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Int roduction  
This ha ndbook is a guide for the leaders of student organizations at Willamette University. To uphold the Universityôs 
commitment to sustainability, this handbook is intended for use with the Student Handbook, which is provided for 

each Willamette student at the beginning of each academic year. When page numbers are referenced throughout this 
handbook, refer to the corresponding pages in the Student Handbook for complete listings and thorough information.  
 

Student organizations are an important component of the e ducational community at Willamette University. They are 
the  outlet through which students  explore curricular and co -curricular interests. The  leadership positions associated 

with student organizations provide the  opportunity  to learn collaboration, delegat ion, event planning, and many other 
important transferable professional skills.  
 

Student organizations and their leaders follow all University policies and procedures in addition to federal, state, and 
local laws. Each registered student organization iden tifies at least one Willamette University faculty or staff member to 
serve as its advisor. The Office of Student Activities serves as the primary resource for student organization leaders  
and their advisors.  

Important Dates  
Fall  

Activities and Resources Ex po    Sept. 8   5-7pm    Brown Field & Jackson Plaza  
First CO SO Meeting     Sept. 8    11:30am   UC 2  

COSO Meetings      Every Thurs.  4:15pm    UC 2  
Student Organization Orientations   Sept. 6   7:30 ï 8:45pm   Alumni Lounge  
      Sept. 13  11:30am -12:45pm  Alumni Loun ge 
      Sept 15   4:30 -5:45 pm   Alumni Lounge  
      Sept 27   11:30am -12:30pm  Autzen Conf. Rm  

Oct. 25   11:30am -12:30pm  Autzen Conf. Rm  

      Nov. 22   11:30am -12:30pm  Autzen Conf. Rm  
      Jan. 24   11:30am -12:30pm  Autzen Conf. Rm  
      Feb. 21   11:30am -12:3 0pm  Autzen Conf. Rm  
      Mar. 20  11:30am -12:30pm  Autzen Conf. Rm  
      Apr. 17    11:30am -12:30pm  Autzen Conf. Rm  
Fall Budget Requests     Sept. 16  4pm    <lvannini>  
and Inventory Disclosure Forms Due   Oct. 28   4pm    <lvannini>  

      Dec. 2   4pm    <lvannin i>  
Finance Board Hearing Presentation   Sept. 14     ASWU Office  
Sign Ups Available     Oct. 26      ASWU Office  
      Nov. 30     ASWU Office  
Fall Finance Board Hearing s   Sept. 18   10am -  4pm   Ford 201  
      Oct. 29   10am -  4pm   Ford 201  
      Dec. 3   10am -  4pm   Ford 201  

Budgets emailed to Presidents/Treasurers  Sept. 23     Email  
      Nov. 4      Email  
      Dec. 9      Email  
Senate Meetings     Every Thurs.  7pm    Smullin 129  
 

Spring  
Senate Meetings     Every Thurs.  7pm    Smullin 129  
Spring Activities Fair     Feb. 14   4ï5:30 pm   Cat Cavern  
2011 -2012 Rosters Due    Mar. 23  4pm    Student Activities  

Re-Registrations Due     May 3   4pm    Student Activities  

Fiscal Year Ends (ASWU Accounts Zeroed)  May 31    
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Common Costs  
Item  Cost  Contact  

Blankets  $1.00 /each  Dan Crai g <dcraig>  

Withnell Dodge 12 -person van *  
Withnell Dodge Mini  van  
Enterprise 12 -  or 15 -person van **  
Enterprise 7 -person van  

Enterprise Compact car  
Willamette 15 -person van  

$95/day  
$6 5/day  
$95/day  
$50/day  

$35 /day  
$50/day  
All prices are subject to change due  to 
increase/decrease by the vendor  

Craig Nordlien  
503 -370 -4281  

School bus  

Charter bus  

$50/hour  

Varies  

Craig Nordlein  

 503 -370 -4281  

Security  $68/officer ($18/officer/hour  
with 4 hour minimum )  

<security>  
503 -370 -6911  

WITS Production  Graphic Design  $10 /hour  Chris Gramlich  

Printing  Varies  willamette.edu/dept/cc  

Helium for balloons  First 25 free ïor -  
First 50 free self -provided balloons  
After 75: $.40/balloon  

Vonnie <vmartin>  
503 -370 -6463  

Buttons  First 50 free  
$0.30/each after  

Vonnie <vmartin>  
503 -370 -6463  

Banner Paper  Free for Publicity Use  
$0.10/foot for any other reason  

Vonnie <vmartin>  
503 -370 -6463  

*Withnell Dogde is located approximately 2 miles from campus. It is the preferred vendor for weekend rentals, as 

they do not charge for dates other t han those when the vehicle is used.  
**Enterprise is located just ½ mile from campus. For weekend rentals Enterprise charges 1 to 2 extra days, 
regardless of number of days of actual van use.  

Campus Room Capacities  
Use this guide to decide which campus spa ces will work best for your event or meeting . 
 

Alumni Lounge  

Classroom: 48  
Open Space: 100  
Theater: 80  
 
Autzen Conference  
Room: 20  
Bistro: 50  

 
Cat Café  
Reception: 350  
Theatre/Banquet: 275  
Dining Room 1 or 2  

Banquet/Theater: 32  

Classroom: 24  
Conference: 2 0 
U-Shape: 14  
 
Ford Hall  
Kremer Board Room  
Open: 100  

Square: 30  
Classroom : 40  
Seminar Rooms  
224: 15  
324: 12  

Theater : 110  

 
Goudy  
Great Room : 260  
Hines Room : 54  
Willson Room : 36  
 
Harrison 

Conference Room : 
14  
Hatfield Room : 100  
 
Hudson Hall : 450  

 

Kaneko Atriu m : 
224 -300  
 
Montag   
Loft : 12 -20  
Center : 50  
Den   

Standing: 200  
Theater: 150  
 
Parents Conference 
Room : 14  

Smith  

Gallery  
Standing: 80  
Theater: 50  
Auditorium : 1,230  
Smullin B - 17 : 72  
 
Sparks  

Cone Field House  
Athletic: 3,550  
Reception: 1,000  
Rectangular Table s: 
500  

Henkle Gym : 300  

Multipurpose Room:  
75 -100
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Contact Information  
Refer to pages 5 - 6 in the Student Handbook. Additional contacts you should also know include:  

Note: <email> = email@willamette.edu  

Topic  Name  Location  Email/Web Address  Phone  

ASWU Sound  Brad Schults  UC, 2 nd  Floor  <bschults >  503 -370 -6058  

Audio/Visual Equipment  WITS  Smullin 101  willamette.edu/wits/  503 -370 -6004  

Banner  Lines  in UC  Liesa Kister  UC Info Desk  <lkister>  503 -370 -6300  

Bistro Coffee Service  Bistro Managers  UC 1 st  Floor  <bistroboss>  503 -370 -6900  

Budgets  Lauren Vannini  UC, 2 nd  Floor  < lvannini >  503 -370 -6058  

Catering  Chris Linn  Goudy Commons  <catering>  or <clinn>  503 -370 -6711  

Check Requests  
(ASWU)  

Lauren Vannini  UC, 2 nd  Floor  < lvannin i>  503 -370 -6058  

Check Requests   
(non -ASWU)  

Jamie Hart  Waller, 1 st  Floor  <jhart>  503 -370 -6119  

Digital Poster Program  Jill Munger  Doney Hall  <jmunger>  503 -375 -5381  

Fundraising (external)  Arminda Lathrop  Waller, 3rd Floor  <alathrop>  503 -370 -6606  

Hudson Ha ll  Mike Bergh  Rogers Music Cntr 

140  

<mbergh>  503 -375 -5438  

Imprint Request  Jill Munger  Doney Hall  <jmunger>  503 -375 -5381  

Mill Stream/Outdoor 
Publicity  

Jim Anderson  Grounds 
Department  

<janderse>  503 -370 -6143  

Publicity Policy  Student Activities  UC, 2nd fl oor  willamette.edu/dept/osa  503 -370 -6463  

Raffles  Cece Quanbeck  Doney Hall  <cquanbec>  503 -370 -6112  

Room Set -up  Jeff Bolt  Facilities Support 
Services  

<jbolt>  503 -370 -6549  

Sandwich/Marker Easel 
Boards  

Student Activities  UC, 2nd Floor  willamette.edu/dept/os a 503 -370 -6463  

Scheduling  Angie Anderson  Executive Bldg  willamette.edu/dept/schedule  
<adanders>  

503 -375 -5442  

Security  Service Center  Doney Hall  <safety>  503 -370 -6911  

Smith Auditorium  Stephen Boyd  Fine Arts East  <sboyd>  503 -370 -6459  

Sparks Center  Anwau  Huffman  Sparks Center  < ahuffman >  503 -370 -6257  

Tabling  Scheduling  Executive Bldg  <schedule>  503 -375 -5442  

Travel Policy  Student Activities  UC, 2nd Floor  willamette.edu/dept/osa  503 -370 -6463  

Vans  and Buses  Craig Nordlien  Physical Plant  <cnordlie>  503 -370 -6003  

Websites  Brian Hoyt  Waller 4 th  Floor  willamette.edu/dept/webdev   

< webdev >  

503 -370 -6517  

 

Student Involvement Team  
Putnam University Center, 2 nd  Floor  
503 - 370 - 6463  
willamette.edu/dept/osa  
 

Lisa Holliday   <lcjones>  
Director of Student Activities and A ssociate Dean of Campus Life  
 

Beth Dittman   <edittman>  
Assistant Director of Student Activities  
 

Bryan Schmidt   <bschmidt>  
Director of Campus Recreation  
 

Amy Green   <ajhixson>  
Director of Community Outreach  
 

Gordy Toyama   <gtoyama>  
Director of Multicultura l Affairs  
 

Vonnie Martin   <vmartin>  
Student Involvement Program Coordinator  
 

 

Resources you can find at  
Student Involvement  

  
Button Maker  

Ballo ons  
Helium  
Markers  

Banner Paper  
Construction Paper  

Curling Ribbon  
Die -Cut Machine  

Paper Cutters  
Paint Markers  

Sandwich Boards  
White/Dry Erase Boards  

Computers  

Blue Tape for Publicity  
Friendly, helpful staff  

Answers to your questions  
 
 

mailto:email@willamette.edu
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Whoôs Who 
Associate Students of Willamette University  
Refer t o pages 16 - 17 in the Student Handbook.  

VP Administration oversees ASWU Sound  

VP Finances oversees Finance Board, Fund ing Requests, Reimbursements, etc.  
 

Greek Life  
Refer to page 18 - 19 in the Student Handbook.  
The leadership will change in January 2012.  
 

American Studies Program (ASP)  
Refer to page 20 - 21 in the Student Handbook.  
This used to be know as the TIUA Leadership  Program, the name was changed to better reflect the diversity of 
the students in the program as not all are from Tokyo International University.  
Sarah Abe < sabe >  is the Coordinator of Student Activities at ASP.  

Student Organization Benefits and Structure  
Refer to pages 22 -  35  in the Student Handbook . The list of active organizations is accurate a s of May 2011 in 
the Student Handbook.  
 

Organization Classifications  
These classifications were established by the Committee on Student Organizations (COSO) and are used to help 
define the purpose and mission of student organizations.  
 

Academic:  Group seeks to further intellectual goals, specific to a subject area. Group is linked to and supported 
by an academic department.  
Greek:  Group is a social fraternity or sorority recognized and supported by the Interfraternity Council (IFC) or 

Panhellenic Council (PHC). To be considered a Greek organizations, groups must first be established and 
recognized as an interest group. See the Willamette University Greek Organizat ion Recognition Procedures for 
more information.  
Honorary:  Group membership is based on merit, accomplishments, honors, or qualifications in specific areas.  
Media:  Group exists to promote interest in, creation of, and appreciation of literary or visual m edia (e.g., 
newspaper, radio, magazine, etc.).  
Multicultural:  Group exists to educate, engage, and support cultural knowledge and identities that may include 

but is not limited to: social justice issues, traditions, celebrations, or intersections of cultur e in daily life.  
Performing Arts:  Group exists to promote interest in, creation of, and appreciation of performing arts (e.g., 
vocal, instrumental, dance, theater).  
Religious:  Group exists to educate, engage, and support religious and/or spiritual growth, belief, or affiliation.  
Service:  Group exists to promote interest and support experience in service to community through volunteering 
and service - learning opportunities.  
Social & Support:  Group exists to foster relationships and serve as a support system for studentsô social 

interests, pastimes, and causes (e.g., political affiliations, advocacy groups, and hobbies).  
Sports & Recreation:  Group exists to promote interest in, experience in, and appreciation of physical games, 
sports, and outdoor activities. All groups within this classification are required to attend the Sport Club Council 
meetings. Participation in Sport & Recreation Organizations is limited to enrolled students (as defined by the 
Registrar) at Willamette University.   
 

Maintaining Recognitio n as a Student Organization  
Refer to page 43 in the Student Handbook .  
In order to maintain recognition as a student organization at Willamette, student group leaders must submit two 

completed documents to the Office of Student Activities each spring: An up - to -date Roster of m embers  from the 
past year and a n Annual Registration Form , with answers to future planning and reflection questions as well as 

signatures from the next yearôs student leaders and advisors.  
 

About the Roster:  
¶ List all officers and act ive members from THE CURRENT ACADEMIC YEAR  (2011 -2012).    

¶ If you plan to work from your mailgroup/list -serve you must ADD STUDENT ID NUMBERS and clearly 
mark the active members  (highlight the active members and/or cross out non -active members).  

¶ Do not pos tpone turning in the form be cause you do not have student ID numbers.  

¶ Write legibly and spell names correctly.  
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About the Annual Registration Form:  

¶ DO NOT  complete the form until your new officers hav e been selected for next year.  Both the outgoing 
and i ncoming leaders must provide answers to the questions on the form.  

¶ MEET with your advisor(s) and ask if they want to continue as your organization's advisor(s). If they 
agree, make sure they sign the form . An advisor cannot be on sabbatical or leave of abs ence.   

¶ Be sure to complete all  of the questions on the form!    
 

What to do when your groupôs leadership changes: 

Refer to the Officer Transition section of this Handbook on page 20 for more information  

¶ Notify all members of your group including your adviso r  

¶ Make sure new leader(s) are familiar with the constitution, budget, and other important documents or 
procedures for your group  

¶ Complete the G/L Access Form (see page 31)  and submit to Vonnie Martin <vmartin> to give new leaders 
access to the G/L Report a s well as update the club leadership list -serv(s)  

¶ Send the new leader(s) to one of the Student Organization Orientations (see list of dates, times and 
locations on page 3)  or contact Beth Dittman <edittman> to arrange a one -on -one orientation  

¶ Contact ASWU Vice President of Finances, Lauren Vannini <lvannini> to arrange a meeting and 
budget/finance orientation  

Publicity         
Refer to pages 35 - 39 in the Student Handbook.  
 

Blue Tape  
¶ Use it, Love it, Never stray from it: It doesnôt ruin walls or other surfaces 

¶ Come to the Office of Student Activities for mini - rolls, or use your office supply line - item in the ASWU 
Budget Request to purchase rolls for your group  
 

Publicity Basics  
Below is a list of things to consider before you begin to publicize your events. Re fer to the leadership brochures in 
Student Activities for more information.  
¶ Budget ï How much can you realistically spend?  
¶ Audience ï Who do you want to reach and how?  
¶ Information ï Does your publicity include all of the important information?  

¶ Resources ï What or who are your resources?  
¶ Location ï Where will your materials get the most attention?  

¶ Schedule ï Do you have enough time to publicize (at least 2 -3 weeks before event)?  
¶ Creativity ï Is there something new that can be done to publicize?  
¶ Word of Mout h ï Who can you tell in person about your event? How else can you publicize  using people?  
¶ Responsibility ï Who is  responsible for coordinating publicity (e.g., design, distribution, clean up, etc.)?  
 

Make sure to include the information below on all publi city (the 5 wôs: Who, What, When, Where, Why): 
¶ Name of attraction or event  
¶ Date of event  

¶ Time: beginning and ending  
¶ Location of event  
¶ Admission price (even if itôs free) 
¶ Deadlines, if applicable  
¶ Contact information of the sponsoring organization  
¶ Any co -spo nsoring organization names and/or logo(s)  
 

Digital Poster Program Policy  (the big screen in the UC)  
The  Digital Poster Program (DPP) provides  community access to a Willamette Digital Screen. Student 

organizations may promote sponsored events to the Willame tte Community under the following terms:   
¶ All promotions must be designed and formatted for digital display by one of these designated university 

offices: The Print/Design Center (Paw Prints), WITS Production, or the Office  of Marketing Communications. 
Only promotions received from one of the above listed designated offices  will be aired . 

¶ Display of promotions will be scheduled by the DPP coordinator , Jill Munger <jmunger> 503 -375 -5381.  
¶ Digital promotions must include contact information on the poster in o rder to answer event related questions.  
¶ Only one submission per event will be accepted.  

¶ All content must be received by noon on Monday in order to be considered for inclusion during the upcoming 
week.  Any content received past the deadline will not be pos ted until the following Monday.  Please plan 
accordingly.  

¶ Digital promotions will run in 7 day cycles from 5 pm Monday to 5 pm Monday.  
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¶ Individual event digital promotions may continue to be displayed, contingent upon date of event, the volume 
of overall su bmissions and the discretion of the DPP Coordinator.  

¶ Displays will not be altered mid -week, except to correct an error or omission.  
¶ Willamette maintains the right to refuse an admission based on principles of good taste and good judgment.  
 

Rain  
It rains in  Oregon. A lot. Posters placed outside in the rain without protection will quickly become garbage if you 
donôt plan ahead. An easy way to protect your posters from the rain is to cover them in clear packing tape. For 
more tips on rain -proofing, talk with s omeone in the Office of Student Activities, the Print and Design Center, or 
WITS Productions.  
 

Technology  
FaceBook : Make an event or a group to spread the wo rd about your clubôs program(s) 
 

Twitter : A great way to get the ñcoreò information out to a lot of  people  
 

Club President and Club Treasurer Listservs : As a  registered student organization, you have access to the 

ClubPres and ClubTreas list -servs administered  by Student Activities.  
New club presidents and treasurers are added at the time of registrati on and re - registration. For groups that 
use a co - president/leader structure we ask that you select a primary contact. If you would like to 
change the contact for either of these listservs, contact Vonnie Martin in Student Activities or at <vmartin> or 

503 -370 -6463.  
 

Club 411 : An opt - in listserv administered by Student Activities. They send out a brief weekly newsletter. The 
listserv is meant to give information to the people who want to know about what is going in a  single  succinct e -
mail. Your organization ôs members are encouraged to join and you are also encouraged to submit events to be 
included in the email.  

To submit  

1.  Write a short blurb about your event that is 35 words or less, not including contact information, 
location, and time. Hereôs an example: ñBingo Blast!  Junior and Seniors are invited to the Cat from 
7:30 -9:30pm on Wednesday, April 21st. Play bingo and win HUGE PRIZES. Bring Government and 
Student IDs. Food and fun provided. Contact Chelsea <cmclenna> for more.ò 

2.  E-mail the blurb to wustudentinvolvement@gmail.com  any Monday by 11:59 p.m. any Monday prior 
to your event.  

To join  

1.  Go to Willamette.edu/internal/students.  
2.  Click ñView/Edit Mailgroupsò under ñServicesò and sign in. 

3.  Under ñYou can join any of these mailgroupsò click ñJoin group?ò next to ñClub Information.ò 
4.  Click ñSubmit Changesò at the bottom of the page. 

 

Willamette University Logo  
Willamette University logos - including the bearcat -  printed on any form of publicity must be approved by Jill 
Munger, Director of Auxiliary Support Services & Clothing and Gift Buyer <jmunger> or 503 -375 -5381. Imprint 
Request forms (see page 30  of this handbook) are available on the Student Activities website at 

willamette.edu/dept/osa  and must be submitte d with a proof of the artwork.  

Prog ram Planning  
Refer to pages 39 - 40 in the Student Handbook for specific policies.  
 

Alcohol  
Things to remember:  
¶ You must request approval to serve alcohol for both on and off campus events  

¶ The alcohol request form can be f ound at willamette.edu/dept/scheduling/form/alcohol  
¶ You will be required to have extra security at the event  
¶ Availability of alcohol can not be mentioned or implied in publicity for the event.  

¶ Alcohol use or consumption is not acceptable as the main focus of an event.  
¶ No student body fees (i.e. ASWU, HHR, Club Dues, Student Bar Association, and ASA, etc.) can be used to 

purchase or contract for alcohol at an event.  
¶ Food items and appealing non -alcoholic beverages must be prominently displayed and available for the 

duration of the event.  
¶ Entrances and exits of facilities where alcohol is being served must be monitored.  A beer garden, or special 

arrangements, will be required if underage persons will be attending the event.  

¶ Willamette University faculty, staf f or students may need to produce Willamette ID to verify their status.  

mailto:wustudentinvolvement@gmail.com
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¶ Alcohol may only be served in approved locations. In instances where a registered event is only utilizing a 
portion (i.e., room) of a building, the serving and consumption of alcohol m ust be confined to the specific 
registered or designated area (i.e., room).   

 

ASWU Sound  
To request ASWU sound at an event, student organizations must first to go to 

www.willamette.edu/o rg/aswu/sound  and follow the 'request service' link. Once the form is submitted, you will 
receive  a confirmation email from the A SWU Sound Manager, Brad S hults  <bshults>, usually within 24 hours.  
 

All recognized student organizations  get 3 free hours of A SWU Sound services , up to $150 each semester. Clubs 

cannot give their  free event away to another club, and the event must p ertain in some way to the club.  
 

Pricing  

ASWU groups receive one free three -hour  event per semester up to $150  

Event Type  Cost for a three - hour event  Additional Hours  

Open Mic  $125  $20  

Dance  $150  $20  

Live Performer  $225  $30  

Public Speaker  $60  $10  

Background Music  $60  $10  
 

Fees 

Event in Kaneko  Additional Half Hour  

Off campus fee (includes van rental)  $100  

Late request fee (reques ts made less than a week before the event)  $50  
 

Direct  any questions about ASWU Sound to the ASWU Sound Manager, Brad Shults <bshults>.  
 

ASWU Stage  
The ASWU stage was purchased to be used by registered student organizations for their events. There are 24 
riser sections, each section is 4'x8'. The maximum size of the stage depends on how the sections are arranged 
(20x32, 16x36, 16x40, 16x44, 24x32, and 16x48). The available heights are 12", 22" and 32".  
 

Requests to use the ASWU stage must be received by at  least 1 week in advance of the setup date. Contact Jeff 
Bolt < jbolt@willamette.edu > in Facilities Support for specific stage information. The stage may be moved, set up, 

taken down, and returned to s torage using volunteer student labor. At least 6 able -bodied individuals who are 

comfortable with lots of heavy lifting are needed.    
 

Some things to consider when wanting to use the stage:  

¶ The stage is heavy. Moving the storage carts takes at least two pe ople and set up can take up to 2 hours 
depending on where you are setting it up and how many people are there to help.  

¶ The stage is shared property. When using the stage, keep it clean and in its original condition. After you are 
finished using it, clean o ff the top with a broom so it is clean for the next group who uses it.  

¶ To use the stage for an outdoor event, the location must first be approved by Facilities and by Scheduling. 
The location must be level and accessible by a vehicle.  

¶ Use of the stage for dance groups is strongly discouraged. The stage is not designed for dance.  

¶ If the stage is outside overnight, security must be provided by the group s ponsoring the event.  
¶ Depending on the location and type of event, the tallest size of stage legs may not b e appropriate  
 

Costco Card   
The Office of Student Activities has a Costco Card available for student organizations to check out. See Vonnie 

Martin <vmartin> to coordinate check out.  The card can be checked out for up to 4 hours. After hours check out 
is a vailable, but groups must arrive to the office before 5 p.m. and return the card at 8 a.m. the following day. 
Before you can check out the card you must confirm that you have funds available and allocated for purchases at 
Costco. You will be asked to provi de your name, student organization name, check -out date, retur ned date, and 

or ganizatio n/dept and the account number. You must  also submit all  receipts when returning the card.    
 

Fire  Pits  
If your organization would like to use a fire  pit as part of your event, they can be rented from the Outdoor 
Program in the Montag Center. Campus Safety must be notified before use of the fire  pit. For questions regarding 
fire  pit usage, contact Campus Safety at 503 -370 -6911 or < safety > . 
 

Food  
Bistro  
Bistro offers cateri ng on a limited basis. C ontact them at 503 -370 -6900 or <bistroboss>  or online at  

http://www.willamette.edu/org/aswu/sound
mailto:jbolt@willamette.edu
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willamette.edu/dept/bistro.  
 

Bon Appétit  catering  
Check out the Catering Guide at willamette.edu/dept/bafs/  Contact  the catering department at 503 -370 -6711 or 
< catering> . The catering department at Willamette can help you with all food and linen needs for your event. 

There is a catering menu available and they will also customize event menus based on your budget and needs. 
This re quest must be made at least 2 weeks  in advance.   
 

Providing your own food  
Student organizations that would like to self -cater  and serve at their own event must speak with Bon  Appétit a  
minimum of one week prior to the event. All parties must comply with th e policies for their safety  and the safety  

of their guests. Contact Mark Marelich  <mmarelic> or 503 -370 -6005 to request self -catering. Be aware that self -  
catered events are only allowed under the following circumstances:  
¶ Student Organization functions tha t do not  include outside community  
¶ Pot Luck celebrations for groups less then 25  attendees  
¶ Student Organization Bake Sales  
¶ Ordered take out  such as pizza or late night convenience foods  

¶ Student Organizations must have a certain number of members with Food Handlers Permits certified by  
Marion County Health Se rvices for self catered events (based on size of event). Contact Bon Appetit 
directly to confirm the number of permits needed for your event.  

 

Food Handlerôs Permits 
¶ Permits are good for 3 years  
¶ A copy of the card must be on file at the Goudy Caf é office  
¶ Sign  up for the online course. Visit orfoodhandlers.com  
¶ There is a $10.00 fee for the course  

 

List - Servs/Mail Groups  
Your groupôs advisor is responsible for setting up and giving student leaders access to your list -serv. Hereôs how 
they can do it:  

¶ Go to the Internal website: willamette.edu/internal/staff/index/html  
¶ Go to the ñWITS Email and Network Servicesò heading click ñView and Edit Mailgroupsò 
¶ Scroll to the bottom of the page and click ñRequest a new mailgroupò and complete the prompts 
¶ Generally, it takes about two days for the mail group to be created and your advisor to be informed of 

the name  
¶ Once the group is created your advisor can/should add the student leaders as owners to the group so 

that th ey can add and remove members throughout the year  
 

Scheduling Space  
See page 71 in the Student Handbook for more information.  
 

¶ To reserve a space: Go online to willamette.edu/dept/schedule and click ñEvent Request Formò 
¶ To see if the space you want is avai lable: Go online to willamette.edu/dept/schedule/facilities and enter 

the dates and spaces  
¶ Contact <scheduling> or 503 -370 -5442 with questions  
 

Space Setups  
Even though you submit your room set up request when you request space, always follow up with Jeff Bolt 
<jbolt> or 503 -370 -4422  to confirm your request. For larger or complex events, consider setting a time to meet 
with Jeff at the event location to review plans and goals at least 2 weeks prior to your event.  
 

Showing Visual Media (Movies, TV Shows, etc.)  

Any individuals or organizations wishing to show ANY film, TV show, or movie publically, including outside the 

home/residence hall room and to more than just family and friends will need to purchase rights to show the film. 

Please check with Student Activities for more information regarding movies/films and to purchase rights.  
 

You need permission  
¶ When you show a film in ANY public space  

o Residence Halls, classrooms, common areas, Greek lounges etc.  
¶ If you use publicity to invite an audience  

o E-mails, l etters, flyers, web postings, etc. all count as publicity  
¶ If you charge admission to the event  
¶ Even for educational purposes  

o Sometimes there are special circumstances for educational viewings. In this case, be sure to have 

a written letter on Willamette le tterhead from your professor stating it is for education purposes.  
 

How to get permission  

mailto:catering@Willamette.edu
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Most films come from distributors from whom you can purchase the rights. Here are the two main distributors 
that you should consider using:  

¶ SWANK: www.swank.com or 1 -800 -876 -5577.  
o Willamette Events Board (WEB) has a standing contract with SWANK and can assist you with 

obtaining rights or ordering the film.  
¶ Criterion: www.criterionpic.com or 1 -800 -890 -9494  
¶ If neither of the above has  the film, IMDB.com is a great place  to check for distributors.  

 

Student Organization Website s  
Registered  student organization s can create and host  a website on the Willamette home page. The Web 
Development office has created 24 templates and pre -built pages for you to use, and they even tr ain you on how 
to build and update your site. A n up - to -date webpage allow s you to update members, inform potential members, 
and show others what your organization does . The best news: You donôt need to be a computer programmer to 

do it!  
 

The University us es WebEdit and trainings on this program are available through Web Development. To find out 

more about trainings and the websites in general, visit willamette.edu/dept/webdev  or email <webdev>  
 

To get started:  
¶ Identify one or more person from your group to  serve as ñwebmastersò 

¶ Have the webmasters contact Web Development <webdev> to set up a training  

¶ As a group, determine: 1) how you will select the layout and color scheme for your site; 2) what images 
you want displayed on your site; and 3) what content yo u want on your site  

 

Some ideas of what to include on your website are:  
¶ Calendar of upcoming events ï including your meeting  date, time, and location  
¶ Membership  
¶ Mission statement  
¶ Organizationôs constitution and by-laws  
¶ Photos  

¶ Contact information of office rs and advisor  
¶ Links to related websites  
 

Websites are a privilege. A buse of the website (i.e. inappropriate content, misinformation, personal use) will 
result in the removal of the webpage. As a general rule, all the common courtesies of publicity apply.  
 

Willamette Integrated Technology Systems (WITS)  
See page 71 -74 in the Student Handbook and page 28 in this Handbook for more information.  
WITS offers technology support for student organizations in a variety of ways. Here are some of the most 
common ways that student organizations use WITS:  
¶ Have posters, banners, or other graphic designs created  
¶ Use multimedia facilities and services to create your own films, recordings, or graphic designs  
¶ Request computers, projectors, and sound set up  

¶ Get technical supp ort at an event or program  

Fundraising  
Refer to pages 40 - 43 in the Student Handbook.  
 

Fundraising is encouraged! Before you solicit support from area businesses or alumni, contact Associate Director 
of Foundation and Corporate Relations, Arminda Lathrop, W aller 4 th  Floor, <alathrop> or 503 -370 -6606 for 
assist ance  in selecting the businesses that best match the organizationôs goals, but also will not interfere with 
other University fundraising efforts or will direct the students to the Office of Annual Givin g.  
 

Alternative funding sources  

Class Councils  

Â Develop s class bonds and unity  

Â Funds from the Student Body Fee ($7 per student/per semester)  
Â Decisions made by Class Councils (which are open to all students)  
Â Submit requests to class counci l list -servs <clas scouncil20XX>. I ndicate how the money will  be used to 

promote class unity  

Deanôs Special Projects 

Community Life Fund:  
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Â Supports student programs and initiatives that contribute positively to the campus community.   
Â Priority is given to proposals that seek  to strengthen student affiliation to the University , promote 

leadership development, and/or provide students with fun, educational co -curricular opportunities.   
Â To apply, submit a 250 -500 word proposal to the Office of Campus Life  indicating goals for th e program, 

initiative, or event;  important dates;  and key stakeholder groups .  A second page should include the 
budget for the request , including other  funding sources and outstanding funding requests .   Grant 
proposals should not request more than $750.  

 

Robert E. Hawkinson Student Initiative Fund :  

Â Supports individual student and student group initiatives.  
Â Promotes and rewards student creativity and innovation.  Similar to a ñventure capital fund,ò priority is 

given to proposals that require one - time, s tart -up financial support , and that seek to enhance the campus 
community through new, creative programs and/or innovative solutions to existing challenges.   

Â To apply, submit a 250 -500 word proposal to the Office of Campus Life  indicating goals for the pro gram, 

initiative, or event, important dates , and key stakeholder  groups.  A second page should include the 
budget  for the request, including other funding sources and outstanding funding requests . Grant 
proposals should not request more than $750.  

Contact  David Douglass, Dean  of Campus Life, at 503 -370 -4112  or <ddouglass>  

Hall Councils  

Â Develops  hall unity  

Â Funds from the Residence Hall Activity Fee ($10 per student/per hall)  
Â Decisions made by the Hall Councils  
Â Submit requests to the Area Coordinators and/ or Hall Councils via email at Residence Life <reslife>  

Lilly Outreach Grants  

Â Up to $300 annually for service projects in the Salem community and beyond.  
Â Any student, resident, residence hall, Greek chapter or club may initiate a project.  

Â Available for both  new projects and  already established projects.  
Â Two reflection activities required.  
Â Contact Jeani Bragg,  Associate Director of the Lilly Project , at 503 -370 -6296  or < jbragg > 

willamette.edu/dept/lilly/index.html  

Student Organization Collaboration (SOC) Fu nd  

Â Designed to support and encourage intergroup collaborative programming efforts  
Â Projects must include two or more distinctly different campus organizations  
Â Organizations may di ffer in such things as the make up of their membership, issues discussed, goals , 

purpose, or type of club (Academic, Multicultural, Athletic, etc .) ;  to name a few examples  
Â Preference will be given to registered student organizations, but participation is not limited to such 

groups  
Â All groups need to have a recognized advisor  

Â For more  information, visit the Council on Diversity and Social Justice (CDSJ) website,   
willamette.edu/councils/cdsj/grants/socf/index.html  

Sustainability Grants  

Â Promotes  projects  that add  visib ility to sustainability efforts  and build rituals and celebrations around the 
core values of sustainability: Equity, Environment, Economics, and Education  

Â Grants w ill provide funding up to $500 to be used for supplies, materials, advertising, or speaker 

honoraria/travel expenses. It may not be used for personal stipends  

Â App lications are ac cepted electronically twice per academic year  
Â All Willamette University community members are eligible to apply  
Â Projects may be individual or collaborative  
Â Applicant(s) will dem onstrate the ability or skills necessary to car ry out and comp lete the project  
Â Project will be well -planned and likely to  be completed by the end of the semester follo wing the award  
Â Project will lead to a definable product, which might include (but is not limited to) a public presentation, 

document, physical  represe ntation, or gathering to be displayed/ presented to the Willamette Community  
Â For more information, visit the Sustainability Grants website 

willamette.edu/councils/sustainability/grant_proposals/  
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Academic Policies  
Refer to pages 43 ï 47 in the Student Handbo ok.  

Student Travel Procedures  

Effective 1/01. Updated 8/11.  
 

To serve as a driver for travel on any University -sponsored trip, whether it is in a University owned or  
leased vehicle  or in a personal vehicle, a person must meet the following qualifications:   

a.  Be a  current Willamette University employee or student  
b.  Possess a valid driverôs license. 
c. Pass the online training test, available at 

http://www.willamette.edu/dept/safety/ parking/safedriver/   
d.  Possess a driving  record that meets Willametteôs requirements (monitored by Campus Safety).  

Checking the driving record can take up to 7 days, so plan accordingly . 
 

Private Vehicle  
Private vehicle use is discouraged.  If it is nec essary to use a private vehicle for University sponsored trips, a 
valid drive rôs license, proof of insurance, and  completed Trip Information Form & Passenger List  must be 

submitted  to Campus Safety during regular business hours (Monday -Friday, 8am -5pm).   
 

Willamette University insurance covers only University owned, leased or rented vehicles driven by a U niversity 
authorized driver; it does not cover personal vehicles or accidents and injurie s that result from the use of a 
personal vehicle. The vehicle owne rôs insurance is the primary coverage for any accident or injury related to, or 

involved with, the use of their vehicle, even if it is being used for a purpose that supports the University.  
 

Trip Information Form and Passenger List  
The Trip Information For m and Passenger List is required for all off -campus trips. The form is initiated online 
willamette.edu/dept/safety /trip  (see additional information below) .  If the advisor or coach is not accompanying 
the students on the trip, he/she will select a student to serve as the Trip Leader.  The Trip Leader will insure that 
the form is completed, approved by the advisor/coach and emailed to Campus Safety prior to departure .  Any 
trip deviations must be reported to Campus Safety immediately in writing or by phone .  For weekend trips, the 
abov e information must be submitted  by 3pm on the Friday preceding the trip.  
 

Trips that include travel to and/or through wilderness areas, mountain ranges or inclement weather require the  
use of a transponder or satellite phone.  T his equipment may be checked out at Campus Safety upon  completion  

of the trip form.  Accessing and submitting the trip form is different this year!  
 

How the Trip Form works:  
¶ Trip leader will initiate  the form on - line at willamette.edu/dept/safety/trip  

¶ Compl eted form will be emailed to advisor, Campus  Safety, the Office of Student Activities,  and trip 
leader  

¶ Advisor will ñsign-offò on trip from by replying to email 
¶ Campus  Safety will reply to trip leader when trip has been approved  
¶ Changes in the information after the form has been submitted are emailed to Campus  Safety before the 

trip departs  
 

Filling out the new trip form step -by -step:  
¶ Go to willamette.edu/dept/safety/trip  
¶ Log in  with your Willamette user name and password. T he form automatically adds your n ame and email 

address as the primary trip leader  
¶ Complete all the required fields on the form , including the driver and passenger lists . To do this, here is 

what youôll need: 
o Org anization n ame  
o Advisor name and email  
o Alternate advisor name and email  
o Additio nal trip leaders name, email and cell  

o Purpose of the trip  
o Trips Destination(s) & address  
o Date and time trip leaves campus  
o Date and time trip arrives back on campus  
o Type of transportation being used  
o Names of all drivers  
o Names of all passengers (students, f aculty, staff and others)  

¶ Submit the form  

http://www.willamette.edu/dept/safety/parking/safedriver/
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Pre - Departure Trip Meeting  
The Trip Leader will clearly communicate expectations of student participants while on the trip. The  
following are recommended best practices to be covered when communicating the expect ations.  

1.  Seat belt usage is required at all times when traveling in the vehicles.  
2.  Participants should carry a small amount of  cash (travelers checks recommended) and leave valuables at 

home  
3.  Trip Leader has authority to return a participant home in the event of misconduct or medical emergency  
4.  The policies contained within the Willamette Selected Policies Manual  are in effect and enforced ï alcohol, 

drugs, conduct, sexual harassment, etc.  
5.  Students should avoid always travel in groups, using the ñbuddy system.ò 
6.  Curfew for overnight trips (recommended, but coach/advisorôs discretion) 
7.  Student participants  shall sign appropriate waivers.  

8.  Decision on whether to travel in bad weather  should be influenced by road conditions and safety,  not 
class  schedules for the next day.  

9.  Student participants should carry medical insurance information with them and wear or carry medical 
alert bracelets for serious allergies or unique medical conditions.  In the case of athletic or other teams 
that travel reg ularly, the advisor or coach should carry this information as well.  

10.  Inform student participants of emergency procedures should an accident or student injury occurs.  At this 
time, a back -up Trip Leader will be selected in case the Trip Leader is unable  to enact these procedures 

during the trip.  
 

General Travel Best Practices     
1.  Maps are obtained and travel routes are determined before the trip.  
2.    No driver should drive more than three (3) hours per shift and each driver should take at least a tw o (2) -

hour break between driving shifts.   
3.   Travel should be interrupted, postponed, or cancelled if the schedule does not allow adequate rest for the 

driver(s), there is bad weather, or the budget is inadequate for overnight accommodations when needed . 
4.  Groups are not permitted to travel or return to campus after 1:00 AM without prior approval of the 

department head (i.e., Director of Student Activities, Director of Athletics, Department Chair, etc.).  
 

Student Travel Accident & Emergency Procedures  
All accidents are to be reported to Campus Safety.  In case of a serious accident or student injury, the Trip 
Leader enacts the following emergency procedures.  If the Trip Leader is unable to carry out this process, the 
student captain or Trip Leaderôs designee will take the place of the Trip Leader.  
1.  Trip Leader calls appropriate emergency number, probably 911.   

2.  Trip Leader then contacts Campus Safety 503 -370 -6911  
3.  All students involved may be taken to the nearest hospital for a medical assessment  before being 

released.  Students who claim to be uninjured will be required to be evaluated by Willamette Emergency 
Medical Services (WEMS) staff upon return to campus.  Campus Safety may assist with transport if the 
involved vehicle is not drivable.  

4.  Once the students have officially been released from the hospital or if they refuse care, Campus Safety 
officers or assigned University personnel will escort each student back to campus and his/her residence 
hall.  

Event Planning at WU: 18 steps to success   
Planning an event on campus can be as easy as reserving a space on campus and preparing an agenda, or as 

complicated as planning a large -scale concert or lecture. Below is a general timeline checklist for planning any 
event on campus. This list is extensiv e, but is not necessarily comprehensive. Be sure to make your own timeline 
and checklist and go over it with your advisor and interested club members.  
 

1.  Assess the needs of the campus and consider why you are putting on the event.  
a.  Questions for you and you r co - organizers :  

¶ What do you want to achieve by having this program?   
¶ What are your organizational goals and how will this event help you reach them?   
¶ What is your budget for the event?  
¶ What would we consider a successful event?  

¶ What do you, as the planne rs, want to get out of this experience?  
¶ Is there eno ugh time to thoroughly organize and  publicize the program?  
¶ Is organizing this program worth your membersô time, energy, and money?  
¶ Do you have enough time, money and energy to organize this program?  
¶ Why would students want to go to this event?  

b.  Questions about past/current programs on campus :  
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¶ Is there a current need or interest in this type of program?  
¶ Does the program focus on a current or timely ñhot topic?ò  
¶ Are similar programs being offered? If ye s, how  can you partner or collaborate?  
¶ Has a similar event been held in the recent past? If yes, what was the response? What 

could be done to make it better?  
c.  Questions regarding audience :  

¶ Who is the target audience?  
¶ How large is the potential audience?  
¶ What does the audience want to see or experience with this kind of program?  
¶ What method of assessment will be used to determine expectations (word -of -mouth, 

web surveys, and/or suggestion box)?  
 

2.  Go on line and fill out the scheduling request form.  
a.  Determine  which space on campus would best work for the program and then reserve it through 

the Scheduling Office home page at willamette.edu/dept/scheduling/  and click on ñEvents Request 
Form.ò If you are unsure which room to use, check willamette.edu/dept/scheduling/facilities .   

b.  If scheduling a meeting that repeats, you only need to fill out the request form once , listing all 
the date s on the form at that time.   

c.  If possible, t ry to schedule events at  least a semester in advance . For recurring meetings, it is 
best to schedule a classroom if you would like the same space every week.  

 

3.  Wait to receive a confirmation from the Office of Sch eduling.  
a.  It is essential that you wait until you receive confirmation before you continue the process.  

Nothing is guaranteed until you receive the confirmation from the Office of Scheduling staff, 

usually via e -mail.  
b.  If you do not hear anything within a week, f ollow up wi th a phone call at 503 -370 -5442.  

  

4.  Contact the Facilities staff to discuss room arrangements and special needs.  
a.  Contacting Jeff Bolt <jbolt> or 503 -370 -4422 is an important step in the process because he is 

responsible for making sure you  have all the required tables, chairs, stages, etc. and that they 
are set up in the proper design for your event.  He is also responsible for setting up the dance 
floor in the Cat and Montag Center.   

b.  Please contact Jeff as soon as you know your needs, but  no later than 72 hours prior to your 
event.  Even if you mark your set -up needs on the scheduling form, Jeff must be informed of the 

set -up requests separately.  
c.  Use this time to request e xtra garbage cans to make clean up easier!  

 

5.  Request and Reserve all y our technical needs.  
a.  WITS  -  Willamette Integrated Technology Service at 503 -370 -6004 can provide a variety of 

technical equipment including video/data projectors, overhead projectors, portable screens, 
conference telephones, and TV/VCR/DVD players.  Check the WITS website willamette.edu/wits / 
for  a complete list of available equipment. You will also need to pre -approve your rentals with 
your advisor and fill out the WITS Request Form. To see  an example, see pa ge 28 in the Forms 
section of this H andbook.  

b.  Events in Smith or Hudson Hall ï Before  you reserve your room with Scheduling, p lease 
contact:  

i.  Hudson: Mike Bergh at < mbergh>  or 503 -375 -5438.  
ii.  Smith: Stephen Boyd at <sboyd> or 503 -370 -6549.  

iii.  This needs to happen at least 2 weeks in advance  to discuss all your sound, lighting, 
and other technical needs for those venues. Mike and/or Stephen must approve the event 
before Scheduling can confirm it.  

c.  ASWU Sound  -  Associat ed Students o f Willamette University (ASWU) at 503 -370 -6058 owns a 

sound system that can be reserved. This system is perfect for lectures, workshops, dances, or 
any other student event. See page 8 in this Handbook for more information about ASWU Sound  

 

6.  Finalize details and sign contracts  
a.  Only y our advisor or  members of the Student Activities staff can sign a contract. Students may 

not sign or enter into any contracts!  
b.  Go over contract details carefully.  
c.  Before your advisor signs, make sure your organization  can meet all of the demands outlined in 

the contract, including: audio/visual needs, security, venue, catering, etc.  

d.  In addition to the contract and rider that the performer provides, the performer will need to agree 
to the terms in the Student Activities  Rider. Please refer to the Forms section of this handout for 
the rider.  

e.  A contract must be provided even if you are not paying for services.  

http://www.willamette.edu/dept/scheduling/
http://www.willamette.edu/dept/scheduling/facilities
http://www.willamette.edu/wits
mailto:mbergh@willamette.edu
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f.  A contract must  be attached to the check request in order f or the performer to be paid.  
g.  Regardless of the amount,  Willamette University is legally  obligated to report honoraria  (or 

payment as a gift) to the Internal Revenue Service. Each performer, group, or speaker must have 
a current 1099 Form on file with the Accounting Office before payment can be approved. This 

form is available online at willamette.edu/local/forms/ .  
 

7.  Plan performerôs lodging and transportation 

a.  If your performer is coming from out of town, their contract might require transportation to and 
from the airport as well as a nightôs lodging. Book this in advance.  

 

8.  Request security  

a.  Depending on the type of event, especially for larger events or events with alcohol, security may 
be needed to provide a safe environment. Please contact Campus Safety at <safety> or 503 -370 -
6911 to determine if you need secu rity at your event.  

 

9.  Request Catering  
a.  See the Food  section of this Handbook on page 9  for proper procedures on how to request 

catering at your event or get permission to use alternative food sources.  
 

10.  Plan publicity  
a.  Publicity is a crucial  step in the event  planning process, and its planning and execution  should not 

wait until  the last minute. Refer to the P ublicity section in this Handbook on pages 7 -8 for more 
tips on how to effectively publicize your event.  

 

11.  Plan Program Assessment  
a.  Discuss how you will ge t feedback from the audience and who will solicit and collect this 

feedback. Plan ahead and create a survey or email to send out immediately after the program.  
 

12.  Add your event to the University Events Calendar  
a.  A good way to get the word out about your even t is to put it on the University Events Calendar, 

willamette.edu/cal/ . Reserving the room doesnôt get your event put on the Events Calendar. This 

helps provide accurate information to the campus community. Yo u are responsible for posting 
accurate information about your event.  

 

13.  Keep your student organization advisor updated on your event  
a.  Your advisor should be involved with the planning process, as he/she will have experience and 

input to make the whole process  easier and the event a success.  
 

14.  Create a detailed day -of -event timeline  
a.  Work backwards from the start of the program   
b.  This is an agenda for the day that ensures no details are missed. Having a well laid out plan will 

make the day and the event enjoyabl e.  
c.  I nclude who is doing what, where, and when.  
d.  A contact sheet of important names and phone numbers is also a good idea for quick reference if 

an issue arises.  
 
 
 

15.  Have fun!  
a.  Schedule some time to sit and enjoy the program, relax, and enjoy the event.  

 

16.  Clean-up  
a.  The event is not over until the last shred of confetti is cleaned up off of the floor. Please respect 
the Universityôs shared spaces and clean up after your event. 

b.  If you are concerned about the amount of clean up, talk with Jeff Bolt at <jbolt> or 50 3-370 -

6549 to address key issues  
c.  The goal is to leave the space how you found it  
d.  Remember to clean up all publicity materials within 24 hours of the end of the event  

 

17.  Evaluate the event  
a.  Get feedback from the audience, other programmers, the presenter(s) or  performer(s), your 

advisor.  For larger events, hold  a separate meeting with the advisors, officers, and responsible 
members for the event followed by a larger group discussion. For smaller events, a simple open 
discussion time during a regular organizatio n meeting may suffice.   

b.  Regardless of how you collect the information, make sure you do something with it! Summarize 
your findings and use the information for the next event and/or include the suggestions and input 
into your transition binder.  

i.  Did the pre senter/performer have a positive experience?  Does s/he have any 

recommendations for future events?  

http://www.willamette.edu/cal/
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ii.  What are the plannerôs thoughts and recommendations? Make sure to write them down. 
1.  Was sufficient time allowed for planning and implementation?  
2.  Did the prog ram achieve the goals and objectives?  
3.  What went well? What went poorly? What were the challenges?  

4.  What should be done next time we do an event that wasnôt done this time? 
5.  Did the anticipated audience attend? If no, why not? Who did?  
6.  What did the audience t hink about this program?  
7.  What was the cost per head? Was it worth the money for the number of people 

who attended?  
iii.  Regardless of the event size, you should always plan to get an evaluation from the 

attendees at  your event in some form. This can be a paper evaluation handed out at the 

event, an email sent requesting feedback, or a more formal survey or questionnaire. See 
an example in Google docs by searching templates for ñStudent Organization Program 
Evaluation.ò 

 

18.   Add timeline, notes, contracts, and evalu ation to transition materials  
a.  Make the organization stronger by keeping all materials in a binder for the next program plan ner 

to use as a reference guide.  

Leading an Organizati on  
Setting Goals  
Goals describe what you want to accomplish. Organizations of all types are the most successful when they begin 
with the end in mind by setting goals. Be sure that you are using your time and resources effectively. Set aside 
time at the outset of each new project or idea with a goal -setting activity. Keep goal -settin g fun (see 
Brainstorming section below).  And remember, your goals need to be SMART. This means that the goals should 
be:  
 

S -  specific, significant, stretching  
M -  measurable, meaningful, motivational  
A -  agreed upon, attainable, achievable, acceptable , action -oriented  
R -  realistic, relevant, reasonable, rewarding, results -oriented  
T -  time -based, timely, tangible, trackable  
 

After youôve brainstormed goals, be sure to prioritize which ones are achievable. Then, set a plan for action to 
accomplish ea ch goal (this could take many or few steps, depending on the scope of the goal.) And, be sure to 

revisit and evaluate your progress toward your goals periodically throughout the semester or year.  
 

Brainstorming  
Is your organization stumped for new ideas?  Do you do the same activities year after year?  Do the leaders and 
maybe a few others do all the talking while others sit there idly?  Do you have trouble retaining members? 
Brainstorming may be just  the technique to rejuvenate your organization and get e veryone excited and involved.  
The purpose of brainstorming is to get out as many ideas as possible.  The more ideas from which you can 
choose, the better your final choice will be.  
 

Set the Stage:  
¶ Set a time limit.  The time limit will depend on the size of your group.  Try 10 minutes for small groups 

and 20 minutes for larger groups.  
¶ The best group size is 3 -  10 people.  If you have more, break into two or more groups and brainstorm 

simultaneously.  
¶ The question or issue must be one to which all participa nts can speak.  Focus on only one issue.  
¶ Record all of the responses on a black -  or white -board or big sheet of paper so everyone can see them.  

Do not record the name of the person suggesting.  Record only key words and phrases, not word for 
word.  

 

Explai n the Rules Before Beginning:  
¶ Do not discuss ideas, simply record on your sheet.  
¶ Do not criticize,  critique,  praise, or judge.  
¶ Be spontaneous, no hand - raising, just call out.  

¶ Have one person record all the ideas.  
¶ Repetitions are okay.  
¶ Quantity counts, get as many ideas recorded as possible, as quickly as possible.  
¶ Build on each otherôs ideas: ñhitch-hikingò or ñpiggy-backingò is encouraged. 
¶ Be comfortable with silence, often the best ideas come out of them.  
¶ It is okay to be outrageous, even silly: Think Big !  
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Make Good Use of Your Membersô Creativity: 
¶ If several groups brainstormed the same idea, post the lists and let everyone read each otherôs work. 
¶ Combine ideas into related categories for review.  
¶ Prioritize which ideas are most promising and which can be  eliminated.  

¶ Discuss which of the remaining ideas are most promising/achievable.  
¶ Select those with the greatest potential and high - ranking priority for either implementation or refinement 

by your organization.  
¶ Be sure to utilize the ideas generated. It can  be demoralizing for a group to invest its time, energy and 

creativity, but never see their ideas become actions. Seeing ideas come to fruition, however, is extremely 
rewarding.  

 

Running Meetings  
Do you dread attending meetings because they have a tendency  to be dull, unproductive, disorganized and too 

long?  With proper planning and preparation, any meeting can be effective and enjoyable.  If the facilitator starts 
with a careful plan and finishes with a thorough follow -up, the meeting will run smoothly.  The following are some 
tips to help you make your next meeting successful, productive and fun.  
 

1.  Define the purpose(s) of the meeting with an agenda. Agenda items may include:  
o Approval of Agenda, any additions or retractions  
o Correction and Approval of Minut es (if taken and distributed)  

o Announcements  
o Treasurerôs Report 
o Committee Reports  

o Unfinished Business  
o New Business  
o Special Issues/Concerns  
o Adjournment  

 

2.  Distribute the agenda (e -mail works well) and background material (articles, reviews) that must be read 
before the meeting.  

 

3.  Reserve a room through the Scheduling Office (willamette.edu/dept/schedule/). A separate handout is 
available for more specific information on reserving a room. When reserving the room, it is important to 
think about:  

o Size: Not too smal l to recognize each memberôs personal space. 
o Arrangement: Chairs in a circle, semi -circle or U -shape allows for easy sight of all members and 

helps members to feel included.  

o Variety: Meet in different places (not every week , though) to keep their attention  and 
accommodate different members.  

o Visuals: Posters, diagrams, or even a dry erase board/chalk board to display important points or 
decisions are all examples of easy and productive visual aids.  

 

4.  Attitude  
o Greet members and make them feel welcome, even lat e members when appropriate.  
o As a leader, be a role model. During meetings, listen, appreciate and encourage members, show 

interest and confidence in members. Do not hold a side conversation, pass notes, check email, 
FaceBook, or text. Be professional and c ourteous. Allow everyone the chance to give input.  

 

5.  Atmosphere  
o Serve light refreshments ï or even candy ï when possible. T hey are good icebreakers and make 

people relax.  
o Encourage group discussion and feedback on all discussion topics. If someone has not 

participated, gently ask him/her for his/her opinion. Or, carve out time at the beginning of the 

brainstorm to allow people to write down their thoughts.  
o Keep conversation focused.  Tactfully end discussions when they are unproductive or becoming 

destructiv e.  
 

6.  Stick to the Agenda  
o Be respectful of peopleôs schedules. Start on time and end on time.  
o Review the agenda and then stick to it.  

o Appoint someone to keep minutes of the meeting to send out after every meeting and for future 
reference.  

 

7.  Take Minutes  
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o Meeting minutes are a record of actions taken. Minutes are for future club members as well as for 
those unable to attend or outside of the club (not just current members). Make sure whatever 
you write down is detailed enough to be clear and useful for future club members.  

o Though there is no single format for taking minutes, they should be written formally. Here are 

some tips:  
Á Include first and last names of those present.  
Á Use the meeting agenda as an outline for the minutes.  
Á Taking minutes does not have to be an arduous process. Donôt worry about details; 

instead, include motions and decisions made and main findings from any subcommittees.  
Á Avoid anecdotal comments and personality assessments.  
Á Use bullet points and nested bulleted points under bullets  

¶ Each bulle t statement should represent a different finding, discussion, or decision 
(as opposed to a different time during the meeting).  

Á At the conclusion of the meeting note any issues from the agenda that were not discussed 
or new topics that arose for future meet ings.  

Á Proofread for typos and omissions before you email out the meeting minutes  
 

8.  Accomplishments  
o Summarize agreements reached and end the meeting on a positive note by asking members to 

express things that they thought were good or successful.  
 

9.  Adjournme nt  
o Set a date, time and place for the next meeting.  
o Only set a meeting if it is really necessary. Do not set a meeting just for the sake of having one.  

 

10.  Assessment  
o Write up and distribute minutes within 24 hours .  

o Discuss any problems during the meeting w ith other officers, come up with solutions and 
implement them at the next meeting.  

o Follow up on delegated tasks.  
o Give recognition and appreciation to excellent and timely progress.  
o Put unfinished business on the agenda for the next meeting.  
o Conduct periodi c evaluations of the meetings, either privately or publicly. See the Meeting 

Assessment Checklist for more information on how to do this.   
 

Delegation  
You canôt do it all yourself, nor should you! People support what they help to create. Armed with this knowledge, 

one of your greatest tools as a leader is the ability to delegate, or share the responsibilities with others in your 
group.  
 

How to Delegate  
¶ Ask for volunteers by a show of hands or passing around a sign -up sheet.  Interest is a great motivator;  

however, this method can be impersonal and you could be stuck with the responsibility if no one signs 
up.  

¶ Ask or suggest someone.  Sometimes a member lacks self -confidence and wonôt volunteer; asking him or 
her demonstrates your confidence in him or her.  

¶ Assign a committee.  This takes the pressure off an individual and reinforces organizational structure.  

¶ ñBest fitò of the person with the task is the most effective.  Try to spread the enjoyable, responsible and 
recognized tasks around, giving more members  ownership, status and value.  

 

Checklist for Effective Delegation  
¶ Choose the appropriate people by interviewing and p lacing your members carefully. Consider their tim e, 

interest, and capabilities.  

¶ Explain why the person(s) was (were) selected for this tas k.  
¶ Delegate segments that make sense, not bits and pieces of a task.  
¶ Discuss the task at hand.  Discuss ideas, and mutually set goals and objectives.   

o Whenever possible, give those who will be responsible for carrying out a program a voice in the 

decision -making.  
¶ Clearly define the responsibilities being delegated to each person.   

o Explain what is expected of the person(s) and what the bounds of authority are.  Be sure that an 
agreement is reached on areas where the person can function freely.  The end res ult is important, 
not the steps to get there.  

¶ Find out how you will know when they need help.  Make sure they understand you are willing to assist, 

but first must be told when and how you can help.   
¶ Give  accurate and honest feedback.  
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o People want and des erve to know how they are doing.  This is both an opportunity for giving 
satisfaction and encouraging growth.  Allow for some risk - taking and mistakes.  

¶ Support your group members by sharing information, knowledge and plans with them.   
o Many  errors are made  simply due to a lack of information or communication.   

¶ Actually delegate.   
o Most responsible people do not appreciate someone looking over their shoulder, or taking back 

parts of their assignment before they have a chance to do it.  Delegating does not e liminate work, 
it simply changes it.  Your members are your greatest resource. Let them create, and let them 
put their creativity into action!  

¶ Stress the importance of evaluation and assessment.   
o In order to get better we must measure both plans and actio ns to assess whether the plans were 

appropriate and worthwhile and whether t he actions carried out the plans.  
 

Officer Transition  
One of the most important pieces to a successful transition is a thorough officer transition binder or, better yet, 
electroni c files which are a more sustainable and transferable option. An Officer Transition Binder should include 
the following information:  

¶ The officer manual for the position/job description/duties and responsibilities  
¶ Copy of the organizationôs constitution and bylaws  
¶ Copy of officer responsibilities as stated in the constitution & bylaws  

¶ All current forms relative to the office  
¶ Record of activities over the past year  
¶ Calendar of the past year ï including a budget or G/L Report  
¶ Recommendations for the coming ye ar  
¶ Resources relevant to the office (e.g., advisor phone number, copy codes, etc.)  
¶ Other pertinent campus information  

¶ A letter to the next officer  
 

At the end of each semester, officers should update and revise the information in their notebook s and pass a long 
the notebook to the incoming officer at a meeting or retreat. If done correctly the Officer Transition Binder can 

provide greater longevity to the position and ultimately, to the organization.  
 

Before the Officer Transition Meeting or Retreat, instru ct outgoing executive officers to update, add to, and revise 

their  binder s.  If your current executive officers never received transition materials, itôs never too late to start!  
Start making one right now!  Hereôs a hint: Encourage executive members to begin saving things for the 
transition binder at the beginning of the year.  Itôs very easy to create a folder on the desktop and save pertinent 

information.  This makes the creation of the binder/electronic files easier at the end of the year. You can also  
consider scheduling a meeting for reflection and transition material collection at the end of each month or 
semester.  
 

Here are some questions to guide the officer transition meetings or retreats:  
Outgoing Officer Questions  
¶ What problems or stumbling bloc ks did you encounter as an officer?  

¶ How were these problems or stumbling blocks dealt with?  
¶ What aspect(s) of the term went really well?  
¶ What recommendations do you have for the incoming officer?  
¶ What unfinished business still needs to be addressed?  

 

Incoming Officer Questions  
¶ What is the purpose of my office?  
¶ What are my responsibilities?  
¶ How can I improve what the former officer accomplished?  

¶ What new/old programs do I plan to use during my term?  

¶ What are 3 goals I want to accomplish in the short  term?  
¶ What action items must I accomplish to complete these short term goals?  
¶ What is the projected date of completion for these goals?  
¶ What are 3 goals I want to accomplish in the long term?  
¶ What action items must I accomplish to complete these long term goals?  
¶ What is the projected date of completion for these goals?  
¶ What will be your greatest challenges in holding this office?  

 

Donôt forget to include your advisors in discussions! Advisors are a great resource and they have information to 
help ma ke officer transition smooth and effective.  
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Finances  
Budget Basics  
Establishing a budget assists you in using student funds appropriately and helps determine if you need additional 

funding. Use the list below to help determine all your expenses for an even t.  
 

A budget is a tool used for planning and controlling the organizations financial resources.  A budget does not 
have to be complex!  Your organization will need a budget to request funds from any source, whether it is on 

campus or not.  
 

Questions to Ask  to get Started  
Once the following questions are answered, you are ready to begin preparing your budget.  

¶ What is the time period in which you are working (e.g., one semester, academic year)?  
¶ What does your group want to accomplish?  
¶ What is your groupôs top priority?  
¶ How much will what your group wants to accomplish cost?  
¶ From where is the money coming?  
¶ If necessary, what can you cut back on to save money?  

 

Preparing your Budget  ï See the s ample budget included on page 22  of this Handbook  
¶ Prepare an outline of the organization's planned future activities for the current budget season  

¶ Determine and record available funds (carry over balance from previous year, newly allocated monies, 

etc.)  
¶ If the event is annual, obtain previous budgets to get an idea of how m uch was spent on specific items  
¶ Estimate and record expected income and when it will be available (dues, t -shirts, other merchandise 

sales, fundraisers, etc.)                        
¶ Define and prioritize needed expenses (advertising, rentals, printing, sup plies, etc.)  
¶ Review, revise, and then assemble into a final budget. Anyone should be able to easily follow your budget 

and it should be accessible to all members.  
¶ Have members vote or reach consensus for budget approval  

 

A budget needs to be flexible enoug h to anticipate unexpected expenses. There should always be a cushion just 

in case.  
 

ASWU Funding Process  
ASWU Senate has ultimate authority over all student fees. They use the ASWU Finance Board to hear all financial 
requests and make budget recommendatio ns. Any registered student organization may apply for funding from 

the ASWU Finance Board. A funding request can be picked up and returned to the VP of Finances. Finance 
hearings are held twice a semester and notification will be given over the Club Presid entôs and Club Treasurer's 
list serve. Any additional ASWU Finance questions can be directed  to the Vice President of Finances, Lauren 
Vannini <lvannini>  at 503 -370 -6058.   
 

Refer to the ASWU Finance Packet  for more information including: Important Dates, A ccessing Your Clubôs 
Accounts, Reading a G/L Report, ASWU Funding Requirements, Funding Precedents and Standards, Budgeting 

Preparation and Questions, Budget Request Guidelines and Procedures, Inventory Disclosure, Finance Board 
Overview, Finance Board Hea rings, Reimbursements and Petty Cash Dispersements, and Transitioning your 
Clubôs Finances.   
 

Types of Accounts  
ASWU Account: 1 - 0290 - xxxx  

Account  numbers that begin with 1 -0290 are for  funds allocated by ASWU for specific student organization 
activities.   These funds are to be spent for the purposes only for which they were allocated.  Should an 

organization desire to use funds in a different manner, its leaders must obtain permission from the ASWU Vice 
President for Finances.  Unspent monies are returned  to ASWU and reallocated through the financial recycling 
process  throughout the year .  At th e end of the fiscal year (May 31 ), all 1-0290 accounts are zeroed out and 
returned to the main ASWU fund.  
 

Reimbursements out of the 1 -0290 -XXXX account need to be submitted to the ASWU VP of Finance on the 2 nd  
Floor of the UC. Checks are usually processed within a week.  
 

Non ASWU Account: 1 - 0291 - xxxx  
Student organizations also have accounts for monies obtained from  all other  sources other than ASWU  (gifts, 
fund rai sing, dues, fees, sales, etc.) .  This is the account number that begins with 1 -0291. The funds in this 
account are used at the discretion of the organizations and its advisor(s) and should further the goals and 

objectives of the organization.  1 -0291 accou nts are not zeroed out at the end of the fiscal year nor does the 
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money go into the main ASWU fund.  The only time the 1 -0291 accounts are zeroed is after a student 
organization has gone defunct and remained so for 4 years.  
 

Notes on Money  
¶ Once you have mon ey to spend (either in your ASWU or Non -ASWU account) you can choose to spend 

money out of your own pocket and get reimbursed, or you can request an invoice or purchase order and 

have a check cut prior to making a payment  
¶ The Student Involvement Team and/o r your advisor can also pay for goods with their Purchasing Card 

and reconcile the charges to your groupôs account at the end of the month 
¶ Detailed receipts or invoices are required before payments will be made  
¶ Check requests take about a week and are for payments over $50  
¶ Petty cash dispersements are for payments of $50 or less  
¶ If you are paying a company or individual for a service performed (teaching a lesson, providing 

entertainment at an event, etc.) before the payment can be made you must have two thi ngs: 1) a signed 
contract (see pages 25), remember: students may not sign contracts, and a 1099 MISC or W9 tax form 
on file (see page 27).  

o If your lecturer or presenter is from a country other than the US, you will need to work directly 
with the Accounting  Office, Jan Kenitzer <jkenitz> and Jaime Hart, <jhart> to get the necessary 
additional paperwork in order.  

 

Sample Budget  
ASWU Funding Request Form
Club Information

Registered Club Name:

Name Email Address Phone

President: Ima Stapler <istapler> 503-555-1234

Treasurer:

Advisor:

Mission Statement

Budget Requests: Line Items

Date Quarter Rank Item Name Explanation Amount Requested Type Finance Board's likely allocation

11/2-11/3/2009 2 1 Vans

1 van for 2 days to go to 

the 3-M Conference in 

Seattle $200.00 T $200.00

11/3/2009 2 2 Conference Fee

3-M conference fee, $45/ 

person for 5 people $225.00 CD $0.00

9/12/2009 1 4 Advertising 

Letting people know about 

meetings through posters $24.00 GO

12/1/2009 2 4

Getta Pen Speaker 

fee

Speaker on various types 

of pens $850.00 S $600.00

8/30/2009 1 3 Post-its

15 various post-it styles at 

$2-4 each $45.00 GO $30.00

8/30/2009 1 3 Pen Compendium Gotta Pen's book $24.99 C $24.99

8/30/2009 1 3

Regular and mini-

stapler

Mini- $3 at office depot, 

Swingline heavy-duty desk 

stapler- $9 at office depot $12.00 GO $12.00

8/30/2009 1 3 Adhesive Kit

Variety pack of glue and 

tape adhesive $34.99 GO $10.00

Total Amount Requested $1,415.98 $876.99

Form Completed By (name and contact info): Ima Stapler 503-555-1234

Do you have any alternate sources of funding? Please describe.

Getta Pen is a nationally recognized writing implement historian, he will be discussing the evolution of writing implements 

over the past 400 years. After his lecture, which will be open to the public at Smith Auditorium, there will be a Q&A session, 

moderated by myself (Ima Stapler), where any attendees can ask questions of this distinguished speaker. I already have a 

contract drawn up and his lodging for one night is included.  The "Pen Compendium", ISBN #1-02902-23523495-22453A is 

Gotta Pen's seminal work, and the club would like to have a copy to study before his lecture. Post-its are necessary to the 

functioning of our club so that we can compare and discuss them during club meetings. The staplers have been priced at 

office depot, both are necessary so club members can test out and discuss the functionality of various sized staplers and 

staples. The adhesive variety pack was priced at iheartglue.com and includes sample sizes of more than 100 adhesives from 

over 20 different manufacturers. This kit will enhance our club since adhesives are a vital component of office supplies. 

Please include any further explanation of items in the following space:

To further the appreciation of Office Supplies on campus, to 

create a safe space for Post-It enthusiasts. 

Office Supply Enthusiasts!

$5 member dues
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Reading a ñGLò Report 
A General Ledger Report (GL Report) is a statement of the debits and credits that your organization has processed through a University System. The GL 
report is similar to a bank statement and will help you understand how money was spent in the past as well as how much money you currently  have. All 

recognized student organizations will h ave a GL for both their non -ASWU and ASWU monies. Only treasurers and presidents are allowed access to view 
their organizationôs GL reports which is found on JASON under ñDepartment.ò To change who has access to the GL, fill out the ñCLA Student Organization 
Updateò form and return one copy to Vonnie Martin in Student Activities and another to Jan Kenitzer in Accounting, Waller 1st  Floor.  
 

Reading a GL Report can be a bit challenging at first, but once you get the hang of it, itôs simple! To access your organizationôs GL Report, log on to 
JASON. Go to the ñDepartmentò heading. Click on ñG/L Reportsò. Enter the Fiscal year, Start and End dates that you would like to view (at the top of the 
page) and select the account which you would like to view. Click Submi t.  

Beginning 
balance for 
periods 
selected  

Date the 
transaction 
was 
processed  

Organization 
Name  

Withdrawals  Deposits  

Negative signs a fter 
numbers indicate a positive 
balance  

Account 
Number  

Who the 
money went 
to or came 
from  
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Forms  
Non - ASWU reimbursement  
This reimbursement form is for reimbursements out of your organizationôs 1-2091 -XXXX account. For more 
information about this account, see page 21 . This reimbursement request can be submitted directly to the 

Accounting office on the first floor of Waller with approval from the clubôs treasurer, president, and/or advisor. 
These forms are available in Student Activities or online at  willamette.edu/local/forms/check_request.pdf . 
 

 
 
 

 
 
 
 
 
 
 

 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
Updated 8/10  
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Contract  
Use this contract and rider when scheduling performers or other service providers. See page 15  for more 

information.  
Willamette University ð Office of Student Activities 

Performance and Related Activities Contract 
 
Todayôs Date: _____________________ 

This contract is for the services of individual(s) described below, by and between Willamette University and____ (hereinafter referred to as performer). 

Type of Event: _____________________________________________________________________________________________ 
Date & Time of Engagement: _________________________________________________________________________________ 
Location: __________________________________________________________________________________________________ 
Compensation agreed upon for services: _______________________________________________________________________ 
Check made payable to: ______________________________________________________________________________________ 
Social Security Number of Compensation Recipient: _____________________________________________________________ 
Additional Terms and/or Conditions: ___________________________________________________________________________ 
___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________ 
 

¶ Willamette University shall at all times have complete supervision, direction and control over services of performer in this engagement and 
expressly reserves the right to control the manner, means and details of the performance of services by the performer, including the leader, without 
modifying the essence of the performance. If any performers have not been chosen upon the signing of this contract, the leader shall, as agent for 
the performers and under his/her instruction, hire such persons and any replacements as are required. 

 

¶ The laws of the State of Oregon shall be applied in the execution, interpretation and enforcement of this contract. 
 

¶ University policy prohibits deposits or advance payment in connection with this agreement. 
 

¶ The performer agrees that he/she will not be under the influence of any drugs or alcohol while on campus. 
 

¶ If this contract is cancelled by the performer anytime after 30 days prior to the schedule performance, the performer will reimburse Willamette 
University for all production, advertising, promotion and labor costs associated with the performance that are incurred up to the date of cancellation. 

 

¶ In any event that the performance of any aspect(s) of this contract shall be prevented by any act of God, physical disability, act or regulations of 
public authorities or labor unions, labor difficulties, strike, civil tumult, war, epidemic, interruption of transportation, or any other proven cause 
beyond their control, the performer and Willamette University shall respectively be relieved of their obligations stated in this contract. 

 

¶ The performer agrees as part of this contract that it will comply with all applicable laws regarding discrimination on the basis of race, creed, color, 
sex, handicap, and sexual orientation. 

 

¶ Willamette University shall indemnify, protect, and hold service provider, the individual members of service providerôs managers, accountants, 
attorneys, agents and their respective contractors, employees, licensee, and designees (collectively, the ñIndemnified Partiesò) harmless, from and 
against any claim, demand, action, loss, cost, damage, or expenses whatsoever (including, without limitation, reasonable attorneysô fees) arising 
out of or in connection with the engagement. Service provider, providerôs managers, accountants, attorneys, agents and their respective 
contractors, employees, licensee, and designees (collectively, the ñIndemnified Partiesò) shall indemnify, protect, and hold Willamette University, its 
directors, officers, employees, students, agents and designees (collectively, the ñIndemnified Partiesò) harmless, from and against any claim, 
demand, action, loss, cost, damage, or expenses whatsoever (including, without limitation, reasonable attorneysô fees) arising out of or in 
connection with the engagement. 

 

¶ It is further agreed and understood by Willamette University and the performer that the performer shall carry workerôs compensation and $1 million 
general aggregate limit liability insurance and 2 million each occurrence limit for athletic related activities to cover any and all liabilities which may 
occur during his/her stay or performance. The performer further agrees to add Willamette University as additionally insured on general liability to the 
insurance policy. A certification of this insurance must be presented as an official representative of Willamette University before the performance 
begins. 

 

¶ Any deviation from the conditions set forth in this contract without prior written consent of both parties constitutes a breach of contract. If such a 
breach occurs, damages as stated earlier in the contract will apply and/or payment will be held pending an equitable adjustment between the 
performer and Willamette University.  

 
______________________________________________________  ______________________________________________________ 
Office of Student Activities Designee Signature    Performerôs or Authorized Agentôs Signature 
______________________________________________________  ______________________________________________________ 
Date        Address of Performer 
        ______________________________________________________ 
        City   State  Zip 
        ______________________________________________________ 
Updated 1/26/11       Date 
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Contract Rider  
 

Willamette University ð Office of Student Activities 
Performance and Related Activities Rider 

 
Todayôs Date: ___________________ 

This rider becomes part of the contract dated ___________________ between Willamette University and ___________________________ (hereinafter 

referred to as performer). 

 

¶ The laws of the State of Oregon apply in the execution, interpretation, and enforcement of this agreement. 
 

¶ University policy prohibits deposits or advance payment in connection with this agreement. 
 

¶ The performer(s) agrees that he/she will not be under the influence of any alcohol or illegal drugs while on campus. 
 

¶ If this contract is cancelled by the performer anytime after 30 days prior to the scheduled performance, the performer will reimburse Willamette 
University for all production, advertising, promotion, and labor costs incurred to the date of cancellation. 

 

¶ In any event that the performance of any aspect(s) of this contract shall be prevented by any act of God, physical disability, acts or regulations of 
public authorities or labor unions, labor difficulties, strike, civil tumult, war, epidemic, interruption of transportation, or any other proven cause 
beyond control, the performer and Willamette University shall respectively be relieved of their obligations stated in this contract. 

 

¶ The performer agrees as part of this contract that he/she will comply with all applicable laws regarding discrimination on the basis of race, creed, 
color, sex, handicap, and sexual orientation. 

 

¶ All parties who sign this contract rider have no conflict of interest in this contract. 
 

¶ Willamette University shall indemnify, protect, and hold performer, the individual members of performerôs managers, accountants, attorneys, agents 
and their respective contractors, employees, licensee, and designees (collectively, the ñIndemnified Partiesò) harmless, from and against any claim, 
demand, action, loss, cost, damage, or expenses whatsoever (including, without limitation, reasonable attorneysô fees) arising out of or in 
connection with the Performance. Performer, performerôs managers, accountants, attorneys, agents and their respective contractors, employees, 
licensee, and designees (collectively, the ñIndemnified Partiesò) shall indemnify, protect, and hold Willamette University, its directors, officers, 
employees, students, agents and designees (collectively, the ñIndemnified Partiesò) harmless, from and against any claim, demand, action, loss, 
cost, damage, or expenses whatsoever (including, without limitation, reasonable attorneysô fees) arising out of or in connection with the 
Performance. 

 

¶ It is further agreed and understood by Willamette University and the performer that the performer shall carry workerôs compensation and $2 million 
general liability insurance to cover any and all liabilities which may occur during his/her stay or performance. The performer further agrees to add 
Willamette University as additionally insured on general liability to the insurance policy. A certification of this insurance must be presented to an 
official representative of Willamette University before the performance begins. 

 

¶ Any deviation from the conditions stated below and set forth in this rider and contract without prior written consent of both parties constitutes a 
breach of contract. If a breach occurs, damages as stated in the rider will apply or payment will be held pending an equitable adjustment between 
the performer and Willamette University. 

 

¶ Performance conditions: 
_____________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________ 

 
_______________________________________________  _______________________________________________ 
Office of Student Activities Designee Signature    Performerôs or Authorized Agentôs Signature 
 
_______________________________________________  _______________________________________________ 
Date       Date 
 
Updated 2/1/11       
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1099 Tax Form  
Have any performers or service providers who are paid by the University complete this form prior to payment.  

 
Updated 8/10 
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Equipment Checkout Forms  
The following forms are used to reserve equipment for student organizations.  
 

WITS Request for Equipment  

 
Updated 8/10 
 

Student Activities Request for Equipment  
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Updated 8/10 

 

Release Form  
When taking groups off campus, have each participant complete this form.  
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Imprint Request  
If you would like to use any University logo or image, please fill out and submit this form to Jill Munger, Director 

of Auxiliary Support Services & Clothing and Gift Buyer <jmunger> or 503 -375 -5381. See page 8 for more 
information. 

 
 
 
 
 

 
 
 

 
 
 
 

 
Updated 8/10  
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GL Access/Organization Update  
Use this form to gain access to the General Ledger for your student organization. S ee page 23  for more 
information.  

 

 
 


