
Welcome to SCOT!
Student Club and Organization 

Training

Sponsored by Ursinus College 
Student Government and the 

Student Activities Office



Here’s what we’re going to cover today:
1. Navigating the Student Activities website
2. Organization Accreditation Process (OAP)

a. Starting a New Organization
3. AFAC Allocations
4. Planning an Event
5. Fundraising
6. Advertising

a. Poster Policy
7. Questions & Concerns
8. Election Schedules
9. The Rest of This Semester!



Navigating the Student Activities Website

1. Go to www.ursinus.edu
2. Type “Student Activities” into the search bar
3. Click the first result! 
4. Go to the “Resources” tab on the left side

Ok -- let’s walk through this!









Navigating the Student Activities Website

So, you’ve gotten to the “Resources” page. Here’s 
what it looks like...





Navigating the Student Activities Website

Now, as we move through each of the tabs on the 
“Resources” page, we’re going to describe the 
process for your organization. 

First, let’s go through the Organization 
Accreditation Process (OAP).







Organization Accreditation Process

What is OAP?

OAP holds clubs and organizations to certain requirements, 
ensuring that each organization is contributing positively to the 
Ursinus community. Through OAP, the SAO and UCSG obtain 
necessary documentation to make communication with 
organizations more efficient.

It’s to make life easier for you!



Organization Accreditation Process

To read more about OAP--the expectations, 
requirements, and evaluations--download the 
full document available on the site.







READ THIS!



Scroll down for 
info about UCSG 
evaluations, club 

merging, etc.



Organization Accreditation Process

Once I’ve read that, what do I need to do?
Your organization is to fill out a form each semester that requires 
the following:

● Names and emails of President & Treasurer for next semester
● Name and email of faculty Adviser
● Organization Constitution
● Transition Plan
● Summary of semester activities or achievements
● List of membership
● Attendance of 3 members to SCOT

○ President, Treasurer, & non-senior member

...What does all of this look like?



Organization Accreditation Process

First, let’s go through the documents that you’ll 
need to submit: Organization Constitution and 
Transition Plan. 

Both have templates available for download on 
the OAP page of the SAO site. Let’s look!





Organization Accreditation Process

Here’s the Organization Constitution Template. 

Note: Your organization should PERSONALIZE this 
document for your own needs. The template is a 
guideline, but your Constitution must be relevant 
to your own organization. 
● E.g. if you don’t require dues, take that section out (do 

not just leave it blank)!



Important 
information that 

should be read and 
then DELETED 

from your 
Constitution. 



Organization Accreditation Process
Here’s the Transition Plan Template. 

Note: Your organization should PERSONALIZE this 
document for your own needs. The template is a 
guideline, but your Transition Plan must be 
relevant to your own organization. 
● Take these guidelines & write descriptions of how your 

organization will accomplish these goals every semester 
or year.



Information 
should describe 

when & how 
transition will take 

place, as well as 
the information 
necessary in the 

transfer (e.g. 
adviser, account 

number, etc.) 



Organization Accreditation Process

Questions?

So, your Executive Board has completed the 
Constitution and Transition Plan. What now?

Now, you submit these documents (and other 
required info) through the form located on the 
site. Let’s see what that looks like...





Type in all 
required 

information. There 
are questions that 

allow for file 
submissions. 

Please name the 
file according to 

the example before 
submission. You 
must answer all 

questions to 
submit the form.



Please list and 
describe your 

achievements in 
the box provided. 
Then, choose how 

many members 
you have in your 

organization. You 
need to list at least 
8 members in the 

next box.



Organization Accreditation Process
Once you’ve submitted that form, you’ve 
successfully completed OAP! Your organization 
information will go to UCSG for review, and you 
will be evaluated based on the criteria you 
submitted. 

Please see the OAP document for information on the 
tasks of UCSG in the OAP. 



Organization Accreditation Process
Note: if your organization fails to pass the OAP 
two semesters in a row, you will be terminated 
by UCSG. Termination includes the following:

● Removal of organization’s email privileges
● Liquidation of AFAC Funding
● Expulsion of all on campus organization advertising, 

such as paper flyers
● Disallowance of organization’s use of EMS



Organization Accreditation Process
Please complete the OAP by the deadline every semester. 
Deadlines and reminders will be sent by UCSG. Once you’ve 
established a Constitution and Transition Plan, it really is a quick 
process. 
Again, the OAP is put in place to better the UC community, and to 
improve efficiency & communication between organizations, 
SAO, and UCSG. A short form every semester will help us do this!

Questions? Let’s keep moving! Next up: 
how to start a new organization.



Organization Accreditation Process
How to start a new organization

Information about starting a new 
organization is available on the OAP site. 
Just scroll down a little more!







Organization Accreditation Process
How to start a new organization

The site outlines the steps of this process, but 
let’s quickly walk through the requirements.

Note: the differences between OAP and starting a 
new organization are small. See if you can spot 
them!





Organization Accreditation Process
How to start a new organization

This document outlines everything your new 
organization needs, and what criteria UCSG and 
SAO will use to evaluate your proposal. Let’s take 
a look.





Organization Accreditation Process
How to start a new organization

Note: when creating a new organization, please 
take care to ensure that it contributes something 
UNIQUE to the Ursinus community, and that it 
will last beyond your own participation. These 
criteria are outlined in the document shown.



Organization Accreditation Process
How to start a new organization

So, you’ve read the Intent to Organize document. 
Now, let’s go over some basic steps.

You will need to find potential members and a faculty 
adviser. Think of someone who might be interested and 
could contribute to your organization. When asking 
your adviser, send them the following document to look 
over...





This PDF gives 
your potential 
Adviser all the 

information they 
need to know 

about advising a 
student 

organization. Give 
them time to 

decide if they can 
make the 

commitment. 



Organization Accreditation Process
How to start a new organization

Name a President and a Treasurer (at 
minimum), then outline a Constitution from 
the provided template--same one as before!





Important 
information that 

should be read and 
then DELETED 

from your 
Constitution. 



Organization Accreditation Process
How to start a new organization

Submit all of your information and 
documentation through the Intent to Organize 
form located on the site (it looks just like the 
OAP form). 





Type in all 
required 

information. There 
are questions that 

allow for file 
submissions. 

Please name the 
file according to 

the example before 
submission. You 
must answer all 

questions to 
submit the form.



Organization Accreditation Process
How to start a new organization
Your Intent to Organize form will be received automatically 
by a Leadership Consultant in the SAO. They will reach out 
to you to schedule a meeting. Once you’ve been approved 
by an LC, the application will go to UCSG for an evaluation 
of the criteria listed in the Intent to Organize document. 
You will receive word of your approval after this evaluation.

Note: if your organization is approved, you will have to 
complete the OAP every semester as outlined previously.



Organization Accreditation Process
How to start a new organization

Spot the Difference: New organizations do not have to provide a 
Transition Plan, and they only need intended members and events.  

New organizations, after approval and formation, 
will be required to send 3 members to the next 
SCOT meeting (the first SCOT offered after the 
formation of the organization).

Questions? Let’s keep moving! Next up: 
AFAC Allocation information.



AFAC Allocations

So, you have an organization, and it has 
completed the OAP. Now, you need funding! 
We’re going to walk through everything you need 
to do.

First, where do you go on the site? Start on the 
“Resources” page that you saw earlier.







AFAC Allocations

This screen has everything you need to know about 
AFAC. Let’s start with the basic guidelines.

The guidelines outline the composition of the AFAC 
committee, organization requirements, and proper 
usage of AFAC funding. Be sure to read about all of 
these aspects in the document provided. 

 





READ THIS!



Scroll down for 
information about 
requirements for 

your organization, 
as well as 

information about 
how to 

appropriately use 
the funding. 



AFAC Allocations

Once you’ve read the guidelines, get started on 
your Allocation Request Form! The Form 
requires information about your organization, as 
well as a breakdown of costs for your event or 
activity. 

Follow the example provided!

 





AFAC Allocations

Submit your Request Form to afac@ursinus.edu.

Your request will be reviewed at the next AFAC 
meeting, and you will receive word about your 
funding as soon as possible. 

If you have any questions, please email the current UCSG 
Treasurer, whose email will be provided on the AFAC site. 

 

mailto:afac@ursinus.edu




AFAC Allocations

Note: AFAC decisions may be appealed. See the 
guidelines for more information.

Also, Allocations will not be allotted for requests 
of personal use. Any purchases made by the 
organization must remain in the possession of the 
organization (e.g. no personalized shirts, etc). 

 Questions? Let’s keep moving! Next up: 
Planning an Event.



Planning an Event

So, your organization has received funding, and 
you’re looking forward to hosting an event! We’re 
going to walk through everything you need to do 
to pull this off.

First, where do you go on the site? Start on the 
“Resources” page that you saw earlier.







Planning an Event

First thing’s first, you’re going to need to read 
the Event Planning Manual. This outlines the 
ins-and-outs of hosting an event on campus (and 
provides you with resources to really make it 
special)!









Planning an Event

Once you’ve read the Manual, it’s time to start 
planning your event. Your organization’s Event 
Planner should submit all details of your event in 
the Proposal Form that is linked on the site. 

Let’s take a look. 





This form asks 
for details of 

your 
event--the 
who, what, 

when, where, 
and why--if 

you will. 



Planning an Event
Your Event Proposal submission will be directed to 
the Student Activities Office. A Leadership 
Consultant will then reach out to your Event 
Planner to schedule a meeting. 

At this meeting, the LC and your Event Planner will review the 
details of your event and make sure that everything will go smoothly. 



Planning an Event
After you’ve been approved by an LC, they will 
contact the CASE office, so that you may reserve 
the space through EMS. 

Let’s walk through how to Reserve a Space. Start 
on the Event Proposal page on the CASE office 
site...







Put in your Ursinus 
username and 

password (do NOT 
include @ursinus.edu)







Enter in all the 
information for your 
event, and wait for a 

response to confirm your 
reservation!



Planning an Event

SHOULD THIS NOT WORK:

Please contact Taylor Manferdini at the CASE 
office for help reserving a space. 



Planning an Event
After you’ve reserved a space, get started planning within 
your organization, and reach out to campus resources that 
you might need:

● Event Tech & IT
○ For visual, sound, microphones, etc.

● Facilities
○ For tables, chairs, etc.

● Catering
○ For food and service

● And more! (See the Manual)



Planning an Event
Policy for Outside Food:

● Please work through Dining Services Catering 
and/or Sodexo when possible (information to 
contact these sources is available in the manual).

● If not, your source must be traceable and licensed.
○ We need record of this documentation at your 

meeting with an LC!
○ Can be grocery store, but no homemade goods



Planning an Event
Note: you must PLAN AHEAD when hosting events. Please give the 
SAO (and your resources) at least 2 weeks processing time--more, 
depending on the size, location, and complexity of your event. 

Also, try to avoid major dates like CoSA, Homecoming, 
Commencement, Alumni Weekend. Look on the calendar to see 
what other events are happening, so that you are not competing for 
audiences (e.g. Having a Chess tournament and a Checkers 
tournament on the same night). 

Questions? Let’s keep moving! Next up: 
Fundraising.



First, Let’s Take a Break!

It’s been a long meeting, and we’ve been throwing 
a lot of information at you (can you believe this is 
slide #85?). Take a minute to stand up, stretch out, 
and drink some water. 

We appreciate you working with us!



Fundraising

Now, your organization is looking to raise some 
money (either for your own needs or for an 
outside charity). We’re going to walk through 
everything you need to do to make that happen.

First, where do you go on the site? Start on the 
“Resources” page that you saw earlier.







Fundraising

This screen has everything you need to know about 
Fundraising. Let’s start with the basic guidelines.

The Fundraising Policy outlines all requirements 
and restrictions for Fundraising on campus. Be sure 
to read the entirety of the document. 

 







Fundraising

Once you’ve read the policy, get started on your 
Fundraising Form! The Form requires 
information about your fundraiser: who it 
benefits, how you’ll raise money, etc.. It also must 
be signed by your adviser.

Follow the example provided!

 







Fundraising

Note:  if you are fundraising for an outside 
organization, you must provide documentation of 
their acceptance of the donation and their status 
as a non-profit organization. 

Fill out the section in the Form with their 
information, and attach a letter of 
documentation.

 





Fundraising
Submit your Fundraising Form to studentactivities@ursinus.edu.

Your request will be processed as soon as possible, 
and an LC will reach out to you to schedule a 
meeting about your fundraiser. 

If your fundraiser is approved by the LC, your request will be 
submitted to FAB. You will be notified after FAB approval.

 
Questions? Let’s keep moving! Next up: 
Advertising.

mailto:studentactivities@ursinus.edu


Advertising

Now, your organization is looking to advertise 
your events/fundraisers. We’re going to walk 
through advertising policy.

First, where do you go on the site? Start on the 
“Resources” page that you saw earlier.







Advertising
The advertisement policy can be found in a 
document on the page, but let’s hit some basic 
points:

● ALL ads (including posters) must be approved by 
the SAO
○ Stop by the SAO for a stamp, then make 

copies
● TV ads should be PowerPoints sent to 

ursinusnews@ursinus.edu
● Posters for tech should have proper dimensions 

(40x30) and be converted to JPEG

mailto:ursinusnews@ursinus.edu




Advertising

Posters are a great way to spread the word about 
your organization; however, there are rules 
about where and how you hang them. Please 
scroll down to see the Poster Policy on the 
Advertising page. 

Poster Policy









Advertising

So, you’ve read the policy. Let’s highlight some major points (and 
mistakes we often see):

● Postings may not be placed on glass doors, windows, at the 
top or bottom of stairwells, close to or covering lighting 
fixtures, etc. (Place them on bulletin boards!)

● Scotch, packaging or duct tape on any surfaces is 
prohibited due to the damage and difficulties associated 
with the removal (you can use painter’s tape!).

● Postings or advertisements should be removed within 24 
hours after the event, program, or activity has occurred.

Poster Policy



Advertising

Note: Posters that do not abide by these 
guidelines will be subject for removal by SAO 
staff (who make frequent “poster checks” during 
office hours). The staff member who removes 
your posting--if before the date of the 
event--will reach out to you about the poster 
and the guidelines. 

Poster Policy

That’s all folks! Next up: Questions and 
Concerns.



Election Schedules
In order to improve efficiency and preparedness, we ask 
that organizations follow the schedule below for elections 
in the spring semester:

● UCSG elections last week of March
● Class council elections first week of April
● ALL organization elections complete by the second 

week of April
○ Take the time you need prior to organize

This way, elections will be complete to allow transition 
time (note: goes in your Transition Plan!) and to accurately fill 
out the OAP by the end of the semester.



The Rest of This Semester!
Thank you so much for attending SCOT! Here’s what 
you need to do now:

1. Let us know if you have any questions or concerns (next 
slide)!

2. Make sure that all 3 of your organization’s representatives 
attend a session, if they are not here today.

3. Fill out the OAP by Thursday, May 3rd at 11:59pm (this is 
just before finals start)!



RECAP:
What are the main points to take away from SCOT?

★ Everything is available to you on the SAO website!
★ The current President, Treasurer, and 1 non-senior 

member must attend SCOT at the beginning of each 
semester!

★ Fill out the OAP by the deadline (Spring 2018: May 3rd) 
at the end of each semester!



Questions & Concerns

Is there any part of this process that you’d like 
clarified? Any specific questions that you need 
answered?

How can we best help you?



Questions & Concerns
If you would like to speak to someone individually, 
or if you have questions that come up after this 
meeting, please reach out to any of the following 
email addresses:

ucsg@ursinus.edu or studentactivities@ursinus.edu 

Former UCSG President: Garrett Bullock 
(gabullock@ursinus.edu)

SAO LC: Joanna Timmerman (jotimmerman@ursinus.edu)

mailto:ucsg@ursinus.edu
mailto:studentactivities@ursinus.edu
mailto:gabullock@ursinus.edu
mailto:jotimmerman@ursinus.edu


Thanks for coming to SCOT!
We are excited to see great things from 

your organization next semester!

Sponsored by Ursinus College 
Student Government and the 

Student Activities Office


