not allowed as fund raising activities. 

 

All monies generated from fund raising events must be deposited in the organizationôs bank account at the 

Bursarôs Office within 24 hours. Funds raised by recognized student organizations may be expended in any 

manner that is consistent with the purpose of the organization. Financial planning for an organization should be 

developed around the concept of providing the proper funding necessary for obtaining the goals of the 

organization as a whole. Plans for fund raising projects should be discussed with and approved by the 

organizationôs Advisor. 

 

Additional fund raising policy for particular events, such as food/beverage sale, raffle ticket sale, solicitation are 

listed below. 

Athletic Events 

Student organizations are eligible to work as ushers, ticket takers, and parking attendants at athletic 

events.  Individuals working these events typically make minimum wage.  The Athletic Office pays the 

organization at the end of the year for all of their services.  Interested groups should contact the Athletic Office, 

593-4491. 

 

Food and Beverage Sales 

Organizations interested in selling or serving food or beverages should review the Temporary Food 

Service Policy. A Permit to Sell Food must be submitted to the Office of Environmental Health and Safety, 

Hudson Health Center 202, 593-1666. The permit is required in order to insure that the items are prepared and 

sold in a manner that is healthy and safe.  Sales of food and/or beverage items may not occur near vending 

machines in University buildings on a regular basis. 

http://www.ohio.edu/campuslife/sorgs/guidelines/upload/Miscellaneous-Event-Registration-2-4.doc
http://www.ohiou.edu/policy/24-016.html
http://www.ohio.edu/ehs/sanitation/policy.htm
http://www.ohio.edu/ehs/sanitation/policy.htm
http://www.ohio.edu/campuslife/sorgs/guidelines/upload/food_permit.pdf
http://www.ohio.edu/involvement


 Page 17 

 

 

Raffles, Games of Chance, Poker 

Raffles and games of chance can be used to solicit funds from students, faculty, and community 

members.  Raffle roll tickets are available free of charge from the Bursar's Office.  Specific raffle and games of 

chance guidelines are as follows: 

1.  Any tickets used for a raffle or program must indicate that any monetary consideration for the ticket was a 

donation to the sponsoring organization.  Any entrance fee for the program can include the receipt of play 

money. 

 

2.  The prizes that may be redeemed with raffle tickets and/or paper money shall not be extremely valuable and 

cannot exceed a total value of $500. This is to ensure that a premium is not placed on winning. 

 

3.  No money, negotiable instrument, or monetary substitute can be given as a prize (i.e.: 50/50 raffles). 

 

4.  If a participant insists on being admitted to the game area without paying the entrance fee, he/she must be 

permitted to do so.  If a participant insists upon playing any game for free, he/she must be permitted to do so, 

with the same privileges as a paying participant except for the eligibility for prizes. 

 

5.  No alcoholic beverages may be given as a prize nor served in the immediate vicinity of the game(s) or 

program. 

 

6.  Advertising cannot be door to door in any Ohio University building or residence unit nor shall it be placed in 

or played over anything except Ohio University publications, cable FM, or closed circuit radio.  All advertising 

must be conducted on Ohio University owned or controlled property. 

 

7.  All income from any raffle or game must be placed in the sponsoring organization's bank account in the 

Bursar's Office.  Income cannot be given or loaned out under any circumstances to any person. 

Poker 
 

Under Ohio law, when a person pays to play a game of chance (including poker) in hopes of winning a prize, 

the game qualifies as illegal gambling, unless the tournament organizers meet specific criteria and follow 

specific rules contained in the Ohio Revised Code. 

 

Ohio law defines a "game of chance", i.e., gambling, to be "poker . . . or other game in which a player gives 

anything of value in hope of gain, the outcome of which is determined largely by chance."  If your group wants 

to host legally a game of chance like poker, there are two approaches you can take:  host the activity in such a 

way that it does not meet the definition of gambling or meet the specific rules that would allow you to host an 

event that is gambling. 

 

Hosting a Non-Gambling Activity  
 

The easiest way to avoid violating the law is to organize the activity in such a way that it does not qualify as 

gambling.  For example, if participants do not pay anything to participate in a poker tournament, it does not 

qualify as gambling.  If participants do not pay to play, you can offer prizes to winners. 

 

Similarly, if the participants pay to participate in a tournament but no prizes are provided, the poker again does 

not qualify as gambling.  In this situation, however, all proceeds must either benefit a charity and/or your 

student organization; no business or individual person may receive any of the proceeds. 

 

http://www.ohio.edu/involvement
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Meeting the Requirements for Gambling 
 

If your student organization does wish to organize a poker tournament involving both a fee to participate and 

prizes (thereby causing the poker to qualify as gambling), your organization must meet specific criteria and 

follow specific rules contained in the Ohio Revised Code.  Your group must meet all of these criteria: 

1. Your student organization must be a "charitable organization" as defined in Section 2915.01 of the Ohio 

Revised Code.  While many student organizations will qualify as a charitable organization, it is very important 

to note that social fraternities and sororities do not qualify as a charitable organization under Ohio law. 

 

2. Your organization must have a letter from the IRS stating that the organization is exempt from federal 

income taxation.  Procuring such a letter from the IRS is a complicated and expensive undertaking that would 

likely require assistance from a lawyer or a tax professional and might take an extended period of time to 

accomplish. 

 

3. The poker must be played on premises that have been owned by the student organization for at least one year, 

premises leased from a governmental unit (Ohio University is a governmental unit), or premises leased from a 

veterans or fraternal organization. 

 

4. The poker tournament must be conducted at a festival of the student organization and may take place no more 

than twice a year if played for four consecutive days (or fewer) or once a year if played for five consecutive 

days. 

 

5. All proceeds from the tournament, after deduction only of prizes paid out, must either be used by your 

student organization and/or donated to a charitable organization or a governmental unit; no business or 

individual person may receive any of the proceeds. 

If you have further questions about how to conduct a "game of chance" or, more specifically, a poker 

tournament within the limits imposed by Ohio law, contact the Campus Involvement Center, 355 Baker 

University Center, 593-4025 or the Office of Legal Affairs, Pilcher House, 593-2626. 

 

Solicitation 

 

Registered student organizations may solicit funds after the organization has obtained facility use permission 

from the appropriate office. At any collection, the group soliciting must identify itself and the purpose of the 

solicitation to the public.  Organizations should not accost passers-by as they have the right to choose to stop 

and listen or continue to pass by. Permission for further solicitations could be denied should passers-by be 

accosted. 

 

If a fund raising activity includes asking for direct cash contributions from any person or company, 

the University Development Office (McGuffey Hall, 593-2636) must approve the activity. This requirement 

does not apply to solicitations for small amounts of cash. 

 

Cash or Gift Certificates 

 

Cash, and gift certificates which are easily convertible to cash, are both considered "cash."  

Cash is an allowable gift for students and members of the general public only as a contest award, when that 

contest is officially approved by the organization their advisor, and provides a benefit to that organization or the 

University as a whole. The taxable limit for such prizes is $600 annually, per individual.  

  

http://www.ohio.edu/development/
http://www.ohio.edu/involvement
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Promotions/Contests 

Purchase of promotional items (mugs, t-shirts and the like) is allowable from your student organization 

account.  The event or promotion must be related to promoting a specific and authorized University event, 

organization, or program. The prize purchase value is limited to $600 annually, per individual.  

Note: In order to have a check processed for the recipient, a completed Payment Compliance Form must be 

attached to the disbursement voucher. 

 

Catering Policy 
 

The Catering Policy applies to all events in dining halls, and to those events in Baker University Center and in 

other locations, for which the cost of catering services exceeds $250. This limit applies to the complete food 

service needs of an event; neither pyramiding (i.e., dividing one purchase into two or more from the same 

vendor) nor subdividing between vendors may be used to stay within this limit. (For example, to be exempt, a 

multi-day, multi-venue conference's total catering budget must fall below the limit, not just the services 

provided at each particular location and time; regularly scheduled, recurring events, such as weekly colloquia, 

are each to be treated as a separate event.) 

Student organizations receive a 10% discount on all University catering services as long as catering orders are 

placed at least one week prior to the event date. Catering Services is committed to working with organizations 

to provide whatever type of food and refreshment desired for an event, whether it is refreshments for a meeting 

or a sit down dinner or a buffet. Catering Services can also take recipes and recreate particular item(s) for an 

event and will provide a taste testing session as well. 

Before making banquet and catering arrangements, consider the following: 

1. Type of food and refreshments organization is interested in having. 

2. The organization's budget and amount available to spend per person. 

3. Location, date, and time of the event. 

4. Estimated number of people attending. (This number can be changed up to 3 days prior to the event.) 

 

If an organization is on a tight budget or is not sure what to serve at an event, schedule an appointment with a 

University catering service staff member who will explain the options available to your organization by calling 

593-4035 or visiting Catering Services at 125 Baker University Center. They will explain the options available 

to your organization. 

 

Food and beverages served or catered on the Ohio University campus or at University sponsored events must be 

provided by Ohio University Cater Services. The complete catering policy for Ohio University is available on-

line at:  http://www.ohiou.edu/policy/47-015.html. 

 

http://author.oit.ohio.edu/campuslife/sorgs/guidelines/upload/Payment-Compliance-Form-v2.xls
http://www.ohio.edu/policy/47-015.html
http://www.ohio.edu/catering/index.cfm
http://www.ohiou.edu/policy/47-015.html
http://www.ohio.edu/involvement
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Contracting Guidelines 

A contract is a written performance agreement between an artist and the sponsoring organization that specifies 

the complete details and obligations of both the artist and the sponsor.  Students are not allowed to sign 

contracts on behalf of their organization.  Groups must have their organization Advisor or the Director 

of the Campus Involvement Center sign the contract. Click here for the Standard Agreement Form. 

Use of the Ohio University Mark and Logo 

The University controls the use of the official Ohio University mark and other related marks including the 

Attack Cat and the Paw. Use of these marks by student organizations is prohibited except with express written 

approval. Student organizations can create their own logos or identifying marks for their organizations. Student 

organizations are allowed to use the words ñOhio Universityò or ñOUò as part of their organizationôs name. 

 

In some cases, outside vendors are able to utilize these marks to sell products, but the University reserves the 

right to manage this usage and approves all usage in advance.  In addition, all vendors pay a royalty to the 

University for this use. Student organizations wishing to create and/or sell a product utilizing one of the 

identifying marks of the University can be exempted from the expectation to pay a royalty but must still request 

permission in advance from the University. 

 

If your organization is interested in pursuing permission to utilize one of the identifying marks, please contact 

the Office of Legal Affairs, Pilcher House, 593-2626. 

 

  

http://www.ohio.edu/campuslife/forms/upload/Standard%20Agreement.pdf
http://www.ohio.edu/involvement
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Funding and Financing 

The Student Activities Commission (SAC) 

WHAT IS SAC? 

 

The Student Activities Commission (SAC), a subdivision of the Ohio University Student Senate, is responsible 

for allocating funds from the student general fund for campus programming. Funds will be allocated to 

registered student organizations for programs conducted on-campus for the benefit of the entire university 

community. (Funding of programs considered to be off campus will be left to the sole discretion of the SAC 

general assembly.) 

SAC operates under a quarterly funding system for fall, winter and spring quarters. Each quarter SAC processes 

applications for programs to be held by student organizations for the following quarter. Funding decisions will 

be left to the discretion of the SAC General Assembly.  

 

SAC funds cannot be used for the personal benefit of any of its members. This includes the following: 

¶ No closed banquets, parties, etc. will be funded.  

¶ No awards for group members will be funded (e.g., scholarships, plaques).  

¶ No salaries will be funded.  

¶ Petty cash funds are prohibited.  

¶ No purchase or reimbursement of alcohol or any intoxicating beverages  

For more information or to download a SAC PAC, please visit: Student Activities Commission Funding 

(SAC) 

 

 

SAC OFFICE 

 

Student Activities Commission 

Box 102 

305-B Baker University Center 

Athens, OH 45701 

Tel: (740) 593-4067 

SAC Website 

 

 

Financial Transactions/Responsibilities of Treasurers 

The Office of the Bursar provides banking services to registered student organizations. All student 

organizations must register with the Campus Involvement Center (355 Baker University Center ) and are 

required to maintain the organizationôs bank account with the Student Organizations area of the Office of the 

Bursar located in 010 Chubb Hall. The Student Organization Bursar window is open from 8 a.m.- 4:30 p.m. 

Monday ï Friday. An external bank account is prohibited.   

 

A Treasurerôs Manual is available online through the Bursarôs Office.  The manual has detailed information and 

procedures for treasurers of student organizations to follow.  

http://www.ohio.edu/sac/index.cfm
http://www.ohio.edu/sac/index.cfm
http://www.ohio.edu/sac/
http://www.ohio.edu/involvement
http://www.ohio.edu/finance/bursar/upload/Treasurer-Manual-2009-2010.pdf
http://www.ohio.edu/involvement
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General Information 

 

A. All registered student organizations must maintain their account with the Cashier's Office Student 

Organization window. A separate bank account is strictly prohibited. Any Greek organization that is recognized 

by WPA, IFC or NPHC and have a housing corporation, are exempt from this requirement. As an Ohio 

University registered Student Organization your organization is considered an affiliate of Ohio University and is 

subject to the University's policies & procedures. In essence, your organization is acting on behalf of, or in the 

name of, Ohio University. 

 

B. Books must be kept up-to-date. The elected treasurer should be handling the books and processing the 

paperwork with consultation with the advisor. If they are not meeting those responsibilities, it is advisable for 

your organization to elect a new treasurer. 

 

C. Organization funds cannot be used for the personal benefit of any of its members. This includes the 

following: 

1. Petty cash funds are prohibited. 

2. No purchase or reimbursement of alcohol or any intoxicating beverages. 

D. Deficit spending will not and cannot be accepted. 

E. Advance payments can be made for only the following: 

1. Pre-registration for conference. 

2. Transportation reservation when payment is required. 

3. Certain group travel arrangements when costs cannot be determined (e.g., teams, field trips). 

4. Magazine subscriptions. 

5. Facility deposits. Advance payments still require itemized receipts, registration forms, and/or order forms 

showing the amount of the fees to be paid. 

 

F. Each student organization has a mailbox/folder at the Cashier's Office Student Organization window in 

Chubb Hall. University bills and other mail are often received at the Cashier's Office. It is the responsibility of 

the treasurer to check the mailbox on a regular basis to see if they have any mail. 

 

G. The books are subject to be audited at any time upon request by the Resident State Examiner and/or the 

Cashiers Office. 

 

H. Necessary forms (cash books, vouchers, deposit slips, etc.) are to be picked up at the Cashier's Office 

Student Organization window, ground floor of Chubb Hall. The use of other forms will be prohibited unless the 

office grants special permission. 

 

I. The Ohio University Policy and Procedure manual, available on-line at http://www.ohiou.edu/policy/ will be 

used as the guide for any procedure not specifically covered in this booklet. Contact the Cashiers Office for 

interpretation prior to commitment of funds. 

J. Additional information can be found in the Treasurerôs Manual. 

http://www.ohiou.edu/policy
http://www.ohio.edu/finance/bursar/upload/Treasurer-Manual-2009-2010.pdf
http://www.ohio.edu/involvement
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Bank Accounts 

All student organizations are required to maintain their student organization bank account through the Bursar's 

Office in Chubb Hall.  Student organizations living in recognized off-campus living units are generally exempt 

from this requirement.  In all cases, funds allocated to a registered student organization through the Student 

Activities Commission must be disbursed through the Bursar's Office. 

 

The Bursar's Office offers free banking accounts to registered student organizations.  All student organization 

account books must be turned in to the Bursar's Office by the last day of spring quarter for auditing 

purposes.  Additional information on cashier operations for student organizations is available on-line 

at:  http://www.ohio.edu/finance/bursar/studentorgs.cfm 

 

Financial Procedures 

 

Opening an Account/Activating an Existing Account 

Once your organization is registered and approved by the Campus Involvement Center, complete a Signature 

Card. Signature cards can also be obtained from the Student Organizations window of the Office of the Bursar 

(010 Chubb Hall). The signature card must be completed by both the Treasurer and the Advisor. 

  

Account Books 

The Treasurer is responsible for maintaining the financial records of the organization. Upon activating the 

account, the Treasurer will be given an account book. It is wise to periodically check the organization balance 

with the Student Organizations accounting assistant. Account books must be turned in to the Student 

Organizations window for audit by the last day of Spring Quarter. 

 

 Making Deposits 

· Complete a Deposit Slip, (which can be obtained from the Student Organizations window of the Office of the     

   Bursar, 010 Chubb Hall), with the following information: 

Ŀ Organizationôs name 

· Account number 

· Deposit amount 

Ŀ Coins must be rolled with the organizationôs name and account number indicated on the rolls 

· Checks must be endorsed with the organizationôs name and account number 

Ŀ Treasurerôs signature 

 

Expenditures 

 

All payment requests must be made by submitting a completed Disbursement Voucher. Do not under any 

circumstances pay bills directly with cash collected for dues, social assessments, income projects, etc. 

 

A. Disbursement Vouchers 

1. Fill in the date, organization name (no abbreviations), and account number. 

 

2. Indicate the payee (person/vendor for which payment is being made). An address is required for all payees. 

http://www.ohio.edu/finance/bursar/studentorgs.cfm
http://www.ohio.edu/finance/bursar/studentorgs.cfm
http://www.ohio.edu/finance/bursar/studentorgs.cfm
http://www.ohio.edu/involvement
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3. Indicate the expense distribution. If you have more than one receipt for the same person/vendor, you can list 

each receipt total on a separate line. 

 

4. List the combined total of all receipts. 

 

5. Reimbursement for all purchases must be processed within 90 days. 

 

6. You must include a detailed description of what the expense(s) is for. 

 

7. Attach itemized receipts. Non-itemized cash register tapes or credit card slips are not acceptable. In special 

cases where a voucher represents a bill for printing of promotional flyers, a copy of the same is required. 

Payment for National Membership dues requires a copy of the registration form or a copy from the 

organizations' National handbook showing how much dues are per member. 

 

8. For payment covering speakers, entertainers, or services rendered, etc., a contractual agreement will be 

required along with a completed Payment Compliance Form.  This contract must include a description of the 

service, date of event, and must be signed by an authorized representative for each party before payment can be 

processed. Students are not authorized to sign contracts on behalf of their organization. Groups must have their 

organization's advisor or the Director of the Campus Involvement Center sign the contract. 

 

9. You must have both the advisor and the treasurer signatures on the voucher (signature must match the 

signature card on file at the Cashier's Office Student Organization window and what is registered at the Campus 

Involvement Center). If your advisor or treasurer is not available to sign they must 

email  involvement@ohio.edu and state that they approve a representative of the Campus Involvement Center to 

sign the voucher. 

 

10. Submit the voucher to the Cashier's Office Student Organization window for processing between 8:00 a.m. 

to 4:30 p.m. Monday through Friday (hours may vary during the summer). 

 

11. Record the disbursement (including the check number) in your cashbook. 

 

 

Requesting Checks 

 

Complete a Disbursement Voucher, (which can be obtained from the Student Organizations window of the 

Office of the Bursar, 010 Chubb Hall). Do not under any circumstances pay bills directly with cash collected for 

dues, social assessments, income projects, etc. 
 

A. Disbursement Vouchers 

1. Fill in the date, organization name (no abbreviations), and account number. 

 

2. Indicate the payee (person/vendor for which payment is being made). An address is required for all payees. 

 

3. Indicate the expense distribution. If you have more than one receipt for the same person/vendor, you can list 

http://www.ohio.edu/campuslife/sorgs/funding/upload/Payment-Compliance-Form.xlsx
mailto:involvement@ohio.edu
http://www.ohio.edu/involvement
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each receipt total on a separate line. 

 

4. List the combined total of all receipts. 

 

5. Reimbursement for all purchases must be processed within 90 days. 

 

6. You must include a detailed description of what the expense(s) is for. 

 

7. Attach itemized receipts. Non-itemized cash register tapes or credit card slips are not acceptable. In special 

cases where a voucher represents a bill for printing of promotional flyers, a copy of the same is required. 

Payment for National Membership dues requires a copy of the registration form or a copy from the 

organizations' National handbook showing how much dues are per member. 

 

8. For payment covering speakers, entertainers, or services rendered, etc., a contractual agreement will be 

required along with a completed W-9 tax form (Exhibit D). The W-9 tax form is available on-line. This contract 

must include a description of the service, date of event, and must be signed by an authorized representative for 

each party before payment can be processed. Students are not authorized to sign contracts on behalf of their 

organization. Groups must have their organization's advisor or the Director of the Campus Involvement Center 

sign the contract. 

 

9. You must have both the advisor and the treasurer signatures on the voucher (signature must match the 

signature card on file at the Cashier's Office Student Organization window and what is registered at the Campus 

Involvement Center). If your advisor or treasurer is not available to sign they must email 

involvement@ohio.edu and state that they approve a representative of the Campus Involvement Center to sign 

the voucher. 

 

10. Submit the voucher to the Cashier's Office Student Organization window for processing between 8:00 a.m. 

to 4:30 p.m. Monday through Friday (hours may vary during the summer). 

 

11. Record the disbursement (including the check number) in your cashbook. 

Payments to individuals (i.e. speakers) for services require a completed Payment Compliance Form and contract 

or a Standard Engagement Agreement. 

If submitting a Cash Advance request (refer to the Treasurer Manual or the Office of the Bursarôs website for 

detailed instructions), attach a completed Cash Advance Form to the disbursement voucher. 

Picking Up Checks 

Student organization checks are available for pick up at the Cashier's Office Student Organizations window at 

Chubb Hall, on Wednesdays and Fridays after 1pm. Please adhere to the following schedule: 

 

In order to have a check available for pick up on Wednesday, the completed disbursement voucher must be 

received by 12:00 p.m. on Monday. In order to have a check available on Friday, the voucher must be received 

by 12:00 p.m. on Wednesday. 

                                                                                                                                        

mailto:involvement@ohio.edu
http://www.ohio.edu/finance/forms/upload/AP-Payment-Compliance-Form-v2.xls
http://www.ohio.edu/campuslife/forms/upload/Standard%20Agreement.pdf
http://www.ohio.edu/finance/bursar/upload/Treasurer-Manual-2009-2010.pdf
http://www.ohio.edu/finance/bursar/studentorgs.cfm
http://www.ohio.edu/finance/bursar/studentorgs.cfm
http://www.ohio.edu/involvement
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Drop Off  Voucher                                Day Available for Pick Up 
Monday by Noon                                    Wednesday after 1:00 p.m. 

Tuesday                                                   Friday after 1:00 p.m. 

Wednesday by Noon                               Friday after 1:00 p.m. 

Thursday                                                 Wednesday after 1:00 p.m. 

Friday                                                      Wednesday after 1:00 p.m. 

 Incomplete disbursement vouchers will not be processed. 

 Voiding a Check 

· Complete a Void Check/Stop Payment Request Form and attach the check (when possible) 

· Return the form to the Student Organization window at the Office of the Bursar. 

 Change of Officer 

When changing officers, you must notify the Campus Involvement Center (Baker Center).  If the Treasurer or 

Advisor changes, a new Signature Card must also be complete 

Special Forms 

A. Signature Card 

Complete a signature card showing the signatures of both the treasurer and the advisor. A new card must be 

completed each time there is a change of either the advisor or treasurer. The officers listed on the signature 

card must match the registration on file at the Campus Involvement Center located at Baker University 

Center 355. Since the Bursar's Office Student Organization window often needs to contact the treasurer and/or 

advisor, the local address and phone number must also be kept current in this office.  

B. Travel 

Reimbursement for approved travel cannot exceed the total miles traveled multiplied by the accepted 

University mileage rate. Original receipts are required for meals, hotels, parking, etc. An example of this form 

can be found in this handbook. It must show dates, places traveled from and to, mileage, rate used, and the 

amount of receipts attached for meals, parking, hotels, etc., and must contain the signature of the traveler and 

the advisor. This must be submitted along with a disbursement voucher to receive reimbursement. 

 

C. Raffle Roll Tickets 

Raffle Roll tickets are available at the Bursar's Office Student Organization window. A ticket sales report 

form will be completed when picking up the roll tickets.  
 

Unused tickets, along with all money collected from the ticket sales, must be returned to the Cashier's Office 

Student Organization window in Chubb Hall and accounted for no later than the fifth working day following 

the event. Failure to do so will place the Organization Account on hold and the organization will be reported to 

the Campus Involvement Center. 

 

D. Sales Tax Exemption 

Registered Student Organizations are exempt from paying Ohio State Sales Tax. The tax-exempt form must be 

on hand when making purchases. 

 

 

  

http://www.ohio.edu/finance/bursar/studentorgs.cfm
http://www.ohio.edu/finance/bursar/studentorgs.cfm
http://www.finance.ohiou.edu/travel/index.html
http://www.finance.ohiou.edu/components/ouexempt.pdf
http://www.ohio.edu/campuslife/sorgs/funding/upload/OUexempt-LN-2.pdf
http://www.ohio.edu/involvement
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E. Payment Compliance Form 

The Payment Compliance Form must be completed anytime that a person, other than a student, is paid from the 

organization's account.  It is commonly used for paying vendors or persons/companies that have entered into an 

agreement to provide a service, i.e., speakers or entertainers. The form must be completed and returned to the 

Student Organization Bursur with a Disbursement Voucher. 

 

Office Assistance 

The Student Organization Bursar is your main contact with the university fiscal operations and is available to 

assist you with any problems related to your position as treasurer. The Student Organization Bursar's window, 

located in 010 Chubb Hall, is open from 8:00 a.m. to 4:30 p.m., Monday through Friday (hours may vary during 

the summer). 

 

For your convenience, some of the forms you need are available on-line at: 

http://www.ohio.edu/finance/bursar/studentorgs.cfm 

Helpful Hints for Treasurers 

DO:  
 

 Completely read and understand the Treasurer Manual. It covers the  

guidelines & procedures for processing disbursement vouchers, deposits, etc. It will answer  

most of your questions.  

 

 Complete all disbursement vouchers thoroughly ï particularly the detailed description.  

Incomplete vouchers will not be processed.  

 

 Always request ITEMIZED receipts (even for pizza!). Non-itemized receipts will not be  

processed for reimbursement.  

 

 Post all transactions in your ledger on a regular basis. Keep track of each & every check  

(even the voided ones) & deposit. Make sure to keep all receipts for auditing purposes.  

 

 Deposit all checks and cash within 24 hours of receipt. Reimburse for purchases within 90  

days of receipt.  

 

 Balance your account monthly (account printouts are available at the Cashierôs Office  

Student Organization window).  

 

 Keep copies of all financial records a minimum of four years. Books need to be turned in  

for auditing at the end of spring quarter.  

 

 Re-register your organization with the Campus Involvement Center each academic year  

and submit a new signature card to the Cashierôs Office Student Organization window.  

 

 Periodically stop by the Cashierôs Office Student Organization window to see if you have  

any mail in your organizationôs folder.  

 

  

http://www.ohio.edu/campuslife/sorgs/funding/upload/Payment-Compliance-Form.xlsx
http://www.finance.ohiou.edu/cashier/studentorgs.html.
http://www.ohio.edu/finance/bursar/upload/Treasurer-Manual-2009-2010.pdf
http://www.ohio.edu/involvement
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DONôT:  
 

 Donôt open an account at a local bank. All of your money needs to be deposited in your  

organizationôs account at the Cashierôs Office Student Organization window.  

 

 Keep cash on hand. Petty cash funds or slush funds are not permitted.  

 

 Pay individuals and/or performers in CASH. Payments for any ñservices renderedò have to  

be paid from O.U. directly to the individual. You cannot be reimbursed for payments you  

make to individuals for services they provided. You need to have a written  

contract/agreement and a completed W-9 tax form in order to process payment. 

 

Fundraising Strategies 

 
Student organizations should refer to the Fundraising Policy before implementing plans for fundraising.  Here 

are some general principles to consider when planning a fundraising strategy for your organization:  

 

1. Think Positively! As you begin to plan - think big. Ask yourself, "If money were not an issue, what would 

the group do?" Dream a little and use your imagination. It is generally easier to scale down your organization's 

plans than to scale up in mid-year. After thinking big, your group can then begin to assess the possibilities of 

these goals in light of your resources. A dose of realism is necessary at this stage in your thinking, but be 

positive.  

 

2. Establish Financial Goals. If you don't know where you are going, you will never know if you have arrived. 

Determine how much you need by establishing an annual budget. A budget should follow the establishment of 

your organization's positive, but realistic, goals for the year. (Trying to make the group's plan fit the budget 

rather than making the budget fit the plan is a common error characteristic of stifled organizations). Once a 

budget of proposed expenses is developed, it should be reviewed against existing resources. The specified dollar 

figure beyond existing resources that will be required to operate and complete the group's program for the year 

becomes the group's fundraising target.  

 

3. Explore Creative Funding Sources. Successful organizations utilize multiple approaches to fundraising. So 

once you have established a financial target, identify all potential sources of funds and develop creative ways to 

tap these sources.  

 

4. Establish A Fundraising Plan. Fundraising is like any other group project; it cannot happen successfully if 

left to chance. Successful fundraising requires careful planning. Answer the basic planning questions -- Who? 

What? When? Where? and Why? As you creatively explore approaches to fundraising, it is important to balance 

the costs or required expenditures of the organization with the risks involved in fundraising. Make sure the 

fundraising activities are going to be worth the effort. If the risks are greater than what the group wishes to 

assume, it may be time to go back and revise the organization's overall goals for the year to reflect a reduced 

financial base. Remember, think positively and creatively. Once a financial plan is developed, write it down.  

 

5. Organize the fundraising activities. Obviously, when selling, giving away, or raffling an item, the less you 

spend on it, the more your group makes. Ask for donations and if you cannot get it for nothing, get it for cost. 

Do not try to have one person do everything, but instead, get everyone in the group to participate by delegating 

tasks. Publicize the fundraiser, train members how to run the activity, and secure all donations well in advance 

of the event.  

 

http://www.ohio.edu/involvement
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6. Evaluate Fundraising Activities. To determine your level of success, it is necessary to evaluate your 

fundraising activities. This evaluation should compare the dollar goal with the amount raised, seek feedback 

from members about their thoughts of the event, and include recommendations for future fundraising activities. 

Remember to say ñThank Youò to all appropriate people and keep records of everything.  

Information adapted from California State University - Chico, Office of Student Activities.  

 

Fundraising Ideas 

 
Used book sale   Guess # of beans in jar (or variation) 

 Student-faculty talent shows   Garage sale  

Auctions     Student-faculty art show 

Flocking flamingos   Ad/coupon book  

Mum sales     Carnivals/circus  

Calendar sale     Banquets/roasts  

Singing messages   Sell buttons/t-shirts/bumper stickers  

Birthday cake delivery   Finals week care packages  

Holiday bazaar    Car washes  

Garage/Rummage sale   Donuts & cider sale  

Work day at faculty/staff homes  Service auction (time and effort) 

 Balloon sales    Plays/concerts Fashion luncheon Holiday plant sales  

Roving dinner party    Lemon eating contest 

Plant sale     Bagel/pretzel sale  

Antique show/art fair    Marathons: run, walk, rock, eat, etc.  

Seesaw competition    Bake sale  

Tournaments    Flower sale  

Balloon bouquet delivery  Collect cans/bottles/papers  

Sell candy     Alumni donations  

Merchant donation auction/sale  Benefit dances 

Pledges     Bicycle-a-thon or any other ña-thonò 

Art/poster sale     

Contests where winners are decided by voting with pennies 
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Event Planning and Programming 

A comprehensive Event Planning Checklist (Appendix A) is a valuable tool to help you plan your next event. 

Deciding to Hold an Event or Program 

Before a student organization decides to hold an event it is important to find out if the event will be worth it and 

benefit those that it is intended for. Answer these questions to find out! 

 WHY ï Why Do An Event? 

 Does it support the organizationôs mission? 

 Does it move the group forward (i.e. help in meeting organizational goals/objectives)? 

 Does it market the group or promote connection with an appropriate target audience? 

 Does it relate to any of the 5Côs? (Civility, Community, Character, Citizenship, Commitment) 

 WHAT ï What Type of Event? 

 Will the event provide a service of some sort? 

 Should the event be a fundraiser? 

 Might the event be social, educational, cultural or late-night? 

 WHO ï Who Should Benefit From The Event? 

 Current members of the organization? Prospective members? 

 OU students, faculty, staff? Athens community? 

 Potential co-sponsors? 

 HOW ï How Can You ñAffordò It? 

 Do you have the financial resources? 

 Do you have appropriate ñpeople powerò to make it happen? 

 Do you have the required knowledge base? 

 WHEN / WHERE ï When & Where Should The Event Occur? 

 Do other campus events conflict with the proposed date/time? 

 Have you avoided holidays (religious and otherwise), finals week, spring break, etc? 

 Are appropriate facilities available? Are there costs associated with the preferred venue? 
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Action Plan Proposal 
General Event Planning Proposal 

Event: What is the name of this event? 

Location: Where is this event? What is the capacity for this space? 

Expected Attendance: How many people to you anticipate having at the event? 

 

Purpose: What is the purpose of this event? Who does it benefit? What will the proceeds go toward? Why do 

you want to have this event? 

 

Estimated Budget 

¶ Provide an itemized budget of what you will be spending on the event so that they understand what you 

are investing and what you expect to make on the event. 

o Include things like the DJ, anticipated security costs, space, etc. 

 

Advertising 

¶ What kind of advertising have you done for this event? 

o Who are you targeting with your advertising? 

¶ Have you created an advertisement that reaches your audience and is in compliance with University 

Policy? 

o Provide a sample of flyer or handbill that you are distributing if applicable. 

 

Staffing 

¶ Who will be working the door to your event?  

¶ What other areas of the event will you have people responsible for? 

¶ What are the expectations for the people helping at your event? 

Chaperones and Responsibilities 

¶ Names and contact information for chaperones 

¶ Responsibilities of chaperones during event 

Primary Contact and Responsibilities 

¶ Who is the primary contact during the event? This person will be in contact with Baker during the event 

and will make the call about shutting down the event if necessary. MUST PROVIDE CELL PHONE 

NUMBER 

¶ What are this personôs responsibilities? 

Ticket Sales and Procedures for Handling Cash 

¶ How much are tickets? Is there an inflation fee? What are you doing about re-entry?  

o How will you be doing ticket sales? Wristbands, tickets, etc. 

¶ How will cash be handled? Who is taking up the money?  

o How much petty cash will you have on hand to make change? Have you made arrangements to 

get this money? 

o When will cash be taken and deposited to reduce the amount of cash in the facility? 

¶ Are you distinguishing between over 21/under 21 guests? What about OU vs. Non-OU students? 
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o Are you checking IDs? 

 

Expectations of Guests 

¶ What are the expectations you have of your guests regarding behavior? 

¶ What sorts of things are prohibited from coming into the facility? (i.e. food, alcohol, weapons, etc.) 

¶ How are you communicating this with your guests prior to the event and at the event? 

¶ What will you do if there is a guest who does not meet these expectations? 

o How will you handle disruptions like fighting? 

 

Crowd Control  

¶ Include a floor plan of the facility that you are using with details of how you will have the area set up 

and what the traffic flow is 

o Where will the stage be? How will the seats be arranged? 

¶ How will you manage capacity in the space? 

¶ What areas of the building are off limits? How will secure these areas? 

¶ Is there easy access to restrooms in the facility? 

o If not, what arrangements are you making to provide restrooms? 

 

Security 

¶ What are your plans for security? How many officers do you think are necessary for this event? How 

many chaperones will be there to assist? 

¶ Where will security guards be stationed? What are the instructions for your security guards? What are 

your expectations for the security guards? 

¶ Have you communicated with OUPD for their input? 

Emergency Protocol 

¶ What is the procedure for an emergency? How will you evacuate the facility if necessary or notify those 

who need to evacuate the facility? 

o Think along the lines of extenuating circumstancesðfire, medical emergency, etc. 

¶ Who is the main spokesperson and contact from your organization that will work with the facility during 

the event?  

 

Alcohol Management 

¶ Will there be alcohol at this event? If so, who will be responsible for serving the alcohol/checking IDs, 

etc.? 

o Will you be providing alternative drinks and food? If so, what are the options? 

¶ If not, what is the protocol for people who come to the event intoxicated? What will you do if someone 

is overly intoxicated? 

 

Food Service 

¶ Will you be providing food at this event?  

o Have you secured the necessary permits for food service? 

¶ Are you using catering services or are you bringing in your own food? 

o Have you planned a menu that will be suitable for your event? 
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o Have you established a contract with catering services? 

¶ Have you arranged for the necessary supplies for preparing and serving the food? Have you made 

arrangements for clean up? 

 

Damages and Responsibility for Facility 

¶ What will you be doing to prevent damages to the facility such as vandalism and excessive clean up?  

¶ How will you handle damages? Who will be responsible? 

 

Questions 

¶ What questions do you have for the event staff? 

¶ What areas of this plan are you unsure of? What do you still need to figure out or need assistance 

planning? 

 

Use the Event Planning Check List (Appendix A) to make sure you have not forgotten to do anything. A 

successful event is a well planned event! 

 

Event Planning Timeline 
 

At Least ONE QUARTER Before the Event: 

 

Week 2/3:  

¶ Attend a SAC Workshop to qualify for funding 

¶ Reserve event location 

¶ If applicable, begin major events proposal  

¶ Form event committee  

¶ Send W9 form to performer  

Week 4:  

¶ Schedule a SAC Audit/Interview 

Week 5:  

¶ Attend a SAC Audit/Interview 

¶ Plan a fundraiser to if additional funds are needed 

¶ Arrange for ticket sales if necessary 

One Month Before the Event 

¶ Prepare advertising campaign 

¶ Submit paperwork to Chubb if checks need cut 

¶ Secure volunteers/staffing for event 

¶ Assessment: will you keep track of PIDs, attendance? 
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Event Planning Resources 
Equipment Rental 

 

Audio-visual equipment may be rented by organizations at reasonable rates from Instructional Media Services 

(IMS), 225 Alden Library. An equipment list is available online: http://www.ohiou.edu/imts/equipdis.htm. Call 

593-2668 for equipment requests.  

 

Ohio University Event Services can provide various types of audio-visual equipment for use in Baker 

University Center for a fee. Equipment lists and costs are available on-line: http://www.ohio.edu/baker/Event-

Planning-Guide.cfm or by contacting them at 350 Baker University Center, 593-4021. 

 

Tables, chairs, and stage equipment can be reserved from University Moving & Surplus, Building 9, The Ridges, 

593-0463.  Round tables (5ft in diameter) are $5.00/each, rectangular tables (6ft) are $4.00/each, and 

metal/plastic chairs are $1.00/each. Fees are subject to change. 

 

Trash cans can be reserved with the office of Recycling, & Refuse, 593-0231, for a small fee. 

 

Sound System Usage 

 

Sound systems may be used on-campus by student organizations. Interested organizations should reserve the 

University facility they are interested in using and abide by the policies of that facility. The College Green 

usage policy is available by clicking here. 

 

A lecternette public address system (small portable unit with self-contained sound amplifier and microphone) is 

available for a small fee from the Instructional Media Services, 225 Alden Library, 593-2668. As a lecternette is 

designed to be set on top of a table, contact University Moving & Surplus, Building 9 The Ridges, 593-0463, to 

make arrangements for a table. 

 

Permission to use a car-top public address system must be secured from the Campus Involvement Center by 

completing a Miscellaneous Event Registration form available on-line. Groups must also obtain a permit for 

such use from the Athens City Police Law Administration Building on College Street. 

Facility Usage 

 

Student organizations are encouraged to use Ohio University facility space for meetings, programs, and events. 

Ohio University reserves the right to place reasonable time, place, and manner restrictions on any activity 

conducted on the campus of Ohio University. Misuse of or illegal conduct on Ohio University property may 

result in the loss of use privileges, referral to the Office of Judiciaries, and/or prosecution under applicable 

laws.  In addition, specific policies and procedures apply to each University site. 

¶ Baker University Center meeting rooms, theater, and ballroom can be reserved through University 

Event Services, 350 Baker University Center, or by call 593-4021.  

 

http://www.ohiou.edu/imts/equipdis.htm
http://www.ohio.edu/baker/Event-Planning-Guide.cfm
http://www.ohio.edu/baker/Event-Planning-Guide.cfm
http://www.facilities.ohiou.edu/recycle/
http://www.ohiou.edu/policy/24-016.html
http://www.ohio.edu/campuslife/events/upload/Miscellaneous-Event-Registration-2.doc
http://www.ohio.edu/center/
http://www.ohio.edu/center/
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¶ Classrooms 

Classrooms on campus can be reserved in many campus buildings including Alden Library, Bentley, 

Clippinger, Computer Services Center, Copeland, Ellis, Gordy, Haning, Irvine, Lindley, McCracken, 

Morton, Research and Technology Center, Stocker, Tower (Peden Stadium), Tupper, and Walter. 

 

To make a reservation for any classroom space, organizations must complete a "Room Use Permit" in 

person at the Scheduling Office in Chubb Hall 112 or by calling 593-4188. Large classroom spaces of 

particular interest to student organizations include: 

 

Irvine Hall 194 - Reserve by contacting the College of Medicine, 593-2344 

Lecture room, holds 280 people 

Audio/visual fee for use and setup 

 

Irvine Hall 199 - Reserve by contacting the College of Medicine, 593-2344 

Lecture room, holds 125 people 

Audio/visual fee for use and setup 

 

Jefferson Hall 132 on East Green - Reserve by contacting East Green Office, 133 Jefferson Hall, 597-

9968 

No room charge, holds 30 people 

Classroom has chalkboards, tables, and chairs 

 

Morton Hall 201 - Reserve by contacting the Scheduling Office, 112 Chubb Hall 108, 593-4188 

No room charge, holds 400 people 

Lecture room with audio/visual, VCR 

 

Morton Hall 235 - Reserve by contacting the Scheduling Office, 112 Chubb Hall 108, 593-4188 

No room charge, holds 235 people 

Lecture room with audio/visual, VCR 

 

Morton Hall 237 - Reserve by contacting the Scheduling Office, 112 Chubb Hall 108, 593-4188 

No room charge, holds 210 people 

Lecture room with audio/visual, VCR 

 

Walter Hall  ï Contact Baker University Center to reserve the rotunda, the Governance Room, and 

rooms 125 and 127.  Other classroom space in Walter Hall can be reserved by contacting the Scheduling 

Office in 112 Chubb Hall or by calling 593-4188. 

¶ College Green can be reserved through University Event Services, 350 Baker University Center, or by 

calling 593-4021. 

¶ Dining Areas 

Maggie Davis Room, Baker University Center - Reserve by contacting University Event Services, 350 

Baker University Center, 593-4021 

Holds 32 people 

 

http://www.ohio.edu/center/
http://www.ohio.edu/center/
http://www.ohio.edu/involvement
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Nelson Commons North Private Dining Room, South Green - Reserve by contacting the scheduling 

office in Nelson Dining Hall, 597-7112    

Multi -purpose meeting room, capacity varies depending on set-up 

 

Post Office Annex, Nelson Commons Mini-Mall on South Green - Reserve by contacting in scheduling 

office Nelson Dining Hall, 597-7112 

Holds 40 people 
 

Old Nelson Banquet Hall, South Green - Reserve by contacting Nelson Dining Hall, 597-7112 

Semi-formal dining hall with dance floor, capacity varies depending on set-up 

¶ Multicultural Center  has several reservable spaces.  Reserve by contacting the  Multicultural Center, 

205 Baker University Center, 593-4027. 

¶ Outdoor Sites  

South Green Amphitheater - Reserve by contacting University Event Services, 350 Baker University 

Center, 593-4021 

No fee for reservation of grass area 

Ideal for small outdoor productions 

 

Club Sports Fields - Reserve by contacting Campus Recreation, 593-9906 

Outside soccer, football, and baseball fields on South Green, W. State St., and Stimson Avenue 

No fee unless field preparation is required 

 

Front Four Grounds - Reserve by contacting University Event Services, 350 Baker University Center, 

593-4021 

No fee for reservation of grass area 

 

Intramural Sports Fields, Mill Street - Reserve by contacting Campus Recreation, 593-9906 

No charge unless field preparation is required 

Outside soccer, football, and baseball fields 

 

McCracken Field - Reserve by contacting University Event Services, 350 Baker University Center, 

593-4021 

No charge unless field preparation is required 

Basketball courts are available 

¶ Performing Arts  

Templeton-Blackburn Alumni Memorial Auditorium  - Reserve by contacting University Event 

Services, 593-4021 

for staffing and services; seats 2000 

Orchestra pit and balcony, full stage with lighting 

 

Mitchell Auditorium , Seigfred Hall - Reserve by contacting School of Art, 528 Seigfred, 593-4288 

Fee for use of room, holds 225 people 

Stage, lighting, and screen 

 

http://www.ohio.edu/culturalcenter/
http://www.ohio.edu/center/
http://www.ohio.edu/center/
http://www.ohio.edu/center/
http://www.ohio.edu/center/
http://www.ohio.edu/center/
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Recital Hall, Music Building - Reserve by contacting the School of Music, 593-4244 

Available for limited engagements, holds 180 people 

Fee varies for use of room and equipment 

Music performance hall with fixed seating, stage, and piano 

 

Ryors Basement - Reserve by contacting West Green Office in Boyd Hall, 597-5956 

No room charge, holds 292 people 

Large screen TV, sink/bar area, stage, pool table 

 

South Pole, Basement of Nelson Commons - Reserve by contacting the South Green Office in 

O'Bleness House, 597-7468 

No charge, events must be scheduled and approved 10 days in advance 

Holds up to 200 people 

Stage, kitchen, piano, tables, chairs, big screen TV/VCR 

¶ Recreational Facilities 

 

Aquatic Center, Oxbow Drive - Reserve by contacting Aquatic Center Front Desk, 593-4670 

Olympic-size swimming pool, various fees may apply for private rental 

 

Bird Arena , Oxbow Trail - Reserve by contacting Campus Recreation, 593-4676 

Ice skating rink, fee assessed for rental 

 

Challenge Course & Climbing Tower, The Ridges - Reserve by contacting Campus Recreation, 593-

9913 

Low and high ropes initiative course 

Fee is based on number of participants, student or non-student status, and time used 

 

Climbing Wall , Ping Recreation Center - Reserve by contacting Campus Recreation, 593-9913 

Fee assessed for rental 

 

Club Sports Fields - Reserve by contacting Campus Recreation, 593-9906 

Outside soccer, football, and baseball fields on South Green, W. State St., and Stimson Avenue 

No fee unless field preparation is required 

 

Driving Range, West State Street - Reserve by contacting Campus Recreation, 593-7238 

Fee assessed according to number and size of buckets used 

 

Intramural Sports Fields, Mill Street - Reserve by contacting Campus Recreation, 593-9906 

No charge unless field preparation is required 

Outside soccer, football, and baseball fields 

 

McCracken Field - Reserve by contacting University Event Services, 593-4021 

No charge unless field preparation is required 

Basketball courts are available 

http://www.ohio.edu/center/
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Outdoor Pursuits Rental Center - Reserve by contacting Campus Recreation, 597-2154 

Rental gear, trips, and clinics 

 

Ping Recreation Center - Reserve by contacting Campus Recreation, 593-9921 

Various fees may apply 

Meeting rooms, basketball courts, racquetball courts 

Facility request forms are available in 142 Ping and must be submitted at least one week in advance 

 

Tennis Courts, South Green Drive Golf and Tennis Center - Reserve by contacting Campus Recreation, 

593-9405 

Fee assessed according to the type and number of courts used 

Indoor and outdoor courts available    

 

Staging 
 

University Moving & Surplus, The Ridges Building 9, 593-0463 offers three different sizes of staging, 16' x 16', 

16' x 24', and 16' x 32'. Fees vary depending on size. 

Tents/Canopies 

 

Organizations are permitted to erect tents/canopies on Ohio University property. Organizations should review 

the Tent Permit Policy through the Office of Environmental Health and Safety (EHS). A Tent Permit form 

should be submitted to EHS no later than 7 days prior to the event. Tent Permit forms are available on-line or at 

EHS in Hudson Health Center 204, 593-1666. 

Vehicle Reservations 

 

The University has a wide variety of vehicles ranging from compact cars to passenger vans and buses available 

for rental.  Organizations can use University vehicles provided the organization has a bank account with the 

Bursar's Office in Chubb Hall.  Both the President and the Advisor need to sign the University vehicle 

agreement.  Call the Transportation and Parking Services at 593-1611 for more information or visit them on-

line at http://www.facilities.ohiou.edu/trans. 

Publicity and Promotion 

Calendar of Events 

Student organizations can submit an event to be published on the University Calendar of Events. After clicking 

on the link, select ñadd an eventò and complete the request. After the event is approved then it will appear on 

the Calendar of Events. 

 

 

http://www.ohio.edu/ehs/fire/tentpermits.htm
http://www.ohio.edu/ehs/docs/tentpermitinfo/StateofOhioTentPermit.pdf
http://www.ohio.edu/ehs/docs/tentpermitinfo/StateofOhioTentPermit.pdf
http://www.facilities.ohiou.edu/trans
http://www.ohio.edu/calendar/
http://www.ohio.edu/calendar
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                                                                                Flyers 

 

Organizations should post flyers and posters only in designated areas on campus.  Organizations posting flyers 

in inappropriate places (on bathroom stalls, brick walls, trash containers, trees, etc.) may be charged the cost of 

removing the flyers and are subject to referral to the Office of Judiciaries.  All flyers and posters must clearly 

state the name of the registered student organization. 

 

Some appropriate places to post flyers/posters on campus include: 

¶ Baker University Center 1st and 4th floors above newspaper racks (Baker University Center Information 

Desk must approve). Bulletin board by billiards lounge is open to anyone and does not require approval.  

¶ Residence halls - All posters and flyers for residence halls must be submitted to the appropriate Green 

Office for approval, as residence life staff members distribute materials in the halls. Individual students 

are not permitted to hang posters or flyers in the halls.  

¶ Two public boards in Ping Recreation Center (Business Office in 142 Ping must approve).   

¶ Other campus buildings - always ask a building employee if you are unsure if you are allowed to or not.  

  

Printing Resources, Building 37 The Ridges, 593-1930 offers student organizations a discounted rate on 

services. The Printing Resources staff can assist organizations and provide professional advice as 

needed.  Additional information is available on-line at: http://www.ohiou.edu/printing/index.html. 

                                                                    Mail & Email Services 

 

Bulk mailing service is provided through Mail Services, Building 8, Room 100 The Ridges, 597-2913.  Various 

arrangements can be made depending on the type of mailing.  

 

Registered student organization can obtain computer mailing labels, lists, and/or email addresses of students, 

faculty, and/or staff.  To order items, the organization advisor should complete the request form available at 

www.ohio.edu/technology/requests/requests.cfm. Labels and lists will be processed and campus mailed to the 

Advisor of the organization. 

 

All registered student organizations designate one individual from the organization who will receive emails for 

the organization.  Should an organization need to change any information regarding to the organization email 

account, contact the Campus Involvement Center, 355 Baker University Center, 593-4025. 

 

                                                       Media  (Newspaper, Radio, Television) 

 

Athens Messenger 
Athens only daily newspaper. Prices vary depending on type and size of the ad. To place an ad, call 592-6612 or 

fax 592-4647. Press releases should be sent at least two weeks in advance and can be mailed to: Athens 

Messenger, 9300 Johnson Road, Athens, Ohio 45701 (sharp color or black and white photos are acceptable). 

 

Athens News 
The Athens NEWS is a twice weekly controlled circulation newspaper serving Athens and Athens County, Ohio. 

The Athens NEWS is published every Monday and Thursday and may be picked up at over 350 distribution 

locations throughout Athens County. You can also find The Athens NEWS online at www.athensnews.com. 

Call (740) 594-8219 to place an ad, or you can send your ad to ads@athensnews.com 

http://www.ohiou.edu/printing/index.html
http://www.ohio.edu/technology/requests/requests.cfm
http://www.athensnews.com/
mailto:ads@athensnews.com
http://www.ohio.edu/involvement
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to arrange FTP submissions. Press releases and photos can be emailed to news@athensnews.com or mailed to 

The Athens News, 14 North Court St., Athens, OH 45701. 

 

The POST 

Student newspaper of Ohio University published Monday-Friday when school is in session. To place an ad, visit 

the advertising office on the third floor of Baker University Center or call 593-4017.  Press releases must be 

received at least two days in advance and can be sent to: The POST, 325 Baker University Center, Athens, Ohio 

45701 (The POST prefers to use its own photos.  Arrangements for a photographer must be made at least three 

days in advance). 

 

ACRN  99.3 Cable FM or www.acrn.com 

329 Baker University Center 

Athens, Ohio 45701 

(740) 593-2276 

ACRN is a student-run college rock station. Public service announcements are accepted one week in advance. 

News releases are accepted three days in advance.  ACRN offers discounted radio ad rates to student 

organizations.  All advertising requests should be made to 593-2276 or email acrn@ohio.edu. 

 

WOUB AM -1340/ FM-91.3 
9 South College Street 

Athens, Ohio 45701 

(740) 593-1771 

WOUB accepts public service announcements two weeks in advance. Special features include AM Athens, a 

segment which features community events and interviews. To be interviewed for AM Athens, call the AM 

Program Director at 593-4946. 

 

WATH AM -97/WXTQ FM 105.5 
300 Columbus Road 

Athens, Ohio 45701 

(740) 593-6651 

WATH plays contemporary hits and accepts public service announcements one week in advance. 

 

Athens Community Television (ACTV) - Channel 23 
507 Richland Avenue, Suite 100 

Athens, Ohio 45701        

(740) 592-2529 

 

ACTV -7 News 
E.W. Scripps School of Journalism 

Ohio University 

Athens, Ohio 45701 

(740) 593-2586 

ACTV provides community-oriented programming, with many student-produced programs. 

 

CATVision  
101 Factory Street 

Athens, Ohio 45701 

http://www.facilities.ohiou.edu/catvision 

CATVision can run advertisement banners on their program guide.  

 

mailto:news@athensnews.com
mailto:acrn@ohio.edu
http://www.facilities.ohiou.edu/catvision
http://www.ohio.edu/involvement
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Government Access TV 
Channel 15 

733 East State Street 

Athens, Ohio 45701 

(740) 594-2900 

Channel 16 provides public service announcements and coverage of governmental meetings. 

 

WOUB TV  
29 South College Street 

Athens, Ohio 45701 

(740) 593-4555 

WOUB is public television that airs local and PBS programs. 

  

http://www.ohio.edu/involvement
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                                                                   Press Release Writing 

 

Press releases are a vital part of informing the community and the campus about events, are low in cost, and 

reach a large audience.  Most reporters prefer to have information provided to them in writing, even if they have 

been contacted by telephone. The following points are important to keep in mind when producing a press 

release: 

1. Provide complete information. Start with the basics: who, what, when, where, why and how. This 

information should be placed in the first paragraph of the story. Make sure dates and times are correct. Specify 

a.m. or p.m. Do not editorialize. You can express other people's opinions through quotes. 

2. Check and observe deadlines. Obtain specific deadline schedules and keep to it. Most news releases need to 

be mailed at least one to two weeks prior to the event. If the story is timely, make sure all information is 

provided in advance. 

 

3. Make it local. Local news media are not receptive to information that comes from sources outside the 

community. Put the organization's name or one of its member's names prominently in the story (usually first or 

second paragraph). Make sure all the information is factual and easy to read. 

 

4. Have one spokesperson. Assign one person's name to be used on all related press releases. That one person 

will be the official media relations or information officer for the organization. 

 

5. Ask questions. If you are unsure about what the procedures are or what information the newspaper or news 

station requires, call and ask. 

 

6. Be objective. If you believe your news has been treated unfairly, tell the reporter. If you still have a complaint, 

write a letter to the editor or station manager telling the true side of the situation. Be sure to stick to the facts 

and not make it opinionated. It is also a good idea to write the editor or station manager if the reporter does a 

good job. A letter of appreciation will help you with further publicity for your organization. 

 

7. Provide information regularly. If you are the source of news and information for your organization, then it is 

up to you to provide the media with what your organization is doing. Reporters will come to depend on you for 

timely, accurate information.  

 

                                                                      Publicity Opportunities 

 

Information Tables & Dining Hall Table Tents 
Tables at the College Gate must be reserved at University Event Services, 350 Baker University Center, 593-

4021.  Space is available on a first-come, first-served basis.  Organizations will be responsible for transporting 

the table to the gate and returning it when finished.   

 

For information about reserving tables throughout the residential halls or putting up dining hall table tents, 

contact the central Residential Housing office in Chubb Hall 060 or call 593-4090. 

OU Media Services 
For large scale events and programs, OU Media Services can help with the distribution of press releases and 

advertising.  For more information, contact OU Media Services at 593-2200. 

  

http://www.ohio.edu/center/
http://www.ohio.edu/involvement
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APPENDIX A  

Event Planning 
Check List 

 

 

Event: ____________________________________________________________ 

 

Date:____________________________  Time:____________________  

 

Venue:___________________ _______   Capacity:________________ 

 

Expected Attendance:____________ __  Cost Per Person: __________ 

 

Things to do:   
    

1. Reserve the Space Go Back and Confirm Later (2 weeks prior to event) 
 Reservations  

o Venue  

Á Room Set-up (meet with Reservations/Event Services) 

Á Measurements 

o Rain location 

Á Access to restrooms 

Á Access to electric 

Á Access to water 

o Tables (Facilities) 

o Chairs (Facilities) 

o Risers/bleachers (Facilities) 

 Legal Concerns 

o Risk Management 

o Disclaimers 

o Content approval 

o Viewing rights 

o Copyright  

o Logos 

o Insurance 

o Liability  

o Waivers 

Á Video taping 

Á Interviewing 

Á Taking photos 

Á Participation 

o Disclosure of participant information 

o Disclaimer 

o Check point searches 

o Alcohol 

 

http://www.ohio.edu/involvement
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2. Budget 
 SAC Pac 

 Look for sponsors (i.e. Business, Department/College) 

 Fundraiser? 

 Cost comparisons of items before purchasing 

 P-Card 

 Revenue 

o Change box 

o University account 

 

3. Type of Event 
 Performer or Event 

o Contract 

Á Cutting a check 

Á Negotiation 

Á Riders  

Á W-9s 

o Flights 

o Hotel 

o Transportation 

o Meals 

o Parking 

o Insurance  

 Games/activities 

o Directions to run games 

o Signs/banners  

o Prizes 

o Giveaways 

 Music/Concert 

o DJ 

o Music 

o Musician 

o Sound Equipment 

o Lighting 

o Stage 

o Tech 

o Karaoke 

o Parking 

o Laser/Strobe Lights 

Á Disclaimer/warning 

Á Consider seizures & epilepsy  

o Fog 

o Foam 

 

4. The Space Itself 
 Tech & Production 

o Meet with Event Services 

o Outlets, generators, circuit breakers (electrical capacity) 

o Microphones 
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o PA sound systems 

o Laptops 

o LCD projector 

o Screen 

o Cable 

o Internet 

o Lighting 

Á Strobes (epileptic-seizures)  

Á Lasers (fog) 

 Security 

o T-shirt 

o Security 

o Police (OUPD/APD) 

o Check points 

o Searches 

o Riots 

 Food 

o Purchasing policy 

o Catering 

o Food Permits (EHS) 

o Drinks 

o Concession equipment (CIC or  tRAC) 

o Product 

o Cups 

o Ice 

o Condiments 

o Plasticware/dinnerware 

o Linens 

 Health & Safety Concerns 

o EHSchecks 

o Exit plans 

o Blocking doors/exits 

o Sanitation 

Á EHS permits 

Á Gloves 

Á Wipes 

Á Access to water 

o Fumes 

o Porta-pottys 

 Decorations 

o Balloons 

o Balloon Weights 

o Candles 

o Helium 

o Ice Sculptures (Dining Services) 

o Flowers 

o Drapes 

 Wheel Chair access 

 Grounds 

 Facilities 
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o Hours of operation 

o Additional charges on weekends 

 Moving 

 Trash 

 Recycling 

 Gambling/Games of Chance 

o Raffles 

o 50/50 

o Bingo 

o Casino games 

 Fire 

o Permits 

o Candle Light Vigil 

o Bonfires 

o Tiki torches 

o Barrel Fires 

 Parade Permits 

 City Approval 

o Closing/blocking streets (Petition at City Council) 

o Redirecting traffic 

o Noise ordinance 

 Tenting 

o Tents (Bedrock Rentals) 

o Flame Retardant waiver 

o Permits (Call EHS to get the state contact info) 

o Fire Marshall  

 Fake Snow 

 Ice 

 Sand 

 Animals (EHS Sam Hansen, consider PETA) 

 

5. Advertising 
 Advertising & Marketing 

o Design ads 

o Send ads to Printing Resources 

o Banners 

o Buy Newspaper ads 

o Distribute posters 

o Reserve web/screen advertising space (Event Services) 

o Slide show at event 

o Press Releases 

o Interviews 

 Tickets 

o Decide ticket prices 

o Send ticket info to Ticket Office 

o Ticket sales and staffing Ticket office 

o On-line pre-sale w/ Ticket Office 

o Pay at the door 
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6. Last Minute Details 
 Staffing  

o Set-up 

o Event 

o Clean-up 

 Ushers (Event Services) typically 4 for each event 

o Trained in CPR 

o Tensa Barriers 

 Confirmations 

o Venue  

o Performers 

o Set-up  

o Tech  

o Staffing 

o Security 

o Catering 

 Parking 

o Renting Lots 

o Reserving spaces 

o Validation 

o Open lots 

 Golf carts/gators 

 Logistics Box 

o Pens/pencils 

o Tape 

o Scissors 

o Paper 

o Band aids 

o Paper clips 

o Hand sanitizer 

o Extension cords 

o Power Strip 

o Tissues 

o Clickers 

o Clipboard 

 Lost & Found 

 

7. Event Follow Up/Review 
 Final Budget 

 Thank you cards 

  Program Evaluation 

o SAC 

o For Organization records 
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 Advertisements 
 

All Advertisements must include: 

 

o Title of the event (description of event) 

o Time 

o Date (Include day of the week) 

o Location 

o Price 

o Where to buy tickets 

o Sponsors 

o Logos, include SAC if applicable 

o Organization contact info: (website, phone number, etc) 

o Disclaimer if necessary 

o Explicit language 

o Adults only 

o  Recommended ages 

 

Additional things to consideré 

 

o Marketing v. artistic 

o Diversity (sex, ethnicity, sexual orientation, age, ability, religion, etc.) 

o Easy on the eyes 

o Readable 

o Have someone else PROOFREAD! 

  
















