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Welcome
Thank you for showing interest in starting a club at Champlain College.  We, the Student Government Association, are pleased to offer this club planning guide to students who are developing and implementing student run clubs.  Our goal with this guide is to provide all information needed to start, run, and maintain a club. We hope the information from this guidebook will encourage new opportunities as well as provide helpful information to students.

This Activities Guide for will aid you in successfully leading your student organization and will familiarize you with the rules and policies related to recognized student organizations. As an important part of campus life, student organizations and other co-curricular activities provide leadership development opportunities to enhance students’ college careers.  The Student Life Staff at Champlain provide certain privileges to student organizations in good standing. These privileges as explained in this guide include opportunities to:
· Use College facilities, equipment, vehicles and services
· Apply for/receive funding from Student Services at Champlain College 
· Be included in College/student publications listing recognized student organizations
· Sponsor fund-raising events 
· Use the College name and logos with approval 
· Be eligible for awards and honors presented to student organizations and their members
· Submit flyers, posters and banners to be distributed by the Student Life Staff in designated Champlain College locations
· Sponsor events using the Champlain College name 
· Link your student organizations web page to the College web page
	
We welcome new ideas and initiatives and hope that you will contact any of us to discuss your interests.  

[bookmark: _Toc495739209]Lily Shah, Director of Marketing
Rachel Lariviere, Director of Archives
Elyse Mauriello, Director of Public Relations
Matt Ginsburg, Director of Student Voice
Viktor Jagar, Director of Finance
Carlyn Trout, Director of Facilitation
Megan Crilly, Director of Program Coordination
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Forming a New Club or Organization
Before you begin the process of forming a new student organization, check out the club activities listings to research what organizations already exist. These groups have been formed to meet a variety of community service, leadership, recreational, co-curricular and arts interests. You may find that there is already a group on campus doing exactly what you want to do. It is often more effective to combine forces than duplicate efforts and/or services thereby creating competition for resources--financial or people. Most organizations are very eager for new members; they want talents, new ideas, enthusiasm and commitment. If there is a group of people meeting with basically the same interests as yours, it makes sense for you to join forces and become fast allies. 
[bookmark: _Toc219774184]How to Start a New Club or Organization
We are always eager to help students, faculty and staff who wish to lead a group or activity.  To have a new club or activity group on campus recognized, please submit a one-page proposal that outlines: (see Appendix L for guidance) 

· Your name and contact information for four members
· The name and contact information of a faculty/staff advisor
· The type of club or activity
· Mission statement of club
· The goal of the activity
· Attendance records and agendas of three start-up meetings including ten student participants at each meeting
· Names of a minimum of at least ten students who will participate regularly 
· Tentative events
· Locations of events or activities 
· A detailed budget, including start-up costs as well as estimated events and activities costs for the entire year
· Special considerations (space, equipment, travel, etc.)


Submit the proposal to the Student Government Association.  You will be notified by the SGA once the club has been recognized as to the allocated funds your club will receive.
You can receive assistance with any of these steps by contacting the Student Government Association at x 5495 or email them at SGA@champlain.edu. 
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Advisors
Champlain College requires that all recognized student organizations have a faculty/staff advisor.  In order to be eligible to be an Advisor for a club the Advisor must be either a full time or part time faculty member, or a full time staff member.Advisors help guide the group in accordance with the purposes and ideals of the College. The relationship of the advisor to the group will vary depending on each organization and its members; therefore, the responsibilities and duties of the advisor will vary according to the group’s needs.
[bookmark: _Toc219774186]Advisor Responsibilities
It is expected that Activity Advisors maintain close contact with the members of the organization, providing general support and leadership when necessary. 
 Specific responsibilities also include:

· Participating and being present at least 50% of all scheduled meetings sponsored by the club.
· Ensuring that there is proper supervision (self or pre-arranged substitute) for activities staged by the group with which she/he is working.
· Playing an active role in helping students design meaningful programs that are consistent with the group and purpose.
· Communicating the organization’s news, concerns and questions to the Director of Program Coordination of the SGA.
· Becoming familiar with the College policies and procedures relating to student conduct and ensuring that the group is following those policies when participating in a College-planned events (see The Rudder and/or Champlain.edu for detailed information on campus policies).
· If you must resign as an Advisor during your term, you are responsible for notifying the members of the group and the SGA of your decision.  (Please give as much advance notice as possible so that efforts can be made to identify a new advisor.)  
· To be well informed of all club operations.
· Upon approval of Charter, Advisor signature binds them to the above responsibilities.
· At the end of a semester an Advisor create a progress report on their clubs activities over the past semester.  This should include major changes within the club, events they have hosted, budgetary assessment, and future plans for the following semester.
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Please Note:  As of September 2008 Club advisors will not be receiving stipends for being a club advisor.  Advisors of grandfathered clubs (clubs already established before this date) will still receive their stipends for that academic year.
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Calendar Planning
We would like to be able to spread a variety of activities throughout each semester.  Some events are scheduled well before the semester begins, while others may occur on relatively short notice.  When scheduling new activities, please take a moment to review the activities and academic calendars located at https://my.champlain.edu under “On Campus”, this will enable you to avoid significant conflicts.  For example, you might choose not to schedule a bus trip on the same evening a Lecture Series event takes place.   

Calendars of events occur in a variety of places and formats.  You will find the following useful when planning your event:

· Events Calendar:  The campus website https://my.champlain.edu lists anyactivities hosted by the Student Activities Department and any activities that clubs and other staff presently have scheduled.  Each item on this list links to a description of the activity or to a separate web page.  You can find this information under the “On Campus” tab on this site.  All members of the Champlain Community are authorized to enter events and activities on the following site.  

· Academic Calendar: The Academic Calendar is available on the College web site at https://my.champlain.edu.  It lists vacation weeks, semester start and end dates, grades due dates, and other administrative deadlines.   You will want to avoid planning any programs the weekend starting a break, during a break, or in the first few days after returning from a break as there is typically low attendance at programs that happen during those times.

· Champlain News and Events:  On the web at http://www.champlain.edu under “News” and “More News” you can find activities that are held for the Champlain College community and are open to the public.  This calendar is maintained by the Marketing Department and lists many public events, etc.

[bookmark: _Toc495739211]
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Use of Allocated Funds
In order to use your allocated funds, you must submit an outline to the SGA. This outline must detail items to be purchased and/or the details of planned events.  Be prepared to explain the type of event and the date it will occur. 

Reasonable budget requests include but are not limited to:
· Transportation
· Entrance Fees
· Facilities Rental and/or Set Up Fees	
· Food
· Marketing Expenses
· Security Costs
· Guest Speakers/Entertainers
· Supplies
· Any allocated funds must be used in accordance with the Rudder
	

		1

		13


[bookmark: _Toc219774189]Funds are acquired by:
Expense Report/Cash Advance:   Your budget must first receive approval from the SGA.  To get a cash advance you must first fill out a Travel Expense Report available in the Finance Office (please note that reimbursement is preferred over cash advancement).  A check will be cut for you to use at your discretion; note that if all receipts are not kept, detailing monies spent, you will be responsible for paying the College back for any amount not spent or claimed in a receipt.  These funds should not be used to pay vendors for services under contract.  

Purchase Order: Purchase orders are made out directly to the vendor.  A separate requisition form is needed for each item and/or vendor; requisition forms are available in all administrative offices on campus.  When completing the form please indicate whether you want the check mailed out to the vendor directly, sent to you through campus mail, or if you will pick it up in the Finance Office.   If you provide the name and address of the vendor on the requisition form and fill it in under the “ship to” section, the Finance Office will mail the check directly to the vendor.  This is the best way to pay a vendor.  Another option is to give the check to the vendor at the time of the event.   Do not give the check to the vendor until after their services have been acquired and you feel that the services where fulfilled to the terms of the contract.  

Student Contributions and Fundraised Funding:Fundraising is highly encouraged since club budgets may not be entirely approved.  Some clubs may want to collect student contributions for some special events, particularly if they involve big ticket items like buses or entrance tickets.  Consult with the SGAif you are unsure whether students should pay part of the cost of an event.  If your group collects money from students for events, they must turn in all collected monies with a list of who paid and amount paid to the Director of Finance of the SGA. All collected monies that have been fundraised must also be turned in to the Director of Finance of the SGA. You are not to draw from these funds for event expenses.  All event expenses must be done through the requisition, purchase order, or expense report as outlined above. Note: There should be no outside bank accounts set up on behalf of the club/organization. Collect funds will be deposited into the clubs account once submitted to the Director of Finance of the SGA.

[bookmark: _Toc219774190]Collecting Funds:
· Reimbursements: In order to get reimburse promptly you must:
· Have your receipt(s) scotched taped to a piece of paper 
· Have the name of the person being reimburse and their mailing address written on this sheet of paper
· SGA these receipts by 12pm Monday 

· If you handed your receipts to the SGA before 12pm on Monday you will get your check(s) by the following Friday.  If you handed your receipts after 12pm on Monday you will receive your check(s) a week from the following Friday (the end of the following week).

· Checks are available for pickup in the Finance Office on Friday or will be put in campus mail.



For off-campus events, when using off-campus vendors, or when planning an event that poses a health or safety risk there is a Risk Management Form (Appendix B)that needs to be completed and attached to fund requisitions.  

***Reimbursements will not be given unless the expenditure has been pre-approved by your club advisor.  
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Scheduling Rooms
All rooms on campus are reserved through the Event Center. If you want to reserve space on campus with no special set-up, call or email Event Center at ext. 5957 or at eventcenter@champlain.edu.  Please reserve the space as far in advance as possible, but not less than two weeks ahead of your scheduled program.  It is a good idea to double-check your reservation shortly before the event to be sure there are no conflicts.

When reserving a room, please provide the: 
· name of the group
· purpose of the meeting/ what the event is
· contact person, email and phone number
· start and end time of the event
· number of people expected to attend
· any special set up details and AV ordered from Media Services

[bookmark: _Toc219774192]Guidelines when reserving space on campus:
The following policies govern the use of all facilities on campus:
· No smoking or alcoholic beverages are allowed on College property. 
· Organizations are responsible for any damage to rooms or buildings as a result of their room usage.
· Organizations are also responsible for arranging for clean-up, through the Event Center.
· Please be sure to return tables and chairs to their original positions and leave the space clean and orderly.  Failure to comply may result in revocation of future room request privileges.
· All events on campus are required to follow the City of Burlington Noise Ordinance that begins at 10 p.m. and runs until 7 a.m. every day.
· Security should be notified of an event that may impact parking so they can help your group work out any special needs. Security suggests that if a program happens when classes are in session that guests park at Perkins Pier and utilize shuttle services. Shuttle service hours are 7 a.m. to 9 p.m. Monday through Friday. 
· Room reservations do not include the use of audiovisual equipment. All requests regarding the use of equipment must be made one week in advance through Information Systems ext. 6462.


See pages 9 & 10 for more details.
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Space Reserved Through the Events Center:
Room 				       Capacity		Features			Special
Alumni Auditorium			194		Sound, Projector, 		None
DVD/VCR, 
Lighting, Stage

Classrooms                             		Vary		Vary				Only when no classes 
conflict

Conference Room, SLC			15		Conference table and chairs, 	None 
							phone, and wipe board

Dining Hall                             		235 + 217	Standing + Seated, Dining	None
Room, breakfast/lunch/
dinner by meal card or cash

Electronic Classroom (MIC 308)		27		Networked computer @		None
each chair, VCR	

Fireplace Lounge  			115		Fireplace, individual soft 		Not a private space
							chairs, wide screen TV,		may have people pass
							DVD/VCR, tables and 		through. Contact 
							chairs for 16, 2 computers	Even Center
							with Internet

Fitness Studio				20		Sound system, dumbbells,	Only available when 
						chairs, exercise balls,		no regularly 
						resistance bands			scheduled fitness 
											classes offered.	

Gymnasium 				500		Bleachers, stereo system,		Only available when 
							sports equipment for		no intramurals are 
							various sports			offered. A $500 fee for 
											non-athletic events. 
									Crowds over 372 require 
									trained crowd managers to 
									be hired.

Hauke, Boardroom Cafe (103)        	40		Dining Room set up, 		None
chairs and tables, Large Screen, 
DVD/VCR, Large Wipe board

Hauke, Teleconference Room (005)	55		Theater Seating, Projector	None

Hauke, Photography Studio (205F)	18		Open Space			None 

Hauke, Conference Center       		248/99		Open Space/Tables & Chairs	None

Jazzman’s Café				42		Tables & Chairs			None

MIC Conf. Rooms (305-306)		16/16/32 	Conference tables, chairs		None

Patio, SLC Terrace		114 		Tables and chairs		None		




Space Reserved Through the Events Center: (cont.)
Room 				       Capacity		Features			Special
Outdoors		Varies		None				Must follow noise 
ordinance

Residence Hall Lounges         		Varies     	Pleasant for small groups 	Daytime hours only.  
							Contact Ashley Mikell 

Summit Music Area			52		Tables & Chairs			None

Vista Room				12		Small couches and benches 	None 	


[bookmark: _Toc219774194]Outdoor Space
Space outdoors (lawns, courtyards, etc.) may be reserved for use by clubs and organizations.  Use of such space is subject to the time, place and manner according to regulations set by Champlain College. All uses of the outdoor spaces that require special equipment, such as audio systems, tables, chairs, etc., must be coordinated in advance with the Event Center at ext. 5957.  Plan ahead! Outdoor space is not guaranteed until a completed Facilities Scheduling Form is submitted and accepted, at this time you will receive an Event Center Confirmation. Outdoor events must comply with all school policies; the school is also required to follow the City of Burlington Noise Ordinance that begins at 10 p.m. and runs until 7 a.m. every day.
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Some events require special equipment or set-ups.  If your event requires a special set-up contact the eventcenter@champlain.edu and they will be happy to assist you.   

Service				Contact					Charges Apply
Set up and Teardown			Events Center, ext. 5957				none
Food from Sodexho			Mike Canas, ext. 2743				Case by Case
Sound Equipment			Lyle King, ext. 6462				none
TV, VCR if not in room			Lyle King, ext. 6462 (1 wk. ahead)		none
College Banners				Events Center, ext. 5957				none
Seal, Flags   				Diana Agusta, ext. 2733				none
Podiums				Events Center, ext. 5957				none
Distance Conferencing			Lyle King, ext. 6462				Case by Case
Piano (mobile) 				Tom Bonnette, ext. 6499				none
Sandwich Boards			Events Center, ext. 5957				none

**Major changes in set-ups may require an additional expense; for example, removing the furniture from the lounge for a large event may require hiring movers and renting storage.  This additional expense would need to be incorporated into the cost of doing the activity or program.
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Food Services
Food for on-campus events can be provided by Sodexho, the College food service.  Options include everything from cookie breaks, pizza, bag lunches, etc., to full dinners.  If providing a full meal, students with meal plans would not be charged to your bill.  Be sure to give a list of students to the Sodexho Staff in advance of your event. This includes bagged lunches that you and your group are taking off campus.  However, the students may not use their meal cards for that same meal in the Dining Hall.  Students without a meal plan that are participating in your event may pay cash or you could have their meal billed to your account with approval through the IDX Student Life Center. 

To request food service please enter your request by going to: 

https://my.champlain.edu and click on the “Eats” tab.  You will then want to click on the “Catering Request Form”; Complete the form and submit.   Your request must be submitted at least 72 hours prior to your event. The web site will not allow you to submit a request if you attempt to submit it within 72 hours of your event.  It is best if you check in with catering services one day before the event to confirm that your request has been processed and will be ready for your event. 

Contact information:
Name:			Mike Canas
Telephone:		860-2743
Fax:			860-2770
E-mail:		canas@champlain.edu
Location:		IDX Student Life Center, South Willard Street

Meal Guarantees:  Sodexho requires a final count 72 hours prior to the scheduled event.  This count will be your guarantee count and the final bill will reflect the guarantee or actual attendance, whichever is greater.  

[bookmark: _Toc495739215]Delivery:  A delivery/pick-up charge of $20.00 is applied to all events on campus.  

[bookmark: _Toc219774197]Popcorn Directions:

1)  Plug in machine into an outlet.
2) Turn both power buttons on that are located at the top.
3) Wait for machine to warm up. 
4) While waiting, kneed the butter mixture until soft.
5) Once soft, cut off the top of the butter and kernel corn mixtures. 
6)  Lift top of the kettle. (It is magnified so it should click into place.)
7) Pour the butter and kernels in the kettle.
8) MAKE SURE COVER IS PLACED BACK DOWN on top of kettle.
9) Wait for kernel to pop. (They will start to fall down into the bottom on their own.)
10) Once it sounds like the kernels are done popping, use pour lever that is to the right of the kettle. It will swing to the left dropping the rest of the popcorn. Being careful not to touch any hot medal or hot popcorn kernels.  
11) Place the kettle back into original position and turn kettle off.

At this time you may add more popcorn and butter.
If you don’t add more popcorn, make sure you turn the kettle power button off. You may keep the heating light on so that the popcorn stay warm.

IMPORTANT NOTE: THE POPCORN MACHINE IS NOT ATTACHED TO THE CART SO PLEASE BE CAREFUL WHEN TRANSPORTING.
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Publicity
There are many ways to best advertise your event.  Please read the following suggestions to decide the ways that best suit your event.  

Web Page Advertising: Enter your event information onto the Events Calendar located on the Champlain portal https://my.champlain.edu.  Log onto mychamplain.edu to post your events on the web; 
1. Click on “Events Calendar Home” 
2. You will now see a “Post an Event to the Calendar” link to the left of your screen.
3. Follow the prompts from there and you will be guided through the process of submitting an event to the Events Calendar.
4. The final step is to hit “submit” and your event will be posted.

Note, when submitting events, be sure to post them 24+ hours in advance to give the system enough time to review and post your event. 

Stall Street Journal:  Maintained and distributed by IDX Student Life Center Staff, this weekly calendar is posted in bathrooms all over campus. It consists of brief descriptions of events for the upcoming week.  Information is gathered directly from the Event Calendar on the campus web site, https://my.champlain.edu. In order for your event to be included on the Stall Street Journal you must submit your event to the Events Calendar at https://my.champlain.edu.  The Stall Street Journal is printed on Thursday morning, so all information must be submitted by Wednesday morning of each week in order for it to appear on the SS Journal for the following week.

Daily Activities Board: Information is gathered directly from the Events Calendar on the campus web site, https://my.champlain.edu and posted on the Activities Board located in the main entrance of the IDX Student Life Center. This is a great way to remind our community that your event is happening on the day it occurs.  

Champlain College Radio:  Another great way to have your event publicized.  Simply by posting your information on the Events Calendar at my.champlain.edu gets your information broadcast on the radio station.  The radio station publicizes the daily events that are placed on the web at https://my.champlain.edu.  

Phone Screen Saver: Events can also be advertised on every school phone in the residential community.  Space is limited on the phone display.  To get your event publicized you must contact the Assistant Director of the IDX Student Life Center.  Information will be posted on a case-by-case basis, and it is dependent on the other events currently posted on the phone screen saver.  

Banners:  To hang banners from Hauke Bridge:  Permission must be obtained by calling ext. 6499.  Requests should be made at least 3 days in advance of the hanging date.


[bookmark: _Toc219774199]FLYER & POSTER GUIDELINES

· All posters and flyers placed on Student Activity bulletin boards must be sponsored by a Champlain College recognized student organization or department.  The name of the student organization, department or contact should be printed on the poster/flyer.

· In order to allow for each organizations posters to get good exposure on these boards SLC staff suggests that you make your poster 4 ¼ inches by 5 ½ inches (this is half of a standard size sheet of paper).To save the trees and allow for enough space on the bulletin boards, please print so that there are two posters on each 8 ½ x 11 sheet. If you do choose to make them this size, work-study will customize your posters by bordering it with a piece of construction paper. 

· Poster/flyer size is not to exceed 8 ½” x 11” - If you need to exceed this size please consult with Beth Fitzgerald if you want them to go on Student Activity bulletin boards. 

· Posters on designated Student Activities boards must be distributed through the work-study office room 312 in the IDX Student Life Center. If your poster is 4 ¼ x 5 ½ there should be two copies of your poster on each 8 ½ x 11 sheet, in this case please leave 30 copies of this full sheet in the designated area in room 312 marked “cut”.  If you feel it necessary to make your poster 8 ½ x 11 please place 80 copies in the designated area in room 312 marked “sort”.  Your posters will be distributed on bulletin boards and in bathrooms by IDX Student Life Center work-study student within two days of drop off.  They will also be distributed to Resident Assistant’s mailboxes to be posted in residence halls. Therefore, be sure to get your posters to room 312 in the IDX Student Life Centerwith plenty of lead time. 

· The College reserves the right to dispose of any posters/flyers posted on Student Activities boards by anyone other than IDX Student Life Centerstaff.  The staff removes unauthorized and outdated posters and flyers from designated Student Activities boards twice each week.

· Posters/flyers may not be hung on walls, windows or doors.  All posters hung in undesignated areas will be removed by facilities staff.  

· Posters and flyers must be in good taste.


Outlined below are opportunities for assistance with publicity and promotion. 

Activities Fair: An Activities Fair takes place on campus early in each semester.  All groups are invited to have a table at the fair and publicize their activities.  This event is coordinated by the Activities Coordinator at ext. 6436.

An Activity/Club Web Page:  The Student Life Center will provide a general introductory web page for each club or organization.  Please contact the Assistant Director of the Student Life Center or SGA depending on who supervises your club.  

[bookmark: _Toc495739216][bookmark: _Toc51645573][bookmark: _Toc219774200]
Transportation Policy



There are several means of transportation that may be used for transporting students, staff and faculty to and from College sponsored events.   

The first listed below is the use of College vans.  The College owns two vans that each have the capacity to hold seven people, including the driver.  There are many guidelines that apply to using the College vans.  The purpose of the College Van policy is to clearly provide acceptable usage for all College-owned vehicles in order to ensure the highest degree of safety attainable for our students, faculty, and staff.  This is often the most cost-efficient way to transport small groups of people.  

The second form of transportation listed is renting vehicles.  The College affords clubs and organizations the right to rent vehicles.  It is advised that this service be used for long distance travel. There are also many guidelines listed below concerning renting vehicles.

Buses are a great means of transportation for large groups.  Many groups will use buses for long distance traveling, letting someone else do the driving for them.  However, there are often substantial costs attached to renting a bus and it would be in the best interest of the sponsoring group if they could fill the bus to make it worth the expense.

Taxi use is another form of transportation that any group can use.  This is useful for groups that are traveling short distances and has fewer restrictions tied to it.  

Private vehicles is another way to transport people. Please see the guidelines listed under the Private Vehicles section to determine whether this is a good option for your club or organization.  

[bookmark: _Toc219774201]College Vans
College-owned vans may be used to transport students to and from College activities.  If you meet the all aspects of the Transportation Policy you can call or email Carl Riden (860-2755 or riden@champlain.edu) to reserve a seven-passenger College van.  He will need the date, time you will retrieve/return the vans, the event name, location traveling to, and who will be operating the van(s).  It is best to schedule well in advance of the event.    
 
[bookmark: _Toc219774202]Use of College Vehicles for College-Sponsored Activities:
College vehicles are available and can be reserved when available for use by authorized personnel and approved student organizations that are conducting official College business or are engaged in College-sponsored activities.  The vehicles are not available for personal use.
 
Authorized personnel and student organizations shall be defined as follows:

· All College faculty, administrators and employees who may require vehicles for official College business or activities.
· College students, with approval of Department Chairperson, who may require vehicles for purposes related to the academic programs of the College,(student teaching, community service, etc.)
· College student organizations, approved by the Vice President for Student Services,who may require vehicles for recreational and entertainment activities.

Driving Safety Course for Approved Vehicle Use
 
Only those students, faculty and staff who successfully pass the Champlain College Driving Safety course will be permitted to drive Champlain College vehicles.  The program is offered twice during the academic year and is coordinated and scheduled through the Security Office.

In addition to drive a College-owned vehicle drivers must:
· be at least 20 years old 
· have 2 years driving experience
· have a clean driving record for the past 2 years
     
If any component of the Driver's Certification Program is not successfully completed, the individual will not be permitted to drive the College's vehicles.
 
Approval for driving all vehicles lasts for one school year.  During the summer, each driver is subject to a license check.  Upon verification of a clean driving record, approval will be extended for the upcoming school year.
 
Requests for College Vehicles
 
If you meet all aspects of the Transportation Policy, you can call or email security or call (802) 865-5447 to reserve a seven-passenger College van.  Leave the time you will retrieve/return the vans, the event name, location traveling to, and who will be operating the van(s).  It is best to schedule well in advance of the event.    

Requests for vehicles should be scheduled at least one week in advance.  All students requesting the use of College-owned vehicles must obtain a permission slip from the approved Program Coordinator, Department Chair or club/program advisor.  Reservations are generally on a first-come, first-serve basis; however, the College reserves the right to reserve, approve, or deny the use of College vehicles as it sees fit.Students must present the permission slip to the Security Office Manager before commencing on the planned trip in order to insure availability of vehicle.
 
General Operating Parameters for College Vehicles
 
· Only approved, trained and certified students, faculty or staff may drive the vehicle.
· No driver shall transport more passengers in a vehicle than the vehicle is intended to transport.  In most cases this is the same as the number of factory-installed seat belts.
· All trips must be College related or sponsored.
· All drivers will be provided a cell phone for travel, unless the driver maintains a personal cell phone.  The phone is to remain on and in the driver's possession from the time the keys are picked up until they are dropped off.
· It is the responsibility of the organization sponsoring the trip to secure a trained and certified driver.
· Trip itinerary and roster must be provided to Campus Security prior to departure.
· The club or organization is responsible for returning the van with a full tank of gas.
 
Driver Responsibilities:
 
All drivers, upon completion of training and certification, will sign an agreement stating that they have read and understand the policies stated in this document.
 
· All drivers will provide the College with written notification of any and all changes to their state license status (i.e., the College is to be made aware of any speeding tickets, moving violations, or accidents involving the College driver).
· Each passenger must wear a seat belt.
· The driver may not operate a cellular phone while driving.
· No smoking or consumption of alcohol in the vehicle shall be permitted.
· No loud music or rowdy behavior that may distract the driver is permitted.
· The driver must follow all local and state laws.
· The driver must ensure the safety of all passengers.
· If an accident or other incident occurs which causes harm to College students, faculty, staff, or property, the driver should immediately call Campus Security 865-6465 days or evenings.  This will bring about and investigation report.
· The driver is responsible for the safety and behavior of passengers while in transit.  The driver is financially responsible for any traffic or parking citations that he/she may receive.
· In the event of inclement weather, the following procedures must be followed:
· The Staff/Faculty advising the event will discuss the situation with the Assistant Director of the IDX Student Life Center to determine if the vehicle is to be used until the weather has cleared.
· If it is determined that the vehicle will not be operated, the trip must be cancelled.
· During the duration of the trip, it is the responsibility of the driver to determine if inclement weather necessitates changing return plans.
· In inclement weather it is expected that the return will be postponed, and the driver will cease operation of the vehicle.
· Employee violations will be reported to the Human Resources Office, and student violations will be reported to the College Disciplinary System.  Violations of a serious nature involving operational safety or violation of laws (such as reckless driving and driving under the influence of intoxicants) could result in loss of the privilege to operate a College vehicle.  The Office of Campus Safety will investigate complaints.

[bookmark: _Toc219774203]Rented Vehicles
When driving rented vehicles the driver must abide by all the guidelines outlined in the Private Vehicle section of this manual.  

· Unless you have a College purchase order, rental agencies require a credit card when the vehicle is rented.  The College does not provide a card for this purpose.  Advisors may use their own card to reserve the vehicle, and then pay with cash from a cash advance.  Some agencies accept a Champlain College purchase order.  In either case, please remember to request funds well in advance.  
· The College's property, casualty and liability insurance covers leased vehicles, and therefore no additional insurance is required from the leasing agency.  (Champlain College should be listed on the lease agreement).
· Students twenty-five and older who have passed the Champlain College Driving Safety Course can drive a rented van.

[bookmark: _Toc219774204]
Buses
Letting someone else do the driving is a convenient way to get to events.  Events that draw large numbers (more than can fit in the College vans) may consider chartering buses.   Reservations generally must be made well in advance and the cost of charter added to the total cost of the activity when requesting funds.  

· It is the expectation your group will respect the driver while using their services and follow any rules that the driver has in the vehicle. 
· Also be sure to clean up any trash left over by your group upon exiting the vehicle.  Extra charges may incur for your club or organization if buses are left in poor condition.  

Contact Information:

Mountain Transit 1-800-794-1339. Charges $33 per hour for a school bus.  1-800-794-1339
Premier Coach (655-4456) 
Lamoille Valley Transportation (1-800-359-2103)
Bristol Tours (1-888-254-1799)
Vermont Transit (862-9674)

Missing Bus Policy: 
· If you sign up for a spot on a bus you must show up for that scheduled time.  If for some reason you can not show up you will have to call and cancel your spot on the bus at least 24 hours in advanced.  If this does not happen you could lose the privilege of signing up for the bus.  
· If you take a bus to an event and miss the returning bus ride back to campus it is your responsibility to find a ride to campus.  Participants must make sure they are aware of when the bus is leaving the event, to avoid missing the bus.  

[bookmark: _Toc219774205]Taxis
Using taxis is a great way to transport small groups to events for groups that do not have members who are authorized to drive the College vans.  Because of the cost it is advised that the group utilize this service for local trips.  Student Activities has a good relationship with Yellow Cab and Morf Transit and suggests you use these services.  

· It is the expectation your group will respect the driver while using their services and follow any rules that the driver has in the vehicle. 
· Also be sure to clean up any trash left over by your group upon exiting the vehicle.  

Yellow Cab (862-3300) phone (658-5936) fax (can accommodate small groups)
Morf Transit (864-5588) (vans - good for larger groups)

[bookmark: _Toc219774206]Private Vehicles
Privately owned vehicles may be used to transport students to and from College-sponsored events on a case-by-case basis.  This mode of transportation should be authorized two weeks prior to the trip.  If proper authorization is not made, the event will not be considered College-sponsored event; and, therefore, College funds can not be used for the event.  To assure that your event is authorized through the College, be sure to discuss the event with your advisor and contact the Assistant Director of the IDX Student Life Center.  When using privately owned vehicles each student must fill out an Assumption of Risk Waiver (Appendix D) prior to getting into any privately owned vehicle for the purposes of going to a College-sanctioned event.

· Students may transport other students to and from College-sponsored events.  
· Each passenger must wear a seat belt.
· The driver is advised to not operate a cellular phone while driving.
· No smoking or consumption of alcohol in the vehicle shall be permitted.
· Loud music or rowdy behavior should not take place in the vehicle as it may distract the driver. 
· The driver must follow all local and state laws.
· The driver must ensure the safety of all passengers.
· If an accident or other incident occurs which causes harm to College students, faculty, staff, or property, the driver should immediately call Campus Security 865-6465 days or evenings.  This will bring about an investigation report.
· The driver is responsible for the safety and behavior of passengers while in transit.  The driver is financially responsible for any traffic or parking citations that he/she may receive.
· In the event of inclement weather, the following procedures must be followed:
· The Department Chairperson, program advisor, or approved student organization advisor will determine if the vehicle is to be used for that day or evening.
· If it is determined that the vehicle will not be operated, the trip must be cancelled.
· During the duration of the trip, it is the responsibility of the driver to determine if inclement weather necessitates changing return plans.
· In inclement weather it is expected that the return will be postponed, and the driver will cease operation of the vehicle.
· Faculty and staff are not to transport students in their private vehicles.

[bookmark: _Toc219774207]
Record Keeping
To stay in good standing, your club should complete a proposal at the beginning of each semester. (Appendix L)  It is also important for clubs to keep a record of the attendance of each meeting and event. This will enable the club to stay in contact with the interested students from semester to semester.  Keeping good records also allows the College to add the participation of each student to their student transcripts.  There is a copy of an attendance record that will make this process easy for you and your club members (Appendix K).  Both forms should be submitted to the Director of Program Coordination of the SGA each semester.For a Public Student Government Meeting a copy of the attendance record for the previous month must be submitted for that meeting.

[bookmark: _Toc219774208]Risk Management
Activities that take place off campus, involve off-campus vendors, or activities that may carry some inherent risk require the completion of the Risk Management Form.  Historically, activities such as rafting, canoeing, dances or events at hotels or other venues fall into this category.  For these events, please submit the Risk Management Form at least one week in advance,together with a request for funds.  (Appendix B)

*** Note: the form asks for a Certificate of Insurance from the vendor, naming Champlain College as an additional insured.  It is your responsibility to make arrangements for the form to be sent to the College before the activity is approved.  If the vendor questions the policy, please refer them to Ned Mahoney, ext. 2740.  

[bookmark: _Toc219774209]Release of Liability
Some activities, such as those that occur off campus or involve a certain amount of risk to participants, may also require a Release of Liability waiver form signed by each participant (Appendix F).  It is better to have participants sign this form than to not have them sign the form.  If you are unsure if you should have students sign the Release of Liability waiver contact Ned Mahoney, ext. 2740 to see if one is necessary.    

If an accident occurs during an event, fill out the Accident Report (Appendix G) and submit it to the Assistant Director of the Student Life Center within 24 hours of the accident.

[bookmark: _Toc219774210][bookmark: _Toc495739219][bookmark: _Toc51645577]Violation of College Policies
It is expected that students will abide by the College code of conduct during all events and activities planned by the College.  Please familiarize your group with the Standard of Conduct (Appendix H) and Alcohol and Drug Policies (Appendix I) at Champlain College and note that any violation of such policies will be documented in an Incident Report (Appendix J) and reported to the appropriate College officials.  If an incident occurs in violation of College policies, complete and return an Incident Report to the Assistant Director of the Student Life Staff within 24 hours of the incident.

[bookmark: _Toc495739221][bookmark: _Toc219774211]
Important Contacts
Name                   			Office                                                 		      	Phone #
Agusta, Diana              			President’s Office					860-2733
Averill, Leslie              			Student Services						651-5907
Batista, Angela				Diversity and Inclusion					860-2784
Bonnette, Tom           			Facilities					    	865-6499
Canas, Mike                 			Sodexho/Food Service                                   	    	860-2743
Dodson, Kyle				Service and Civic Engagement				865-5408
Andrews, Kevin				Information Systems					865-6458
DiGrande, Ted            			Sodexho/Food Services                                  	    	860-2769
Dusini, Paul                 			Campus Computing                                        		865-6451
Fitzgerald, Beth           			Student Activities                                            		865-6436
Kennedy, Kate             			Student Services		                                     		860-2703
King, Lyle             			Audio/Video                                                  		865-6462
Mackin, James                			Van Licensing                                                      		865-6411
Mahoney, Ned             			Finance                                                            		860-2740
Mazzariello, Lisa         			Student Life Center          				651-5904
Mikell, Ashley             			Residential Life                                               		865-6428
Balcom, Lina				Student Life Center					651-5913
Pomplin, Doey          			Finance                                                            		651-5983
Riden, Carl                  			Campus Security                                              		860-2755
Sanborn, Mary             			Physical Plant                                           			860-2705
Scott, Lara				Residential Life						651-5908
Student Activities Cell Phone		Student Life Center Staff					343-5066
Student Government Association		Student Life Center					865-5495
Strunk, Elaine             			Student Life						860-2704
Urbahn, Debbie           			Student Services						860-2703
Vassar, Mary Beth			Counselor/Alcohol and Drug Education			651-5959
Wheeler, Linda				Events Center						651-5957
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[bookmark: _Toc219774212]Risk Management Form

Date of Event:


Event (Please detail activity):



Name and address of Vendor providing service:



Type of transportation provided:



Champlain College Advisor Present:


Phone #:

Additional personnel required (chaperone, lifeguard, referee, etc.):




Number of students expected to participate:

Special Safety Considerations/accommodations:




Attachment:  Certificate of Insurance with Champlain College named as Additional Insured must be received before approval

*Parental Consent required for students less than 18 years of age
*Alcohol is not permitted at any on-campus or off-campus activity.

Please submit this form with the Travel Expense Form one week inadvance to
 Ned Mahoney, Finance Office, Mailbox 2, ext. 2740.




Appendix D

TRANSPORTATION
ASSUMPTION OF RISK WAVIER

I __________________, hereby acknowledge that it may be necessary for me to transport myself and/or others, or to use transportation not provided by Champlain College, in order for me to attend or participate in Champlain College activities/clubs/classes/events.  I further acknowledge that there are risks inherent in using or providing such transportation for myself or others, such as (but not limited to), inclement weather and hazardous road conditions.  I agree to assume the full risk and full responsibility for arranging transportation for said activities/clubs/classes/events, as well as the associated costs, in exchange for Champlain College granting me permission to participate in said activities/clubs/classes/events.  I further acknowledge and agree that Champlain College shall not be responsible for any bodily injury to me, other students, or any third parties or any property damage that may result from my use of transportation not provided by Champlain College to attend Champlain College activities/clubs/classes/events or provision of such transportation by me to myself and/or others. I agree to defend, indemnify, and hold Champlain College, its trustees, agents, employees and affiliated entities harmless from any and all damages, including, but not limited to, bodily injuries and property damage that may arise from my transportation of myself and/or others to Champlain College activities/clubs/classes/events. 
Name (please print) ____________________________________  
Date ____________________ 
Signature ____________________________________________ 
Signature of Parent or Guardian (if participant is under 18 years of age) 
_________________________ Date_________________ 













Appendix F

CHAMPLAIN COLLEGE
Student Activities 
RELEASE OF LIABILITY

This waiver includes all activities provided by the Student Life Center and all Clubs and Organizations.   This waiver includes but is not limited to all athletic, social, educational or adventurous events in nature provided by Champlain College.  I hereby release Champlain College, from any and all claims from injury or damage that may be sustained by me while I am enrolled at Champlain.  Champlain College does not provide any health or additional insurance if injured during any of the events sponsored by the Champlain College Student Life Center.  It is the schools expectation that all parties involved have their own insurance coverage.  

Transportation: Champlain College will provide transportation to the site of the activity ONLY when the activity is not within comfortable walking distance from the center of campus. Providing or accepting transportation to the activity in personal vehicles operated by Champlain College students or staff is unauthorized by the college and done at your own risk.

Every effort will be made by Champlain College to make each event a safe and enjoyable activity. By signing below, you understand that there are certain risks involved in any activity. It is the college’s expectation that the participant will provide any necessary safety gear or equipment to engage in this activity.

Champlain College recommends that you consult with a physician before participating in any strenuous activity.

If you are under the age of 18, you must obtain the consent of a parent or guardian in order to participate in activities through the Student Life Center.

Alcohol or illegal drug use is not permitted at any 
Champlain College student activity.

________________________			________________________
Student Signature					Parent/Guardian Signature




_________________________			_________________________
Student name (please print)			Date


Appendix G
Champlain College
IDX Student Life Center 
Accident Report

Date_____________________

Name of injured________________________________

Campus/Local Address___________________________________________________________

Phone______________________________

Time accident occurred_______________(am / pm)	
										
Time accident reported_______________(am / pm)	

Personnel Present: Yes_____      No______ Who?_____________________________________
Was Security Called?  Yes_____      No______ Officer that Responded?___________________

Part of body injured_____________________________________________________________
Nature of possible or suspected injury_______________________________________________
Where did the accident occur?_____________________________________________________
Probable cause of accident________________________________________________________

Immediate action taken:
______First-Aid – specify________________________________________________________
______Sent to physician’s office – specify___________________________________________
______Sent to hospital – specify___________________________________________________
______Refused attention_________________________________________________________
______Other – specify___________________________________________________________

Method of transportation:
______Ambulance
______Private vehicle
______Law enforcement vehicle
______Fire Department Rescue Squad
______Other – please specify

Witnesses available: Yes_____ No_____
	Name________________ Address___________________ Phone___________________
Name________________ Address___________________ Phone___________________

Report filed by:_____________________________  	Date__________________________

Please return the completed copy of this form to the Assistant Director of the 
IDX Student Life Center within 24 hours of the accident.


Appendix H
[bookmark: _Toc219774213]Standard of Conduct

 (Excerpted from The Student Handbook)

Champlain College strives to create a physical and intellectual environment in which you have the freedom to grow, are challenged to realize your full potential and are guided with insight and understanding toward preparation for your roles in your profession and in the community.
    This Standard of Conduct has been developed so that you will know what the College expects of you and, in turn, what you can expect from the College. It is an attempt to balance individual needs with the needs of the College without limiting individual freedom of choice. At the same time, freedom of choice implies acceptance of full responsibility for one’s actions. Thus, in choosing to attend Champlain College, you choose to conform to this standard of behavior, which has been designed for the common good of the institution and all of its constituencies, including its neighbors in the community. 
    The College reserves the right to discharge a student without prior warning if, in the opinion of the College, the student’s behavior poses a serious threat to the reputation or welfare of the College and its students. 

1.  I WILL RESPECT ALL STUDENTS, FACULTY AND STAFF, AS WELL AS OUR SURROUNDING COMMUNITY AND NEIGHBORHOOD.

Behaviors that are inconsistent with this standard include, but are not limited to, the following:

	a. Threatening the health, safety or welfare of oneself or another

	b. Harassing, intimidating or verbally abusing others

	c. Failing to comply with residence hall policies, which are outlined fully in the section titled Guidelines for Residential 
Life Behavior (page 21 of The Rudder)

	d. Disturbing the peace and/or creating undue noise

	e. Disrupting the lawful and orderly activities of others; exhibiting disruptive or disrespectful behavior in any 			College facility, classroom, laboratory or the surrounding neighborhood

	f. Failing to comply with College officials or their representatives in carrying out their duties

	g. Failing to comply with the sexual harassment policy

h .Failing to comply with the alcohol and substance policy at all Champlain College sponsored events.  
    This goes for all students of all ages.

i. All of the above guidelines also apply to any non Champlain College guests.  All guest fall under the responsibility 
   of their host.

2.  I WILL RESPECT THE ACADEMIC MISSION AND INTEGRITY OF THE INSTITUTION.

Behaviors that are inconsistent with this standard include, but are not limited to, the following:

	a. Using the intellectual or artistic work of another without appropriate acknowledgment. Students are responsible 		for learning how to avoid plagiarism, including appropriate documentation of sources and copyright issues associated 		with print and electronic media

	b. Attempting to deceive a faculty member in preparation of papers, reports, homework assignments, theses and 		other written or oral exercises, or participating with another in attempting to deceive a faculty member

	c. Cheating on exams or tests by giving, receiving or using unauthorized help

	d. Gaining access or attempting to gain access to quiz, test or examination materials prior to or in a context 			other than their distribution by the instructor

	e. Falsifying academic records or giving false information to be entered on an academic record

	f. Tampering with administrative records or giving false information to be used in an administrative capacity

	g. Tampering with or copying software illegally or copying others’ computer programs

	h. Stealing cash or merchandise, falsifying time cards or otherwise defrauding an employer during an internship, 		field experience or work-study placement

	i. Engaging in disruptive behavior that interferes with the learning of others

	j. Misusing technology by accessing inappropriate or illegal materials, or by interfering with the network in any way that 
affects others at the College

3.  I WILL RESPECT AND COMPLY WITH LOCAL, STATE AND FEDERAL LAWS AND STATUTES.

Compliance with College regulations does not in any way exempt students from adhering to local, state or federal statutes. In fact, violation of these laws represents a violation of Champlain College regulations regardless of whether prosecution ensues. Behaviors that are inconsistent with this standard include, but are not limited to, the following:

	a. Failing to comply with College, state and federal alcohol and drug policies. (The College policy is described fully 		in the section titled Drug & Alcohol Policy on page 15 of the Rudder.)

b. Possessing or using explosives, fireworks, weapons (a weapon is any object, device, or instrument that is capable of producing bodily harm or that may be used to inflict self-injury), dangerous devices, firearms or ammunition; exceptions can be granted only by the Security Office for on-duty police officers on campus in an official capacity

4.  I WILL RESPECT THE PHYSICAL FACILITIES OF THE INSTITUTION.

Behaviors that are inconsistent with this standard include, but are not limited to, the following:

	a. Vandalizing College or community property
	
	b. Trespassing

	c. Setting off a fire alarm when no fire or similar emergency exists

	d. Using a fire extinguisher or other safety device when 	no emergency exists

	e. Creating a fire, safety or health hazard

	f. Duplicating keys or developing other ways to gain access to restricted areas, information or goods

	g. Theft or unauthorized acquisition, removal or use of property, including computer hardware and/or software

This Standard of Conduct applies to all members of the Champlain community and to all areas owned or leased by the College, as well as to any location where you are engaged in a College activity.


Appendix I
[bookmark: _Toc495739220][bookmark: _Toc51645578][bookmark: _Toc219774214]Drug & Alcohol Policy

Champlain College fully supports federal, state and local laws pertaining to drugs and alcohol. The College therefore prohibits the unlawful manufacture, distribution, dispensation, possession and use of a controlled substances or drug paraphernalia. Champlain College prohibits the consumption, possession, and distribution of alcohol on campus except at special non-student functions or when authorized by a specific College official.

Consistent with the mission of the College, the primary thrust for Champlain College’s drug and alcohol policy is informational and educational. The College is committed to increasing student awareness and knowledge of the issues surrounding drug and alcohol use and abuse, particularly those issues involving health and well-being. Toward this end, the College sponsors educational programs on campus and provides training opportunities for student leaders, staff and faculty. Throughout the year, counselors are available to provide drug and alcohol education workshops. 

Materials regarding the health effects of alcohol and other drugs may be obtained through the counselors or health services. Counselors are available to speak to students who are concerned about their alcohol or drug use. These students may refer themselves to counselors or may be referred to counselors by any member of the College community. All counseling sessions are confidential. Counselors will work with students to assess the problem and refer them to appropriate agencies and rehabilitation programs as needed. In addition, counselors may facilitate support groups focusing on any issues related to drug and alcohol use. More information about any of these services may be obtained by contacting Carol Moran-Brown at 865-6426. 













Appendix J
 (
Student Conduct Information Sheet
)
For use by students, faculty, and staff to report notable student conduct to Administration.

	Date of Incident:


	Time of Incident:


	Location of Incident:





	Name(s) of
individual(s)
Involved:
	




	Please indicate the
guiding principle(s)
of the Standard of
Conduct (published
in The Rudder) which is/are relevant to this particular incident:
	· Respect for all students, faculty, and staff, as well as the College’s neighbors and surrounding community.
· Respect for the academic mission and the integrity of the institution.
· Respect for and compliance with local, state, and federal law and statutes.
· Respect for the physical facilities of the College.



Description of Events: 















	Indicate actions taken:
	___ Referred student(s) to Dean of Students
	___ Referred student(s) to Residential Life Office

	
	___ Reported to Security
	___ Reported to Burlington Police Department
___Referred student(s) to SGA


 (
FOR OFFICE USE ONLY
Date Received:
 ___________________________
Follow-up:
Phone call
Email
Letter
with HR
and RA:
________
________
_______
date
date
date
date Received:
date Received:
)
Signature:			
Phone:	Date:
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	Club Attendance Record
	

	
	
	
	
	
	
	

	Club Name:____________________________________
	
	
	

	
	
	
	
	
	
	

	PLEASE CHECK BY YOUR NAME WHEN YOU ARE IN ATTENDANCE
	
	
	

	
	
	
	
	
	
	

	STUDENT NAME
	MEETING DATE:
	MEETING DATE:
	MEETING DATE:
	MEETING DATE:
	MEETING DATE:
	CONTACT INFO: 

	
	
	
	
	
	
	

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
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TOTAL
	
	
	
	
	
	



	
	
	
	



Appendix L
Champlain College
Clubs and Organizations
Proposal for Recognition

Date: 	
Club Name: 	
Type of Club: 	

Student Contacts:
1. Name & Year 	
Title / Office Held 	
Email 	 Phone _(____)_____-________ 
Campus Mailbox # ____________
2. Name & Year 	
Title / Office Held 	
Email 	 Phone _(____)_____-________ 
Campus Mailbox # ____________
3. Name & Year 	
Title / Office Held 	
Email 	 Phone _(____)_____-________ 
Campus Mailbox # ____________
4. Name & Year 	
Title / Office Held 	
Email 	 Phone _(____)_____-________ 
Campus Mailbox # ____________


Faculty / Staff Advisor (MANDATORY):
Name (Please Print) 	
Department 	
Email 	 Phone _(____)_____-________ 
Advisor Signature ___________________________________________________

Statement of Purpose:
	
	
	
Estimated Budget:
_____________________________________________________________________________
Tentative Events and Locations:
	
		
	

Champlain College
Meeting Attendance Pledge


I,  ___________________________, hereby agree to have at least one member of the club present at every SGA Public Meeting.  Each club should be represented with an estimated budget plan for the upcoming month at each of these Public Meetings.



_______________________				_____________
	Name							Date



_____________________________
       Position
Please attach the topical agenda, attendance records and dates of the clubs three start up or most recent meeting

As of September 2008



CLUB ROSTER
Proposals for new clubs must include a roster of at least ten members. Club members must be Champlain College students.

Club Name 	


Name						Student ID
1.	   _______________________________
2. 	   _______________________________
3. 	   _______________________________
4. 	   _______________________________
5. 	   _______________________________
6. 	   _______________________________
7.  	  _______________________________
8. 	   _______________________________
9. 	   _______________________________
10. 	   _______________________________
11. 	   _______________________________
12. 	   _______________________________
13. 	   _______________________________
14. 	   _______________________________
15. 	   ______________________________
16. 	   _______________________________
17. 	   ______________________________
18. 	   _______________________________
19. 	   ______________________________
20. 	   ______________________________
21. 	   ______________________________
22. 	   _______________________________
23. 	   ______________________________
24. 	   ______________________________
25. 	   ______________________________
26. 	   _______________________________
27. 	   ______________________________
28. 	   ______________________________
29. 	   ______________________________
30. 	   _______________________________
31. 	   ______________________________
32. 	   ______________________________
33. 	   ______________________________
34. 	   _______________________________
35. 	   ______________________________
36. 	   ______________________________



	Champlain College- Clubs and Organizations

	Budget Proposal

	

	Date: _______________
	
	

	Club Name: ________________________________________
	

	
	
	

	Please include expected amounts to be fundraised and any funds received from other departments.

	Fundraising:
	amount expected
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	Membership Dues:
	amount expected
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	Please briefly describe your request below.
	
	

	Food Costs:
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	
	
	

	Transportation Costs:
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Marketing 
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	Supplies
	amount requested
	office use only

	
	
	

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Facilities Rental or Setup Fees
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	Entrance Fees
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	Guest Speakers/Entertainers
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	Security
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Other
	amount requested
	office use only

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Totals
	 
	 

	
	
	

	
	
	


Notes

image2.wmf

image3.png
Champlain
&~ Colle ge

NNNNNNNNNNNNNNNNN

C





image4.png
CHAMPLAIN

C O L L E G E





image5.png




image1.wmf

