


registered student org types
s I‘SOz

Administrative RSO Academic RSO

Associated with

colleges or X X
academic programs

Sponsored by OU X
Advisor (typically Faculty adviser
Responsible Party covered by OU’s designee, or inde-
insurance) pendent*
Independent
Funding Student Activity Fee Fundraising
Direct Allocation OUTSGA Fee

Allocation Process

*must operate with guidance from faculty/staff advisors and OU-Tulsa Student Affairs staff; may not
reference the University of
Oklahoma in any way within the organization name or any promotional materials.



HOW TO REGISTER

Registration for all OU-Tulsa student organizations is mandatory.
The process takes place at the beginning of each Fall semester.

4 SIMPLE STEPS:

1. Complete the required information on the on-line registration form
2. Provide a list of members within the registration form

3. Upload by-laws and constitution

4. One member and advisor must attend the mandatory Student Org

training in the Fall
That’s it!
Your organization will receive confirmation and be eligible to enjoy the
exclusive benefits of registration, including:

« Ability to receive or apply for funding through OUTSGA’s Fee
Allocation Process

« Ability to reserve rooms on campus (see COVID-19 info page)

« Ability to have event information publicized across campus

« Ability to host fundraising or solicitation events (see COVID-19 info
page)

important forms

REGISTRATION FORMS:

Register your organization/Member signature sign in sheet
To register your student organization and find the member signature
sign in sheet.

ACTIVITY NEEDS REQUEST:

Room Rental/Publicity/Food Form

Room Rental: used to reserve a room on campus

Publicity: how Student Affairs will publicize your event - new email
guidelines

Food: Request food for your event




Smoney$

Student organizations at OU-Tulsa are funded one of two ways
depending on the type of organization:

Administrative student organizations: this organization type is directly associ-
ated with colleges or academic programs and are considered to be sponsored
by OU.

These organizations are allocated a budget each year from the student activi-
ty monies paid by the students in their respective college/academic program.
These budget amounts will be disclosed to each organization at the conclusion
of the mandatory student organization training each semester. Administrative
student organizations must be registered by the registration deadline at the end
of the first week of September and are NOT eligible to participate in the OUTS-
GA Fee Allocation Process.

Academic student organizations: these organization types are funded through
independent fundraising efforts and the OUTSGA Fee Allocation Process.

How do | request to hold a fundraiser? Complete the activity/event form, se-
lecting the “fundraiser” option.

How do | participate in the OUTSGA Fee Allocation Process?
1. Complete the mandatory annual student organization registration by
the beginning of the each semester.
2. Complete and submit a Fee Allocation Application at the beginning
of the each Fall and Spring semester: https://bit.ly/outsgafeeallocation21
3. Have at least one officer attend the mandatory student organization
training at the beginning of the academic year.

Important Dates:
Funding registration deadline 9/17/2021 @ 5:00pm
OUTSGA General Meeting: 9/28/2021 @ 5:30 pm

Each student organization is responsible for tracking their own revenue and ex-
penses once the budgets are established and fees are allocated. Please keep an
updated and detailed record readily available in the event of an audit. Student
Affairs also tracks the expenditures of every student organization at OU-Tulsa,
and will present the OUTSGA Treasurer with these figures prior to each OUTS-
GA meeting.




HOW TO SPEND FEE MIONEY

WORK WITH STUDENT AFFAIRS TO SPEND YOUR MONEY.
PER UNIVERSITY POLICY REIMBUSEMENTS OF ANY KIND
ARE NO LONGER ALLOWED.

APPROPRIATE USE OF FUNDS: INAPPROPRIATE USE OF FUNDS:

« Office Supplies * Scholarships

* Permanent fixtures or publications * Tickets for any university dept, or RSO event

« Advertising in student media publications <« Endorsement of political candidates or

» Postage causes

* Rental of facilities and equipment + Telephone expenditures

« Entry fees for intramural and tournaments <« Gifts, cards, prizes, gift cards
for RSO sports clubs « Personal items of any nature including

* QOrganizational dues, however, individual t-shirts, mugs, lamps, personal pad holders,
dues are not permissible personal folio planners, personal calendars

* Registration fees for conferences and or organizers, day planners, pen or pen-
workshops cil sets, appliances, giveaways, specialty

» Services provided by DJs, performers, items, plaques, trophies, awards, certificates,
entertainers, etc. monetary awards, memberships pins, etc.

* Security for events * Clothing of any kind including costumes

« Food for organizational banquets, dinners, (with exception for multicultural events),
meetings, programs, etc. (see COVID-19 athletic uniforms, shoes, etc.
info page) « Alcoholic beverages or medications

* Rental of clothing or regalia for « Knives, guns, firearms, ammunition, or any
multicultural or international events components thereof

* Decorations and decoration materials to * Reimbursement for postage charges not
be retained by the university processed through Student Affairs

 Refreshments for organizational meetings ¢ Reimbursements of any kind
and programs * Any additional expenditures prohibited by

* Marketing items, subject to approval by the Board of Regents

OU Athletics, for promotion purposes only
* Banners promoting an organization or
university event
e Subscription renewals
* Guest speaker fees

DON’T KNOW?
JUST ASK STUDENT AFFAIRS



trademark licensing policy

WHATISIT?

Student organizations wishing to design, purchase, or sell any items
(t-shirts, tumblers etc.) that contain any logo, wording, or reference to
the University of Oklahoma must follow the licensing approval policy.

TIMELINE FOR APPROVAL/REJECTION:

Approximately two weeks for review, which may include design revisions
by OU Athletics Licensing.

WHERE DOITURNITIN?

Organizations can turn in a hard copy of the signed request form along
with their full-color artwork to OU-Tulsa Student Affairs in Room 1C76, or
email a completed copy with full-color artwork to tulsasa@ou.edu.

MORE INFORMATION:

Student organization trademark licensing information

EXAMPLE:

Ql TulsalouTsca

SCHUSTERMAN CENTER




RISK MANAGEMENT

Bk Lawr [Fem— Togh

i s S Cosres sivdy wr juk “‘-F! I“ - Ii::. TUinicrciy-spesl sossls, achivitin, o Fis-{aiversity-sprel sceric, Tty syl s—l, acticii

. i o wiinch Sl ores selecli’] P Tt iicin s i el el For Cosren siesky wr Sl | activition ar tnis nok il Ex o i et sl S cores. cindy wr
Aciily L — """"":’:1“" v | i, i e e ity sl | iy e i, i o | ol s, i s o sicacity b
oy EZ0w mech 2 mtingey,. pmches, - PR o milorxtil wvicse. ety vekaie v o et ssicien o nalora ol e
Gy Tl Fromat-write Alkcabesd
Famguin e g o Fond e [ —— ] —
M Art; o cruilit s i
s sreley wn of Faslen
Fﬁn-m*pﬂ. gy reck. clislsing wall wb-wpr Pr————
nﬁ__-.:h-m_-i Hﬂ-i#_ﬂu Tl Commbnpry chres Finkd i o P
%ﬁ*%‘fi_ﬂmﬁf—- Koo W ot Pk ESCwmmrad | o e | A E Scted Fmierniin
Tl _iqkmani-h-—miﬂﬂiqq‘-;-uﬂq“l‘g;-n H“ mul:;nhnn - e “"i—‘“""“'_""'r'
ool e e il desce | e—"— oo el shetacie ke P - il clde
wih Tt Wby, || oo (P Chrpical; e | St S g acal puriirwamcn |22 2| commpmition ara
ey, oo - i ar -y
ey cailiecll mplls. alrmined
= 5 o = o = = o o = o3
okl I P A # A ® A ® # A ® # A
Womm vad Moo o A x A x A x A x A
iimmbelguaiim of Rk
T Winkin - * * * * *
TRt Taerd
ok o B
Lbiy I # # x i x # X &# x #
e iy & # # # # # # g # #
¥ Reauised
#F CEcreinn of fe venue or fe evenl
* Reuired of oul-oF slale sty overight el
e Nan: Mk it Mol stk Fmiond TV

PRO TIP: IN ADVANCE OF YOUR EVENT REACHOUTTO
OU-TULSA STUDENT AFFAIRS



-
COVID-19

Primary Impacts for RSOs

MUNCHIES:

Food may be served at indoor meetings and events. Meeting hosts will need to
remind attendees that they are expected to mask when they are not immediately
eating or drinking.

MASKS:

All RSO events will be subject to the policies outlined in the OU-Tulsa COVID-19

Response Plan, which includes:

« All individuals in campus facilities are strongly encouraged wear surgical-style
facemasks, covering both the nose and mouth.Students may obtain a mask in
the Student Affairs office (1C76) and at various locations around campus.

« There are multiple scenarios that would trigger you needing to complete a new
screen form. Please visit ou.edu/tulsa/coronavirus for more information related
to travel, symptoms, exposures, spending more than 7 days away from campus,
and attending gatherings with more than 10 people.

« Any RSO that fails to comply with OU’s COVID-19 policy during meetings or
events may be subject disciplinary action, including but not limited to: to sus-
pension of RSO activities, forfeiture of designated funding, and student conduct
code charges.

For student-facing updates regarding COVID-19 at OU-Tulsa, visit
https://www.ou.edu/tulsa/coronavirus



10 FAQS

10.

Can we have events off campus? As a result of COVID-19, off-campus events are
strongly discouraged. For any RSO event complete the activity / event form and our
office can help ensure a successful outcome.

Do we have to fill out a form every time we meet? Yes. It keeps us informed about
student activities and enables us to advertise and support these events as necessary.

How should we order food for our event or meeting? Let us help! Complete the food
order request form at least 48 hours prior to your event and we will place the order for
you. Reimbursements will not be issued. (Refer to COVID-19 info page)

Can we have alcoholic beverages at our student organization event? Never on
campus. If your organization’s event or meeting is held off campus then alcohol can
only be purchased legally and independently by participants. Organization funds
cannot be used to purchase alcohol. Depending on the nature of the event, it may be
required to pay for security.

What can we spend our funds on? What is prohibited, in general?
Please refer to the “How to Spend Student Fee Money” page.

What do we do with the funds we raise until we decide how to spend them? Work
with your advisor to determine an appropriate and safe way of storing your funds.
Whatever method you decide, always document all of your transactions and keep a
running record of your revenue and expenses. We can deposit into fee account, but
then rules in #5 apply.

Will Student Affairs keep track of our funding? No. This is the responsibility of the
treasurer (or designated officer), and oversight is the responsibility of the advisor. We
will not pay your bills if you run out of money or overextend your organization.

. As an officer or member, can | sign agreements or contracts on behalf of my student

organization? No. Pass along all documents to Student Affairs prior to the event, so we
can consult with necessary departments.

How do | get more students to participate in my organization? If possible, open
your membership to include students beyond your degree program. Publicize your
organization (work with our office to utilize our student e-mails, FB page, and digital
sighage). Talk to your fellow students and work with your advisor to get the message
out in the most effective way possible.

I’m graduating. How can | ensure my organization continues to thrive? Be intentional
about identifying and training the students who will take over for the graduating class.
The key in a single word? Communication



10 ti
Ips for advisors & officers

1.

10.

Read your e-mails.

We know it can be information overload, but we share a whole bunch of important info
there!

Get to know your members.

Build relationships.

Achieve greatness.

Attend your organizations meetings.

Keep your “finger on the pulse” of the group you oversee or represent.

Be enthusiastic & optimistic.

Your members will look up to you and follow your lead. Use a great attitude to help
students maximize their potential.

Understand the importance of your role.

Students come and go, but you give the organization continuity and consistency.

Start early.

Things happen quickly once the academic year begins - don’t fall behind!

Oversee your organization’s finances.

This is more than just advice, it’s a requirement. When it comes to your student
organizations money, the “buck” stops with the advisor. However, officers play a vital
role in ensuring finances stay organized.

Educate yourself and ask questions.

The Student Affairs website, this resource guide, our staff, other advisors - all available,
willing, and ready to help.

Attend the annual Student Organization Training each Fall semester.

Organized exclusively with you in mind. The BEST place to learn everything you need to
know.

Have fun!

Nuff said.



IMPORTANT CONTACTS

for student organizations

Josh Davis, Exé;:utive Director: 918.660.3107 or joshua-davis@ouhsc.edu
Lauren Condry, Assistant Director: 918.660.3108 or lauren-condry@ouhsc.edu
Monica Goodwin, Programming Coordinator:918.660.3105 or
nmMonica-goodwin@oushc.edu

Student Health: 918.660.3102 or tulsastudenthealth@ouhsc.edu

Student Counseling: 918.660.3109 or tulsacounseling@ou.edu

IT Help Desk: 918.660.3550 or tulsait-servicedesk@ouhsc.edu

Academic Technology Help Line: 918.660.3812

Campus Operations/Facility Management: 918.660.3555 |
Campus Police: 918.660.3333 (emergency) or 918.660.3900 (nonemergency)

Behavioral Intervention Team (BIT): 918.660.3248 or tulsaBIT@ouhsc.edu

2020-2021 OUTSGA Executive Team:

Timothy Philips, President: Timothy-Philip@ouhsc.edu

Holli Reherman, Vice President: hreherman@ou.edu

Ayana Blackey Treasurer: ayanablackey@ou.edu

Samantha Faulk, Secretary: samanthajfaulk@ou.edu





