OFFICER TRAINING

Department of Student Centers and Involvement



STUDENT INVOLVEMENT
OFFICE HOURS:

MONDAY - THURSDAY, 8:30AM-7PM
FRIDAY, 8:30AM-6:00PM

Peer Advisor Emails
treasurerhelp@echo.rutgers.edu

involvementpolicy@echo.rutgers.edu

orgregistration@echo.rutgers.edu

rutgers.involvement@gmail.com
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HANDBOOK FORMAT
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Student Organization & Advisor Handbook

resource.

Student Involvement is here to serve students, student organizations, and the Rutgers community through organizational advisement and support, involvement activities,
leadership development and a wide range of program offerings. Such efforts, implemented in collaboration with students, faculty, staff, and alumni, aid in the growth and
development of individuals. They are an integral part of the educational mission of Rutgers University. Our department views students as partners in the creation and
implementation of co-curricular endeavors at Rutgers University. This shared responsibility is achieved through student employment opportunities, paraprofessional
experiences, organizational involvement, and the promation of student decision making. We welcome you in your new endeavar as a student organization leader. The
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O n th e rl ght S} O u Wl 1 l S e e t I l e u S e I information contained in this handbook is meant to serve as a resource to student organizations and their officers. Our hope is to build a partnership with you that will ensure

success for your arganization. We hope that you will attend our various programs, trainings and warkshops that have been tailor made to meet your needs. Your experience as
an organizational officer should provide you ample oppartunities to develop skills that will help you in your future endeavors, and to meet co-curricular learning outcomes.

[ ] [}
rl e I l I e a O W I l a I I O 1 ‘ If you have any questions, please contact Department of Student Involvement, located in the Student Activities Center (SAC), 613 George Street, New Brunswick, N] 08301,
, Phone: 848-932-6978, Fax: 732-932-1080 or via email at osi@echa.rutgers.edu.
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Advertising and Pasting Travel Pragrams and Informed Community Service and
Consent Waivers Volunteer Resou

Read more about student
organization policy @
Involvement.rutgers.edu/handbook |



Involvement.rutgers.edu/handbook

WHO IS OUR ADVISOR?

Each organization registered with the
Department of Student Centers &

Involvement has a professional advisor. If r——
you are unsure of who your advisor is, R Rutgers University Big Buddy

you may find out by logging into your o R
organization’s getINVOLVED page and
click “About”:

getINVOLVED
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-
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JOIN &4 conTacT «
VIEW ALL PHOTOS

TO log into your getINVOLVED page ViSit semester of the academic year.
involvement.rutgers.edu and click on the Additionalinformation

i N Advisor assigned by the Department of Student Involvement (Groups that are departments or
link to our Rutgers getINVOLVED site.




Important: Coca-Cola products must be used as the beverage of choice at
your organization events. More info on Coke products here: http://www.coca-
colacompany.com/brands/the-coca-cola-company

List of Coca-Cola Products below:




ADVERTISING

Flyers Must Be Stamp Approved
Flyers at Bus stops will be torn down
tri-weekly

Email: dorvilli@rci.rutgers.edu to
receive approval for posting in
Residence Halls.

Q, Search This Website

mJTGERS Student Involvement
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Student Organization & Advisor Handbook (70 tO: iﬂVOlvement.rutgerS.edu
and click on Handbook!

Student Involvement is here to serve students, student organizations, and the Rutgers community through organizational advisement and support, involvement activities,
leadership development and a wide range of program offerings. Such efforts, implemented in collaboration with students, faculty, staff, and alumni, aid in the growth and

development of individuals. They are an integral part of the educational mission of Rutgers University. Our department views students as partners in the creation and

implementation of co-curricular endeavors at Rutgers University. This shared responsibility is achieved through student employment opportunities, paraprofessional

experiences, organizational invalvement, and the promotion of student decision making. We welcome you in your new endeavar as a student organization leader. The

information contained in this handbook is meant to serve as a resource to student organizations and their officers. Our hope is to build a partnership with you that will ensure
ss for your organization. We hope that you will attend our various programs, trainings and workshops that have been tailor made to meet your needs. Your experience as
anizational officer should provide you ample opportunities to develop skills that will help you in your future endeavors, and to meet co-curricular learning outcomes.

have any questions, please contact Department of Student Involvement, located in the Student Activities Center (SAC), 613 George Street, New Brunswick, N 083901,
e: B48-932-6978, Fax: 732-932-1080 or via email at osif@echo.rutgers.edu.

Advertising and Posting

Events and Program Planning
Guidelines

Student Center and
Reservations Guidelines

Travel Programs and Informed
Consent Waivers

Food and Catering Guidelines

Student Organization General
Guidelines

Community Service and

Volunteer Resources

Public Forums

Student Organization Incident
Palicies

Contracts

RUSA Allocations

getiINVOLVED
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TRADEMARK LICENSING

Student Organizations are entities of Rutgers University.
When purchasing imprinted supplies such as t-shirts,
sweatshirts, caps, mugs, promotional items, etc ., you
must use a vendor licensed by the Rutgers Trademark
Licensing Department regardless of design.

Consult your Advisor if you are ordering items imprinted
with your organization name or any other RU trademarks to
be sure you are in compliance with trademark licensing
guidelines. The Trademark Licensing website has a list of
licensed vendors as well as information on the appropriate
use of RU trademarks. For a list of approved vendors, visit
the website at ucm.rutgers.edu/trademark-licensing. You
are welcome to contact the Trademark Licensing staff, for
help with finding an item or designing an imprint that will
meet your promotional needs. This assistance is free of
charge.

Rutgers Home | New Brunswick ‘ RBHS | Newark ‘ Camden ‘ Online

Universitywide Search | Show Quickfinder | +

UCM Home | UCM Units | Resources | Contact Us

KUTGERS University Communications and Marketing

About Advertising &
Us Sponsorships
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Trademark Licensing

RELATED What are the Rutgers trademarks? Where do I find the marks? Where do I find vendors
licensed to use Rutgers’ trademarks? These are just a few of the questions that can be
answered by the Office of Trademark Licensing.

How We Can Help What Is a Trademark?

* Need a useful and memorable giveaway to hand out at

h 5 A trademark is a word, phrase,
your open house?

7 ? symbol, or design (or a
* Want to buy custom T-shirts for your academic team combination of those) that

members as they prepare for an upcoming competition? identifies or distinguishes the
* Wondering if you can put the big, red Rutgers "R" on a source of goods of one party
flyer? from those of others. Most
* All merchandise bearing Rutgers' various marks must be university trademarks are
purchased from licensed vendors. We'll help you connect registered with the United
with them. States Patent and Trademark
Office.

ucm.rutgers.edu/trademark-licensing




USE SABO FOR TICKET SALES, BAKE
SALES, FLOWER SALES, ETC.!

The SABO office should be used to conduct ticket
sales for large student organization events. Smaller
events may want to table in Student Centers for ticket
sales.

All on-line sales must have a minimum sale amount of
100 tickets. There is a surcharge of $1.50 per ticket.

Expected sales of under 100 tickets can be conducted
at the SABO window.

For more details please visit the handbook section on
ticket sales: bit.ly/2eJRa4W

mJTGERS Student Activities Business Office Q Search This Website

Student Affairs

ABOUT US ACCOUNT HOLDER INFORMATION USEFUL LINKS SABOONLINE ~ SERVICES ~ TREASURER'S INFORMATION RESOURCES

Online Ticket Sale

= Aservice charge is incurred for every ticket sold.

Copyright ® 2016, Rutgers, The State University of New Jersey,
an equal opportunity, affirmative action institution. All rights reserved.

Reminder: Student organizations MAY NOT utilize Venmo, Paypal, Chase
Quickpay, Square Cash, or any other payment sharing system for any kind
of ticket sales. *Please note: Student organizations may only use Venmo
for small fundraisers (i.e. bake sales, flower sales) at Student Center

contact tables.


http://bit.ly/2eJRa4W

STUDENT ORGANIZATION OFFICER

LIST-SERV

Look for the Department of Student Centers and Involvement Officer ListServ
every MONDAY afternoon!

There are plenty of reasons to read the ListServ. This is our main form of
mass communication with student organizations. We consider Officers
responsible for relaying important information to other officers and club
members. This information includes:

* Important Registration Deadlines: (yearly re-registration,
Involvement Fair, Officer Training, Budget Deadlines...)

* Tips of the Week: Important information to inform the student
experience as an organization officer.

* Student Organization Management Workshop Series:
organizations should attend at least two workshops a year to assist
in the success of your organization.

*  You've Got Mail: A List of organizations who have mail for pick-up.

« Student Organization Bragging Rights: An opportunity for student
organizations to brag about their accomplishments and programs.

*The purpose of this weekly email is to provide student organization officers with updated information specifically geared
towards student organizations.

*If you are an officer of a student organization registered through the Department of Student Involvement, your
subscription to this list is required. *Sponsored by Department of Student Involvement.

*For more information call: 848-932-6978 or email: osi@echo.rutgers.edu

Student Organization Re-Registration
Officer Training

Involvement Fair

Coca-Cola Beverages

Student Organization Handbook
Advisors

Meningitis B Vaccination Clinic

1. Student Organization Re-Registration 2016-2017

Thank you for re-registering your student organization this year. Your organization has been contacted regarding any re-
registration items that are missing. If your organization is missing items, please be sure to submit the needed items as soon
as possible. Student organization that do not submit all requirements by Saptember 30 may risk de-registration.

2. Officer Training

There will be five options for Officer Training this year. Training is a combined President and Treasurer training. Officer
Training is mandatory to complete your registration process. **We understand that Presidents and Treasurers may not be
able to attend the same training date. We only ask that both attend one of the five options.

***Treasurers will receive access to SABO accounts once they have completed training and the organization has submitted
all required paperwork

****|f 3 President and/or Treasurer cannot attend, please email involvementpolicy@echo.rutgers.edu to notify Student
Involvement why the officer cannot attend as well as options for an appointment with a Student Involvement Peer Advisor.

Please click on the links below to register:
September 12
https://rutgers.collegiatelink.net/organization/Studentinvolvement/calendar/details/987449




FOOD SAFETY WORKSHOPS

Food Safety Workshops are offered during the academic year
through the Department of Student Centers & Involvement with the
help of RU Dining Services. This workshop is provided for students
who want to have cook-outs and BBQs.

Unless this workshop is attended by those people handling food, no
students will be allowed to pre-purchase any type of perishable
foods to be prepared without the assistance of RU Dining Services, or
another approved caterer/vendor under any circumstances.

Please contact: jnason@dining.rutgers.edu to schedule 1:1 training if
necessary.
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ADDITIONAL RESOURCES

SABO
http://sabo.rutgers.edu

DEPARTMENT OF STUDENT CENTERS &
INVOLVEMENT HANDBOOK
http://involvement.rutgers.edu/handbook

RUSA ALLOCATIONS
https://sites.google.com /site /rusaallocations/home

For more information on travel and contracting, please see our
“Trips and Travel” & “Contracting” videos posted to our
involvement.rutgers.edu website.
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STUDENT INVOLVEMENT
OFFICE HOURS:

MONDAY - THURSDAY, 8:30AM-7:00PM
FRIDAY, 8:30AM-6:00PM

Student Activities Center
613 George Street

848-932-6978
osi@echo.rutgers.edu



